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“We are what we repeatedly do. Excellence, then, is 
not an act, but a habit.” 

- Aristotle 	
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I. Shared Mission & Vision 
 
The mission of Collegiate Charter High School is to prepare all students in grades 9-12 for 
success in four-year colleges, professional careers, leadership in their communities, and lives of 
opportunity. We believe that all children, regardless of race, home language, economic status, disability, 
or country of origin, can succeed if they have access to a great education.  
 
Collegiate will provide all of our students with the academic and character skills they need to graduate 
from top colleges and to succeed in a competitive world. This preparation means that we provide our 
students with: 
 

• A safe, structured and focused school environment 
• High academic and behavioral expectations for every student 
• A longer school day that includes individualized academic support  
• Daily opportunities to earn privileges, responsibilities, and independence 
• Highly effective teachers and advisors who will work hard with our students 

 
This 2016-2017 Student & Family Handbook is a resource that will help us – teachers, parents, school 
leaders, and students – work together as we support Collegiate’s students climb the mountain to college.  

If you ever have a question about a policy or rule that is described in this handbook or if you have 
a concern, please call the school’s main office to seek clarification and support: (213) 304-7077.  
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II. Academic Policies 
Collegiate’s academic policies are described below. These policies are adapted from high-performing 
college preparatory high schools across the United States that are recognized for successful work in 
helping 100% of their students gain admission to four-year colleges. 

 
A. Advancing to Graduation & Diplomas 
 
Graduation Requirements 
Collegiate’s graduation requirements help our students graduate ready for the work they will undertake at 
the college level. There are three requirements that a student must meet in order to earn a Collegiate high 
school diploma and graduate from the school: 
 

1. Course credits  
2. Required exams 
3. College application 

 
Students earn a Collegiate diploma in June of their 12th grade year by fulfilling these graduation 
requirements.  
 
1. Required Course Credits 
In order to earn a high school diploma and graduate from Collegiate Charter High School of Los Angeles, 
a student in our school must first complete 270 credits across a rigorous and broad course of study that 
includes a specific set of college preparatory course requirements. Collegiate’s course requirements for 
graduation meet and exceed the University of California A-G requirements. This means that every 
Collegiate student will complete all of the courses they need in order to be admitted to a California State 
University and/or a University of California college or university BEFORE earning a diploma from our 
school.  
 
Collegiate’s required course of study is significantly more demanding and rigorous than that of many other 
nearby high school. Students, in order to earn a Collegiate diploma, you will have to work harder and 
develop stronger reading, math, writing, and thinking skills than you would if you were to choose a less 
academically challenging high school. Collegiate’s course of study is more demanding because college is 
demanding!  

We have a serious problem in our country: Many US students who enroll in college do not reach 
graduation, because their high schools did not properly prepare them. We do not want you to just go to 
college: We want you to arrive for your freshman year of college well prepared to be successful there, so 
that you can make it to your college graduation. This means that Collegiate’s courses and the types of 
courses we require you to take are academically rigorous. We have designed our course of study to be 
particularly challenging, because we want you to be truly prepared for your transition to college.  

The table below summarizes the course of study that a Collegiate student must complete in order to 
graduate and earn a high school diploma from the school: 
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Collegiate’s Required Course of Study 
Collegiate graduation requirement: Corresponding UC A-G requirement2: 

Four years (40 credits) of 
history/social sciences3 

• History/social science (“a”) – Two years, including one year 
of world history, cultures and historical geography and one 
year of U.S. history, or one-half year of U.S. history and one-
half year of American government or civics. 

Four years (40 credits) of English 
Language Arts 

• English (“b”) – Four years of college preparatory English 
that integrates reading of classic and modern literature, 
frequent and regular writing, and practice listening and 
speaking. 

Four years (40 credits) of 
mathematics4 

• Mathematics (“c”) – Three years of college-preparatory 
mathematics that include or integrate the topics covered in 
elementary and advanced algebra and two- and three-
dimensional geometry. 

Four years (40 credits) of laboratory 
sciences5 

• Laboratory science (“d”) – Two years of laboratory science 
providing fundamental knowledge in at least two of the three 
disciplines of biology, chemistry and physics. 

Two years (20 credits) of a language 
other than English (with 3-4 years 
HIGHLY recommended)  

• Language other than English (“e”) – Two years of the same 
language other than English or equivalent to the second level 
of high school instruction. 

One year (10 credits) of visual and 
performing Arts 

• Visual and performing arts (“f”) – One year chosen 
from dance, music, theater or the visual arts. 

Two years (20 credits) of physical 
education • N/A 

Four years (30 credits) of college 
readiness • N/A 

Four years (30 credits) of advisory • N/A 

 

The A-G requirements additionally require students to complete a “college-preparatory elective (“g”): 
one year chosen from the “a-f” courses beyond those used to satisfy the requirements above, or courses 
that have been approved solely in the elective area. Because Collegiate’s requirements for graduation for 
math (“c”) and science (“d”) exceed the A-G requirements, all Collegiate students will exceed the “g” 
elective requirement through their Collegiate math and science coursework. 
                                                        
2 http://www.ucop.edu/agguide/a-g-requirements/ 
3 Collegiate’s history/social science coursework includes two years of world history, cultures and historical geography, 
one year of U.S. history, and one-half year of American government, thus meeting the A-G requirements 
4 All Collegiate students must complete course work through Math IV (Pre-Calculus) or higher, thus meeting the A-G 
requirements. 
5 All Collegiate students will complete coursework in biology, chemistry and physics that meets A-G requirements. 
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Collegiate Credits & Course Offerings Map 

 

A student must earn a grade of 70.0% or higher or a grade of “Credit” in each course in order to earn 
credit for these courses. The credit map on the preceding page displays different paths students may 
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choose in order to meet graduation requirements. Paths are not tracks; paths are different routes students 
may take to meet graduate credit area requirements, and some paths are more academically rigorous 
than others. 

You can use the high school credit planning tool below and the credit map on PAGE 7 to plot out your 
chosen course of study at Collegiate. Note: The courses already printed on the table are those that all 
Collegiate students will take. 

High School Credit Planning Tool 

Requirement 9th grade 10th grade 11th grade 12th grade Total 
credits 

Four years (40 credits) 
of history/social 
sciences 

Pre-AP World 
History (10)    ____/40 

Four years (40 credits) 
of English Language 
Arts 

English I – 
A/B (10) 

English II – A/B  

(10)   ____/40 

Four years (40 credits) 
of math     ____/40 

Four years (40 credits) 
of laboratory sciences 

Pre-AP 
Biology (10) 

Pre-AP 
Chemistry (10)   ____/40 

Two years (20 credits) 
of a language Other 
than English (with 3-4 
years HIGHLY 
recommended) 

    ____/20 

One year (10 credits) of 
Visual and Performing 
Arts 

    ____/10 

Two years (20 credits) 
of Physical Education     ____/20 

Four years (30 credits) 
of College Readiness 

College 
Readiness I – 

A/B (5) 

College 
Readiness II – 

A/B (5) 

College 
Readiness III – 

A/B (10) 

College 
Readiness IV 

(10) 
30/30 

Four years (30 credits) 
of Advisory 

Freshman 
Advisory (10) 

Sophomore 
Advisory (10) 

Junior 
Advisory (5) 

Senior 
Advisory (5) 30/30 
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2. Required Exams 
In addition, students must complete the following set of exams in order to earn a diploma from Collegiate: 
 
4 NWEA MAP Exam  
 

• 4 times: August and June of grade 9; June of grades 10 and 11 
• No required scores 
• Assesses Common Core and SAT related math and reading skills 
• Free to all students 

 
2 SAT Exams 
 

• 2 times: January and May of 11th grade 
• Required for most applications to four-year colleges 
• Helps students earn financial aid and scholarships for college 
• Fee waivers are available 
• Assesses math and reading skills for college 

 
CAASPP in ELA and Math  
 

• April/May of grade 11  
• Free to all students and required by the State of California 
• Assesses math and reading skills for college 

 
3. College Application 
A student must complete6 an application to an accredited, nonprofit four-year college or university of their 
choice before earning a diploma. The college or university for which the student completes the application 
must be a match college for the student, as determined by the student’s college counselor at Collegiate, 
meaning that the student must be admissible to this college based on his/her GPA and SAT scores. 
 
Graduation for Students with IEPs   
The purpose of an Individual Education Program (IEP) is to outline the support a student needs to reach 
an ambitious and achievable academic bar. In appropriate instances particular to a student’s needs, 
graduation standards may be modified per the goals of the individual student’s IEP. In instances where a 
student is newly identified or classified and the school finds that there was a gap in provision of adequate 
services, graduation standards may be differentiated. The Executive Director maintains ultimate decision-
making authority on this matter. 
 

                                                        
6 Students need to complete each component of the full application including developing a personal statement and 
requesting teacher recommendations. While we will enthusiastically encourage every student to formally submit their 
application(s) and will support any students for whom the application fees are a financial hardship, we cannot and do 
not require submission of the application(s). 
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Diplomas & Honors 
Collegiate students share a common goal: reaching AND graduating from the four-year college of their 
choice. Collegiate will offer a high school diploma that will be recognized and accepted by all accredited 
four-year colleges and universities. Students can earn diplomas with distinction by going above and 
beyond the graduation requirements that are laid out in the next section in the following ways: 
 
Collegiate Charter High School of 
Los Angeles Diploma  • Student met all Collegiate graduation requirements 

Collegiate Charter High School of 
Los Angeles Diploma with Honors 

• Student met all Collegiate graduation requirements 
• Student achieved 3.00+ cumulative GPA 
• Student earned 3+ on 2 or more AP exams 

Collegiate Charter High School of 
Los Angeles Diploma with High 
Honors 

• Student met all Collegiate graduation requirements 
• Student achieved 3.25+ cumulative GPA 
• Student earned 3+ on 4 or more AP exams 

Collegiate Charter High School of 
Los Angeles Diploma with Highest 
Honors 

• Student met all Collegiate graduation requirements 
• Student achieved 3.50+ cumulative GPA 
• Student earned 4+ on 4 or more AP exams 

 
 

B. Promotion to the Next Grade Level 
 
Promotion Criteria 
The school will consider a student who fails to meet ANY of the following criteria to be at risk of repeating 
the grade level. The Executive Director has final authority to make promotion decisions based on a 
student’s readiness for the next grade. 
 
Credits Earned & Course Grades  
The table below shows the number of credits needed to earn grade level promotion: 
 

Moving up 
to…. 

Total credits 
earned 

10th grade 75 
11th grade 140 
12th grade 210 

 
A student must earn credit in all courses taken in their grade level before moving up to the next grade 
level. Credit is earned for a course for a grade of 70.0%+ which is a “C-“ or higher in letter-graded courses 
and for a grade of “Credit” in credit/no credit-graded courses.  
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Required Exams 
Student must complete all grade level time-specific required exams for graduation before advancing to the 
next grade level (end-of-9th-grade NWEA MAP, 11th grade SATs, etc.). 
 
Refresher Year: Re-doing a Grade Level 
Collegiate provides a rigorous, college preparatory educational program, and the faculty, staff, and school 
leadership are committed to helping all students satisfy all requirements for promotion and graduation. 
Our ultimate goal is college readiness.  
 
We believe that in some instances it will be better for a student to repeat a grade in order to fully develop 
the skills, habits and knowledge required for the next grade and for rigorous colleges and careers. We 
recognize that grade level retention is a major decision that has important academic and social-emotional 
effects for a student and their family. We take seriously the responsibility to make good decisions 
regarding grade level promotion and non-promotion. In fact, our consideration of the long-term 
ramifications is what underlies our decision-making process when it comes to require a student to re-do 
the grade.  
 
Because Collegiate’s academic and behavioral standards are more rigorous than many traditional 
schools’, we often have different and more rigorous promotional criteria. We see it as our job to help all 
students meet promotion criteria and ultimately to be prepared for success in the next grade.  
 
A student must earn credit (grades of 70.0%+) in all courses taken in order to earn promotion to 
the next grade level. Note that a grade of 69.9% does NOT round to a 70.0%. If a student falls 
short, s/he may re-do the grade level during a Refresher Year. During a refresher year, the student 
retakes all core academic courses for the grade level. On the student’s transcript, the new grades 
that the student earns during his/her Refresher Year in these core academic courses take the 
place of the grades s/he previously earned in these courses in the prior school year. 
 
There are times when a student simply needs another year to be able to fully tackle the work, and the 
school is committed to ensuring that a student’s second year in a grade involves a clear plan to provide 
the student additional supports. The school will share promotion-in-doubt status with parents/guardians at 
multiple points in the year, principally through academic advising conferences with advisors, which are 
held every 6-7 weeks. 

 
The school does not “socially promote.” That is, students will not be promoted to the next grade simply 
because they are “old enough” to be in that grade. The school may also choose to non-promote a student 
even if he or she has been retained before. Readiness for the next grade is demonstrated by mastering 
rigorous academic standards, as measured by a student’s grades and credits earned in all classes.  
 

Summer Academy Credit Recovery  
If a student fails to earn course credit in one or two courses during the school year, s/he will have the 
opportunity to recover and still earn credits for these courses by completing course work during Summer 
Academy. Summer Academy will run for three weeks following the end of the regular school year from 
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June 19th through July 7th. Students who have not earned credit in one or two courses will enroll in the 
corresponding courses during Summer Academy. Students may take one or two credit recovery courses 
during Summer Academy. One will meet every morning and one will meet every afternoon, Monday 
through Friday for two full weeks.  
 
In order to earn Summer Academy credit, students must: 
 

• Have 100% on-time daily attendance at Summer Academy 
• Earn grades of 70.0% or higher in Summer Academy courses 

 
Students who fail to earn course credit in three or more courses during the school year will not 
have the opportunity to participate in Summer Academy for credit and will move forward with a 
Refresher Year. 
 
Note: Failing to earn credit in 3+ courses would equate to failing 50% or more of a student’s core courses 
for the year. This tells us that the student will benefit from the opportunity to re-do the grade level’s 
courses thereby strengthening academic skills and habits, in order to reach the next grade level ready to 
take on more advanced work. 
 

Promotion for Students with IEPs   
The purpose of an Individual Education Program (IEP) is to outline the support a student needs to reach 
an ambitious and achievable academic bar. In appropriate instances particular to a student’s needs, 
promotion standards may be modified per the goals of the individual student’s IEP. In instances where a 
student is newly identified or classified and the school finds that there was a lack of gap in provision of 
adequate services, promotion standards may be differentiated.  
	
Supporting Non-Promoted Students 
When a student is not promoted, we will create a clear action plan for the student. This plan is designed 
to ensure that the student’s second time in a grade is not just a repeat of the previous year. The plan will 
detail additional academic and social/behavioral supports, incentive systems, consequences, and other 
relevant information. 
	
Informing Other Schools of Non-Promotion Decisions 
It is Collegiate’s policy to inform other schools of the student’s promotion status. For example, if a ninth 
grader is not promoted to tenth grade at Collegiate and the parents/guardians decide to enroll the child in 
another school, Collegiate will inform the school that the student did not meet the requirements for 
promotion to tenth grade. 

 
C. Grading Policy 
Collegiate uses a common system of grading across all courses. Our mastery-based grading practices 
ensure that our students progress from one grade level to the next ready to take on the increasing levels 
of rigor of our course curriculum and for college. 
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Transcripts 
Transcripts are important student records that the school keeps and produces for outside audiences upon 
request. Transcripts may be requested by a student or parent, by another high school, or by a 
government agency (e.g. the Los Angeles County Department of Child & Family Services). Most 
importantly, your transcript will be sent to any college to which you apply and to any summer pre-college 
program to which you apply. Your high school transcript is the single most important item that college 
admissions officials will review when deciding whether to accept you and offer your scholarships or 
financial aid.  

Collegiate’s transcripts reflect the following information about a student’s academic and disciplinary 
record: 

• Cumulative GPA and grade level GPAs 
• Titles of courses completed and grades earned 
• Date of birth, home address, and parent contact information 
• Record of out-of-school suspensions and expulsion where applicable 
• Record of any school awards earned (Honor Roll, Bear Paw awards, etc.) 

 
Grading Scale 
Letter-graded courses 
The grading scale below represents the school-wide grading scale for all credit-bearing letter-graded core 
academic courses at Collegiate, which includes all classes in English, Math, Science, History, Visual & 
Performing Arts, and Foreign Language. 
 

Letter Grade GPA Percentage Implications 
A+ 4.33 98.0-100.0% 

A student earning an A in a course is consistently 
demonstrating advanced levels of mastery of the content 

standards. 
A 4.0 93.0-97.0% 

A- 3.67 90.0-92.0% 

B+ 3.33 88.0-89.0% 
A student earning a B in a course is consistently 
demonstrating mastery of the content standards. 

B 3.0 83.0-87.0% 

B- 2.67 80.0-82.0% 

C+ 2.33 78.0-79.0% 
A student earning a C in a course is mostly demonstrating 
basic competency (proficiency) with the content standards. C 2.0 73.0-77.0% 

C- 1.67 70.0-72.0% 

No Credit Yet 0.0 Below 70.0% A student earning less than 70.0% in a course is not yet 
demonstrating a basic competency with the content standards. 

 

Credit/no credit-graded course 
The grading scale below represents the school-wide grading scale for all non-core credit-bearing courses 
at Collegiate that are graded on a simple credit/no credit earned basis. These Physical Education (and 
team sports), Advisory, and College Readiness. Note: Courses that are graded on a credit/no credit basis 
are NOT calculated into a student’s GPA. 
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Letter Grade GPA % Implications 

Credit N/A 70.0%+ 
Student has demonstrated proficiency or greater of at least 85% of 
the standards/ skills introduced in the course and has completed at 
least 85% of the work required. 

No Credit Yet N/A Below 
70.0% 

Student has not demonstrated proficiency or greater of at least 85% 
of the standards/ skills introduced in the course and/or has not 
completed at least 85% of the work required. 

 
How Grades Work 
Students earn end-of-year grades in each course. Only these end-of-year grades will be reflected on 
students’ high school transcripts, which we will send to the summer programs and colleges to which 
students apply. Students will receive quarterly report cards that display quarter grades in each course. 
These quarter grades are weight-averaged together to obtain a final end-of-year grade in each course. 
Quarter weighting to calculate end-of-year grade works as follows: 
 
Grades 9 and 10: 
 

¨ Quarter I: 15%  
¨ Quarter II: 15% 
¨ Quarter III: 35% 
¨ Quarter IV: 35% 

Grades 11 and 12: 
 

¨ Quarter I: 25%  
¨ Quarter II: 25% 
¨ Quarter III: 25% 
¨ Quarter IV: 25% 

 
These end-of-year grades reflect graded homework and class work, quizzes and tests, papers, 
presentations, projects, and interim assessments (mid-terms and finals) in each course.  In all core 
courses, students’ work and performance contribute to their final grades as follows: 
 

Homework Classwork  Formative Assessments Summative 
Assessments 

Interim 
Assessments 

20% 20% 20% 25% 15% 

 
At Collegiate, we use year-long grading. This means that only the final end-of-year grade for each 
course is reflected on a student’s transcript. Quarterly report card and progress period grades are not 
disclosed on transcripts unless a student enters or exits the school mid-year. 
 

Late Work  
In college, when students are assigned work, professors expect that they will submit it on time. Collegiate 
similarly expects students to submit all required assignments on time and in the form specified (printed, 
emailed, etc.) Students earn 65% of the final grade for any work submitted up to 72 hours (3 days) late. 
Work will not be accepted more than three days late. If and when a student has a legally excused 
absence, the student may earn full credit for make-up work submitted up to 72 hours (3 days) late.  
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Academic Progress Report Conferences & Checking Grades 
Teachers update grades by 6:00 pm every Wednesday in Illuminate, which is our online student 
information system and grade book. Students and parents may log in to check up on grades at any time. 
We teach students how to check their grades during the third week of school each year, and students will 
have time on their laptops during Advisor each morning to check their grades in Illuminate. 
 
Collegiate advisors hold academic progress report conferences every 6-7 weeks. These are laid out on 
the 2016-2017 school calendar and we highly encourage all students and families to schedule and attend 
a conference. You will receive an appointment-scheduling card from your student 2-3 weeks in advance 
of the conference date, which you will return with them to school signed. The purpose of these 
conferences is for students and families to review the daily attendance, grades, homework, and behavior 
log on the student’s most current academic progress report. The student, advisor and parent(s) will then 
work together to identify areas or strength and areas for growth for that student and will set a 6-week goal 
together. 
 
After academic progress report conferences, progress reports are mailed to families every 6-7 weeks. 
Quarterly report cards are mailed at the end of each academic quarter.  
 

Minimum Grades 
The minimum score students will earn for any assignment or academic quarter is 35.0%. The exception to 
this norm is if a student is found to have violated the school’s Honor Code on an assignment by cheating 
(copying, plagiarizing, etc.). In this case, the student will earn a 0.0% on the assignment and will not have 
the opportunity to re-do the assignment. If a student is found to have violated the Honor Code, s/he will 
also earn a referral to the Solitary Study Room (SSR) where s/he will write an extended reflection and 
restoration commitment letter before returning to class at Collegiate. 
 

Summer Academy Grades 
Students participating in Summer Academy will receive a grade in each Summer Academy course they 
complete. These grades will take the place of the grades they earned for those classes during the school 
year. A student MUST earn 70.0% or higher in a Summer Academy course to earn credit. The highest 
grade a student can earn in Summer Academy is 85.0%. 
 

D. Homework  
Homework is a key opportunity to practice fundamental skills, concepts, and vocabulary and to prepare 
for the next day’s classes. Homework is part of every Collegiate student’s full-time job and every 
Collegiate student MUST complete their homework each day in order to be successful in their classes.  
 

Homework Assigned 
Students should expect 2 to 2.5 hours of homework each evening in total from their core academic  
courses: Literature, Writing, History, Science, Math, and Languages Other than English. Homework will 
make up 20% of every student’s grade in core courses. Independent Reading accounts for 50% of the 
grade in Advisory. As part of homework, students will complete 20 minutes of independent reading (IR) 
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every evening, Monday through Friday. Students are expected to log in their independent reading logs the 
pages and minutes they read each night.  
 

Tracking Homework Assigned 
Teachers always write the homework assignment on the board each day. Students will write down their 
homework in their planner during first or final three minutes of class each day. It is each student’s 
responsibility to write down their homework assignments in their planners every day. This will ensure that 
students know and can reference the assignment details when they sit down to complete their homework. 
If a student is struggling to submit complete, top quality homework assignments and a complete IR log 
each morning, we strongly encourage parents to check in with students the night before. You can support 
your students’ homework completion by going through the assignments written in their planners with them 
and asking whether they have completed each of these and by checking IR pages and minutes logged. 
 

Homework Completion Habits  
All students are expected to submit complete, top quality, on-time work for all assignments. Students 
submit all homework for all classes by 8:30 am each day during morning Advisory. Students with missing 
or incomplete assignments will receive an automated phone call home to a parent/guardian from the 
Collegiate main office. Additionally, this missing homework will be reflected in their Kickboard account, 
which parents and students can log into daily to check homework and behavior choices. Students’ 
homework demerits are reflected on their merit reports, which go home with students for parents to sign 
each Thursday evening and must be signed and returned Friday morning in Advisory to the student’s 
advisor. 
 

Late Homework 
Homework at Collegiate is designed as a daily opportunity for students to prepare for the next day’s class. 
Therefore, when students complete and submit homework late, it loses its relevance and value. Late 
homework earns a grade of 65% regardless of student absence due to illness or religious observance.  
 

E. Academic Support 
Collegiate’s academic program demands high levels of scholastic achievement from all students. We hold 
our students to very high expectations for mastering rigorous college preparatory material and skills. At 
the same time, we recognize that each student comes to Collegiate in 9th grade with different skills, 
strengths, and areas for growth. We commit to supporting our students throughout this effort through a 
wide variety of structures and supports in each of our classrooms.  
 
Students at Collegiate can access one or many of the following supports at school: 
 

¨ Advisory (all students) 
¨ Independent reading (all students) 
¨ Reading Groups 
¨ Math Extension 
¨ Evening Study Clinic 
¨ Athlete Study Hall tutoring 
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¨ Counseling 
¨ Behavior Support Plans 

If your student is recommended for one or several of these supports by their advisor, a teacher, or our 
Director of Student Support, the school will talk through these with you and your family during your first 
academic progress report conference before implementing them. 

 

Special Education, IEPs, and 504 Plans 
At Collegiate Charter High School, we are committed to meeting the needs of all students. We commit to 
providing excellent services and specifically designed instruction and supports to students with IEPs and 
accommodations to students with 504 Plans. Students with Individual Education Plans (IEPs) or 504 
plans access specialized support through our Special Education program. This support may include team 
teaching, accommodations and modifications of assignments or assessments, and additional services to 
ensure that we are able to meet students’ unique needs and that all of our students reach their full 
potential academically, professionally, and social-emotionally 
 
If you have any questions or concerns about your child’s IEP or 504 Plan or you would like to request an 
evaluation for special education qualification for your child, please call the Director of Student Support, 
Ms. Emma Siesfeld, at 781-856-8042 or email her at emmasiesfeld@collegiatecharterhighschool.org. 
 

F. College Counseling 
Collegiate is developing a world class college counseling program for our students and alumni. College 
counseling at Collegiate begins in ninth grade for every student and every student and their family 
members will access significant college advising and support.  
 
Collegiate’s college counseling program includes: 
 

• College Readiness curriculum in advisory in grades 9 and 10 
• Daily SAT Prep for all students built into the school day in grade 11 
• Daily college admissions workshop in grade 12 
• College preparation workshops for parents  
• Admissions and financial aid individual counseling  
• Alumni support for our students who are in college 

 
Each of these programs exists to ensure that we are supporting all of our students toward a successful 
college admissions process, college choices that are financially sensible, and a successful transition to 
college. The table below summarizes the programs and opportunities that students will access from our 
college counseling Collegiate students will continue to access our support after they graduate. 
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F. Enrichment  
Collegiate is developing before-school and after-school enrichment opportunities for our students that 
include academic tutoring, competitive sports teams, arts programming, and student-led clubs. These 
opportunities are designed to help students discover interests that they are passionate about and to 
engage our students in experiences that will develop their readiness for college, careers, and leadership 
in their communities.  
 

Participation, Eligibility & Credit 
Enrichment at Collegiate takes place before the start of the school day from 6:45 am to 8:20 am and after 
the end of the school day from 4:35 pm to 5:55 pm. Participation in enrichment is optional and will 
not impact a student’s legal attendance record. However, if a student chooses to participate in 
enrichment, s/he must sign a participation agreement in August and will be expectation to meet 
attendance and participation requirements in order to remain eligible to participate. Students can earn 
Physical Education credit for playing on before school competitive sports teams and Visual and 
Performing Arts credits after school for participating in arts enrichment; however, they must meet 
attendance and participation requirements in order to earn these credits. 

To participate in sports teams and arts programs through the school, a student must have a signed 
independent study contract on file with the school. This is because these programs operate outside of the 
school’s regular school hours. Having an independent study contract on file for your student allows the 
school to award high school PE and Visual & Performing Arts credits to the student for their completion of 
the program. 

Collegiate encourages all students to participate in enrichment programs. Students who sign enrichment 
program participation contracts and the independent study contract and choose to commit to these 
programs are accountable for attending and fully participating in all practices and sessions.  
 
All students may participate in enrichment. The following eligibility requirements are in place for each 
different type of enrichment: 

Program Eligibility 

Competitive sports teams 
¨ Tryouts held in August and January for each team by season 
¨ Student must maintain 85%+ homework average to practice 
¨ Student must be earning credit in all but 1 class (or in all classes) in order to dress 

and play in games for the team 

Arts classes (music, dance) ¨ Student must be earning credit in all but 1 class (or in all classes) in order to 
participate in Arts after school as it conflicts with Evening Study Clinic 

Student clubs ¨ Student must be earning credit in all but 1 class (or in all classes) in order to 
participate in a student club after school as these conflict with Evening Study Clinic 

Evening Study Clinic 
¨ Students earning NCY in 2 or more classes will be invited to commit to daily 

Evening Study Clinic from 4:35 to 5:55 pm Monday-Thursday 
¨ All other students are welcome to drop into Evening Study Clinic if not scheduled to 

be at an Arts class or club meeting 
 

Academic eligibility is reviewed every 6-7 weeks during academic progress report conferences with 
students’ advisors.



 
 

III. Character, Conduct & Discipline 
A four-year college degree and strong academic preparation help people become successful in the United 
States. However, successful people are not only good at reading, writing, math, and science. They are 
also good decision-makers and nice people who respect themselves, can relate well to individuals from 
different backgrounds, can problem-solve as team players, and can maintain positivity as they work hard 
to overcome obstacles.  
 
In order to ensure a safe, academically focused, and positive school culture, AND to develop strong 
student character, Collegiate Charter High School commits to providing: 
 

• A student Code of Professional Conduct 
• Earned, logical privileges and consequences 
• Families as partners 

 

A. Student Code of Professional Conduct 
In order to maintain a safe, structured, academically focused school environment where students are free 
to learn and teachers are free to teach, Collegiate’s teachers and staff will uphold the following 
expectations, which comprise our Code of Professional Conduct. 
 

Attendance & Punctuality 
Research clearly shows a strong correlation between consistent daily school attendance and students’ 
academic growth and achievement. Our students will take on academically challenging work every day 
and will risk falling behind if they miss school. In order to prepare our students for college, professional 
careers, and leadership, we need them to come to school – every day, on time.  
 
Basic Expectations: 

• Students attend school every school day of the year.  
• Students enter school at the Collegiate front gate by 8:25 am every school day.  
• Students remain at school each day until 4:30 pm Monday through Thursday and until 1:00 pm on 

Fridays.  
 
Attendance & Punctuality Percentage 
We have a school-wide daily attendance goal of 95.0%+. There are 183 school days in our school year 
and your student MUST therefore be at school for AT LEAST 174 of those 183 days in order to meet this 
important goal, missing no more than 9 days of school in total. Being late to school or leaving early also 
counts toward attendance. We count being late to school or leaving early as 1/3 of an absence, which 
means that 3 instances of being late or leaving early counts as one full absence toward the student’s 
attendance percentage.  
 
Recognition  
Every student’s year-long attendance percentage will be published on their academic progress report 
every six weeks and will be posted in classrooms and around the school. Students with 95.0%+ 
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attendance percentage will get a $50 discount on the price of their winter three-day college tour. These 
students will also be eligible to participate in the May Earn It! school trip.  
 
We have noticed that almost all of our students who earn 3.00+ GPAs have attendance over 98.0%, 
which means that they miss fewer than 4 days of school during the course of the school year. Every 
month, there will be a special lunch treat for those with 98.0%+ attendance. Additionally, students must 
maintain 98.0%+ attendance in order to earn College Ready Status, which is explained later on in this 
handbook. 
 
Violations  
Students who arrive after 8:25 am are late to school and will earn a major demerit, which will result in 
Lunch Overtime the following school day. A student will serve Friday Overtime from 1:00-2:00 pm for any 
instances of absence from school. Students who do not meet this 95.0% attendance goal will NOT be 
eligible to participate in the May Earn It! school trip and will stay back at school.  
 
Truancy 
Education Code 48261 defines as truant any pupil subject to compulsory full-time education or 
compulsory continuation education who is absent from school without a valid excuse three full days or 
tardy or absent more than any 30-minute period during the school day without a valid excuse on three 
occasions in one school year, or any combination thereof, is a truant and shall be reported to the 
attendance supervisor or the superintendent of the school district. Truancy is a serious legal matter, 
and the school may report patterns (3 or more instances) or truancy to appropriate authorities, 
including the Los Angeles County Department of Child & Family Services. 
 
Excused Absences 
Except for in very extenuating circumstances as stipulated by law, Collegiate does not excuse absences. 
An excused absence occurs when the student provides legal documentation of an exception and will not 
trigger a truancy notice from the school, as this type of absence is recognized as permissible by the State 
of California. However, a student with an excused absence or legal exception will still serve Friday 
Overtime and the excused absences will count against a student’s attendance percentage for the 
purpose of evaluating eligibility for the college trip discount and the spring Earn It! trip. 
 
There are three cases of extenuating circumstances in which a student’s absence will be considered 
legally excused by Collegiate for purposes of truancy reporting: 
 

• The student misses school for a religious holy day 
 

o Note required from a religious leader 
o Must specify the nature of the religious observance 
o Must be signed original note 

 
• The student misses school for severe illness or catastrophic injury 

  
o Note required from a hospital representative or medical doctor 



 
 

grit     self-control     gratitude   conscientiousness    optimism    curiosity    social intelligence    zest 21 

o Note must detail the nature of the injury/illness 
o Must be signed original note 
o Absences for routine preventative care, off-campus counseling, dentistry, orthodontics, 

etc. will not be excused and must be scheduled for after 1:00 pm on Fridays when school 
is out 
 

• The student misses school for a court appointment 
 

o Note required from a court representative or attorney 
o Must be signed original note 

 
We encourage families to schedule all medical and other appointments for their students in the afternoon 
on Fridays, our early dismissal day, after 1:00 pm. If your student’s absence is excused, please have your 
student bring the written documentation of legal exception to the main office between 8:15 and 8:25 am 
upon their return to school. 

 
Communication about Missing School 
If a student is going to miss a day or a part of the school day, the student’s parent must call the office as 
far in advance as is possible and by 8:00 am that morning at the latest. If a student is more than 15 
minutes late to school, his/her parent will receive an automated phone call notifying them that the student 
is missing from school.  
 
Uniform  
Collegiate students wear a uniform each day to show community, to ensure that our students develop 
professional dress habits, and to maintain a safe environment.  
 
Basic Expectations 

• Students enter school and are in full professional school uniform every day unless otherwise 
notified 

• Students donning Friday College Casual or Wednesday Dress-Down wear their Status bracelets 
at all times 

 
Purchasing Uniforms 
Each Collegiate student shall receive one FREE gray polo upon matriculation into the school in their first 
year of attendance. Families of students in PE/sports will receive one FREE PE uniform t-shirt and one 
FREE pair of PE uniform shorts. Families may choose to purchase additional polos, sweatshirts and/or 
fleeces from the school, which can be ordered on the school’s website or in person and will be available 
at the following times: 
 

• At Family University on Saturday, August 6th  
• At Family Chats on Friday, August 12th and Saturday, August 13th  
• In the Collegiate main office each morning between 8:15 and 8:25 am  
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Families may purchase additional uniform items and other Collegiate branded items through our online 
student store: http://www.collegiatecharterhighschool.org/schoolstore. 
 
Full Professional Uniform 
Full professional uniform consists of the following items: 
 

• Gray or white Collegiate polo shirt (displaying school logo) 
• Solid khaki pants or skirt 
• Neutral color belt  
• Close-toed shoes, neutral colored shoe  
• Navy crewneck Collegiate sweatshirt and/or gray Collegiate fleece (if worn) 

 
The Collegiate polo shirt must be worn tucked into the pant or skirt waistline at all times with at least the 
bottom two buttons buttoned. If worn, khaki pants must not be shorts, cargo pants, capris, denim, skinny 
pants, jeggings, skinny jeans, or leggings. If worn, skirts must reach the knee and may not have a slit in 
the back.  
 
Neutral colors for belts, socks and shoes include: black, brown, gray, white, tan, or navy. A colorful logo 
on the shoe is acceptable; however, the full body, laces and sole of the shoe must be neutral colors. 
 
Physical Education Uniform 
All students participating in early morning sports practices or in PE class will wear the Collegiate PE 
uniform, which consists of the following items:  
 

• Collegiate gym t-shirt and/or Collegiate fleece and/or Collegiate sweatshirt 
• Collegiate gym shorts or sweatpants 
• Sturdy athletic shoes with laces 

 
Students who play on sports teams will arrive at school by 6:45 am in their PE uniform and will change 
into full Collegiate professional uniform after practice ends in the locker rooms. 
 
Students in the PE class will change into PE clothes on days when the class is going to be physically 
active (most days), and students are expected to bring their PE uniform to school daily. Students may 
NOT participate in sports or PE if they are out of uniform and will earn a 35.0% for their 
participation grade for the day if out of PE uniform. The expectations governing accessories worn 
during PE are the same as those governing Full Professional Uniform. 
 
College Casual 
Students who have earned College Prep or College Ready Status may choose to wear “college casual” 
attire on Fridays. College casual consists of: 
 

• A college or Collegiate t-shirt and/or sweatshirt/jacket 
• Jeans or khaki pants 
• Close-toed shoes of their choice 
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If a student is wearing a sweatshirt or jacket, it must be a college or Collegiate themed item. Students 
who have earned these dress privileges must wear their wristbands all day. 
 
Dress-Down 
Students who have earned College Ready Status may wear Wednesday “dress-down” attire. Students 
who have earned dress-down may exercise discretion and choose what to wear to school that day and 
are responsible for ensuring that their attire is appropriate for Collegiate’s professional academic 
environment. The parameters for dress-down attire are: 
 

Parameter Appropriate Inappropriate 

Modest 
Button-down shirts, sweaters t-
shirts, jeans, capris, shorts or skirts 
that reach the knee, vests 

Tank tops, tube tops, spaghetti straps, short shorts or skirts, 
jeggings, leggings, clothing that reveals the abdomen or 
upper leg or is exceptionally form-fitting 

Respectful 
Positive, professional, inspiring 
messages or images; hoodies worn 
with hoody down while in school 

Distasteful, disparaging, or derogatory images or 
messages; clothing with metal studs or chains 

 
The expectations governing accessories worn for students wearing dress-down are the same as those 
governing full Collegiate professional uniform with the notable exception of sweater/sweatshirt, socks, and 
shoes. Students who have earned these dress privileges must wear their wristbands all day in order to 
evidence eligibility for this privilege. 
 
Accessories 
The following professional dress expectations for accessories apply to full Collegiate professional uniform, 
college casual attire, and dress-down attire: 
 

Accessory Expectation 
Necklaces If worn, necklaces must remain tucked inside the polo collar. 
Earrings If worn, earrings must be smaller than a quarter in diameter. 
Bracelets/watches Students may choose to wear one personal bracelet OR a watch on each wrist. 
Ties/bowties Students may choose to wear one tie or one bowtie. 
Undershirts If worn, undershirts must be of a neutral color. 
Tattoos Tattoos must remain concealed at all time in school and on school trips. 
Outerwear Outerwear is to be removed prior to entry and must not be worn in school. 
Scarves Scarves are not to be worn in school. 
Headbands/hair Students may choose to wear two or fewer hair accessories. 
Make-up If worn, make-up is to be extremely subtle and natural in style. 
Nail polish Students may choose to wear one color of nail polish.  
Backpack Student backpacks must be free of writing or patterns 

Hats, caps, bandanas 
Hats, caps, and bandanas are to remain out of sight at all times on school premises. If 
they are seen, they will be confiscated. Parents can pick up students’ hats, caps, or 
bandanas in the main office. 

Facial piercings Facial piercing are to be removed before students enter school each day. 
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Violations 
If a student arrives at Collegiate’s entry gate for arrival out of uniform, s/he will be instructed to fix the 
issue before entering campus for the day. If the issue cannot be fixed immediately and prior to entry, this 
constitutes a uniform violation and the student will go to the bathroom or SSR to fix the issue, as 
appropriate.  
 
There are four types of uniform violations: 
 

Violation Example Earned consequence 
Minor –  issue can 
be immediately fixed 

Untucked shirt, polo bottom buttons unbuttoned, 
necklace hanging out of polo shirt  Minor demerit (-2) 

Major –  student 
must leave class to 
fix the issue 

Undershirt is not a neutral color and must be 
removed, make-up is excessive and must be 
removed with water in bathroom 

Major demerit (-5) and one Lunch 
Overtime  

Unfixable – student 
must call home to 
resolve the issue 

Student is missing their belt or polo shirt, 
student is wearing skinny pants, student’s 
shoes are not a neutral color 

First infraction of the academic quarter:  
• SSR referral (-50)  
• Student must wear fix-it sticker to 

attend class for the day 
Second infraction of the academic 
quarter:  
• SSR referral (-50) 
• Student may not attend class for the 

day until a family members brings 
uniform item 

 
 
Backpacks  
Every Collegiate student will need a backpack, which students will hang from the backs of their chairs 
during class. Students need backpacks, because they will carry their laptops with two hands from class to 
class throughout the day and will therefore not have free hands available for carrying other needed items.  
 
Basic Expectations 
Students may carry and store their books, notebooks, binders, and other school materials in their 
backpacks along with PE uniforms and/or sports equipment and other personal belongings that are 
permitted on campus. Students may not carry or store in backpacks any items that are not permitted on 
campus. These include weapons, drugs, and/or drug paraphernalia. Shoulder bags, purses, and athletic 
bags are not permitted in classrooms and are not adequate alternatives to backpacks. Backpacks must 
be free of writing and/or symbols except for basic brand logos. 
 
Violations 
Backpacks that do not meet expectations will not be permitted in classrooms and will be held in the main 
office. Backpacks may only be searched by school-based personnel with student or parent/guardian 
permission. 
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Preparation 
Being prepared for the academic day is a key college readiness habit. We will encourage our students to 
be conscientious about coming to school prepared each day through holding them accountable for their 
preparedness.  
 
Basic Expectation 
We need students to arrive at school each day with the work and materials that will enable them to 
maximize their learning in every class. Students are accountable for bringing the following items to school 
each day:  
 

• Daily planner (Collegiate will provide this; replacement copies can be purchased for $5) 
• IR book (Collegiate will provide this from the IR library) 
• Backpack  
• 3-inch binder 
• Writing utensils (2-3 black or blue pens, 1 red pen, and 3-4 sharpened graphite pencils) 
• A Post-It note pad 
• 50 index cards 
• TI-84 calculator 
• Course-specific books and materials 

 
During check-In procedures each morning in advisory, teachers will check for backpacks, planners, and 
IR books.  
 

Physical Space 
We strive to provide our students with a clean, resource-rich learning environment with materials, 
technologies, opportunities, and an aesthetic environment conducive to physical health and academic 
learning. Classrooms will be orderly and students will know where to obtain and return resources. Every 
shared space will have trashcans and recycling bins in an easily accessible location. Collegiate’s campus 
will be kept free of garbage and will be cleaned frequently.  
 
Access to these resources is a privilege. Students who go above and beyond to restore our environment 
and resources will be positively recognized. Students who devalue, destroy, or deface our campus or 
school resources face consequences and will lose privileges. Our students play a part in keeping our 
campus clean. They clean up after themselves individually in every school space they use.  
 
Basic Expectation 
Students are expected to pick up after themselves 100% of the time and to leave our physical spaces as 
neat and clean or better than they found them 100% of the time. We refrain from leaving markings of any 
kind on desks, walls, doors, cabinets and other furniture and common spaces.  
 
Violations 
Willfully damaging school property can result in a referral out of class, out-of-school suspension, and 
eventual expulsion. 
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Personal Organization & Neatness 
Students are expected to keep their materials neat and organized. This is an important habit to develop 
as students prepare to go off to college where they will have to keep track of all of their own belongings, 
manage their own calendars and personal budgets, and turn in professional work products to their 
professors. Moreover, our students are getting ready for professional careers where carrying papers that 
are crumpled or doodled on reflects poorly and sends the message that the student may not take pride in 
their work. We want to set the habit now that we always carry materials that help project how much pride 
we take in the hard work we do! 
 
Basic Expectation 
Every Collegiate student is expected to maintain and bring to school a well-organized binder that contains 
their course materials for each class. Course materials are to be stored in the appropriate binder sections 
and ordered per the course syllabi that teachers provide on the first day of class.  
 
Additionally, students are expected to bring a homework folder each day that contains ONLY current 
homework assignments, permission slips, the most current merit report, and the Team & Family letter. 
 
All student written work submitted for credit/a grade is to be written in blue or black ink or pencil as 
specified by the teacher. All papers and other student materials (binders, notebooks, etc.) are to remain 
free of doodling, writing and/or tagging of any kind. 
 

Violations 
If a student’s materials are disorganized or are not neat, s/he will earn a major demerit and Lunch 
Overtime. The student will use the Lunch Overtime to organize the materials. If doodling/writing/tagging is 
found on a student’s materials, those materials will be confiscated and turned into the office. A parent or 
guardian may come to retrieve the item(s). 
 
Lockers 
Every Collegiate student can earn the privilege of using a locker on campus. Every Collegiate student will 
share a locker with another student in their grade level and advisory. 
 
Basic Expectations 

• Students may store their books, notebooks, binders, and other school materials in their lockers 
along with PE uniforms and/or sports equipment and other personal belongings that are permitted 
on campus.  
 

• Students may not store in lockers any items that are not permitted on campus. These include 
weapons, drugs, and/or drug paraphernalia.  
 

• Students may choose to leave phones, calculators, and other valuables in their lockers overnight 
and/or on weekends at their own risk.  
 

• School-owned laptops are never to be stored in student lockers. 
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• Students will use a combination lock and only locker partners should know the combination to that 
lock. Students should not disclose the combination to other students.  
 

• Lockers are to be used only at designated time of the day 
 
Violations 
Locker privileges can be taken away from a student if the student chooses not to meet locker use and 
maintenance expectations. Lockers are school property and Collegiate reserves the right to search a 
student’s locker with or without cause. 
 

Bathrooms 
Students will have access to bathrooms throughout the day. Collegiate maintains clean, safe, 
orderly bathrooms.  
 
Expectation 
There are four and only four acceptable usages of the bathrooms: 
 

1. Student is using the toilet 
2. Student is washing hands 
3. Student may need to vomit  
4. Student is fixing a uniform violation (e.g. undershirt or make-up removal) 

 
Further, students are expected to leave the bathroom in the same condition in which they enter it so that 
our bathrooms remain clean and neat for all students. 
 
We employ a planner pass system at Collegiate. Students may use the bathroom 15 times each month 
during academic classes without incurring a demerit. The purpose of this system is to encourage students 
to make use of the bathrooms during non-instructional times of day by habit except in the event of an 
emergency. 
 
Students should plan to use the bathroom during the designated windows without needing to use up a 
planner pass: 
 

• Before school from 8:15 am to 8:30 am 
• During lunch  
• At the beginning of PE or Athlete Study Hall 
• During Evening Study Clinic from 4:30-5:55 pm 

 
Violations 
Being missing from class for more than 10 minutes in the bathroom at any time without prior permission 
from a member of the adult team will result in automatic Lunch Overtime. 
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Personal Electronics  
To maintain a safe, professional, and focused environment, Collegiate ensures that all personal 
electronics are turned off and put away turning the entire school day in all school spaces.  
 
Basic Expectations 
Unless otherwise instructed, students are to keep cell phones, smart phone, iPods, and all other personal 
electronic devices turned off and put away in backpacks or lockers out of sight while on campus. 
 
Violations 
If students have unauthorized personal electronic devices out (visible to adult team members) they will: 
 

First time in the 
academic quarter: 

Teacher/staff member confiscates the device; student may retrieve the 
device after school from the main office. 

Major 
demerit 

Second time in the 
academic quarter: 

Teacher/staff member confiscates the device; parent/guardian may 
retrieve the device from the main office. 

Major 
demerit 

Third time in the 
academic quarter: 

Teacher/staff member confiscates the device; parent/guardian may 
retrieve the device from the main office and student will hand the 
device to a school staff member at entry each morning FOR THE 
REMAIDER OF THE SCHOOL YEAR. 

Major 
demerit 

 
Positive Professional Communication 
As a school, we are committed to developing young adults who are strong communicators and can use 
their professional communication skills to further their personal success and that of their families. As a 
college preparatory high school we are getting our students ready to be successful in the professional 
university environment. As part of this preparation, we hold our students to high standards in their speech 
and body language with teachers, staff members, and peers. This will help our students to create positive 
impressions and building strong relationships with their peers, professors, and supervisors in college and 
beyond. More immediately, it will ensure that Collegiate is a positive, safe learning environment for all 
students. 
 
We will help our students develop their awareness of their spoken language, facial expressions, and body 
language by giving them feedback and by holding them accountable for using communication that is 
appropriate for the professional academic culture of our school. 
 
Basic Expectations 
Collegiate students are expected to make positive, professional choices in how they communicate with 
their spoken language, facial expressions, and body language while at school and on any school 
sponsored trips. The basic expectations for student professional communication are: 
 

1. Students communicate urgency in working to meet expectations 
2. Students communicate using professional tone and professional spoken language 
3. Students’ facial expressions and body language communicate professionalism 
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Examples and non-examples of professional communication for students include: 
 

Professional and positive Unprofessional and/or negative 
• Using professional greetings 
• Addressing teachers by Mr./Ms. AND LAST NAME 
• Raising your hand to speak in class 
• Sitting up straight in class 
• Listening when it is another’s turn to speak 
• Speaking in complete sentences 
• Accepting consequences by nodding, by asking a 

follow-up question, or by advocating calmly for a 
follow-up conversation 

• Putting down another student 
• Refusing to follow a basic direction 
• Deliberately responding too slowly 
• Rolling eyes, sucking teeth 
• Walking away from a teacher 
• Slouching or sleeping in class 
• Saying “shut up” or “that sucks” 
• Using foul language or expressions 
• Physically touching another person  

 
Violations 
Violations of professional communication expectations can result in earning Lunch Overtime and Friday 
Overtime, students’ removal from class, suspension, or expulsion.  

 
Arrival & Dismissal from School 
Collegiate shares a campus with Belvedere Middle School in a residential neighborhood. It is our 
responsibility as a school community – Collegiate adult team members, parents/guardians, and students 
– to ensure our students’ safe travel to and from our campus each day. Please arrange transportation at 
home before your child leaves for school in the morning. Students will not be allowed to call home while 
on campus to check if they are being picked up.  
 
Basic Expectations 
6:30 to 6:45 am early arrival for student-athletes: Student-athletes may start entering campus for 
morning sports practices may begin entering campus at 6:30 am. Student-athletes are expected to arrive 
in practice attire (including Collegiate PE uniform) and will proceed directly to the gym/soccer field for 
practice at 6:45 am, escorted by their coach. Student-athletes will be marked late and will earn an L2 
major demerit (Lunch Overtime). 
 
8:15-8:25 am regular arrival: All students MUST arrive by 8:25 am each school day and we will start 
regular arrival procedures at 8:15 am at the Collegiate entry gate on N. Record Ave. Students arriving 
prior to 8:15 am will proceed to Morning Study Clinic in Pomona (Room 171 directly inside the gate) 
where they may study, read independently, or work on Read 180 or Khan Academy while they wait for the 
8:15 am regular arrival. Out of concern for our students’ safety and scholarly productivity, students 
will NOT be permitted to wait out in front of school on the block until the 8:15 am regular arrival 
procedures begin. 
 
Students will enter and dismiss from Collegiate’s entry gate on Record Avenue. Parents, you MUST pull 
up to the Collegiate side of the street for drop-off and pick-up. For safety, we will NOT permit students to 
jaywalk across the street to meet you if you are parked/waiting on the opposite side. 
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4:30 pm dismissal: Students who are not enrolled in our after-school Evening Scholars programs – 
Evening Study Clinic, arts, and clubs – will dismiss at 4:30 pm. Parents, we will supervise safe dismissal 
procedures from 4:30 to 4:45 pm outside of the Collegiate N. Record Avenue gate and will release all 
students at that time. Please make sure that you are on time to pick up your student. After 4:45 pm, 
students waiting outside the gate will wait unsupervised. 
 
5:55 pm dismissal: Students who are enrolled in our after-school Evening Scholars programs – Evening 
Study Clinic, arts, and clubs – will dismiss at 5:55 pm. Parents, we will supervise safe dismissal 
procedures from 5:55 to 6:10 pm outside of the Collegiate N. Record Avenue gate and will release all 
students at that time. Please make sure that you are on time to pick up your student. After 6:10 pm, 
students waiting outside the gate will wait in the main office.  
 
If a parent/guardian is more than 30 minutes  (6:25 pm) late picking up his or her child after all students 
are required to be off the premises, the school reserves the right to take the child to the local police 
precinct for safe supervision. 
 
Notifying the School of Transportation Plans 
Please make every effort to make transportation arrangements for your student BEFORE sending them 
into school for the day. If you need to communicate an unexpected, last-minute change in your child’s 
transportation for that day, please do one of the following: 
 

• Leave your child a voicemail on his/her phone. Your child will receive the message when s/he 
turns his/her phone on AFTER being dismissed. 

 
• Call the main office and leave a message. We will communicate the change to your child at 

dismissal. 
 
Staff rides 
Under exceptional (and rare) circumstances, and only with parents’/guardians’ permission, a student may 
be driven home by a member of the Collegiate staff. 
 

Meal Program & Nutrition Policy 
Student nutrition and health is a big priority at Collegiate. Poor eating habits can adversely affect student 
performance by causing, among other things, a lack of focus, low stamina, and/or behavioral outbursts – 
and, of course, long-term health consequences. In an effort to curb the consumption of low-nutrition foods 
and to help our students develop healthy nutritional habits, the following policy has been created.  
 
Meal Program 
Collegiate offers a meal program for breakfast and lunch each day in partnership with Revolution Foods, a 
nutritional school lunch vendor recognized nationally for providing healthy, nutritious meals to high-
performing charter schools.  

Collegiate students can participate in our daily meal program but MUST have a complete, signed free-
reduced lunch form on file in order to receive meals. A student who opts into the program will participate 
under one of the following three billing programs based on the student’s family’s income: 
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• Free (student’s family pays $0/meal and receives no monthly bill) 
 

• Reduced price (student’s family pays reduced price for meals and receives/pays a monthly bill to 
the school in person or by mail or internet) 
 

• Full price (student’s family pays full price for meals and receives/pays a monthly bill to the school 
in person or by mail or internet) 

A student’s family must opt into the meal program for the entire academic quarter at the beginning of the 
quarter. Families will have the option to change their meal plan quarterly. Bills will be due monthly and 
must be paid on time or the student’s meal plan will be cancelled. 
 

Students participating in after-school Evening Scholars Programs will also receive a snack at 4:35 pm 
each day through the Youth Policy Institute’s food vendor. 

Nutrition Policy 
Students make healthy nutritional choices while on Collegiate’s premises and refrain from bringing 
unhealthy foods and beverages onto campus. The following foods are not permitted on campus: 
 

• Chewing gum and candy 
• Food and drinks containing added sugar or other sweeteners 
• “Juice” or juice products containing little fruit or vegetable juice 
• Foods with high fat/serving ratio (e.g. cookies, Cheetos, potato chips, foods fried in oil) 
• Carbonated beverages 
• Cakes/cupcakes  

 
Hydration 
The school has drinking fountains from which students may drink during breakfast and lunch. We do not 
permit students to use the drinking fountains during classes, as it creates a distraction and diversion. We 
want students to stay hydrated all day and we highly recommend that students bring a personal water 
bottle to class with them each day, which they may place next to their desk and drink from freely as 
appropriate during class. Water bottles brought to school must be transparent. 
 
Classroom Parties, Birthdays, and Other Events 
Collegiate supports our students’ social and emotional growth by celebrating their achievement. Most of 
these celebrations take the form of school-wide or grade-level events, which celebrate student academic 
achievement and character growth. In addition, each class usually celebrates students’ birthdays by 
singing happy birthday and other rituals in a uniform way that is the same for and fair to all students. 
Teachers seek to make students feel truly special on their “special” day. 
 
To maintain the structure and consistency of the school day as well as to preserve sacred learning time, 
Collegiate does not allow individual celebrations of birthdays or other holidays during the school 
day. Families should not bring in food treats or other gift items for birthdays or holidays as the school 
cannot commit teacher or other staff time to distributing them and because such items can distract 
students from their learning.   
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Academic Integrity Policy & Honor Code 
Collegiate is helping students prepare for success in college, where breaches of academic integrity are 
not tolerated. A college student may face formal consequences – including suspension or expulsion from 
the college – for any breaches of academic integrity. At Collegiate, we teach our students what academic 
integrity means and how to understand what is and is not considered cheating. We hold students 
accountable for showing academic integrity in all work that they perform and submit. 
 
Basic Expectation 
Students always submit formal and informal assignments and assessments that represent their own 
independent work, citing sources where appropriate, and refraining from helping others on formal 
assignments and assessments. If a student knows that another student has failed to meet this 
expectation, s/he is expected to disclose this information to the Dean of School Culture and faces 
consequences if s/he chooses not to do so.  
 
Students always refrain from: 
 

• Looking at/copying off another student’s paper during an exam 
• Submitting papers or other assignments that are copied from another source without appropriate 

citing of sources 
• Knowingly helping another student complete an exam or formal assignment 
• Submitting someone else’s work and claiming that it is your own 

 
Honor Code 
On every assignment that students submit for a grade, they will type or print and sign the following 
statement: “This product represents my own work in accordance with the Collegiate Academic Integrity 
Policy.” 
 
Violations 
Breaches of academic integrity will result in a student earning a zero on the assignment and a referral to 
the SSR. Assignments on which students earn zeroes for reasons of academic integrity violations may not 
be resubmitted or made up for credit or a new grade. 
 
Technology, Cyber-Bulling, and Internet Use Policy 
Collegiate uses computers, networks and internet services as one way of enhancing our mission to 
provide all of our students with the academic and character skills they need to attend and succeed at the 
four-year colleges and universities of their choice. 
 
Basic Expectations 
Students treat all technology with extreme care and make positive, prudent choices in how they 
communicate when using any of the school’s technology resources. Please consult Collegiate’s Computer 
and Internet Use Policy for specifics about how students are expected to handle technology each day. 
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Acceptable Use 
Student access to Collegiate’s computers, networks and Internet services are provided for educational 
purposes and research consistent with our curriculum and instructional goals. The same rules and 
expectations govern student conduct and communication on computers and online services.  Students 
are expected to comply with these rules and all specific instructions from adult team members when 
accessing computers and network resources. 
 
Prohibited Use 
The student is responsible for his/her actions and activities involving school computers, networks and 
Internet services, and for his/her information, files, passwords and accounts.  Prohibited uses, and the 
processes via which Collegiate will address prohibited uses through discipline and legal action, are 
detailed in Collegiate’s Computer and Internet Use Policy. 
 

Zero Tolerance Policy 
There are certain behaviors and choices that have no place in Collegiate’s community and will therefore 
not be tolerated on our campus. These include any behaviors on school grounds and/or during school 
sponsored trips that endanger students’ physical or emotional safety: 
 

• Possession, selling, or otherwise furnishing of a firearm, knife, explosive, or other weapon  
• Physically harming another student or employee of the school 
• Making verbal threats on a student or school employee’s life 
• Hate speech 
• Unlawfully possessing, selling, or otherwise furnishing drugs or alcohol 

Committing or attempting to commit a sexual assault  
 

We have a zero-tolerance policy for these behaviors. Students who choose to engage in these behaviors 
will face expulsion.  
 

B. Earned, Logical Privileges & Consequences 
In life, when you make productive choices, your level of freedom typically increases, thus increasing your 
level of privileges. Rules, earned privileges and independence, and consequences at Collegiate mimic 
life. Collegiate is a school where independence, responsibility, privileges, and consequences are all 
earned through students’ choices.  
 
We use a behavior management system called the Merit System to help students track and reflect on 
their daily choices and we hold them accountable to these choices through our ladder of earner 
progressive privileges and consequences. This Merit System is linked to Status privileges and earned 
corrective consequence. 
 

Merit System 
Without consistency, discipline is unfair. We want our school’s culture and systems to feel and be fair and 
logical for all students. Our merit system strives to ensure the highest levels of consistency. We use the 
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merit system to give students immediate feedback on their behavior, teaching them to make productive 
choices and deter negative choices. Our goal is for students to learn the habits and skills necessary to be 
successful in the professional world.  
 
Types of Merits & Demerits 
Collegiate’s merit system helps us make sure that all of our students learn in positive, focused, 
professional classrooms. The merit system functions like a bank account: Students earn positive credits 
(merits) for behaviors that reflect positive, professional, productive choices; students earn deductions 
(demerits) for behaviors that reflect unprofessional and/or unsafe choices. Merits and demerits are pieces 
of information that students earn for making choices. Students can use this information to adjust their 
decision-making habits and build stronger habits over time. Students start with 20 baseline merits every 
morning as long as they arrive on time, in uniform, prepared with their IR books, homework, and planners. 
 
Merit Reports 
Students get their merit reports each Thursday during advisory. The merit report is a resource to help 
students see the choices they have made throughout the week that have led to positive outcomes for 
them and the choices they have made throughout the week that have created setbacks.  
 
The merit report will also reflect students’ updated Status (see below) and whether they must serve Friday 
Overtime and how much, as well as their homework completion rate. Students must return their merit 
reports – signed by a parent – Friday morning with their homework. When a student fails to return a 
signed merit report, s/he earns a referral to the SSR, -50 merits, and a call home to the parent.  
 

Merit/Demerit Behaviors 
Minor Merits (+2 points toward your merit total) 
The following are examples of behaviors that earn students minor merits: 

Grit 

• Trying multiple strategies to reach a solution  
• Showing resourcefulness when struggling to complete classwork  
• Persevering in the face of challenges  
• Doing more than the required minimum for the assignment  
• Working so hard that you leave a lasting impression  

Zest 

• Being the first to get started on classwork  
• Showing enthusiasm during a group activity  
• Academic - using Tier II or Tier III vocabulary accurately  
• Bringing urgency during independent work  

Optimism 
• Proactively improving one’s mood  
• Showing excellent, positive engagement in academic learning through body language and participation 
• Reflecting on academic performance and identifying actions for improvement within one’s locus of control 

Curiosity 

• Offering a particularly insightful comment in class 
• Asking a question in class that extends your own learning  
• Exploring different strategies for solving a problem  
• Seeking out new learning opportunities  
• Engaging in an academic conversation with a teacher outside of class  
• Engaging in an academic conversation with a classmate outside of class  
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Conscientiousness 

• Showing particular respect for a classmate, staff member, family member, or visitor 
• Taking particular care of own property (e.g., excellence in keeping locker or desk space neat and organized) 
• Setting and tracking progress towards important goals that ensure academic and professional success 
• Leaving your space CLEANER than you found it 
• Telling the truth immediately any time someone asks me a question, even if the truth is hard 

Self-Control 

• Showing emotional restraint in a challenging situation  
• Focusing on the task at hand despite distractions or temptations to get off-task  
• Showing particular discipline in the way you use your time or resources  
• Resisting the temptation to laugh at or react to a classroom distraction  

Social Intelligence 

• Consistently exhibiting leadership and being a role model for other students  
• Helping members in Collegiate’s community work towards academic and cultural goals  
• Supporting a teammate who is struggling  
• Showing understanding in the face of a teammate’s misfortune  
• Seeking the truth about one’s self in a challenging situation  
• Acknowledging a mistake (and apologizing if appropriate)  

Gratitude 

• Treating Office Hours time with a teacher urgently by coming prepared with specific questions  
• Saying thank you to the custodial staff  
• Saying thank you  
• Acknowledging teachers’ hard work by being urgent during independent practice  
• Helping a teammate who has helped you  

 

Major Merits (+5 points toward your merit total) 
The following are examples of behaviors that earn students major merits: 

Grit 
• Coordinating an effective study group to study for a test or complete a project 
• Leading a group to all exert great effort, ensuring there are no “free riders” and no members who take over 
• Leading the advisory to meet on-time attendance, homework, merit / demerit, or academic goals 

Zest • Encouraging teammates to try harder during a group activity 
• Consistently showing enthusiasm and energy 

Optimism • Helping to cheer, motivate, inspire a group to greater effort and success 
• Recognizing or congratulating a teammate on their success to celebrate their academic or character achievement 

Curiosity • Offering a particularly insightful comment in class that extends teammates’ learning 
• Asking a question in class that extends teammates’ learning  

Conscientiousness 

• Helping others arrive at the right decision or show strong character 
• Volunteering time and work to improve our community 
• Cleaning up after others in a way that significantly changes the space 
• Consistently making positive, professional choices not for recognition or reward 

Self-Control • Supporting a teammate to make a choice that shows emotional restraint in a challenging situation 
• Getting or keeping a class or group focused on the task at hand during group or independent work 

Social Intelligence 

• Standing up for others who cannot speak for themselves 
• Helping set norms, habits, and understandings of respect for others or self-respect 
• Helping others find a solution that leads to achievement 
• Owning your mistake publically and with grace in a way that sets a powerful example for others 
• Providing constructive feedback to a teammate to help them improve their work or character 

Gratitude • Writing a thank you note to a teacher or peer 
• Expressing appreciation in a particularly authentic and kind way 

 
Shout-out Merits (+15 points toward your merit total) 
The following are examples of behaviors that earn students shout-out merits: 
Grit • Showing up early every morning for a week for Morning Study Clinic to get extra help on math assignments 

Zest • Cheering on your teammates in a particularly joyous and warm manner throughout the week as they work toward 
achieving an important academic goal 
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Optimism • Working hard for a month to break a bad habit and staying committed and not giving up 

Curiosity • Asking a series of helpful questions throughout a class period or week to ensure that you and others truly 
understand the material at a deep level of knowledge 

Conscientiousness • Sending a particularly professional email to advocate for a privilege or opportunity for yourself or others 

Self-Control • Making a choice to commit to an academic support throughout the week that involves sacrificing social time or other 
privileges that you value in order to help yourself improve academically 

Social Intelligence • Having a difficult conversation to positively influence a teammate who has violated the Collegiate professional code 
of conduct to help them discover how to fix their mistake 

Gratitude • Writing a strong letter of appreciation to a college admissions visitor 

 
Minor Demerits (-1 points from your merit total) 
The following are examples of behaviors that earn students minor demerits (-1 points): 

Minor uniform 
infraction 

• Shirt not tucked in (conscientiousness) 
• Pants not at waist (conscientiousness) 
• Excessive or inappropriate jewelry (social intelligence) 
• Buttons not meeting expectations (conscientiousness) 
• Mildly ripped or dirty clothing (conscientiousness) 
• Excessive or inappropriate make-up (social intelligence) 
• Socks wrong color (social intelligence) 
• Pants rolled up at ankles (social intelligence) 
• Hands inside body of sweatshirt or hood up during class (social intelligence) 

Off-task 

• Talking during classroom entry (social intelligence) 
• Making distracting noises or gestures (social intelligence) 
• Going through backpack in the middle of class (social intelligence) 
• Getting out of seat without permission in a class (social intelligence) 
• Doodling or staring distractedly during instruction (zest, curiosity) 
• Not tracking the speaker when prompted (zest) 
• Not beginning work when prompted (zest) 
• Requesting to use the drinking fountain during class (zest, social intelligence) 
• Doing homework for other classes (social intelligence, gratitude) 
• Packing up early (social intelligence, gratitude, zest) 
• Side conversations (social intelligence, self-control) 

Negative 
attitude 

• Laughing in a way that it attracts attention (deliberately or not) (social intelligence, self-control) 
• Snapping to be distracting, rather than a sign of non-verbal agreement (social intelligence, self-control) 

Unprofessional 
• Incorrect or incomplete header (conscientiousness) 
• Posture - Slouching; head on desk or hand (zest, self-control) 
• Posture - Legs extended with feet out in front of desk (social intelligence, self-control) 

Wasting 
resources 

• Using more material than needed (e.g., stapling a paper 5 times) (conscientiousness, gratitude) 

Disorganization 
• Unacceptable locker, desk, binder, or common space maintenance (conscientiousness, gratitude) 
• Failure to use personal organizer (conscientiousness) 
• Leaving trash or other mess (conscientiousness, gratitude) 



 
 

grit     self-control     gratitude   conscientiousness    optimism    curiosity    social intelligence    zest 37 

Inappropriate 
volume 

• Volume unacceptable for the situation (e.g., calling out during silent time, Presenter voice in hallways, Partner Talk 
volume while presenting) (social intelligence, conscientiousness) 

• Quieter than is appropriate after a redirect (e.g. partner talk volume while responding whole-group) (zest) 
• Mumbling or lethargic response (zest) 

Not following 
class or school 
procedure 

• Not following a direction within 3 seconds (“slow to respond”) (zest, self-control) 
• Carrying laptop in one or fewer hands  (conscientiousness) 
• Walking on the left-hand side of the hallway (conscientiousness) 
• Not following classroom entry procedures (social intelligence) 

Unprepared 
• No functional writing utensil (conscientiousness) 
• Missing item required for class (e.g., calculator), missing binder or text (conscientiousness) 
• Going back out to locker more than once in Advisory (conscientiousness) 

 
Major Demerits (-5 points from your merit total) 
The following are examples of behaviors that earn students major demerits (-5 points): 

Inappropriate 
reaction 
 

• Responding with raised voice, physical reaction, angry expression, or expressed argument at earning a consequence. 
(Note: we encourage students to communicate and problem-solve in appropriate ways when warranted.)  (optimism, 
self-control, social intelligence) 

• Ignoring or refusing to comply with teacher directions within 3 seconds of being asked (optimism, self-control, social 
intelligence) 

• Rolling eyes, sucking teeth, exasperated body gestures (e.g., flailing arms) (optimism, self-control, social intelligence) 
• Mistreating materials or physical space and throwing or playing with food  (self-control, social intelligence) 

Major uniform 
violation  

• Undershirt wrong color (conscientiousness) 
• Make-up so excessive that it must be removed in bathroom (social intelligence) 

Missing bracelet and needing to purchase one from the office (gratitude) 

Inattention  • Sleeping (social intelligence, self-control, gratitude) 
• Passing notes in class  (social intelligence, self-control) 

Low level 
disrespect 

• Spreading rumors about others (social intelligence) 
• Leaving marks on desks or other school property (conscientiousness, gratitude) 
• Leaving marks in books, damaging books, or being neglectful or careless with books (conscientiousness, gratitude) 
• Expressing negativity or complaining about the school, a class, another student or a teacher (Note: problem-solving ≠ 

complaining) (zest, self-control, optimism) 
 

Unprofessional 
demeanor 
 

• Being late to a class or late to school, or leaving early except for medical emergencies (conscientiousness) 
• No pass while in hallway (conscientiousness) 
• Having gum, candy, food, or drink outside of meal or snack times (conscientiousness, gratitude) 
• Having a phone or any form of electronics outside of one’s locker (conscientiousness) 
• Not turning in required forms (e.g., medical, lunch, summer program forms) (conscientiousness, gratitude) 
• Not following emergency drill procedures (conscientiousness, self-control) 
• Being late to a class or leaving early except for medical emergencies (conscientiousness) 
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Violation Behaviors 
When students make very poor behavioral decisions and/or when they do not use the feedback of minor 
and major demerits and choose instead to escalate a situation, it is a “violation.” We recognize four 
progressive tiers of violations at Collegiate: 
 

• Level 3 Violation: Classroom send-out, -15 points from your merit total, one Friday OT 
• Level 4 Violation: SSR referral, -50 points from your merit total, 2 Friday OTs7 
• Level 5 Violation: Suspension (merit total is zeroed) and in-person parent meeting 
• Level 6 Violation: Expulsion is recommended 

 
Automatic Level 3 Violations  
The following are examples of behaviors that earn students an automatic Level 3 Violation, a classroom 
send-out, -15 points toward their merit total, and one Friday OT increment: 
 

 Conscientiousness 

• Dishonesty - Being dishonest or not telling the whole truth 
• Dishonesty - Framing others for own actions 
• Mistreating materials or physical space  
• Deliberately creating a mess on school property 
 

 Self-control 

• Off-task - Purposely making distracting or inappropriate noises in class 
• Uncontrolled conduct - Slamming a book or binder on the ground in anger 
• Uncontrolled conduct - Throwing things that could not cause serious physical injury during class 
• Uncontrolled conduct - Verbal altercation 

                                                        
7 Students who earn a second L4 violation and referral in one merit week will earn a phone call home to the parent 
from their advisor explaining that the student is struggling to meet the behavior expectations of high school. Students 
who earn a third L4 violation and referral in  one merit week will have an in-person meeting with their parent and Ms. 
Siesfeld or Ms. Jackson scheduled before they return to class at Collegiate. 

Misuse of 
materials 

• Use of resources not intended for student use without permission (e.g., staff refrigerator, laminator) (social intelligence) 
• Attempting to use College Ready Lounge without earning College Ready status (conscientiousness) 
• Giving or lending a wristband to another student for any reason (conscientiousness) 
• Doodling or writing on any materials (social intelligence)  

Unacceptable 
work 

• Missing, incomplete, or excessively sloppy and/or incorrect homework (conscientiousness) 
• Refusal to complete work or answer questions (zest, social intelligence) 
• Excessively sloppy with work (conscientiousness) 
• Random guessing on work, or intentionally getting incorrect answers (conscientiousness, curiosity) 

Inappropriate 
contact 

• Putting hands on another person, except for shaking hands, fist-bump, or high five  (social intelligence) 

Inappropriate use 
of time 

• Spending more than 5 minutes in the bathroom (zest) 
• Loitering on school premises after dismissal (conscientiousness) 
• Going to the wrong class, lunch, or office hours (conscientiousness, social intelligence)  

Unprepared • No Independent Reading book and/or planner (conscientiousness) 
• Incomplete or missing homework (conscientiousness) 
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 Social intelligence 

• Being unkind - Disrupting or derailing a lesson 
• Being unkind - Comments or actions that undermine the dignity, emotional safety, or authority of 

an adult 
• Being unkind - Low level cursing or profanity of any kind toward a teammate 
• Being unkind - Comments or actions that undermine the dignity or emotional safety of a peer 
• Being unkind - Repeatedly refusing to follow directions (a more severe form of ignoring/refusing) 
• Being unkind – Complaining voicing negatively about the school or a member of the school 

community  
 
 
Automatic Level 4 Violations (SSR referral) 
The following are examples of behaviors that earn students an automatic Level 4 Violation, an automatic 
referral to the SSR, -50 points from their merit total, and 3 Friday Overtime increments: 
 

 Conscientiousness 

• Any uniform violation that cannot be fixed in the moment (no belt, wrong pants, wrong shoes) 
• Dishonesty - Not bringing signed merit report back to advisor on Friday 
• Dishonesty - Skipping class, OT, ESC, practice (defined as missing more than 5 minutes without 

specific permission from a teacher) 
• Talking and distracting others during an exam (unit test, IA, MAP testing, etc.) 

 Self-Control 

• Uncontrolled conduct - Play-fighting, rough-housing 
• Uncontrolled conduct - Walking away from a teacher or other adult 
• Uncontrolled conduct – Make lewd or sexually suggestive noises 
• Uncontrolled conduct - Throwing things that could cause serious physical injury during class 
• Being unkind - Instigating a fight 
• Being unkind - Cursing or profanity in anger of any kind toward a teammate (student or adult) 
• Not learning from mistake - Escalating the situation or refusing to fix it and apologize for one's part 

in the issue after earning an L3 

 Social intelligence 

• Dishonesty - Being in another part of the campus unauthorized at any time 
• Dishonesty - Leaving school or a school trip or event without permission 
• Academic integrity - Cheating on an exam, plagiarizing a paper, or copying someone’s work and 

attempting to representing it as your own for credit 
• Academic integrity – Allowing or attempting to allow another student to copy your work and submit 

it for credit; helping a student cheat or commit plagiarism 
• Tagging on any materials on school premises (regardless of whether they belong to you) 
• Talking back repeatedly and aggressively 

 
If a student earns 2 referrals out of class in one merit week, his/her parent/guardian will be called and 
apprised of the situation. We will encourage the parent/guardian to speak with the student and encourage 
him/her to make more positive choices. If a student earns 3 referrals out of class in one week, the student 
will be put on a behavior support plan and must eat lunch in the SSR every morning for the ensuing merit 
week. The student’s parent will be called and an in-person meeting with the Director of Student Support or 
the Executive Director will be scheduled. 
 
Automatic Level 5 Violations (suspension) 
The following are examples of behaviors that earn students an automatic Level 5 Violation, which is an 
automatic out-of-school suspension. When a student earns a suspension, his/her merit total is zeroed. 
The length of the suspension in at the Executive Director’s discretion.  
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 Self-control • Physical violence - physical harm of any kind (e.g., grabbing, shoving, slapping, punching) 
• Physical violence - threats of physical violence, regardless of intent 

 Conscientiousness 

• Damaging school property - damaging school property in a way that requires replacement or 
repair 

• Dishonesty - theft/stealing; taking what is not one's own 
• Cyber bullying 
• Damaging school property - tagging or defacing school property; graffiti of any form 
• Drugs - being in possession of illegal or controlled substances (i.e. weapons, drugs, alcohol, 

pornographic material) 
• Drugs - being under the influence of drugs or alcohol 
• Sexual assault - sexual activity of any kind 
• Sexual assault - suggestive touching, stroking, squeezing, tickling, or brushing against a 

person 

Social intelligence 
• Repeatedly refusing to follow directions in a manner that endangers student, faculty or staff 

safety 
• Sexual harassment regardless of intent 

 
Automatic Level 6 Violations 
The following are examples of behaviors that earn students an automatic Level 6 Violation, which will 
result in immediate suspension and MAY result in the student’s expulsion. 

 Conscientiousness 

• Sexual assault - actual or attempted sexual assault 
• Weapons - possession of a weapon 
• Violence - harming another student or employee of the school 
• Being unkind- making verbal threats on a student or school employee’s life 
• Being unkind - hate speech 
• Drugs - unlawfully possessing, selling, or otherwise furnishing drugs or alcohol 

 
When a student earns a suspension or expulsion decision, the student’s parent will be called and a 
meeting with the Executive Director shall be set. Please consult the procedures for Suspension & 
Expulsion in the appendix. 
 

Earned Privileges & Increased Independence 
Students can earn daily, weekly monthly, quarterly, or annually. Our merit system and the process of 
securing more privileges and independence at Collegiate mimic life: Students earn one of three different 
tiers, or status levels, based on the choices they make. Students showing mature and responsible 
choices, regardless of age, are recognized and rewarded with increased privileges.  
 
Status Levels 
The student body will be divided into three tiers based on the average number of merits they have 
accumulated every week. The table below summarizes Status privileges at each level and how to earn 
these: 
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Status Privileges Review triggers 
College 
Ready 
Status 

• All College Prep privileges 
• FREE College Ready hoodie sweatshirt 
• Dress-Down Wednesdays 
• Hallways/bathrooms sans pass 
• iPod/iPhone during Athlete Study Hall 
• Access to the College Ready lounge 
• Eligible for pre-college summer programs 
• Can have beverages out during class time 
• Guest pass for school dance 
• School job priority choice 
• Eligible for Honor Council 
• Opt out of Lunch OT and Friday Extended 

OT 

Reviewed at end of quarter for every student for 
conferring of wrist band; reviewed weekly for 
probation or removal 
 
Qualifications: 
• Excellent attendance (98%+) 
• Excellent homework (95%+)  
• High academic engagement/ performance 

(3.20 or better most recent progress report 
period) 

• 600+ merits x quarter n 
• Advisor character recommendation 

 
Probation or removal: 
Weekly merit total falls below 80 = probation; 
removal if weekly merit total falls below 80 for 
three weeks consecutively 

College Prep 
Status 

• College Casual Friday dress 
• Friday Social Lunch Special Event 
• Participation in quarterly Spirit Days 
• Participation in Student Clubs 
• Eligible for Student Government advisory 

representative positions 
• Participation in quarterly College Prep 

Friday after school trip (must have College 
Prep for at least 8 weeks of the quarter and 
no referrals on most recent 2 merit weeks) 

Reviewed weekly at COB Thursdays and 
recognized Fridays mornings at Community 
 
Qualifications: 
• Student had a positive change in their merit 

total of 80+ this week 

Supervised 
Status 
 

• No privileges 
• Cannot dress for sports games/ 

tournaments 
 

Reviewed weekly at COB Thursdays and 
recognized Fridays mornings at Community 
 
Student has fewer than an 80 merits. 

 
Earned Trips & Student Government Events 
Students can earn participation in quarterly field trips and events throughout the year. The table below 
displays the events and trips that Collegiate will sponsor this year and how students can earn 
participation. 
 
Event/trip Criteria for participation Cost to student 

October Dance College Prep Status week of $10.00 

December College Prep Field Trip Must have College Prep for at least 8 weeks of the 
quarter and no referrals on most recent 2 merit weeks FREE 

January 25-27 College Trips No suspensions for three weeks leading up to trip; 
$50 discount for students with 95.0%+ attendance $200 
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February College Prep Field Trip Must have College Prep for at least 8 weeks of the 
quarter and no referrals on most recent 2 merit weeks FREE 

March 25th Team & Family Soccer Game All students may participate FREE 

April 21st College Prep Field Trip Must have College Prep for at least 8 weeks of the 
quarter and no referrals on most recent 2 merit weeks FREE 

May 10th Earn It! Trip 
Must have 95.0%+ attendance, College Prep for at 
least 8 weeks of the quarter and no referrals on most 
recent 2 merit weeks 

$15 

June 3rd Team & Family Beach Day All students may participate FREE 

 
Whole-School Privileges 
Beyond Status, which is grounded in recognition of individual behavior and achievement, students will 
have opportunity to earn privileges and recognition through the following individual and team-based 
incentives systems: 
 
Grade level perfect attendance 
Any time Collegiate has 100% student attendance, the entire grade level will earn College Casual dress 
the following day. Perfect attendance means that 100% of students in the grade level arrived at school on-
time and attended for the duration of the school day. 
 
Advisory Cup 
Advisory Cup is Collegiate’s advisory achievement competition. The Advisory Cup winner is announced 
during Community every Friday. Each quarter, the advisory that has won the cup the greatest number of 
weeks will earn a special advisory field trip on a Saturday. The Advisory Cup competition recognizes 
homework completion percentage, attendance percentage, merit average, and IR pages read. 
 
 



 
 

IV. Families as Partners 
Parents are a child’s first and most influential teachers. Collegiate seeks to work as a partner with families 
in order to maximize each student’s academic and behavioral success. Collegiate seeks to engage 
families in the process of supporting students in the climb up the mountain to college. The following 
policies govern how teachers, operations support personnel, school leaders, and family members at 
Collegiate will communicate and work together to support students to maximize educational access, 
opportunity, and outcomes. 
 

A. Communication 
Communicating with the school 
During the school day, students and teachers may not receive incoming phone calls or messages unless 
it is an emergency that requires immediate attention. If you need to pick up your child at an irregular time, 
please park, come into the office, and sign your child out. Alternatively, you may call the office and leave a 
message. It will be delivered to your student during dismissal.  
 
At Collegiate, parents’ primary point of contact for minor academic and behavior concerns is the 
academic advisor. Your child meets with this teacher every day, and you should have this person’s cell 
phone number stored in your own cell phone. If you need to get a message to your child’s advisor, make 
sure to call both the main office line and to leave a message on the advisor’s voicemail. Our 
teachers/advisors check their messages at least once a day after school. We also highly encourage you 
to email your child’s advisor. 
 
Communications from the school 
We recognize the profound influence of family on a child’s progress and seek to empower parents and 
guardians to support their children academically and become active members of the school community.   
 
Collegiate communicates routinely with families through the following school-family communication 
structures: 
 

• Advisor-parent phone calls (whenever needed) 
• Illuminate grades and whole-school announcements portal (updated every Thursday) 
• Parent Kickboard accounts (student behavior and homework log updated daily) 
• Thursday merit report (weekly) 
• Thursday Team & Family newsletter (weekly) 
• Parent Leadership & School Site Council meetings (monthly)  
• Collegiate website and online calendar of school events (updated monthly) 
• Family dinner events during Quarterly Achievement Celebrations (once each quarter) 
• Academic progress report conferences (twice each quarter) 
• Mailed home progress reports and quarterly report card (quarterly) 
• Annual Collegiate Team & Family Survey (annually in February) 
• Weekly all-call automated reminders for due dates/upcoming events (ongoing) 
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B. Volunteering with the School 
Our school is incredibly fortunate to have an amazing group of parents who volunteer their time to help 
with a variety of tasks and priorities. We seek to provide parents and community members with 
meaningful ways to be involved at the school.  While no parent will be required to complete hours of 
service, we welcome participation from students’ families.  Volunteer opportunities include, but are not 
limited to: 
 

• Serving as “Advisory Parent” for an advisory (assisting the advisory teachers with parent 
communications, special events, etc.) 

• Helping with student recruitment events, phone-banking, and enrollment work 
• Chaperoning field trips (upon invitation only) 
• Supervising arrival (working with school staff) 
• Assisting in the office 
• Assisting in classrooms 
• Set-up, supervision, and clean-up for special events (dance, Achievement Celebrations, etc.)  
• Helping with traffic flow and/or valet (before and/or after school) 
• Working on campus beautification projects (painting, gardening, etc.) 

 
For the safety of our students, all volunteers who work with children on a regular basis at Collegiate 
Charter High School must be under staff supervision and undergo a background check with fingerprinting 
and must obtain TB clearance. If you would like to volunteer with the school, please reach out to our 
Operations Assistant Ms. Becerra: (310) 210-1348. 
 
C. Visiting the School 
During school hours, we encourage parents to visit the school. Parents are invited to meet with their 
student’s advisor, sit in on their child’s classes, and meet with the Director of Student Support, Ms. 
Siesfeld, or the Executive Director, Ms. Jackson. We ask you to please call 24 hours in advance to make 
an appointment if you would like to meet with the any specific faculty or staff members, so that we can be 
sure to clear time on our calendars to meet with you.  
 
Parents and guardians are welcome to come in to use our parent center in the main office at any time. 
Our parent center is equipped with a computer and internet, as well as directions for logging into 
Illuminate or Kickboard to check your student’s grades or behavior. We encourage you to stop in any day 
of the week to check your student’s grades on Illuminate! 
 
Families are a vital part of the Collegiate community. We welcome you as a partner in the education of 
our students, and you should feel free to observe regularly at the school.  In order to maximize our 
student’s learning time and minimize distraction in our classrooms, we ask that you do the following: 
 

• Please let us know in advance if you plan to visit. 
• Upon arriving, sign-in with the main office and obtain a visitor badge to wear while in the building. 
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• Refrain from interacting with students so that they are able to pay attention to their teachers at all 
times. 

• Turn off your cell phone prior to entering the classroom. 
• Sit behind all students (at the back of the classroom) so that you are not blocking a child’s view. 

 
If you would like to speak with the teacher following your visit, please contact them by phone or call the 
school to set up a follow up meeting. Teachers will generally be unable to meet or talk with you during 
their teaching time. 
 

D. Civility Code 
Our families are partners with Collegiate Charter High School staff in creating a warm and respectful 
environment for everyone in our team and family. We work hard to ensure that the school’s values 
permeate all interactions with families and students. Therefore, school staff and families are both 
responsible for ensuring that all communication is mutually respectful.   
 
While we encourage families to share any and all concerns with the appropriate school staff, the school 
will retain the right to end any meeting or phone conversation in which the volume, tone, or substance of 
the communication is rude (name-calling or frequent interruptions), profane (cursing or profane language), 
or threatening. Moreover, when conversations have clearly gone past the point where productive problem-
solving is an option, the school reserves the right to end the conversation and schedule additional time at 
a later date.  
 
The school reserves the right to require parents/guardians, or community members who violate the civility 
code to provide written requests for meetings, outlining the nature of the concern and with whom they 
would like to speak. Because of the school’s commitment to ensuring the safety of students and staff, and 
maintaining a calm, productive, positive learning environment, the school reserves the right to bar an 
individual from the school site if there are repeated violations to the civility code. In such a case, the 
school staff member will meet with a parents/guardians off-campus at an agreed-upon location (e.g. a 
public library, community center) or meet on campus 30 minutes after school ends. Please see Appendix 
C and Appendix D for guidance on making a formal complaint about the school.  
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V. Other Policies 
A. Medical, Medication & Immunization Policy 
Students requiring prescription medications and other medicines during school hours will be 
accommodated.  Parents must bring medication to the office in the original containers, with the 
name of the prescribing physician, the name of the student, and dispensing instructions. 
Parents will be required to complete a form authorizing school staff to administer medication. 
Designated staff will put medications in a locked cabinet or refrigerate as needed.  Designated 
staff will log times for administering medications for each student and will establish a reminder 
system to ensure that students are called and medications are dispensed at the appropriate 
times.  In cases where medications are long-term prescriptions, designated staff will provide 
parents with one week's notice to alert them that additional medications are needed.  No 
medications will be given to a child without proper written authorization. 
 
At the beginning of the year we will ask families to sign a medical waiver allowing the school to 
administer over the counter first aid as needed. This will include providing Motrin for headaches, 
taking a student’s temperature, or using an automatic external defibrillator or CPR. We ask that 
students with asthma keep an extra inhaler in their lockers at all times. We ask that families let 
us know when students have several allergies or other medical needs that the school should be 
aware of. For anything that may require more medical attention, the school will always call 911 
and send your student to a nearby hospital.    
 
The main office will keep a detailed log of all medicines that are administered. If a student looks 
very unwell and/or is running a temperature, we will call a parent/guardian and request that the 
student be taken home or to a medical clinic. Students who are too ill to be in class will wait for 
parent pick-up. 
 
All students enrolled at Collegiate Charter High School will be required to provide records 
documenting immunizations as is required at public schools.  Students’ medical records will be 
kept on file at the school and made available to school staff as necessary to protect student 
safety and confidentiality. 
 

B. Emergencies 
In case of an emergency, parents/guardians should contact the school either by phone or in person. 
Under no circumstance should parents/guardians contact students in their classrooms, including after 
school, or attempt to withdraw students from the building without notifying and receiving permission from 
staff members in the school office.  
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Fire safety and evacuation procedures 
Please note that some procedures may change once the school year has officially begun.  Students will 
be notified of and trained in any significant changes.   
 
In case of emergency, if a student or staff member sees fire or smells smoke, he or she should close the 
door and notify an administrator.  Upon hearing an alarm, school staff will assemble students in their 
rooms and proceed out of the building according to the fire evacuation plan posted in each 
room.  Students should follow the direction of staff members who will verify the safety of the stairwells and 
lead students outside the building to the designated locations, where school staff will line up students by 
class and take attendance.  
 
Frequently throughout the school year, students and staff will participate in fire drills to ensure that the 
entire school community is familiar with the appropriate response in the event of an emergency.  
 
In case of a more serious emergency, should it be necessary to evacuate our school before, during, or 
after the school day – and it appears that we will be unable to return to the school for an extended period 
of time or for the rest of the day – school staff and students will evacuate according to the school’s 
evacuation plan.  Staff will line up students in a safe and orderly fashion on the sidewalks outside the 
evacuation site.  After staff takes attendance, should conditions permit, all staff and students will return 
promptly to school.   
 

C. Use of Pictures & Videos of Students 
Collegiate will often take pictures and videos of students during regular school activities to capture the joy 
and excitement of learning that takes place and to celebrate the accomplishments of our teachers and 
students. Pictures and videos taken of students and staff are used for many purposes. We put pictures of 
students and staff in our student information system so that teachers and staff can identify all students 
and call them by name (internal); we publish photo directories of students and staff (internal); and we post 
pictures of students and staff at the school (internal). It is Collegiate’s policy to use pictures and videos of 
students for these uses. By reading the family handbook, parents/guardians are consenting to allow their 
child’s photo to be used for internal purposes. If the parent/guardian does not want his or her child’s photo 
to be used for such purposes, he or she should let the school’s Operations Assistant know in writing. 
 
Collegiate also allows pictures and videos to be used for print and broadcast media purposes (external), 
and includes pictures and videos of students and staff on our website, on social media, and in 
promotional materials used to recruit students and staff and explain Collegiate to external audiences such 
as charter authorizers, researchers, and funders (external). By signing the Media/Publications Consent 
and Release form, parents/guardians are consenting to allow their child’s photo to be used for external 
purposes. If the parent/guardian does not want his or her child’s photo to be used for such purposes, he 
or she should not sign the media release. 
 

D. Student Records 
The school administration is responsible for all student records.  They will discuss, explain, and/or make 
available to an eligible student (18 years old or greater) or parents/guardians any records on file.  If a 
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parent/guardian would like to examine a child’s record, the parent/guardian should submit a request in 
writing to the principal or the director of operations.  Within 10 days, the eligible student or 
parents/guardians will be allowed to inspect the file and may request a copy of some or all of the 
information contained in the record.  There are two different types of student records, which will be treated 
differently: 
 

• Directory Information: Directory Information is basic information about students such as name, 
address, telephone number, date of birth, participation in activities, awards received, etc.  This 
information may be made available to others for specific use without the consent of the 
parents/guardians/guardian.  For example, teachers may distribute class lists to everyone in the 
class so that students may help each other with homework.  If a parents/guardians/guardian 
would not like such information released, he or she should submit a request in writing to the 
Principal. 

 
• Confidential Records: Confidential Records include grades, evaluations, disciplinary actions, and 

health records.  Confidential records will not be made available to any non-school personnel 
without consent by the parents/guardians/guardian.  
 

E. Family Education Rights and Privacy Act (FERPA) 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a 
Federal law that protects the privacy of student education records.  The law applies to all schools that 
receive funding under an applicable program of the U.S. Department of Education. FERPA gives 
parents/guardians certain rights with respect to their children’s education records.  These rights transfer to 
the student when he or she reaches the age of 18 or attends a school beyond the high school 
level. Students to whom the rights have transferred are “eligible students.” 
 
In accordance with FERPA law: 
 

• Parents/guardians or students over 18 years of age have the right to inspect and review the 
student’s education records maintained by the school. 
 

• Parents/guardians or students over 18 years of age have the right to request that the school 
correct records, which they believe to be inaccurate or misleading. If the school decides not to 
amend the record, the parents/guardians or eligible student then has the right to a formal 
hearing. The issue will first be heard by the Board of Directors of Collegiate or by the Board’s 
designee. The decision of the board of trustees or its designated subcommittee is final.  
 

• The school may disclose, without consent, “directory” information such as a student’s name, 
address, telephone number, date and place of birth, honors and awards, and dates of 
attendance. Any parent/guardian who does not want such directory information included should 
contact the School Operations Manager. 
 

• This listing in the parents/guardians handbook serves as the school’s annual notification of 
parents/guardians and eligible students of their rights under FERPA. 
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• Generally, the school must have written permission from the parents/guardians or eligible student 

in order to release any information from a student’s education record. However, the school may 
disclose those records, without consent, to the following parties or under the following conditions 
(34 CFR § 99.31): 
 

• School officials with legitimate educational interest; 
• Other schools to which a student is transferring; 
• Specified officials for audit or evaluation purposes; 
• Appropriate parties in connection with financial aid to a student; 
• Organizations conducting certain studies for or on behalf of the school; 
• Accrediting organizations; 
• To comply with a judicial order or lawfully issued subpoena;  
• Appropriate officials in cases of health and safety emergencies; and State and local 

authorities, within a juvenile justice system, pursuant to specific State law. 
 

F. Non-discrimination Policy  
In accordance with applicable law, the School prohibits discrimination by or against any employee or 
student in the school on the basis of race, color, religion, gender, gender identity or expression, national 
origin, ancestry, age, sex, sexual orientation, marital status or civil partnership/union status, veteran 
status, physical or mental disability, medical condition, genetic characteristics, pregnancy, childbirth, or 
any other characteristic or condition protected by applicable law.  The School will ensure that students 
and employees are treated in all aspects of their daily work without unlawful discrimination because of 
these or any other protected basis.  

 

G. Harassment Policy 
The School’s policy is to provide its students and employees with an environment free from unlawful 
harassment.  Harassment in the School based on race, color, national origin, ancestry, creed, religion, 
age, citizenship, veteran status, sex, sexual orientation, gender, gender identity or expression, marital 
status or civil partnership/union status, physical or mental disability (actual or perceived), medical 
condition, genetic characteristics, pregnancy, childbirth, or any other basis prohibited by applicable 
federal, state or local law is strictly prohibited.   
 
Sexual harassment is a form of sex discrimination and is against the law. Sexual harassment may include 
the following conduct where it is unwelcome to the recipient, student or employee: verbal comments or 
propositions of a sexual nature, the display or circulation of sexually suggestive or explicit visual or printed 
materials, or physical conduct of a sexual nature.  All students and employees are expected to be aware 
of the types of conduct that may constitute unlawful harassment, as well as of the avenues of assistance 
provided by the School for addressing complaints of sexual harassment.   
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VI. 2016-2017 Calendar & Daily Schedule 

  1:00 pm dismissal day 
  Field trip or special event 
  Assessment day 
  Family event or meeting 
  Quarterly Achievement Celebration 
  Academic Progress Report Conferences 
  No school for students 
  Summer Academy  

	

	

August 2016 
S M T W T F S 

  1 2 3 4 5 6 
7 8 9 10 11 12 13 

14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31       

	

• August 6: Family University for all students and parents (10:00 am - 1:00 pm) 
• August 12 & 13: Family Chats for new students (by appointment) 
• August 16: First day of school & first day of Quarter I (8:25 am - 1:00 pm) 
• August 16-19: Collegiatization Week (8:25 am - 1:00 pm daily) 
• August 17: SRI Reading and STAR 360 Math testing for all students 
• August 19: NWEA MAP Reading Exam 
• August 22: First day of sports team practices (6:45-8:15 am) 
• August 26: NWEA MAP Math Exam 	

September 2016 
S M T W T F S 

        1 2 3 
4 5 6 7 8 9 10 

11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30   

	

• September 2: NWEA MAP Language Exam  
• September 5: Labor Day (SCHOOL CLOSED) 
• September 7: Back-to-School Night (4:30-6:00 pm) 
• September 7: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• September 16: Professional Development (NO SCHOOL FOR STUDENTS) 
• September 23: QI Progress Report Conferences (1:00-4:30 pm by appointment)	

October 2016 
S M T W T F S 

            1 
2 3 4 5 6 7 8 
9 10 11 12 13 14 15 

16 17 18 19 20 21 22 
23 24 25 26 27 28 29 
30 31           

	

• October 3-5: Professional Development (NO SCHOOL FOR STUDENTS) 
• October 6-7: Fall Break (SCHOOL CLOSED) 
• October 14: Fall college trips (6:45 am - 4:30 pm) 
• October 21: Fall Dance for all students on College Prep and above (6:30-9:00 pm) 
• October 26: Parent Leadership/Site Council Meeting (6:00-7:30 pm) 
• October 27-28: Quarter I Interim Assessments	
• October 31: Last Day of Quarter I	
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November 2016 
S M T W T F S 

    1 2 3 4 5 
6 7 8 9 10 11 12 

13 14 15 16 17 18 19 
20 21 22 23 24 25 26 
27 28 29 30       

	

• November 1: First day of Quarter II 
• November 4: Professional Development (NO SCHOOL FOR STUDENTS) 
• November 11: Veterans Day (SCHOOL CLOSED) 
• November 17: Quarter I Achievement Celebration (4:30-6:00 pm) 
• November 17: Parent Leadership/Site Council Meeting (6:00-7:30 pm) 
• November 18: QI Report Card Conferences (1:00-4:30 pm by appointment) 
• November 24-25: Thanksgiving Break (SCHOOL CLOSED) 

December 2016 
S M T W T F S 

        1 2 3 
4 5 6 7 8 9 10 

11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 31 

	

• December 2: NWEA MAP Reading Exam  
• December 2: College Prep earned trip (1:00-4:30 pm) 
• December 9: NWEA MAP Math Exam 
• December 14: Winter Showcase & Family Dinner (4:30-6:00 pm) 
• December 14: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• December 16: NWEA MAP Language Exam 
• December 19 - January 2: Winter Break (SCHOOL CLOSED) 

January 2017 
S M T W T F S 
1 2 3 4 5 6 7 
8 9 10 11 12 13 14 

15 16 17 18 19 20 21 
22 23 24 25 26 27 28 
29 30 31         

	

• January 6: College Day  
• January 13: Professional Development (NO SCHOOL FOR STUDENTS) 
• January 16: Martin Luther King Jr. Day (SCHOOL CLOSED) 
• January 18: Parent Leadership/Site Council Meeting (6:00-7:30 pm) 
• January 20: QII Progress Report Conferences (1:00-4:30 pm by appointment) 
• January 25-27: Collegiate Whole-School Overnight College Trips 
• January 28: Collegiate Admissions Lottery (10:00 am to noon) 
	

February 2017 
S M T W T F S 

      1 2 3 4 
5 6 7 8 9 10 11 

12 13 14 15 16 17 18 
19 20 21 22 23 24 25 
26 27 28         

	

• February 9-10: Quarter II Interim Assessments  
• February 13: Last day of Quarter II 
• February 14: First day of Quarter III 
• February 17: Professional Development (NO SCHOOL FOR STUDENTS) 
• February 20: Presidents Day (SCHOOL CLOSED) 
• February 23: Quarter II Achievement Celebration (4:30-6:00 pm) 
• February 23: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• February 24: College Prep earned trip (1:00-4:30 pm) 
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March 2017 
S M T W T F S 

      1 2 3 4 
5 6 7 8 9 10 11 

12 13 14 15 16 17 18 
19 20 21 22 23 24 25 
26 27 28 29 30 31 1 

	

• March 3: QIII Report Card Conferences (1:00-4:30 pm by appointment) 
• March 10: Career Day  
• March 15: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• March 24: SAT10 Exam for all 10th grade students 
• March 25: Team & Family Soccer Game (11:00 am to 2:00 pm) 
• March 31: Cesar Chavez Day (SCHOOL CLOSED) 
	

April 2017 
S M T W T F S 

            1 
2 3 4 5 6 7 8 
9 10 11 12 13 14 15 

16 17 18 19 20 21 22 
23 24 25 26 27 28 29 

	

• April 5: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• April 10-14: Spring Break (SCHOOL CLOSED) 
• April 21: College Prep earned trip (1:00-4:30 pm) 
• April 27-28: Quarter III Interim Assessments  
	

May 2017 
S M T W T F S 

  1 2 3 4 5 6 
7 8 9 10 11 12 13 

14 15 16 17 18 19 20 
21 22 23 24 25 26 27 
28 29 30 31       

	

• May 1: Last day of Quarter III 
• May 2: First day of Quarter IV 
• May 4: Quarter III Achievement Celebration (4:30-6:00 pm) 
• May 4: Parent Leadership/Site Council meeting (6:00-7:30 pm) 
• May 5: Professional Development (NO SCHOOL FOR STUDENTS) 
• May 12: QIII Report Card Conferences (1:00-4:30 pm by appointment) 
• May 19: End-of Year Earn It! Trip (6:45 am - 4:30 pm) 
• May 26: NWEA MAP Language Exam 
• May 29: Memorial Day (SCHOOL CLOSED) 

June/July 2017 
S M T W T F S 

        1 2 3 
4 5 6 7 8 9 10 

11 12 13 14 15 16 17 
18 19 20 21 22 23 24 
25 26 27 28 29 30 1 

2 3 4 5 6 7 8 
	

• June 2: NWEA MAP Reading Exam 
• June 3: Parent Leadership/Site Council end-of-year meeting (9:00-11:00 am) 
• June 3: Team & Family Beach Day (11:00 am to 4:00 pm) 
• June 8: Spring Showcase (4:30-6:00 pm) 
• June 9: NWEA MAP Math Exam 
• June 14: Last day of Quarter IV and last day of school 
• June 16: Grade Level Re-Do meetings (by appointment) 
• June 19-July 7: Summer Academy Credit Recovery (by invitation) 
• June 3-4: Independence Day observed (SCHOOL CLOSED) 
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Monday through Thursday Bell Schedule 
 

6:45-8:15 am Early Arrival & 
Sports • Competitive sports team practices 

8:25 am Late-to-School Bell • Arrival takes place from 8:15-8:25 am.* Students enter 
through the Collegiate gate on N. Record Ave. 

8:25-8:53 am Advisory • Breakfast, laptop check-out, homework check, check your 
grades in Illuminate, daily announcements, lockers 

8:55-9:53 am 1st Period  

9:55-10:53 am 2nd Period  

10:55-11:53 am 3rd Period  

11:55-12:53 pm 4th Period  

12:58-1:28 pm Lunch • Lockers, social lunch, overtime 

1:30-2:28 pm 5th Period  

2:30-3:28 pm 6th Period  

3:30-4:30 pm 7th Period  

4:30 pm Dismissal Bell • Students may exit through the Collegiate gate on N. Record 
Ave. 

4:35-5:55 pm Evening Scholars • Evening Study Clinic 
• Music, Visual Arts, Drama, Student Clubs 

6:00 pm Campus Closes • All students exit through the Collegiate gate on N. Record 
Ave. by 6:00 pm. 

 
* Early arrivers: Collegiate students are not permitted to loiter in front of the school on N. Record Avenue prior to 8:15 am. 
All students who arrive at school before 8:15 am will head to Pomona (Room 171) for Early Morning Study.   
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Friday Bell Schedule 
 

6:45-8:15 am Early Arrival & 
Sports • Competitive sports team practices 

8:25 am Late-to-School Bell • Arrival takes place from 8:15-8:25 am.* Students enter 
through the Collegiate gate on N. Record Ave. 

8:25-9:13 am Advisory • Breakfast, laptop check-out, homework check, check your 
grades in Illuminate, daily announcements, lockers 

9:15-10:13 am 1st Period  

10:15-11:13 am 2nd Period  

11:15-12:13 pm 3rd Period  

12:18-1:00 pm Lunch • Lockers, social lunch, overtime 

1:00 pm Dismissal Bell • Students may exit through the Collegiate gate on N. Record 
Ave. 

1:05-2:00 pm Extended OT 
• Students who have earned a referral out of class during the 

merit week, who have missed school, and/or who have earned 
Supervised Status serve Extended OT from 1:00-2:00 pm. 

	
• Early arrivers: Collegiate students are not permitted to loiter in front of the school on N. Record Avenue prior to 

8:15 am. All students who arrive at school before 8:15 am will head to Pomona (Room 171) for Early Morning 
Study. 
 

VII. Important Contact Information 
Collegiate Faculty & Staff 
 

Team Member Role Email Phone number 
Mr. Manuel Acuña Science Teacher manuelacuna@collegiatecharterhighschool.org (562) 972-3125 
Mr. Michael Allaway Spanish & Writing Teacher michaelallaway@collegiatecharterhighschool.org (951) 847-4801 
Ms. Megan Bakke Director of School Operations meganbakke@collegiatecharterhighschool.org (310) 210-2445 
Mr. Cris De Leon Math Teacher crisdeleon@collegiatecharterhighschool.org (562) 677-6354 
Dr. Gary Fraser Board Chairperson gef1223@gmail.com (973) 420-1934 
Dr. Erin Higgins Dean of Curriculum & Instruction erinhiggins@collegiatecharterhighschool.org (310) 975-4684 
Ms. Vanessa Jackson Executive Director vanessajackson@collegiatecharterhighschool.org (323) 594-6486 
Ms. Kat Lambert Literature Teacher katkolenkina@collegiatecharterhighschool.org (818) 577-5559 
Mr. Joseph Makhluf History Teacher josephmakhluf@collegiatecharterhighschool.org (818) 641-4275  
Ms. Monica Ponce Operations Assistant monicaponce@collegiatecharterhighschool.org (310) 210-1348 
Ms. Stephanie Rios Associate Director of Student Life & Outreach stephanierios@collegiatecharterhighschool.org (310) 948-9833 
Ms. Emma Siesfeld Director of Student Support emmasiesfeld@collegiatecharterhighschool.org (781) 856-8042 
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VIII. Collegiate Commitment to Excellence 
This is not a legally binding contract; this is our commitment to supporting your climb up the mountain to 
college and to supporting you to reach your full potential. 
 

Student’s Commitment 
I fully commit to Collegiate and to my education in the following ways: 
 

Commitment Student’s 
initials 

� I will arrive at school on time by 8:25 am every day prepared to learn: well-rested, with 
organized materials, complete homework, full uniform, and a positive attitude.  

� I will work hard and comport myself with professionalism and optimism at Collegiate until 4:30 
p.m. (Monday-Thursday) and until 1:00 pm on Fridays.  

� I will complete all my homework every night. I will exercise conscientiousness in completing 
assignments and will submit high-quality assignments.  

� I will adhere to the Technology, Cyber-Conduct and Internet Use Policy.  

� I will use materials and resources wisely and with respect; I will help ensure that our school 
environment stays clean and organized for myself and my community.  

� I will always work, think, and behave in the best way I know how; I will do whatever it takes to 
empower myself and my teammates to learn.   

� I will attend Collegiate Summer Academy if I fall short of earning credit in any of my academic 
classes during the school year. (Earning a No Credit Yet = no credit.)  

� I will always follow my teachers’ directions the first time I am asked.  

� I will challenge myself to constantly learn more, achieve more, take more risks, and seek more 
opportunities.  

� I will uphold the high expectations of Collegiate at all school related events on and off campus 
and will represent Collegiate positively in my community.  

� I will respect the rights and interests of all members of the Collegiate community regardless of 
race, color, gender, age, religion, disability, lifestyle, sexual orientation, gender 
identity/expression, or national or ethnic origin to help promote a safe learning environment. 

 

� I will own my mistakes and work to learn from them; I will seek support from my teammates and 
community to learn to make positive, professional choices.  

� I will always work to model our values of hard work, grit, self-control, curiosity, 
conscientiousness, optimism, social intelligence, and achievement for my peers.  

� I am responsible for my own choices; I will accept responsibility for my actions.  
� Failure to adhere to these commitments can cause me to lose privileges at Collegiate.  
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Advisor’s Commitment 
We fully commit to Collegiate and to our students’ well-being and academic success in the following ways: 
 

Expectations: Advisor’s 
initials 

• We will always teach in the best way we know how, and we will do whatever it takes for every single one 
of our students to learn.   

• We will plan and execute rigorous lessons to prepare our students for success in four-year colleges, in 
professional careers, and in life.  

• We will hold all of our students, fellow staff members, and ourselves to Collegiate’s high expectations.  

• We will recognize students’ behavior as choices and will issue merits, demerits, and consequences fairly 
and consistently.   

• We will make ourselves available to the questions, concerns, or suggestions of our parents through 
scheduled meetings and phone calls.  

• We will regularly provide parents and guardians of our advisees with updates on their children’s progress 
via phone calls home and academic advising conferences  

• We will return students’ and parents’ phone calls within 24 hours.  

• We will respect the rights and interests of everyone at Collegiate regardless of race, color, gender, age, 
religion, disability, lifestyle, sexual orientation, gender identity/expression, or national or ethnic origin to 
help promote a safe learning environment. 

 

• We will always act in a professional manner when speaking with all people in our school community: 
fellow colleagues, parents, and students.  

• We will strive to be the best teachers we can be, modeling excellence and taking no shortcuts in preparing 
our students for success in college, in professional careers, and in life.  

• We will ensure the safety of all students under our supervision.  

• We will model the Collegiate dress code and norms for professionalism.  

• We will embody the values of hard work, perseverance, self-control, curiosity, conscientiousness, 
optimism, and empathy, self-determination, independence, integrity, and team work.  

• We are responsible for our own choices; we will accept responsibility for our own actions.  

• We will commit to finding a healthy work-life balance and taking time to re-energize our minds and renew 
our bodies and spirits to be the best we can be for ourselves, our students and our families.  

• Failure to adhere to these commitments can lead to our dismissal from Collegiate.  
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Parents’/Guardians’ Commitment 
We fully commit to Collegiate and to supporting our child’s success in the following ways: 
 
Expectations: Parent’s 

Initials 
� We will make sure our child arrives at Collegiate everyday no later than 8:25 am.  
� We will make arrangements so our child can remain at Collegiate throughout our instructional day until 

4:30 p.m. Mondays-Thursdays and until 1:00 p.m. on Fridays.  

� We will ensure that our child attends the Collegiate Summer Academy credit recovery session if s/he falls 
short of earning credit in all academic courses during the year.  

� We give permission for our child to participate in supplemental instruction as needed.  

� We commit to attending Academic Progress Report Conferences every 6-7 weeks in order to support our 
student’s Faculty Advisor’s work with our student and best support our student’s success.  

� We will do all we can to support our child and his/her commitment to attend Collegiate.  

� If our student requires additional support with independent work, including homework completion, we will 
give Collegiate written permission to keep our student at school until 5:55 pm Mondays through Thursdays 
for Evening Study Clinic. 

 

� We will partner with the teachers and staff of Collegiate to help our child excel in school, both academically 
and behaviorally.  

� We will always help our child in the best way we know how, and we will do whatever it takes for him/her to 
learn.  

� We give Collegiate permission to keep our student at school past the first dismissal bell until 2:00 pm on a 
Friday if our student has earned 3+ Lunch Overtimes in a week.  

� We will read carefully and sign (if necessary) all the papers the school sends home to us. We will ask 
questions if we have them.  

� We will monitor our child's use of technology and will ensure that he/she adheres to all components of the 
Technology, Cyber-Conduct and Internet Use Policy both in school and at home.  

� If we have a concern about how a behavior or academic issue was handled that involved our child and/or if 
we may disagree with a decision that was made, we will call our child’s advisor or the Executive Director to 
discuss the matter.  

 

� We will always make ourselves available to our children and the school and address any concerns they 
may have. We will meet regularly with teachers to discuss our child’s progress and will return teachers’ 
and school leaders’ phone calls within 24 hours. 

 

� If our child is going to miss school, we will call the Director of School Operations before 7:00 am the 
morning of the absence. If the student is going to be tardy we will immediately contact the Operations 
Manager. 

 

� We will make sure our child adheres to the Collegiate uniform policy.  
� We understand that our child needs to respect the rights and interests of everyone at Collegiate regardless 

of race, color, gender, age, religion, disability, lifestyle, sexual orientation, gender identity/expression, or 
national or ethnic origin to help promote a safe learning environment. 

 

� We will always act in a professional manner when speaking with all people in our school community: 
Collegiate staff members, fellow parents, and students (i.e. use of profanity, shouting, threatening or 
demeaning language of any kind). 

 

� We are responsible for our child’s choices, as well as our own.  
� Failure to adhere to these commitments can cause my child to lose Collegiate privileges  
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I have read the Collegiate 2016-2017 Student & Family Handbook. I have taken the opportunity to discuss 
the contents of this handbook, and I understand that Collegiate expects a lot of its students and families. I 
commit to the expectations delineated in this handbook and I will do my best to uphold these 
expectations. When I have a question or concern, I will contact the main office, our advisor, and/or the 
Executive Director to discuss and resolve the matter. This will help the Collegiate community work as a 
cohesive team. 
 
________________________ ________________________ _______________________ 

Student’s Name Parent’s/Guardian’s Name Advisor’s Name 

   
________________________ ________________________ _______________________ 

Student’s Signature Parent’s/Guardian’s Signature Advisor’s Signature 

   
________________________ ________________________ _______________________ 

Date Date Date 
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Hard work. 


