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I have received a copy of the 2022-2023 Handbook and agree to abide by all policies contained in it.
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Student Schedules
Middle School Elementary
M-Th Block Schedule Monday - Thursday

7:20 Gates Open 7:20 Gates Open

8:00 - 10:00
Period 1 - M/W
Period 4 - T/Th 8:00-9:25 Class

10:00 - 10:11 Break 9:25-9:36 Break

10:15-12:15
Period 2 - M/W
Period 5 - T/Th 9:40-11:30 Class

12:15-12:46 Lunch 11:30-12:01 Lunch

12:50 - 2:50
Period 3 - M/W
Period 6 - T/Th 12:05-1:30 Class

2:50 Dismissal 1:30-1:41 Break

Friday Early Release 1:45-2:45 Class

7:20 Gates Open 2:45 Dismissal

8:00 - 8:46 Period 1 Friday Early Release

8:50 - 9:36 Period 2 7:20 Gates Open

9:36 - 9:46 Break 8:00-9:25 Class

9:50 - 10:36 Period 3 9:25-9:41 Break

10:40 - 11:26 Period 4 9:45 -10:55 Class

11:26 - 11:56 Lunch 10:55-11:24 Lunch

12:00 - 12:46 Period 5 11:28 - 1:36 Class

12:50 - 1:36 Period 6 1:36 Dismissal

1:36 Dismissal

Minimum Day

Minimum Day 7:20 Gates Open

7:20 Gates Open 8:00-9:00 Class

8:00 - 8:36 Period 1 9:00 - 9:16 Break

8:40 - 9:16 Period 2 9:20 - 10:30 Class

9:16 - 9:26 Break 10:30 - 10:46 Break

9:30 - 10:06 Period 3 10:50 - 12:16 Class

10:10 - 10:46 Period 4 12:16 Dismissal

10:46 Break

11:00 - 11:36 Period 5

11:40 - 12:16 Period 6

12:16 Dismissal
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Alternate Schedule Elementary PE Schedule

9/6/22, 10/11/22, 1/17/23, 5/30/23, 6/5/23 only Tuesdays and Thursdays

7:20 Gates Open Kinder 12:05 - 12:55

8:00 - 8:57 Period 1
1st & 2nd

Grade 10:40 -11:30

9:01 - 9:58 Period 2
3rd & 4th

Grade 9:40 -10:30

9:58 - 10:10 Break 5th Grade 8:35 - 9:25

10:14 - 11:11 Period 3 *Elementary PE days and times are subject to change

11:15 - 12:12 Period 4

12:12 - 12:48 Lunch

12:52 - 1:49 Period 5

1:53 - 2:50 Period 6

2:50 Dismissal

School Mission
Highland Academy exists to help all of our students Find Their Genius. We believe that everybody
comes to us with strengths and talents and our school allows students to pursue these interests in a
safe, nurturing, project-based classroom setting while also adhering to the educational standards of
the State of California.  Highland Academy gives teachers the flexibility to individualize instruction
and the freedom to utilize various resources to help students find the best in themselves. We are
committed to helping all students, staff, and community members be the best they can be in order to
accomplish their goals.

Student Expectations
Highland Academy is a school of choice open to students in grades TK-8.  The program is developed
around the commitment of parents, students, teachers, and administrators who support excellent
education.  Each person in this partnership agrees to do the following:

● Follow all of the discipline rules and behavior guidelines of the charter school.
● Be courteous and respectful in words and actions.
● Complete assigned work and achieve at least the minimum performance requirements of the

course of study.
● Turn-in assignments by the due date.
● Make satisfactory progress towards promotion requirements.
● Participate in state-mandated testing.
● Give maximum effort at all times.  We believe that a student’s attitude, behavior, and work

ethic are vital to success here at Highland Academy.
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Enrollment Information
A major objective of Highland Academy is to provide a voluntary or optional educational
alternative for students. Please remember that:

● Enrollment in Highland Academy is an optional alternative that I have voluntarily selected.
● Students cannot be enrolled as a student in another public or private school while attending

Highland Academy.
● Students are liable for the cost of replacement or repair of damaged or lost books, electronics

or other materials caused by them.
● All materials Highland Academy provides students (for example, Chromebooks) are to be

used for academic purposes only and must be returned when requested by the school.
● It is the family's responsibility to provide any needed transportation to and from school.

Homework Policy
Homework is defined as assignments, studying, and/or projects performed by the student outside of
class. Homework often encourages family involvement as well.  At Highland Academy, homework
assignments may be assigned by teachers in order to help students:

● Prepare for, reinforce, and extend concepts introduced in class
● Activate prior knowledge and assess student understanding
● Establish study habits and self-reliance
● Allow parents/guardians and teachers to monitor student progress

Our school’s block schedule and longer class periods often allow students who use class time
wisely the ability to finish their homework during the school day and avoid having to take it home.

Attendance Policy
The goal of Highland Academy is that every student is in class every day on
time.  Consistent school attendance is critical to school success. Please make
sure your student is in school every day and that they are on time. Campus
gates open at 7:20 am.  School begins at 8:00 am. Please make sure students
are on campus by 7:55 am so as to be in class on time.

Definitions
Tardy: Arriving in class after 8:00 am
Unexcused Absence: Absent without valid excuse, or tardy of more than 30 minutes
Truant: (1) A student who is absent from school without a valid excuse three full days, or class
periods equaling three full days, or (2) a tardy or absence of more than 30-minutes during the
school day without a valid excuse on three occasions, or any combination thereof.
Habitual Truant: Three or more truancies
Chronic Truant: Absent without valid excuse for more than 10% of the school year.
School Attendance Review Team (“SART”): School Administrative Panel that reviews attendance
issues.

Highland Academy Handbook



Excused Absences
A student’s absence shall be excused for the following reasons:

1. Personal illness.
2. Quarantine under the direction of a county or city health officer.
3. Medical, dental, optometric, or chiropractic appointments
4. For the purpose of attending the funeral services of a member of his or her immediate family,

so long as the absence is not more than one day if the service is conducted in California and
not more than three days if the service is conducted outside California.

5. Participation in religious instruction or exercises
6. To permit the student to spend time with an immediate family member who is an active duty

member of the uniformed services.
7. Attendance at the student’s naturalization ceremony to become a United States citizen.
8. Authorization at the discretion of a school administrator, based on the facts of the student’s

circumstances, are deemed to constitute a valid excuse.
9. A student who holds a work permit to work for a period of not more than five (5) consecutive

days in the entertainment or allied industries.
10.In order to participate with a not-for-profit performing arts organization in a performance for a

public-school student audience for a maximum of up to five (5) days per school year.

REMINDER: Following an absence, a student is required to bring a written excuse when returning to
school. Illnesses, doctor and dental appointments are excusable, however without a note these
absences are recorded as unexcused.

Insofar as class participation is an integral part of students’ learning experiences, parents/guardians
and students shall be encouraged to schedule medical appointments during non-school hours.

Process for Addressing Tardies
1. Each of the first 5 unexcused tardies* may activate a call or email home
2. The 6th unexcused tardy will activate Highland Academy’s “At Risk” program as outlined in a

Tardy Notice that will be sent home.
*Note: By semester

Process for Addressing Unexcused Absences & Truancy
1. Each of the first 3 unexcused absences* may activate a call or email home
3. The 4th unexcused absence will activate Highland Academy’s “At Risk” program as outlined

in a Truancy Notice that will be sent home.
*Note: By Semester

Referral to Appropriate Agencies or County District Attorney
Unresolved attendance issues may be referred to the District Attorney’s office or appropriate social
service personnel.

Process for Students Who Are Not in Attendance During First 5 Days of the School Year
1. Students who are absent on the first day of the school year will be contacted by phone.
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2. Students not in attendance by the 3rd day of school will receive a letter indicating the
student’s risk of disenrollment.

3. Students not in attendance by the 5th day of school will receive a phone call reiterating the
content of the letter.

4. Students not in attendance by the 6th day of school will initiate the Involuntary Removal
process.

Early Pick-Ups
We understand that there are times when students must be picked up early from school because of
appointments, however we do ask that you try to limit early pick-ups as much as possible as loss of
instruction time has a negative impact on student performance.

Bells on Campus & Tardies During the School Day
Students are expected on time to their classes.  Being tardy to class is not acceptable and will result
in discipline if it becomes a continuous issue.  Students should listen for the following bells while on
campus to help you get to class on time:

🔔 - 1 bell means you have 4 minutes to get to class
🔔 🔔 - 2 bells mean you have 2 minutes to get to class
🔔 🔔 🔔  - Teachers shut the door at 3 bells and you must be in class

Grades
Students! Your grades are your responsibility, but we are here to help too! You should check your
grades regularly on PowerSchool and speak with your teacher whenever you have questions or
concerns.  Waiting until the end of a grading period to approach the teacher about your grade just
doesn’t work.

This is the grading scale at Highland Academy.  Please note that in middle school there are no “D’s”.
To pass a class, you must achieve a score of 70% or higher.

Elementary School Middle School

4 - Exceeds Standards
3 - Meets Standards
2 - Approaching Standards
1 - Below Standards

A - 100% - 90%
B - 89% - 80%
C - 79% - 70%
F - 69% - 0%

Grade Checks
Student athletes, ASB students, and students attending field trips or participating in many school
activities are required to have a minimum GPA of 2.5 with no ‘Fs’.  Grade checks must be completed
by the student and are required for them to participate in these activities.
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Late Work
Grades TK-5

● Please refer to the teacher’s individual syllabus for additional information.

Grades 6-8
● Middle school students have 1 week past the due date to submit incomplete or missing

assignments, however points will be deducted for any assignment that was not initially
completed and turned in on time.

● Please refer to the teacher’s individual syllabus for additional information.

Absent Work
Students who are absent from class, regardless of the reason, are still responsible for the work.
When absent, students should:

● Check Google Classroom/Powerschool
● Email their teachers
● Email or talk to a friend who has their classes.  They often can get the work for them.
● Find time to talk to their teachers at the beginning or end of class when they return to school.

As a general rule, students get the same number of days they were absent to complete and turn in
the work they missed. For example, a student who was absent from school for 3 days will have 3
school days to complete the work and turn it in to their teacher to receive full credit.

Retention Policy
Highland Academy Charter School expects students to progress through each grade within one
academic year. To accomplish this, instruction will accommodate the varying interests and growth
patterns of individual students and include strategies addressing academic deficiencies when
needed. Students shall progress through the grade levels by demonstrating growth in learning and
meeting the grade-level standards of expected student achievement established by the state and
Governing Board.

Students can be considered for retention in specific subject areas and in certain grade levels:
1. Second grade, third grade, and fourth grade in reading.
2. Fifth grade in reading, English language arts, and math.
3. Middle school grades in reading, English language arts, and math.

School Rules
Highland Academy relies on the support and cooperation of parents to ensure that their children
understand and adhere to the rules and guidelines at school and at school sponsored events. It is
also the responsibility of students and/or parents to bring potential problems promptly to the
attention of the school so they may be addressed.
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School rules include, but are not limited to:
1. Students are to be respectful to staff, guests, and other students in their words and actions.
2. KAFOOTY - Keep Arms, Feet, and Other Objects To Yourself! Most major issues are almost

always avoided when we follow this simple rule.
3. Students are not to use vulgar language or profanity.
4. Students are expected to be on time.
5. Students should be prepared with class assignments completed.   Students who do not

complete their work or who are continually unprepared are considered to be in violation of the
behavior code.

6. Students need to attend school every day; academic success is directly correlated to
punctuality and attendance.

7. Students are to refrain from public displays of romantic affection.
8. Bullying of any kind is not tolerated. Things like sexual harassment, name calling, rumors,

off-color humor, racial remarks, offensive or threatening language may all be considered
bullying and are grounds for disciplinary action.

9. Cyber bullying in the form of text messages, posts or comments on social media sites are also
not tolerated and may result in school discipline.

10.Students cannot possess, provide, or use drugs, narcotics, drug paraphernalia, alcohol,
cannabis, tobacco, or any dangerous objects or weapons, including toys or replicas of such.

a. Searches
Highland Academy is responsible for maintaining order and discipline and to keep
students, staff, and visitors safe.  As such, searches and seizures will be conducted by
authorized school officials if reasonable suspicion exists that someone on campus is in
possession of something that is against the rules, the law, or is dangerous. Highland
Academy, however, does not conduct “free-for-all” or “blanket searches”.

11.Students will refrain from defacing, damaging, littering, or destroying school property.
12.Students will refrain from disrupting, interfering with, or making it impossible for other

students to gain an education. Continued classroom disruptions will be addressed with
progressive disciplinary action.

13.Students will refrain from causing, attempting to cause, or threatening to cause physical
injury to another person.

14.Students will refrain from engaging in any activity or game that causes or attempts to cause
physical discomfort to any student, or includes any element of hazing.

15.Students and staff are entitled to privacy.  Students may not take, post or upload any image,
photo, video, audio, or other electronic information to the Internet (e.g. YouTube, Facebook,
Instagram, Snapchat, etc.) that contains anything regarding Highland Academy’s facilities,
events, students, teachers, staff, administration, etc, without the express written permission of
an authorized agent of Highland Academy.
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Discipline on Campus
This is a general guide for discipline matters in class or on campus. The first steps may vary
depending on each classroom management plan as outlined in the teacher’s syllabus. With all
actions below, teachers are instructed to diffuse as much as possible. Teachers will avoid
confrontation and will not engage students in argument or debate in front of the class.  Not all
infractions require a consequence. Teachers will work with students to allow them to learn from
their choices and to decompress where appropriate. Some examples may include:

A. Verbal or Nonverbal Warning
B. Move student to an isolated seat in another part of the room
C. Have student step outside for 2-3 minute supervised decompression
D. “Bouncing” the student to another classroom
E. Lunch Detention
F. After School Detention (Accompanied by a phone call home to parents)
G. Referral to Office

*If the offense is of a serious nature, some or all of the above steps may be skipped.  Any discipline issue that may result
in In-School Suspension (ISS), Out-of-School Suspension (OSS), or Expulsion will be handled by school administration.

Core Beliefs About Discipline
The staff of Highland Academy believes that a well-disciplined student body is essential for
academic success. To achieve this goal, we have adopted a common set of beliefs. This set of core
beliefs will be adhered to when dealing with student issues and concerns.

1. We believe that students should have the opportunity to learn from their mistakes.
2. We believe that all students and parents have the ability to voice their concerns with the

proper individuals in order to promote the success of our students.
3. We believe that students should not see the adult as the source of their problem during a

disciplinary action.
4. We believe that discipline should be considered an opportunity for personal growth rather

than something to be avoided.
5. We believe that policies and procedures are important but understand that students come in

all forms that need to be taken into consideration.

We pledge to hold our students and ourselves accountable to this set of core beliefs regarding
discipline. We also expect families will support the adopted set of core beliefs by ensuring that
students who attend Highland Academy are not only academically prepared, but well-disciplined in
thought and action.

Academic Honesty
All detected instances of copying, cheating or plagiarism will be addressed by the teacher per their
classroom syllabus. If the incident is particularly egregious or is repeated behavior, school
administration will get involved.  Additionally, the incident may adversely affect the student’s grade
and the opportunity to receive academic awards or participate in school sponsored activities,
including promotion, field trips, and sports. Repeated and/or serious violations to the school’s
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academic honesty policy may result in discipline measures, including possible removal from
Highland Academy.

5th and 8th Grade Contracts
All Fifth and Eighth grade students sign a behavioral and academic agreement at the beginning of
the 2nd semester. This agreement outlines school policies that these students must follow in order
to participate in end of the year activities, including but not limited to the promotion ceremony and
end of year field trips.

Jurisdiction
Highland Academy has an obligation to enforce its rules and regulations, and to act on any potential
violations thereof in the following jurisdictions:

● While on school grounds
● While students are coming or going from school, in the morning or afternoon
● During or while going to or coming from any school-sponsored activity, both on and off

campus
● A social media or virtual issue that has caused a major disruption at school
● Any activity involving use of school equipment, network, or domains

Please be advised that surveillance cameras are in use on campus for the purposes of protecting
school property and preventing crimes against the school and its students, as well as to aid in the
school’s disciplinary process.

Student Drop off and Pick-up
Highland Academy has two student gates.  The “Elementary Gate” is located on the corner of
Wellwood & 8th Street and the “Middle School Gate” is located on the corner of 7th & Elm.  Families
are asked to drop off their student at the gate that corresponds with their student’s grade level.
Families with both elementary and middle school aged students may select either gate to drop all
students off. Both gates are open to students only at 7:20-8:00 am and at dismissal for 15 minutes
after the bell.

Cell Phones, Electronics, & Valuables
Expensive jewelry, electronics, and other personal items should not be brought to school. The
school is not responsible in the case of any misused, damaged, lost, or stolen valuables. Only
enough money necessary for basic needs should be brought to school.
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Cell Phones:
We recognize that cell phones present a convenient way to stay in
communication with your child and students are welcome to bring
them to school.  However, cell phones are a disruption to the
learning process. Therefore, if you allow your child to carry a cell
phone please know that it must remain off and out-of-sight during
all class time. If a student uses a cell phone during class time, it may
be confiscated.

Families, please do not contact your student during class time.  If you
need to reach your student, please wait until break, lunch, or after
school.  If it is an urgent matter, please call the main office at 951-266-0220.

As with other electronic devices, misused, damaged, lost, or stolen cell phones are not the
responsibility of the school.

Cell Phone Contents:
Students are responsible for the content of their cell phone.  Students should never let other people
use their device without their direct supervision. In the event that school administration receives
reports of cyber bullying or inappropriate content (photos, posts, text messages, videos, etc.) on a
student’s phone, we reserve the right to question the student and search their phone to substantiate
or negate the report. In the event that evidence is found to substantiate the report of inappropriate
use of a cell phone, the school reserves the right to administer discipline and/or contact law
enforcement as necessary.

Taking Photos and Videos of Others
Never take or post photos or videos of anybody on or from campus, student or adult, without their
direct consent.   Doing so may cause serious discipline and legal issues for you.  Every person is
entitled to their privacy.

PE Lockers
Students are responsible for securing valuables inside their lockers during PE class, using the
school-provided lock given to each student.  Never leave valuable items unattended in the locker
room, even if it is in your backpack.  Never give your lock combination to another student.

Music and Speakers:
Students are permitted to listen to music during break or lunch using headphones only. Music
should not be played aloud on personal student devices such as bluetooth speakers while on
campus.

Highland Academy Handbook



Food on Campus

Highland Academy offers daily lunches that meet the
nutritional guidelines of the National School Lunch Program.
Any student who wishes to purchase a lunch may do so by
pre-ordering it beforehand using our online ordering system.

More information regarding ordering lunches online or who
qualifies for free or reduced lunches can be found by contacting
the front office at 951-266-0220 or visiting the “Food Services”

tab on the top of our website at highland-academy.org

Food Delivery Services
Under no circumstances will food be allowed to be delivered to a student by anyone other than
persons listed on a student’s emergency contact list. All food drop offs must go through the front
office in order to ensure the safety and security of all students.  Food delivery services such as
Grubhub, Ubereats, Postmates, etc. will not be allowed to drop off food for your student and
students are NOT allowed to use their phones to order food to be delivered.

School Activities and Guest Passes
While attending or participating in a school dance, sporting event, or any school-sponsored activity,
please keep in mind that all school rules, including the dress code, are in full effect.  We expect all
students who attend these activities to be on their best behavior.

Students are allowed to bring a non-Highland Academy student guest with them to dances.  To do
so, the following criteria must be met:

● Guest pass applications must be submitted to the office no later than Wednesday at
3:00 pm the week of the dance.  Guest pass applications can be picked up in the front
office.

● Along with the guest pass application, a copy of the guest student’s current student ID
must be included.

● The guest student must be an elementary student for elementary dances and a middle
school student for middle school dances.

Dress Code
Education Code 35183 authorizes schools to adopt dress codes. Parents are
asked to assist the Highland Academy in enforcing the school’s dress code.
Please look carefully at the dress code prior to purchasing clothing to wear at
school. Violations of the dress code are considered violations of the behavior
contract.
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The Dress Code for Highland Academy is:

➔ Shoes will be worn at all times. Sandals or flip-flops may be worn, except during P.E., closed
toe shoes required for all athletics.

➔ Shirts must cover the midriff (stomach). Undergarments (i.e. Bras and straps, underwear or
boxers) must be covered at all times.

➔ Baggy pants worn low on the waist (known as sagging) may not be worn at school.
➔ All shorts must have a minimum of a 5-inch inseam; Skirts must reach mid-thigh.
➔ Clothing or accessories shall be free of writing, pictures, or any other insignia, which are

crude, violent, obscene or sexually suggestive.  Any clothing that advocates racial, ethnic,
religious, or other prejudice toward any group are not permitted. Any clothing depicting the
use of tobacco, drugs or alcohol, or are otherwise considered inappropriate.

➔ Earrings, jewelry, or accessories, which present a safety hazard to the wearer or others, are
not suitable for school. Some jewelry may be required to be removed for P.E./athletics.

➔ Identified gang attire such as bandannas, haircuts or hair rollers, baggy shorts with long
white socks, “do rags,” or any gang-related/gang-type paraphernalia are prohibited.

Families: We ask all guests to support Highland Academy by wearing appropriate apparel that
adheres to the explained dress code when visiting the school site.

Public Displays of Affection
Public displays of affection, including but not limited to kissing, hugging, cuddling, or hand holding,
are not permitted on campus or while attending school-related activities.

Clean Campus
Highland Academy strives to maintain clean classrooms and grounds.  Inside
classrooms, students must clean around their work location at the end of the period
prior to being dismissed by the teacher.

Outside on campus before school, during break, or during lunch, students are
expected to pick up any trash in their immediate vicinity before getting up to leave.

Chromebooks
Chromebooks will be provided for each student in each class. They are to be used under the
supervision of an adult for academic purposes only. Social Media, games, or other leisurely activities
are not allowed.

Students are expected to treat Chromebooks carefully and responsibly.  Access to technology is a
privilege and not a right.  Students who misuse Chromebooks may have their computer privileges
revoked.  Students will be responsible for the costs of any damages caused through negligence or
vandalism.
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Technology - Acceptable Use Policy (AUP)

Highland Academy believes that technology is not only a tool to
improve your learning while in school, but also a tool to improve your
ability to successfully deal with the future. Students will be expected
to follow all guidelines stated below, as well as those given orally by
the staff, and to demonstrate ethical behavior in using the Internet.

Without a doubt, the Internet is a fantastic resource. However,
because the Internet is not controlled by a single person or group,
any number of things can be found on it. For the most part, the
information that can be found is useful. However, some material

found on the Internet may not be appropriate for students of any age. Highland Academy uses a
filter to help restrict access to inappropriate material found on the Internet. However, these filters
are not foolproof.  That is why Highland Academy is establishing an Appropriate Use Policy or AUP.
An AUP is a contract that the student, parent and organization agree upon. It states that the student
will use the Internet in an appropriate manner. It is a general policy that all computers and
technology used through Highland Academy are to be used in a responsible, efficient, ethical
and legal manner.

All students are expected to follow the same rules for good behavior and respectful conduct online
as offline. Misuse of technology can result in disciplinary action.

Highland Academy makes a reasonable effort to ensure our students’ safety and security online, but
will not be held accountable for any harm or damages that result from misuse of computers or other
technologies. While using the internet can be valuable, there are some risks you should keep in mind
when using these tools. Online the lines are blurred between what is public or private, personal or
professional. We’ve created these guidelines for you to follow.  This is not intended to be an
exhaustive list. Users should use their own good judgment when on the internet.

Examples of Acceptable Use
● Using computers for school assignments or activities
● Doing research for a project
● Emailing your teacher a question about your class
● Logging on to PowerSchool to check your grade
● Alerting a teacher if you see threatening, bullying, inappropriate, or

harmful content (images, messages, posts) online.
● Protecting your identity at all times

Examples of Unacceptable Use
● Visiting social media sites or playing games
● Visiting inappropriate sites or viewing inappropriate content
● Using equipment under somebody else’s name or account
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● Engaging in cyberbullying, harassment, or disrespectful conduct toward others
● Trying to find ways to circumvent the school’s safety measures and filtering tools
● Engaging in anything that is illegal or unethical
● Using the network in a way that would disrupt use of the network by others

If you see a message, comment, image, or anything else online that makes you concerned, bring it to
the attention of a trusted adult - teacher or staff if you’re at school; parent if you’re using the device
at home) immediately.

Users should never share personal information, including phone number, address, social security
number, birthday, or financial information, over the Internet. Users should recognize that
communicating over the Internet brings anonymity and associated risks, and should carefully
safeguard the personal information of themselves and others.

Cyberbullying
Cyberbullying is not tolerated. Harassing, dissing, flaming, denigrating, impersonating, outing,
tricking, excluding, and cyberstalking are all examples of cyberbullying. Don’t be mean. Don’t send
messages or post comments with the intent of scaring, hurting, or intimidating someone else.

Engaging in these behaviors, or any online activities intended to harm (physically or emotionally)
another person, could result in severe disciplinary action and loss of privileges. In some cases,
cyberbullying can be a crime. Remember that your activities are monitored and retained by others.

Vandalism
Is defined as any malicious attempt to harm or destroy data or hardware of another user or any other
agencies or networks that are connected to the system. This includes, but is not limited to, the
uploading or creation of computer viruses. Any vandalism will result in the loss of computer
services, disciplinary action, and/or legal action.

Security
If you identify a security problem, notify a teacher or school administrator. Never demonstrate the
problem to another student. All Chromebooks and other devices must be used under your own
account. Protect yourself and your information - logging out of your Google account at the end of
each class period must be a priority!

Privacy
Please be aware that while on the Highland Academy network, your computer use, email messages,
and even what is on your screen at any given time may be monitored. While on the Highland
Academy network there is no expectation of privacy. Any misuse of our network or equipment will
be considered a violation of the school’s behavior code and may result in disciplinary action.
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Privilege
The use of technology is a privilege, not a right, and inappropriate use will result in a removal of
those privileges. School administration may close an account at any time deemed necessary.
Highland Academy may deny, revoke, or suspend specific user accounts.

Limitation of Liability
Highland Academy will not be responsible for damage or harm to persons, files, data, or hardware.

Violations of this Acceptable Use Policy
Violations of this policy may have severe disciplinary repercussions, including:

● Loss of computer privileges.
● Consequences in accordance with the school’s discipline policy
● Suspension or recommendation for expulsion
● Notification of law enforcement / Legal action
● Additional consequences as determined by Administration and/or Board.

Student Health
Required Immunizations:
California schools are required to check immunization records for all new student admissions and all
students advancing to 1st, 7th, and 8th grade.  Please make sure all immunizations are current
before the start of school. Required immunizations are:

Please note that students entering the 7th grade are required to have a Tdap booster prior to
beginning the school year.

Physical Examination:
All students are to have a complete health screening examination before entering Kindergarten. This
examination can be obtained from your family physician.
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Medication:
If your student needs to take medication at school, we follow certain procedures to ensure the
proper administration of the medication.

● AN ADULT must bring all medication to the school in its original, labeled container (NO
baggies, etc.).

● California State law (E.C.49423) requires that before any child is given medication at
school, we must have written permission from the parent/guardian and a physician

○ This includes over the counter medications.
○ The proper permission form must be filled out by the physician EACH academic

school year.
● If a child has been given permission to carry an inhaler, the office must still have the

proper paperwork from a physician.

Promoting Our School
Photos and video footage of students add significantly to the communication value of school
publications, productions, web and social media sites. It is the school's desire to share the
achievements and recognition earned by students with the broader community. This effort can be
aided by the use of photos or video footage showing students involved in the classroom and
school-related activities.

Unless notified in writing of an objection by a parent or legal guardian, photographs and video
footage of Highland Academy students may be posted in school-produced materials including
printed publications and websites. These items may become public.

Parental Involvement Policy
Highland Academy Charter School is committed to the achievement of all of our students.  We
recognize the value in our relationship with our families and strive to involve them in their student’s
education and the decision making process here at school. Ultimately, our goal is to unify our school
through an informed and engaged learning community that strives for the positive development of
all students and staff.

In order to deliver a consistent and conducive learning environment for everyone, Highland Academy
Charter School requires that all adults on our campus or assisting in school events adhere to the
“Code of Conduct’ listed below. All parents or other visitors who will be on campus during school
hours or assisting in a school event at any time must have LiveScan service completed prior to doing
so. This service is at the expense of the parent or volunteer.

Code of Conduct
As a parent, visitor, or adult volunteer at HACS (or HACS event) I will:

● Use appropriate language without the use of profanity or other offensive talk.  Please
address parents, students, and staff with respect and in a positive nature.

● Engage in positive and enriching behaviors around all students and staff.
● Drive safely in and around school grounds.
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● Schedule meetings with teachers and staff through the front office with at least 24 hours
notice.

● Keep conversations and possible disruptions to a minimum when in or near classrooms.
● Follow all directives of school staff and support the enforcement of those directives.
● Report any concerns immediately to the appropriate school staff.
● Limit movement to the areas of campus I am working and avoid wandering to other parts.

Classroom Observations
In the event that a parent requests to “shadow” their student and observe a class, the following
criteria must be met:

● Completion of LiveScan service.  Allow for at least 72 hours for this to be processed.
● Requests must be approved by both the teacher and administration.

○ Each approval is valid for one classroom visit only. Any and all subsequent classroom
visits will be evaluated through the same process.

● Requests are for a fixed date and time and are not open-ended.

Parent Volunteers
Parent volunteers are principally limited to our elementary program (TK-5), although middle school
teachers do sometimes request volunteers for specific events or activities.  The approval process for
volunteers is the same as the request to observe classes above, although parent volunteer approval
can be more open-ended in some circumstances.  Please also note that California law requires any
volunteer with “frequent or prolonged contact with pupils” be free of infectious diseases, including
tuberculosis (TB), and to complete a TB risk assessment. If risk factors are identified, a TB test and
examination must be performed by a healthcare provider prior to volunteering for us.

All parent volunteer requests initiate with the teacher; if you are interested in volunteering, please
contact your student’s teacher about possible upcoming opportunities.

We also have a robust parent volunteer organization and ASB program that are always looking for
parent volunteers and we encourage all our families to reach out to them.

Violations of the Code of Conduct - Course of Action
In the event that an adult on campus does not comply with the “Code of Conduct” parameters, the
School administrator or designee will take the following course of action:

(1) For first occurrence, the adult will be given a verbal warning by school administration
in regard to their actions.  The “Code of Conduct” will be reviewed and expectations
moving forward will be discussed with them.  This conversation will be documented.

(2) In the event of a second occurrence, the adult’s behavior would be subject to a board
review, in which a decision may be made to restrict access to the school site and
activities for a determined period of time.  The adult will be restricted from entering
the campus without prior authorization from school administration during this time.

(3) In the event of a third occurrence, the adult’s behavior would be subject to a board
review in which a decision may be made to restrict access to the school site and
activities for the remainder of the school year.  The adult will be restricted from
entering the campus without prior authorization from school administration.
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Please note that any serious issues including but not limited to endangerment of minors or adults,
harassment, intimidation, or threats of an illegal manner will be directed to the local police authority
and will immediately initiate step 3 listed in the course of action described above.

Voluntary Removal Process
In the event that a parent chooses to voluntarily withdraw your student from school, or upon
Promotion from Highland Academy, the following criteria must be met:

- All school materials and devices (Chromebooks, jerseys, locks, equipment, etc) must be
returned to the Main Office

- All fees for PE clothes, fundraising money, damaged property, etc. must be paid in full to the
Main Office

- A signed withdrawal letter must be completed with Administration in the Main Office

If these criteria are not met, Highland Academy will not release student cumulative files to their new
school. All questions regarding any of these items should be directed to Highland’s Office Manager.

Involuntary Removal Process
No student shall be involuntarily removed by the Charter School for any reason unless the parent or
guardian of the student has been provided written notice of intent to remove the student no less
than five (5) school days before the effective date of the action (“Involuntary Removal Notice”). The
Involuntary Removal Notice shall include the charges against the student and an explanation of the
student’s basic rights including the right to request a hearing before the effective date of the action.
The hearing shall be consistent with the Charter School’s expulsion procedures.

Upon parent/guardian request for a hearing, the Charter School will provide notice of hearing
consistent with its expulsion hearing process, through which the student has a fair opportunity to
present their case and at which the student has the right to bring legal counsel or an advocate.

If the parent/guardian does not respond to the Involuntary Removal Notice, the Student will be
disenrolled as of the effective date set forth in the Involuntary Removal Notice. If parent/guardian
requests a hearing and does not attend on the date scheduled for the hearing, the Student will be
disenrolled effective the date of the hearing.
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Emergency Map of Campus

Emergency Preparedness & Response
Disaster preparedness and safety are discussed and practiced in all classrooms. School-wide drills
are conducted to familiarize students and staff with emergency procedures.  Highland Academy has
a specific emergency plan that will be followed in case of an actual emergency. Staff members are
assigned to teams which have been organized to carry out specific duties.

We ask that parents at home or work follow these guidelines in the event of an actual
emergency:

1. Please do not telephone the school - phones will not be answered in the case of an
emergency. Telephone lines must remain open for emergency services.  The school will send
information and updates to parents/guardians as soon as possible via automated texts,
phone calls, and/or emails.

2. Tune your radios to local stations.
3. Remember the school’s priority is to keep your children safe until you are able to reach them,

or until it is determined that it is safe to send them home.
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Note: It is vital that you keep updated emergency information on file at the
school. Students will not be released to anyone other than those individuals
whose names are on file in our office.

Earthquakes

If an earthquake occurs, students will immediately “drop”, “cover”, and “hold on”.  After the quake,
the buildings will be evacuated and students will move to their evacuation location on the field or
the parking lot.  Evacuation maps are located in each building on campus.  It is vital that students
listen to teachers and school staff during this time.   Once on the field, all students will be required
to stay with their class as students are accounted for and next steps are assessed by school staff.

Fires
In the event of a fire, alarms will sound campus-wide and buildings will be evacuated immediately.
Students will follow staff or emergency personnel directions and move to their evacuation location
on the PE field if the situation permits.

Soft Lockdown
This is a precautionary security procedure due to a potential threat in the vicinity and not directly
related to the school. Inside activities may sometimes continue as normal, however all outside foot
traffic and activities are usually canceled.  All ingress and egress to campus will be through the main
office and under the supervision of a police officer or school administrator. During a soft lockdown,
the following will usually happen:

○ An announcement will be made telling students to head directly to their classes.  If
students are already in class they will remain there.

○ School activities can usually go on as usual within the building.
○ All outdoor foot traffic by students and staff is prohibited.  Outdoor classes and

activities will be brought inside.
○ All exterior doors on campus will remain locked; windows will remain closed and

locked.
○ The administration will consult with local law enforcement and will be informed when

the lockdown can be lifted.  An announcement will be made overhead on campus.
○ If the school is still in a lockdown at the time of dismissal, students will remain in their

classes.  School administration will collaborate with law enforcement to get students
to their parents in the safest and most efficient manner possible.

○ At any time during the soft lockdown it may be elevated to a hard lockdown if the
circumstance warrants it and in consultation with the police department.
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○ The school will communicate with parents, students and staff as appropriate.

Hard Lockdown

This happens when a life-threatening event occurs inside the school, on school grounds, or
immediately adjacent to the school. All exterior doors will be secured if the circumstances permit
and all students and staff will remain sequestered behind locked doors.

○ An announcement will be made directing students to get inside the first open
classroom they can find.  Students already inside class will remain there.

○ All exterior doors on campus will remain locked; windows will remain closed and
locked with all blinds and curtains closed.

○ Students are discouraged from making personal calls and texts.
○ All TVs, radios, and other non-essential electronic devices will be turned off.
○ Lights will be turned off and students will be seated in an area that is away from the

outside door.
○ Teachers and students should remain quiet. Students and teachers may not leave the

room for any reason.
○ Do not open the door for anyone. Police or emergency responders will have a key to

the door for entry. Administration, police or emergency responders will "knock and
announce" before entering.

○ Do not react to class bells or fire alarms. Announcements via the PA system will give
evacuation directions if appropriate or possible.

○ Faculty and students should know that it is okay to fight back if it becomes necessary
to save lives.

○ The lockdown can only be lifted by the originating police agency.
○ The office staff or law enforcement will communicate with parents, students and staff

as appropriate or possible.
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