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Character Traits

Attentiveness Initiative
Availability Loyalty
Boldness Obedience
Cautiousness Orderliness
Compassion Patience
Creativity Punctuality
Dependability Resourcefulness
Determination Responsibility
Diligence Self-control
Discernment Sincerity
Discretion Thoroughness
Enthusiasm Thriftiness
Flexibility Tolerance
Generosity Truthfulness
Gratefulness Virtue

Hospitality Wisdom



Academy for Character Education
Resource Room Hours of Operation

Tuesday
8:30 a.m. — 4:30 p.m.

Other times by appointment.

ACE Email Addresses

Agency Head AgencyHead@AceClassicalEd.org
Board Chair Ranell Curl Ranell@AceClassicalEd.org

Board Vice President/

Communications Director ~ Brian Rogers Brian@AceClassicalEd.org
Business Manager Dave Curl BusMgr@AceClassicalEd.org
Mentorship Coordinator  Dixie Hansen Mentorships@AceClassicalEd.org
School Coordinator Starr Sahnow Starr@AceClassicalEd.org

Policy Disclaimer

Please note that any policy in this handbook is subject to change and
may be appealed by submitting a written request to the ACE Charter
School Board. All ACE Charter School policy is subject to South Lane
School District policy.

Academic Disclaimer

ACE charter school offers an academically challenging curriculum.
We want to work together with you, the parents and students, to
create an educationally stimulating environment - one that is
scholastically rigorous, comprehensive, and intensive. As such, ACE
charter school will not effectively meet the needs of all families.
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100 Program Overview (Mission, Philosophy, &
Curriculum)

The mission of ACE is to increase student learning and achievement through prioritizing
the development of good character. The Academy, in support of families, provides
resources for parents/guardians (parents) to strengthen the balanced growth of the
children in their household.

The pillars of its comprehensive educational program are:
1 integrating character into school, home, and life
1 working collaboratively with parents/families as equal partners,
7 utilizing an integrated classical curriculum, and
1 operating year-round.

ACE uses The Well Trained Mind as a guide for a sequential, interdisciplinary,
structured curriculum designed to give all children K-12 the advantage of a solid
foundation. Our demanding, classically thorough curriculum includes core academics
and is shaped by these priorities:

1 Clear expression in writing and speaking
1 A broad historical and cultural perspective
1 A strong foundation of mathematics and science

ACE is a language arts and humanities intensive program. Curriculum is on a rotating
schedule and has an emphasis on character building. ACE will proactively target
underserved students currently disengaged from public education, primarily those who
are presently home schooled.

200 Equal Education Opportunity & Religion

ACE Charter School admits students of any race, color, sex, religion, national and
ethnic origin, age or disability to all the rights, privileges, programs, and activities
generally accorded or made available to its students. It does not discriminate on the
basis of race, color, sex, national and ethnic origin, age or disability in administration of
its educational policies, admissions policies, scholarship and loan programs, and
athletic and other school-administered programs.

ACE is a state-funded program, and as such cannot offer religious: 1) sponsorship, 2)
financial support, 3) active participation, 4) materials, or 5) instruction.



300 Organizational Structure

ACE Charter School is a 501(c)(3) non profit corporation. As such, the Academy for
Character Education accepts donations. Receipts are provided for tax purposes.

An elected board oversees ACE Charter School and is made up of either five or seven

people. Parents whose children are enrolled in ACE nominate individuals to serve on

this board. Employees may not serve on the board, but independent contractors of the

schoolmay. Theboard i s governed by ACE Charter Schoo

Day-to-d ay operations are facil iCoadnatat. by ACE Char

Charter schools are innovative public schools providing choices for families. Students
may attend a charter school even if the school is not in their attendance area (district),
and they are within the ages 5 (by September 1) to 21 (who have not yet earned a
Certificate of Advanced Mastery). ACE Charter School is open to all students who apply
and complete all admission and registration requirements.

400 School Calendar/Tutoring Schedule

The Academy for Character Education has a 40 week school year. This is made up of
30 weeks of School Community Day and in-home tutoring, with an additional 10 weeks
of in-home tutoring to be scheduled at the convenience of the family and the tutor
(minimum of 1 time each month during the summer months- June, July, and August).
Families are encouraged to arrange a tutoring schedule with their tutor at the beginning
of the year.

500 Enrollment (Full-Time & Part-Time)

Enrollment means the student has pre-registered, successfully completed the lottery
process, has completed their registration paperwork, and has been formally accepted
as a student by ACE Charter School. Students enrolled in ACE are part of the South
Lane School District (except special education students who remain residents of the
district they reside in).

Full-Time enrollment is defined as a student who uses School Community Day class
offerings, all allotted tutoring, and his/her Mentorship Account. These students are not
considered home schooled under the Oregon Department of Education.

Part-Time enrollment is defined as a student who uses his/her Mentorship Account to
receive tutoring and/or mentorship opportunities. These students must take the Oregon
State Assessments if they are receiving tutoring in a core-content area and must be
retested if necessary. Part-time students remain registered home schoolers with their
Educational Service District (ESD).

Students moving from Full-Time status to Part-Time status will not receive a full
mentorship account. All ACE services previously rendered (School Community Day,
tutoring, mentorships, field-trips, used textbooks, etc.) are first deducted from the



mentorship account. The remaining balance, if any, will be available for part-time
students.

501 Admission Procedure

A pre-registration form must be filled out and accepted to begin admission; all required
documents must be completed and handed in prior to instruction.

501.1 Lottery
ACE Charter School has a two-phase lottery system.

501.1.1 Phase 1

Phase 1 is the Summer Lottery and will occur in June each year. If there is an open
space, enrollment priorities shall be given to siblings of currently enrolled ACE Charter
School students. ACE Charter School will fill any remaining spaces with the first
student’s name pulled from a hat, and s

0] on.

Lottery Waiting List. .| As space becommts avai

person on the waiting list and give them 24 hours to accept the opening. If they decline,
ACE will move to the next name on the list.

ACE Charter School may also accept additional applicants after Phase 1 in order to
create or expand an additional waiting list. Priority on the waiting list is established
through an equitable lottery process.

501.1.2 Phase 2

Phase 2 is the Winter Lottery and will occur in December each year. If there is an open
space, enrollment priorities shall be given to siblings of previously enrolled ACE Charter
School students. ACE Charter School will fill any remaining spaces with the first

st udent puledfreanmabat,ands o o n. The remaining

names

Lottery Waiting List.|I As space becomes avai

person on the waiting list and give them 24 hours to accept the opening. If they decline,
ACE will move to the next name on the list.

502 Registration Documents

Student Enrollment Packets are available at the ACE website or in the ACE office. The
staff is available to provide assistance in filling out required documents. Students will
not be allowed to begin instruction until all required documents are submitted to ACE
and the textbook fee is paid.

When changes occur (mailing address, phone numbers, emergency contacts, etc.), it is
important to update the registration documents on file with the school.



503 Textbook Deposit

All books used in the Academy for Character Education curriculum are provided to the
students at no cost. During registration a textbook deposit of $50 per student is
required. Qualifying families may lower their textbook fees by completing the Application
for Reduced Fees. Part-time students pay the fee only if their class requires a textbook.
Textbook fee deposits will be refunded when books are returned in normal-use
condition unless the family wishes to carry over their textbook fee to the next school
year.

504 Register Annually

Parents may register their student(s) for the next year by completing and/or updating a
new Student Enroliment packet.

505 Withdrawal
All students are automatically considered withdrawn on June 30 each year.

At any other time during the year, parents must submit a completed Withdrawal Form

when removing their student fromudk@iealharter
this form is submitted to the School Coordinator, the student is considered a member of

ACE Charter School’s student DbAfteryeceiviagthd al | ap
Withdrawal Form, if necessary, the appropriate school district will be notified that the

student has been withdrawn from ACE Charter School.

Students will be withdrawn if they are absent two consecutive weeks from School
Community Day and do not t ur n sinate may sufficélfarA a s s i
longer periods of absence. If other extenuating circumstances persist, please contact

the School Coordinator.

506 Athletic Eligibility
For residents of South Lane, athletic eligibility will follow South Lane School District
policy. All out-of- district students must contact their individual school district for athletic
eligibility.

600 Special Education

If a student qualifies for special education, ACE Charter School will follow South Lane

School District policy regarding Individual Education Plan (IEP) Placement. Parents

should be involved in the IEP process. These goals will be discussed in the Academic

Instructional Marks (AIM) Meetings at the beginningofthest udent ' s enr ol | men

While it is the responsibility of the resident school district to provide special education



services, ACE Charter School will work closely with the resident school district to assist

each family in meeting their child’s needs.
Resident school district, parents, and staff following South Lane School District

procedur es wi | | perform —Child Findl (identifyin
601 Previously Identified Students

For previously identified students, ACE will take the following measures:

A) Resident districts wil/ provide to ACE ide

records, follow its procedures to schedule an Individual Education Plan (IEP) meeting to
be conducted using conference calls, video conferencing or face-to-face conferences,
and send notification to all participants;

B) Unless they are excused, IEP meetings must include the following IEP/Placement

Team participants: ACE representative, parent/family member(s), appropriate
representatives of the resident district, stu
and instructional evaluation interpreter;

C) If recommended by parents/family or the district, students and other individuals
possessing expertise or knowledge may also attend IEP meetings;

D) IEP/Placement Team participants will review, revise, and document (using ODE

approved form) student’s current | EP to addre
needs including adapted instruction, supplementary aids and services, modifications,

and accommodations to allow student to benefit from the Academy for Character
Education’s curricul um;

E) IEP meeting will culminate with the team determining appropriate student placement;

602 Students Suspected of a Disability
If a student is suspected of a disability, the following measures will be taken:
A) Resident district will obtain written consent from parents to evaluate student;

B) IEP Team (see B & C above) willmeettod et er mi ne student’ s el i gi
and determine appropriate placement;

C) Resident district must get written parental consent for IEP & initial placement in
special education. Parental refusal may result in District resolution attempts but may not
include District request for due process hearing.

603 Resident School District Provides Services

Using its own employees, qualified independent contractors, qualified charter school

staff, or a combination of these, the resident school district will arrange special
education services as outlined in student
Character Education, maintain applicable student records.

S |



700 Student Records
701 Student Work Samples

Monthly and/or quarterly student work samples are kept in individual student files.

These samples are compiled by the Academic Deans, tutors and/or instructors. Parents

may make copies of their students work priortot hei r students’ tutori al
Once work samples are on file with ACE, copies of these samples are available to

parents at the cost of twenty-five cents per page and the hourly rate paid to the staff

person making the duplicates.

702 Parent Notification Regarding Student Records
Should students enroll in another school or school system, an official transcript or copy
of the permanent record wil/l be sent to the s

notification of the child's enrollment in that institution. For a nominal fee, parents may
receive a copy of the record transfer.

Prior to a student’s withdrawal from school,
records, and a right to a hearing, should they wish to challenge the content of the

records. There must be a two-day period between the time of the request and the

hearing. The hearing must be held before the student leaves the school.

Parents may examine their child's student records or receive a copy of those records for

twenty-five cents per page and the hourly rate paid to the staff person making the

duplicates. ACE has 45 days after a parent request for records to provide the copies.

Any behavioral tests that orybeevaluatediwithinthet udent’
presence of a school psychologist. Students have a right to file a complaint with the

Office of the Secretary of Education if they believe ACE Charter School has failed to

comply with the requirements of Public Law 93.380.

Oregon schools maintain two types of student records: progress records and behavior
records. The School Coordinator is the person in charge of the records at ACE Charter
School.

ACE Charter School may withhold student records or grade reports until ACE materials
are returned or for nonpayment of school fines.

800 Student Tests & Meetings

801 Parent Conferences

Academic conversations relating t os grddesc e ment
etc. will only be held with parental presence. ACE is a partnership with parents and, as

such, reqguires parent al invol vement for each

802 Placement Tests & State Assessments



Initial assessments using placement exams ensure students work at the correct level.
These are taken before the school year begins, unless other arrangements are made.

Oregon State Assessment Testing (OSAT) and retesting the allotted number of times

(usually 3) or until student passes is required in grades 3 through 10. Students may

also be required to retest in order to improve their scores. Please be advised that

testing will usually be scheduled for non-School Community Days; however, in the event

a student i s not a bnlamother day, A@Eseff willlp@vidO®spécitl’ s o
testing accommodations on School Community Day.

803 AIM Meetings

Student’ s parents/family coll aborate with the
supervi sor s dgAcadane instractiomad Manks (AIM) during enrollment.

During AIM meetings, parents and ACE staff will review placement assessments &

determine appropriate level and rate for each student in each subject. School

Community Day, tutoring, and Mentorship Opportunities are addressed. All students in

grades kindergarten through twelve and their parents/families will be encouraged to

di scuss the student 'geals.i Subsequeatly,tstaff,willpresenée nt s, and
specific suggestions to the parent/family and student about possible enrichment

opportunities to develop these areas. ACE provides weekly group classes (School

Community Day), in-home tutoring, and mentorship to complete s t u d éAcatlemig

Instructional Marks.

Proposed Meeting Schedule:
1 Kindergarten: 1-2 AIM meetings per year
1 Grades 1-8: 2-3 AIM meetings per year
1 Grades 9-12: 3-4 AIM meetings per year

900 School Community Day

901 Orientation Events

All families must attend the ACE Charter School Parent and Student Orientations.
Dates and times for these orientations are available prior to the school year beginning,
or done one-on-one if necessary.

902 Trivium Levels & Classroom Placement

Students in School Community Day classes are generally placed in Trivium Levels
following pertinent assessments and instructor input. However, parents may request
alternative placement to acconmidbrdservesthest udent '’

10



right to deny a placement choice or to make a placement change depending on

s t u dsalility and instructor/administration input. Students wishing to advance a level
must consistently show ability to meet the demands of their current level by completing
all Home-Linked Assignments at or above grade level for one full term. In all cases, the
School Coordinator will make the final determination.

Trivivum Level Reading Level

Pre-Primary Non-readers

Primary Stage Grades 1 -2

Grammar Stage Grades 3 -4

Logic Stage Grades 5 -8

Rhetoric Stage Grades 9 — 12
903 School Supplies

Students at ACE Charter School need the following supplies:
Pre-Primary, Primary, and Grammar Levels

1 2 —b i(Bindee covers may not be distracting or offensive)
Notebook paper (wide rule)
#2 pencils (minimum of 5)
Colored pencils
Erasers
1 CDcase
Logic and Rhetoric Levels

T 3 —binder (Binder covers may not
1 Notebook paper
1 Mechanical pencils
1 Colored pencils
1 Erasers

1 Stapler

1 CD case

ACE will provide binders for students who do wish to bring their own. In addition,
ACE supplies most books, HLA folders, subject dividers, and other materials as needed
throughout the school year.

11



904 Home-Linked Assignments ( HL A& s )

ACE Charter School students can expect Home-Linked Assignments each week
consisting of: Character, Science, Language Arts, Humanities, Math, Latin, and
mentorship Madrigal Choir activities for Logic/Rhetoric students and Chess Club/Study
Hall for Primary and Grammar students.

Students are given a Home-Linked Assignments Sheet each week and can
access this information on the ACE website. Students/parents may also access
Engrade for a list of missing or incomplete work. Academic Deans will assist with
this process.

HLA boxes will be placed in each homeroom (Pre-Readers, Primary, Grammar, Logic, &
Rhetoric).

904.1 Incomplete HLA Assignments
Week 1. Student receives weekly HLA ' s

Week 2 (Warning): Student comes to SCD on Tuesday with missing or incomplete
assignments. Student/parent access Engrade (www.engrade.com) after 5pm on
Wednesday (of that week) to receive a list of missing or incomplete work and comments
from the Academic Dean. Academic Deans will mail a hard copy of this report to
families without internet access. Student is required to bring ALL completed past due
and ALL current work to SCD the following week. In addition, the Academic Dean may
require a parental signature on HLA form to verify parent is aware of missing or
incomplete assignments.

Week 3 (Probation): Students with an Engrade report of missing or incomplete
assignmentsf r om t he previous week must turn ALL pa:
to their Academic Dean at 8:30 am on SCD. The parent must be in attendance while
student’ s wor k iasdrdcave vedficatiom ffoonkhe Academic Dean that

all work is completed. s,Ithie pasent is dequired toiateendmi s si ng
SCD classes that day with the student to assist with note taking, keeping student on

task, and other assignments as needed.

Parents may request a meeting with the Academic Dean and School Coordinator to
discussthestudent’' s mi ssing and incomplete work and
action.

Week 4 (Dis-enrollment): Students with an I/M form from the previous week must turn

ALL their past due and Adademic Dearrae830amtbh A’ s I n t
SCD. The parent must be in attendancewh i | e t he student’'s work i
and receive verification from the Academic Dean that all work is completed. If student is

mi ssing any HL A’ bsdrdppee fros ACEkReralmentvandimiay choose to

re-register iffwhen enrollment opens. He/she will not be allowed to participate in SCD

12



that day.

905 Grading Standard/Report Cards
ACE students are required to complete all assignments and will be graded on the
following scale:

100to 90 = A
89t080= B
79t070= C
69to60= D

59to 0= F (no credit given)

Each teacher will provide a class syllabus with specific grading criteria listed and other
pertinent class information.

Student progress and report c aeetingsomnalledtobe di s

the parent.

906 Parent Participation

During School Community Day

The cornerstone of ACE Charter School s
parental involvement. Parents are encouraged to attend all classes with their children.
Home-Linked Assignments are not forgotten and students tend to stay better focused
and on-task with parental guidance. If the parent will not always be on-site, parents are
required to designate another on-site parent or the Office Manager as Parent Designee,
for emergency purposes only, during School Community Day.

906.1 Parent/Guardian or Parent Designee

cl ass

Parent Designee formsassigna r epr esent ati ve in the case of

Those persons serving as Parent Representatives must be at least 18 years old and

|l i sted on the student’ s PaforenTtheyRrefpllyesent ati ve

responsible for the student they have been appointed to oversee. Parent
Representatives may signthe st udent ' s Ti me Document,
behavior, and take responsibility for the student in the event of an emergency, including
signing of hospital documents. Parents should always leave their Parent
Representative with a phone number where they can be reached in the event of an
emergency.

906.2 Unregistered Siblings

While parents attend School Community Day classes with their registered children, they
may have younger children accompanying them. Though this is encouraged due to the

13
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home school model, it must not conflict with the academic experience at the Academy
for Character Education. While teaching is occurring, parents are encouraged to
otherwise occupy their non-registered children so that they are not a distraction.
Younger siblings must be supervised at all times. Parents will receive a verbal warning
if their child is distracting and noisy. The second time their child is noisy in class they
will be asked to take their child out of class. Three warnings will result in ACE hiring a
babysitter for the disruptive child on behalf of the parent. Parent will pay all costs
incurred or the enrollment contract with that family will be terminated.

906.3 Afterschool Supervision for Students

Students must be under the direct supervision of their parents or they will be placed in
Study Hall.

907 Health

907.1 Medical Problems

It is advisable that parents of students with medical problems (allergies, etc.) discuss
the condition with the School Coordinator and teachers. Keep the school informed of
progress of medical problems and of any new concerns which develop after the student
starts school.

907.2 Sickness Policy

Students who have a communicable disease or are running a fever must be kept at
home until they are free of symptoms of illness. Up o n  a s teturth ® schdol, a
note stating the dates gone and the reason for the absence is required. If a student is
gone for more than one week, a doctor’' s
days and does not turn in all their assignments, they will be withdrawn from ACE and
may choose to re-register if/when enrollment opens.

907.3 Sick During School Community Day

Because of the amount of parental involvement at ACE Charter School, parents are
often present to care for sick students. If a child becomes ill at school and no
parent/guardian is present, ACE Charter School will call the phone numbers on the

s t u d emdrgersy form. The child will be removed from contact with other children
until a parent arrives.

907.4 Medications/First Aid

Parents are the best choice for administering medication. All medication must be kept
with the parents and be unavailable to the students. In the event the parent will not be
on-site, medications may be stored in the office and, upon written approval,
administered by the Office Manager. Parents are to administer first aid, and if they are

14
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unable to, ACE personnel may provide first aid.

908 Code of Conduct/Discipline/Conflict Resolution

The Academy for Character Education foll ows
conduct. General guidelines for behavior at the Academy for Character Education are
to treat others as you wish to be treated.

Instructors will establish classroom rules. If a parent needs to discipline his or her child,
this is to be done privately. Should a major breech of discipline occur during a School
Community Day or tutoring, the instructor and/or parent must complete an Incident
Report and submit it to the School Coordinator. The School Coordinator will determine
the appropriate course of action.

908.1 Discipline Steps

Reminder — The student will be reminded if he/she is off-task and/or breaking a
classroom rule. He/She will be required to recite the character trait definition that
covers their infraction (for example: attentiveness, obedience, etc.).

Processing — If necessary, the student will be removed from their class and taken to the
office where an Incident Report will be completed. At this time, the student may be
placed on probation if the School Coordinator and teacher determine the infraction
merits such action.

Probation — A parent of a student on probation will be required to stay with that student
in each class he/she is enrolled as deemed necessary by the School Coordinator.

Suspension — The ACE Charter School staff will decide on an appropriate length of
suspension from School Community Day.

908.2 Harassment

Students and adults are entitled to an environment without harassment or menacing.
Harassment includes intentionally annoying another, either verbally, in writing (on paper
or electronically), or by physical contact.

It is the South Lane SchoolDi st B h dt A golcy that students and adults exist
together in an environment free of sexual harassment from fellow students and adults.
Sexual advances (made with the stated or implied threat that if the advances are
resisted or rejected, there will be work or school related reprisals) are considered sexual
harassment. The creation of a hostile or uncomfortable environment due to uninvited,
un-welcomed, personally offensive sexual attention is also considered sexual
harassment. (Refer to Title VI of the 1964 Civil Rights Act.)

15



908.3 Conflict Resolution/Communication

If a problem arises in a classroom, the parent must remain in the classroom for a
minimum of two weeks to observe the conflict. At that point they may communicate to
the instructor their concerns. If the issue is not resolved, the parent may then discuss
the problem with the School Coordinator. Lastly, if the conflict is still not resolved then
the problem may be addressed to the governing Board of Directors.

909 Dress Code
1 All students must be clean and well-groomed.

1 All students will wear an ACE-provided shirt (grey polo or white oxford) and nice,
black slacks, shorts, jumper, skirts, or jeans (clean, not faded or ripped).
Clothes are to completely cover the student from shoulders to knees.

1 Coordinating sweaters and jackets are allowed. No other outerwear allowed.

All clothing, hair, and/or makeup must be appropriate to a serious academic
atmosphere and not be distracting or offensive.

1 No hats or visible body piercing jewelry other than ears is allowed for males or
females.

Additional shirts are available for purchase by family members of ACE students.

910 School Clean-Up Service

Prior to the beginning of School Community Day, students will be assigned duties to be
performed each School Community Day. This will be completed and verified before
they leave every School Community Day. Students will receive a weekly grade of

pass/ fail and these grades wil/| be entéred

wi || not receive monthly rewards, even
will be required to do additional work as appropriate.

911 Electronic Devices & Valuables
911.1 Electronic Devices

Students are not allowed to bring electronic devices to ACE Charter School. No
electronic equipment including cell phones, personal music devices, ear buds, video
game players, cameras, or any other devices are allowed in the Academy. Any items of
this nature will be confiscated and returned only to the parent. If a parent needs to
reach their child during School Community Day, they may call the school office.

911.2 Valuables

All large amounts of money, trading cards, collectibles, expensive clothing, or any thing

16
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of significant value are prohibited at ACE Charter School.

Because these items are not allowed on campus, the Academy for Character Education
is not responsible for lost, stolen, or broken items. ACE Charter School will not
investigate the theft of these items for students who violate this policy.

If cell phones must be carried by adults, they must be turned off in the school building
during School Community Day. This applies to all adults, including teachers, parents,
and visitors.

911.3 Computer Usage

Students who wish to use an ACE computer must be supervised by their parent. The
parent must check the laptop out from the library and the laptop may not be taken off
the premises.

912 Lunches/Snacks

Each student must bring an adequate, healthy lunch from home each School
Community Day. Fast food deliveries will not be allowed. Students may bring drinks
and/or snacks for break times; however, no food or drink is allowed during class times.
In the event a student forgets to bring a lunch, ACE will provide a suitable meal.

913 Student Body Cards

Students may purchase a Student Body Card at the beginning of the year. These may
be used for field trip admission, LTD bus passes, interscholastic sports, etc.

914 Transportation

Transportation to and from ACE Charter School

915 Emergency Closures & Drills

In the event of possible school closure, please check the ACE website or call the school
office to determine school closure.

Periodically, fire and earthquake drills will be done throughout the school as required by
the Oregon Department of Education.

916 Lost and Found

We encourage you to mark all articles of clothing that might be taken off at school, lunch
boxes, and binders. Check the office for lost and found articles. Unclaimed items will
be donated to charity throughout the year.

17



917 School Visitors

Guests are welcome to visit the classrooms with previously made arrangements. Sign
in at the office prior to going to the classroom. ACE Charter School must have an
account of who is in the building at all times for the safety of the students. Visitors are

requiredt o wear a —vi sitor Il namileofficegrioraoriedving. hec k o u:
918 Absences/Truancy & Tardiness/Leaving School
918.1 Absences

As per Oregon law, a student will be truant if they do not attend SCD and ACE does not
recei ve al | swithin aays. 'Stedet WilAble dropped from ACE
enroliment and may choose to re-enroll if/when enrollment opens.

As ACE operates a one day per week school, it is imperative that students attend ALL
classes. Absences will be reflected in grades due to lack of participation. In the event of
illness or emergency, you must call the office when a student will not be coming to

School Community Day. A parental written excu
the School Coordinator upon return to School Community Day. If a student is absent for
t wo weeks due to serious illness, a doctor’'s

in within the 10 day period in order to remain on ACE enrollment.

918.2 Absentee Assignments

When a student misses School Community Day, that student will still be responsible to

complete the Home-Linked Assignments for the week. Some teachers may be

available formake-up tut ori ng. Pl ease check th-e ACE we
Linked Assignments and bring all finished assignments to the next School Community

Day. Students that do not attend School Community Day AND do not turn in any work

for 10 days will be truant and dropped from ACE enrollment. The student may wish to

re-register with ACE if/when enrollment opens.

918.3 Tardiness
Punctuality is an important character trait at ACE. Students are to arrive at 8:45 am in
ordert o be in Character Assembly, seated, and r e

are to be turned in prior to Character Assembly. Students that arrive late may be

required to recite the definition of Punctuality to the assembly. Students that are tardy

will be required to stay after on SCD and assist with extra duties for the number of

minutes tardy they are (5 minutes tardy= 5 minutes of additional work after school).

Students that are tardy more than one time in the three week cycle will not receive the

mont hly reward, even bBtidensslthatarkltardy tv® timesiethe ur r en't
three week cycle will stay after school for extra work and write a paragraph (5

sentences) using one of the —I Wi lll statemen
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918.4 Leaving School

All students leaving school prior to regular dismissal time must check out through the
office.

1000 Field-Trips & Special Events
1001 Transportation

In most cases, families will be responsible for their own transportation to and from all
field-trips. If a bus is required for an ACE Charter School field-trip, drivers must be
approved by the Board and meet all ODE requirements for driving a school activity bus.

1002 Field-Trip & Seating Fees

In some cases, ACE requires a field-trip deposit fee which will be refunded upon the
student’' s at t e ntrgpaAllstedentsfand tamiy mémberd wtho sign up for
an ACE-sponsored field-trip and/or workshop of any kind, yet do not attend, will forfeit
$25 of their mentorship money each time this occurs.

1003 Parent Attendance During a Field-Trip

If not attending the field-trip, parents are required to designate an ACE adult or an ACE
instructor who will be in attendance during a field-trip.

1004 Behavior

All students are expected to behave with good character during field-trips and special
events, including arriving in a timely manner.

1005 Attendance at Field-Trips and Special Events

All students are expected to attend field-trips and special events as scheduled
throughout the school year. Usually Home-Linked Assignments will not be reduced on
field-trip or special event weeks; please plan your weekly schedule accordingly. If a
student is unable to attend an event and is behind on hours logged, additional activities
may be arranged in order for that student to reach their allocated amount of hours
needed.

1100 TUTORING
1101 Tutoring Schedule

Students are required to have 40 tutoring sessions per school year. A suggested
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schedule of tutoring would be 37 tutoring sessions during the regular school year and 3
tutoring sessions in the summer months (1 per month). The schedule for tutoring hours
is as follows:

Grade K: No tutoring
Grades 1-8: 1 % hours per session (60 hours per school year)
Grades 9-12: 2 hours per session (80 hours per school year)

1102 Student Tutoring Requirements

Full Time students are provided a tutor outside of School Community Day to use for
subjects decided upon in AIM meetings. Part-Time students may choose to use the
Mentorship Opportunity Account for tutoring, following Mentorship Opportunity
guidelines.

1102 Parental Presence

Parents must be on the premises during all ACE tutoring. Parents who fail to abide by

this rule endanger ACE Charter School s | iabi
student’s participation in the Academy for Ch
emergency situations only, the parent/guardian or an adult listed on the Parent

Representative Designation may take charge of the student during tutoring.

While tutoring is occurring in a student’s ho

of any private issues, and all smoking. Parents may briefly discuss — no more than five

minutes — any concerns with the tutor before instruction commences. For longer

discussions, tutors or parents should schedule a parent-teacher conference. Excessive

parent conference time may be dedooontathe fr om t
allocated hours of tutoring available.

1103 Unavoidable Appointments

Parents should not make appointments on days when instructional sessions are
scheduled. However, when situations arise where no other option is available, notice
must be given to the instructors in advance, and the session rescheduled. However,
parent designees would not be allowed as this is not an emergency, only an
appointment.

1104 Tutoring Area
Parents should have a well-lighted, cleared and neat area available in an appropriate
| ocation prior to a tutor’'s arrival; all nece

student should be ready to begin. The atmosphere should remain quiet while
instruction is occurring; siblings should not become disruptive. Parents are to remain
near enough to monitor all contact between the tutor and the student.
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1105 Arranging Tutoring/Tutoring Locations

Parents and students arrange tutoring independently, which is assisted by the Academy

for Character Education through the AIM Meetings required at the beginning of

enrollment. Tutoring must be supervised by the parents at all times. Tutoring can be

done in the students’ h o me, dloaattoro(libfary, etb.o me, or

1106 Parent & Teacher Training

The Academy for Character Education sponsors Staff Development & Parent Practicum
in-services. All teachers and tutors are paid to attend these days, and parents are
encouraged to attend as well.

1200 HIGH SCHOOL STUDENTS

1201 Diploma Requirements/Credits

Students should refer to the Diploma Requirements for the ACE graduation criteria.
ACE students are required to follow the credit schedule as stated and must attend all
School Community classes. Any adjustments to the ACE schedule must receive board
approval.

High school students that withdraw before a term ends will receive an incomplete on
their transcripts.

1202 Music Credit

In order to earn a music credit, students must have accumulated 130 hours. This
includes 30 lessons plus accompanying practice (Students must practice 15 minutes
per day for four days each week at a minimum). Students must also tape a monthly
sample of their work and submit it upon completion of their hours. In addition, the
instructor must provide verification of student progress and a grade.

To receive credit, logs must be submitted by June 15.
Students may choose to only earn ¥ credit (65 hours).

1203 PE Credit

To earn a PE credit, students must complete 130 hours of physical education and
parents must submit the PE log verifying these activities. These hours can include
regular exercise (walking, running, swimming, etc.), but must also include training in
new athletic skills (tennis, weight training, ballet, martial arts, aerobics, volleyball, etc.).

21



To receive credit, logs must be submitted by June 15.
Students may choose to only earn %2 credit (65 hours).

1204 Mentorship/Elective Credit

Students must have a total of 30 sessions (1/2 hour or longer) with an approved
instructor and must log additional hours of practice to equal 130 total hours in order to
receive a credit.

To receive credit, logs must be submitted by June 15.
Students may choose to only earn %2 credit (65 hours).

1300 Mentorship Opportunities (Student
Support Services)

Depending on each student’s enroll ment status
each student’ s Mfersdpportsetvicep. TATiEtofunante classes

and/or tutoring for that student in his/her areas of interest. Should a student fall

academically behind (as determined by the School Coordinator), mentorship

opportunities will be forfeited in exchange for additional tutoring until said student is

caught up with assignments. Students without mentorships will automatically be

enrolled in School Community Day elective classes (Madrigal Choir or Chess

Club/Study Hall). For more information on mentorship guidelines, please refer to the

Mentorship Handbook.
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Forms Index

Form 1 Registration Form

Form 2 Enrollment Contract

Form 3 Character Commitment

Form 4 Medical Information/Emergency Consent

Form 5 Emergency Contact/Parent Designee Authorization Form
Form 6 Incident Report

Form 7 Mentorship Contract

Form 8 Tutor & Mentorship Time Document

Form 9 Instructor Information

Form 10 AIM Form

Form 11 Physical Education Log

Form 12 Diploma Requirements

Form 13 School Community Day Report Card

Form 14 Class/Event/Field Trip Form

Form 15 Request for Reconsideration of Curriculum/Instruction/Library Materials
Form 16 Public Complaint Form

Form 17 Student Accident Form

Form 18 Withdrawal Form

Form 19 Request for Exemption

Form 20 Volunteer Application

Form 21 Reimbursement & Expenditure Form
Form 22 Binder Organization Suggestions
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