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Dear Scholars and Learning Coaches:

We are happy you have chosen to make Compass Charter Schools (“CCS”) your school of choice. | am
proud to be the Superintendent of CCS, and am looking forward to working with our staff to provide a
quality nonclassroom-based independent study program to every scholar we serve. Everyone here at
CCS is committed to creating a nurturing environment as we work with you to meet the learning needs
of your scholar(s).

CCS Vocabulary
Like any school, Compass Charter Schools has its own unique culture. To help you understand part of
the culture of CCS it is important you understand our use of the following key terms:

Learning Coach - Parents and guardians are known as the “learning coach” for their children and they
are an integral part of their children’s success at CCS. Since we are an independent study school, much of
the learning is facilitated by the learning coach.

Scholar - At CCS we choose to refer to each student as a “scholar.” Scholar is defined as a person who is
highly educated or has an aptitude for study; a distinguished academic. We refer to students as scholars
because we want to emphasize our commitment to helping every individual be academically successful.

Learning Period (LP) - The span of time between which a scholar and teacher connect to review the
learning for that time period. The span of time between which work assignments begin and when they
are given to the teacher for evaluation.

Western Association of Schools and Colleges (WASC) - A committee of educators from within the region
who evaluate and approve schools for accreditation based on the organization's criterion. One of their
purposes is to ensure educational best practices. University of California schools has a policy that
requires all schools to be accredited in order to establish and maintain an “a-g” course list.

We have a great elementary school team, led by Ms. Ashley Daugherty, our K-8 Coordinator, who
coordinates the elementary school academic program with support from both Mrs. Erin Smith, our
Director of Online Learning and Mrs. Mae Van Vooren, our Assistant Superintendent of Personalized
Learning. | encourage you to visit our website, under Meet Our Team, to learn more about our terrific
teachers, along with great support staff who are here to help guide your educational experience at
Compass Charter Schools!

Thank you again for choosing CCS. We look forward to being part of you and your scholar’s educational
journey!

Respectfully,
J.J. Lewis, M.Ed.
Superintendent
@lewisljj



Our mission is to inspire and develop innovative, creative, self-directed learners,
one scholar at a time.

Our vision is to create a collaborative virtual learning community, inspiring scholars to appreciate the
ways in which arts and sciences nurture a curiosity for life-long learning, and prepare scholars to take
responsibility for their future success.

Achievement
Communication
Integrity
Respect
Teamwork

CCS signed onto the Independent Study Pledge of Excellence in 2016. Its purpose is to establish a
consistent, transparent approach to responsible charter school management across all of the member
schools. The Code of Conduct is a pledge to employees, families and the public that member charter
schools will conduct business in an honest, legal and ethical manner.

All members adhere to the provisions of the pledge. Commitment to ethical professional conduct is the
goal of these schools. The Code is intended to serve as a basis for ethical decision in the running of
these charter schools.

Independent study in the state of California is defined as non-classroom based instruction. Non-
classroom based instruction includes, but is not limited to, independent study, home study, work study,
and distance and computer-based education.

We the undersigned pledge to the following in the operation and management of our charter schools
offering independent study:

1. Asoperators of high quality public charter schools offering independent study, we stand united
behind the elements of integrity, trust, quality, and value in the operation of our schools. We
know that offering personalized learning options meets the student where they are, aligns with
what they individually need, while creating an academic program that is relevant, rigorous, and
aligned to 21st Century learning.

2. As operators of high quality public charter schools offering independent study, we stand united
in managing schools that are fiscally responsible in the use of public tax dollars in our care. We
value the use of independent auditors that reviews our financial and operational activities
annually and showcase reports that are exception---free. This speaks to the commitment that
we hold on financial accountability and operational integrity.

3. As operators of high quality public charter schools offering independent study, we stand united
in our efforts to operate schools that model strong integrity, value and utilize solid business



practices, and abide by all rules and regulations placed upon us by school districts, regional
Offices of Education, and the California Department of Education.

4. As operators of high quality public charter schools offering independent study, we stand united
believing that the actions of a few rogue charter school operators do not reflect, align, or mirror
anything about our programs. Having individuals or the media drawing comparisons speaks to
either the fact that they don’t know what we do or they are acting on rumor and innuendo in
these conversations.

5. As operators of high quality public charter schools offering independent study, we stand united
in stating clearly that we are here for one purpose: educating students. Our resource centers,
school sites, and classrooms are solely for the purpose of academic programming for the benefit
of students in our care. Our commitment to students does not center on money, influence, or
politics.

6. As operators of high quality public charter schools offering independent study, we stand united
in offering high quality programs that exist to offer innovative and tested methods of instruction
and self---paced learning. We have proof by our results that we are helping students to think,
communicate, and achieve.

7. As operators of high quality public charter schools offering independent study, we stand united
in following the state law in the operation of resources centers and school sites.

Compass Charter Schools (“CCS”) is one of California's leading public charter schools serving scholars
throughout the state in TK, kindergarten and grades one through twelve. We are an independent study
program. We recognize that in education one size does not fit all and have two great programs to serve
scholars. CCS is designed and organized to serve scholars and families who have chosen a unique
educational setting that can meet an individual scholar’s needs.

A prospectus, including a description of the curriculum, including titles, descriptions, and instructional
aims of every course offered by CCS, is available for review upon request.

General Requirements

® A scholar must be five (5) years of age on or before September 1st in order to be admitted to
kindergarten at any time during that school year.

® A scholar must have completed the CCS enrollment process and signed a Master Agreement prior to
starting courses.

® A scholar must reside within the county in which CCS is authorized, or a contiguous county to the
county in which CCS is authorized. If, while attending CCS, a scholar moves, a new proof of residency
must be submitted within five (5) school days.

e A scholar may only be enrolled in CCS and not concurrently enrolled in another school, public or
private.

Immunization Requirements
Learning coaches are asked to provide proof of immunizations upon registration upon registration in
order to maintain updated records. Exceptions are allowed under the following conditions:



e The learning coach provides a signed doctor’s statement verifying that the scholar is to be exempted
from immunizations for medical reasons. This statement must contain a statement identifying the
specific nature and probable duration of the medical condition.

e No child with an Individualized Education Program will be denied a Free and Appropriate Public
Education (“FAPE”) due to lack of immunizations.

e [f alearning coach had a personal beliefs exemption request on file before December 31, 2015, it
will remain valid until the scholar enters the next grade span (kindergarten or seventh grade). No
new personal beliefs exemptions will be honored after December 31, 2015.

e |[f ascholaris enrolled in independent study and will not receive classroom-based instruction.

Leaving the Country

Any scholar leaving the United States for a visit to any country considered by the Center of Disease
Control and Prevention to have increased risk of TB exposure (such as Mexico, the Philippines, India or
Southeast Asia) MUST call the County Tuberculosis Clinic for a TB Screening upon return.

Oral Health Exam Requirements

California law states your scholar must have a dental check-up by May 31 of his/her kindergarten year
or, if the scholar was not previously enrolled in kindergarten in a public school, his/her first-grade year.
A California licensed dental professional operating within his/her scope of practice must perform the
check-up and fill out our oral health assessment form. If your scholar had a dental check-up in the 12
months before he/she started school, ask your dentist to fill out the oral health assessment form
required for enrollment. If you are unable to get a dental check-up for your scholar, a waiver is available
upon request.

Master Agreement

To attend CCS, each scholar, learning coach, and supervising teacher shall sign a Master Agreement
(“MA”) prior to the first day of class each school year. This is a legal document and must be signed,
dated, and returned to CCS. No scholar or learning coach will have access to the curriculum until the MA
is signed and returned. Failure to sign and return an MA within the first three (3) days of starting classes
will result in a mandatory meeting with the Superintendent or his/her designee to determine whether
independent study is an appropriate placement for the scholar and to discuss any concerns of the
learning coach. The signed MA is the agreement that the scholar and learning coach sign to demonstrate
their intention to continue enrollment in CCS. All scholars enrolled in CCS must sign a new Master
Agreement each school year. No scholar may be denied special education or related services identified
in the scholar’s Individualized Education Program due to a lack of a signed MA.

An addendum or updated MA must be submitted if changes are made in classes, supervising teacher, or
grade level during the school year.

Internet Service

Participation in CCS requires an Internet connection. Basic Internet service is available for all enrolled
scholars who wish to utilize it. This Internet connection or one provided by the learning coach (at their
option) is to be established and maintained by the family with the enrolled scholar(s). The nature of the
CCS program requires that scholars and learning coaches log onto the online school each day to receive
curriculum, lesson plans, school communications, and other necessary resources, as well as to log



attendance and submit assignments.

Computers

CCS has computers available for loan to all learning coaches seeking a computer for their scholar(s).
Learning coaches who wish to request to loan a computer from CCS will need to fill out the appropriate
forms and email them to our IT Department at computers@compasscharters.org. All requests for
loaner computers shall be honored, and there shall be no indication to faculty, staff, or other scholars
that a scholar is using a loaner computer other than those necessary for maintenance and asset
management. Learning Coaches will be expected to monitor their Scholar’s use of the loaned computer
to ensure appropriate use for educational purposes. Please be advised that the computer remains
school property and there is no reasonable expectation of privacy.

Grade Level Placement Policy
A scholar’s grade level is determined upon initial enrollment and is written on the Master Agreement.

Elementary (Kindergarten - 5th grade)

If a learning coach or teacher feels that a scholar should repeat a grade level, the situation must be
discussed with the K-8 Coordinator and Director of Online Learning prior to making the change on the
Master Agreement. They will make a recommendation for the Superintendent or his/her designee who
shall make the final decision.

If an elementary scholar is coming to CCS from another school, the grade level is typically based on the

scholar’s grade level at the previous school. If no previous school was attended, grade level can be

determined by the legal need to be (or have been) five (5) years old by the cutoff date in the year of

entry into kindergarten and proceeding chronologically for each grade level.

e For school years 2014-15 and later, scholars must have been five (5) years old by September 1, of
that school year in order to enter kindergarten.

e For school year 2013-14, scholars must have been five (5) years old by October 1, 2013 in order to
enter kindergarten.

e For school year 2012-13, scholars must have been five (5) years old by November 1, 2012 in order to
enter kindergarten.

e For school years prior to 2012-2013, scholars must have been five (5) years old by December 2 of
that school year to have started kindergarten that fall.

Learning Coach Requests

e Incoming scholars will be placed at their age appropriate grade level, but not below or above grade
level, unless the previous school has officially approved a retention or promotion.

e |[f the grade level placement the learning coach desires differs from that indicated in the prospective
assignment, the situation must be discussed with the K-8 Coordinator and the Director of Online
Learning prior to making the change on the Master Agreement. They will make a recommendation
for the Superintendent or his/her designee who shall make the final decision.

e Current scholars may be required to take a placement exam and/or end of unit subject tests to
determine appropriate placement based on learning coach requests for skipping a grade.



An incoming scholar must provide official academic records in order to determine appropriate
placement. Failure to do so does not delay enrollment, but will delay the placement of the scholar into
their appropriate courses.

Attend live, real-time Q&A sessions as needed or as requested by the teacher to receive additional
support and instruction.

Attend live, real-time Virtual Classroom sessions (Learning Labs) as required.

At a minimum, work about one (1) hour per subject or up to six (6) hours per day. The amount of
time a scholar spends per subject will vary based on individual scholar strengths.

Complete the assignments according to the daily plan/pacing guidelines provided, and reach out to
teachers with questions to ensure success.

Do your own work. Do not plagiarize.

Be an active learner. Take notes, ask questions, and complete all assignments.

Communicate with each assigned teacher at least once per week via email, phone or virtual
classroom.

Log in every weekday, complete assignments and adhere to the attendance policy, regardless of any
technical difficulties with scholar-operated computers. Contact the IT Department with any
technical difficulties immediately to ensure full attendance.

Create a daily schedule to ensure all assigned work is completed.

If a scholar participates in outside activities, the scholar is expected to keep up with his or her
courses and submit work on time.

Return calls and emails promptly when teachers reach out.

Respond to any "automated messages” about attendance and pacing issues by contacting the
academic team.

Notify the Records Department within five (5) business days if the scholar moves or changes his or
her personal email or phone number.

Be respectful in interactions with fellow scholars, learning coaches, faculty, and staff.

Attend all state testing in person at school-designated locations.

Turn in correctly dated work samples on time with appropriate pages, topics, and lesson numbers.
Make sure that all work has been corrected and that work samples with rough drafts are included.
Communicate regularly with school staff.

Check email and phone messages daily and respond promptly, including any automated messages
about attendance and pacing.

Ensure the learning coach has reliable contact information on record at the school.

Monitor scholar progress and initiate conversations about progress before there is an issue.

Alert administration if the learning coach does not hear back from a scholar’s teacher or advisor
within 48 hours.

Keep informed of news and information about school through communication from staff and
newsletters.
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Include the scholar’s name and grade in emails.

Notify CCS teachers of any extended family travel except during normal school vacations and
holidays at least two (2) weeks prior to leaving.

Inform the Records Department within five (5) business days of any changes to contact information,
including phone, email, or address.

Be present in your scholar’s daily school life.

Ensure the scholar works daily, Monday through Friday, for sufficient time to ensure success (4-6
hours daily) and is prepared and ready to learn every day.

Supervise, tutor, coach, and direct the scholar’s daily lessons as advised by the assigned supervising
credentialed teacher.

Establish daily and weekly goals by creating a consistent schedule.

Ensure that your scholar attends Virtual Classroom (Learning Labs) sessions and open office hours
that are run by teachers.

Become familiar with the CCS grading system, making sure to understand the Elementary School
grading system.

Make sure the scholar’s home environment is conducive to learning. Create a regular schedule,
eliminate distractions, and provide supervision for daily lessons to ensure the scholar’s work is
completed according to their pacing guides.

Encourage and help the scholar to be actively involved in the learning process.

Ensure that the scholar follows the instructions of his/her teachers and advisor.

Work in partnership with CCS teachers to support the scholar.

Ensure school property is treated with respect.

Support the scholar in attending state-mandated testing.

Be a positive role model for the scholar.

Maintain high expectations for the scholar and monitor his/her progress on a daily and weekly basis.
Establish “rewards” and “consequences” for meeting or not meeting expectations. Setting and
reaching goals and then celebrating those goals can motivate scholars toward success.

Set high expectations for scholar’s success

Participate in parent/learning coach conferences in both the fall and spring semesters with scholars’
teachers.

Attendance is important for the success of a scholar. If a scholar does not attend school, then a scholar
cannot succeed in their courses. Attendance at an online school looks very different than that at a brick
and mortar school.

Activity Logs

The learning coach and scholar must ensure that activity logs are accurate, marking activity each day in
the relevant subject areas. Activities may include virtual classes, outside classes, lessons at home, field
trips, etc. This log is a mandatory requirement and must be updated weekly.

Blanks on the activity log from lack of educational activity for the day are considered absences. All
absences are unexcused. Several blanks/absences will result in an evaluation to determine whether it is
in the best interest of the scholar to remain in independent study. Individual schools are required, under
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the law, to report any scholar who meets the standard for a “truancy” to the District Attendance
Supervisor or the District Superintendent.

Work Samples

Independent study attendance credit is based upon the scholar’s daily engagement in instructional
activities required by the school (assignments) on days that school is in session (Monday through Friday,
non-holidays) and further determined based upon the time value of the scholar’s work product, judged
at the discretion of the supervising credentialed teacher.

Work Sample Requirements

e In order for attendance to remain current, representative work samples must be emailed to the
teacher when requested.

e  Work samples need to be submitted to the assigned supervising teacher each learning period.

e Teachers will give scholars due dates and the quantity and descriptions of work samples that
should be submitted.

e Itis essential that these work samples are submitted on time. Failure to do so can result in
academic or disciplinary sanctions.

Learning Periods

The scholar must submit assignments to the supervising teacher in accordance with the frequency, time,
and manner specified in the board policy on independent study and the applicable provisions of the
master agreement.

Virtual Classroom Attendance “Learning Labs”

All CCS teachers run weekly learning labs. These live, teacher-led classroom instruction, called “Learning
Labs,” occur in each core subject area. These sessions allow scholars to interact with their teachers and
be taught in real time. All scholars are expected to participate in the Learning Lab sessions for each of
their classes. Attendance in Learning Labs can be included as part of the scholar’s participation grade
for his or her class.

Q & A SESSIONS

The remaining web-based instruction hosted by teachers are “office hours.” Teachers host regularly
scheduled “office hours” each week where scholars can receive tutoring and assistance on coursework
in real time. Scholars are also encouraged to schedule appointments outside of the scheduled “office
hours” if the teacher’s schedule does not work with theirs or if they need additional support. Q&A
sessions may be attended as needed or as requested by the teacher to receive additional support and
instruction.

Missed Assignments

As per the independent study policy, after five [5] missed assignments, in 10 school days, an evaluation
will be conducted by CCS to determine whether it is in the best interest of the pupil to remain in
independent study.
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As members of a public charter school, our scholars participate in the following state standardized tests:

® Grade 5 - California Science Test (CAST)

e Grades 3-5 - SBAC Testing (aka California Assessment of Student Performance and Progress:
(“CAASPP”)

e Grade 5 - Physical Fitness Test (“PFT”)

e English Language Learners: ELPAC (English Language Proficiency Assessments for California)

These examinations provide CCS with information for evaluation and future planning. These exams also

indicate CCS’s effectiveness in carrying out its educational mission. Participation rates are critical to the

success of our school. According to recent changes promulgated by the Every Student Succeeds Act

(“ESSA”), signed into law in December 2015, a public school is required to achieve a participation rate of

95% on any state testing. If a school has less than 95% of its scholars participate in any assessment, the

school runs the risk of receiving a serious penalty by the state of California or federal government.

e CCS administers all state standardized tests at sites geographically placed among our scholar
locations. A testing schedule will be provided to our learning coaches.

e Individual scholar performance results on statewide assessments will be distributed to both learning
coaches and teachers in a timely manner once released from the state.

® For more information on Testing & Accountability, visit the California Department of Education’s
web page at http://www.cde.ca.gov/ta/

e Notwithstanding any other provision of law, a learning coach’s written request to CCS officials to
excuse his or her scholar from any or all parts of the state assessments shall be granted.

Kindergarten through 5th grade

Promotion to the next grade level is dependent upon the grades earned. Scholars must pass a minimum
number of core curriculum courses (i.e., mathematics, science, social science and language arts) and
successfully complete any prescribed school year academic instructional support programs. Scholars
who are at risk of retention will be provided with programs of supplemental instruction during the
school year.

Scholars who do not make satisfactory progress each year are at risk of being retained. If a scholar is
recommended for retention, the school will notify the scholars learning coach in writing.

Appeal Process

Every family has the right to appeal a retention decision. If an appeal is made, the burden shall be on the
appealing party (the family) to show why the decision of the school should be overruled. The appeal
must be submitted in writing within seven (7) calendar days of the date the retention recommendation
was issued. The appeal must be submitted to the Director of Online Learning. The appeal must clearly
state the grounds for the appeal. Within 14 calendar days, the Director of Online Learning or designee
will review the documentation provided with the appeal statement. The response to this appeal will be
rendered to the family no more than seven (7) calendar days from the review date. The family may
request to meet with the individual(s) reviewing their appeal, but the family must still submit their
appeal in writing within the designated time frame described above. The Director of Online Learning’s
decision will be final.
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Methods of Communication
Reliable contact information is required for all learning coaches and for scholars.

Email Expectations

® We request that scholars and learning coaches supply separate email addresses for communication.

e All scholars are expected to communicate respectfully with school staff and peers through all
methods of communication by using appropriate language. Failure to do so may result in disciplinary
action.

e Scholars are expected to return communication from school personnel within 24 hours.

e All scholars must include their name and grade when they are emailing school staff.

By signing this handbook, a scholar is agreeing to communicate with faculty and other scholars
appropriately and will not partake in cyber-bullying or any form of harassment.

Unable to Contact

Regular communication with CCS teachers is essential for a scholar's success at CCS. If you are planning
to be unavailable to communicate with your scholar’s teacher for a period of time, please notify the
teacher so that proper arrangements to monitor your scholar's progress and attendance can be made.

Due to the enrollment requirements of CCS, if CCS staff are unable to reach the scholar and/or learning
coach for 10 consecutive days, an evaluation will be conducted by CCS to determine whether it is in the
best interest of the pupil to remain in independent study.

Notification Regarding Change of Contact Information

As stated in the Master Agreement, if a scholar’s or learning coach’s email address, mail address, or
phone number changes, it must be updated with the Records Department within five (5) business days
to ensure timely communication with CCS staff.

Proof of Residency

Learning coaches must notify the Records Department should contact information change, and provide
a proof of new residence to them. A form to submit these changes can be found on the website under
Parent/Scholar Resources.

Emergency Contacts
All families are expected to maintain current emergency contact information with the school. Contact in
formation consists of both telephone numbers and email addresses.

Authorized Contacts

At the time of enrollment, a scholar’s learning coach is asked to identify any contacts that have
authorization to receive performance information about the scholar. Individuals with authorization are
responsible for maintaining current contact information with the school.

14



Grades

The grade in any given course represents the degree to which the scholar has met the standards and
achieved the goals of the course. Grades reflect the quality of the scholar’s work and the scholar’s
degree of mastery of academic standards. The semester grade reflects the cumulative achievement for
the entire semester. Attendance and participation are contributing factors in meeting the standards and
earning a grade.

Teachers are responsible for setting objective standards for grading assignments and shall make these
standards known to the learning coaches and scholars. Teachers are responsible for assigning grades to
the scholars in their classes. In the absence of fraud, mistake, bad faith or incompetency, the grade shall
be final. A grade change may not be made as the result of coercion by any person(s).

Progress Monitoring

“Snapshots” of scholar progress can be viewed in the K12 OLS and/or shared by teachers on an ongoing
basis. Teachers will hold Learning Coach/Teacher conferences once per semester to discuss academic
progress.

Kindergarten — 5% Grading Policy

Scholars’ final grades will be reported according to the following scale:

M = Mastery - Scholars have completed 80%-100% of subject units and are able to move on to the next
grade level.

C = Completed - Scholars have completed 70%-79% of the curriculum and are able to move onto the
next grade level.

| = Incomplete - 0%-69% of the curriculum. This may result in a scholar being retained at their current
grade level or will be asked to complete the remainder of the course work the following school year.

A parent or guardian of a minor needing a 6-month entertainment work permit may request a form to
be completed by the College & Career Readiness Counselor. A scholar must be in good academic
standing to be eligible for this permit.

Entertainment permit renewal:

This permit is renewable every 6 months while a minor is under 18 years old. First time and renewal
applications for school age children must be accompanied by an approval from the school on the form
which will be provided after the application is completed.

To print an entertainment application: paste the link below in your browser:
http://www.dir.ca.gov/dIse/dlseform277.pdf

Steps for receiving a complete entertainment application:
o Complete form with scholar information 