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A Message from the Administration/Staff  

 

The team of educators at CSAT welcomes students and parents to our school. This 
handbook is published so that all students have easy access to information that will 
allow for a successful school year. It is essential that parents and students read the 
Parent/Student Handbook. We would be more than happy to answer any questions 
or concerns that you may have. 

It is our worthy ideal “to inspire and ignite confidence in children to achieve the 
skills necessary to grow socially, emotionally, and academically so that they can 
lead a meaningful life with a strong sense of self-worth.” 

We look forward to working with you and your child throughout the school year. 

 
 
 
 
 
 

 
Mission Statement 

 
Charter School for Applied Technologies prepares students to attain family 
sustaining careers by integrating career exploration and a lifelong learning 

culture.   
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CAREER PREPARATION 
 
We at the Charter School for Applied Technologies recognize that these are the best 
times for students and their families to begin career exploration. 
 
To assist them in their efforts, we continue to provide curriculum-driven career 
touches, bringing business professionals into the classroom to assist in the 
teaching and learning process. Our focus is on the development of presentation 
skills, punctuality, reliability, work ethic, and communication. 
 
Why is it important for schools to have Career Preparation programs?  Numerous 
studies have shown that young people who take part in career-related activities 
are 

• Less likely to drop out of school; 
• More likely to pursue post-secondary education, and 
• Make more money (18 percent more) than their schoolmates. 

Simply put, career preparation improves lives. 
 
CSAT's Career to School Payoff 
  
Every one of our students, regardless of their academic performance, 
socioeconomic standing, or personal goals, is headed for the “world of 
work.”  Some may enter the workplace after receiving a diploma from CSAT, 
while others will do so after college.  Either way, they will need to be armed with 
the skills and knowledge that will allow them to succeed in the real world.   
  
That’s why career preparation starts for CSAT students in kindergarten.  From 
Day One, they are introduced to professionals from every field imaginable.  Can 
you remember the day you discovered your true life’s path?  At CSAT, we strive to 
make sure that day comes sooner rather than later. 
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GENERAL INFORMATION 
ARRIVAL  
 

• No students are able to arrive at school prior to 7:25 a.m.   
• First period begins at 7:37 a.m. Any student arriving at school after 7:37 

a.m. is considered late and must report to the attendance office to sign in 
and receive a late pass.  

 
DISMISSAL  
 

• Dismissal will begin at 2:07 pm  
• All students will be dismissed from their last period class. 
• Any student leaving school early must have a signed parent/guardian 

note notifying the main office on the morning of the day they will be 
leaving early. In case of emergencies, please notify the main office as soon 
as possible. Parents must report to the attendance office and sign their 
child(ren) out prior to the child(ren) being released from school. No 
student will be allowed to leave the campus without first being signed out 
at the attendance office. 

• Only individuals listed on the acceptable release form will be allowed to 
pick up the student. Proper identification will be required to release 
students, and only those individuals who are 18 years or older will be 
allowed to pick up students for early release. 

 
 
PARENT PICKUPS FOR DISMISSAL 

 
Any student who will be picked up for dismissal for the entire school year must 
provide the attendance office with a parent note stating such on the first day of 
school. 
 
If a student must have a temporary pickup arrangement, a parent note must be 
provided to the main office before the pickup date(s). In case of an emergency 
pickup, the main office MUST be notified no later than 12:00 p.m.  
 

If for any reason someone other than those designated on our emergency list 
arrives to pick up the child(ren), the attendance office must have a written note 

from the parent giving said person permission to pick up the child(ren). Any 
other notification will NOT be sufficient in this situation, and the child(ren) will 

NOT be released. 
***Students must be picked up by 2:45 p.m.*** 
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WALKERS 
 

Any student designated as a walker for the entire school year must provide the 
attendance office with a parent note stating such on the first day of school. If at 
any time a student must have a temporary walking arrangement, a parent note 
must be provided to the main office prior to beginning as a walker. 
 
 
TRANSPORTATION 
 
Where your child’s district of residence provides transportation, the district of 
residence is responsible for the safety of your child and all students riding their 
school buses.  The district of residence has the right to regulate students’ conduct 
on the bus for the safety of all, via its code of conduct.  Each CSAT student must 
familiarize himself/herself with the district of residence code of conduct and 
comply with its requirements.  Each district makes its code of conduct publicly 
available – usually on that district’s website.  If you cannot find your district of 
residence code of conduct, please call the superintendent’s office of your district 
of residence.  The CSAT Code of Conduct is available on its 
website: http://www.csat-k12.org/. 
 
 
BUS PLAN  
 
Students who use CSAT’s busing must adhere to rules and regulations put forth 
by both CSAT and the bus driver. Riding the bus is a privilege, not a right, and 
students must conduct themselves in a polite, respectful, and orderly manner to 
ensure that all riders get to and from school safely.  Taking the bus to and from 
school is considered an extension of the school day, and consequences for 
misconduct will mirror the code of conduct as enforced in the school, which may 
include the additional consequence of suspension from transportation 
(temporary or permanent).  

 

OFFICE HOURS 

The Charter School for Applied Technologies office hours are between 7:00 a.m. 
and 3:30 p.m. Monday through Friday throughout the school year, except 
holidays and in cases where the school is closed due to inclement weather.  If you 
have questions or want to schedule an appointment with your child’s teachers or 
the principals, please contact Mrs. Jeanette Fanara or Mrs. Maria Deynes at (716) 
710-3065. 

 

 

http://www.csat-k12.org/
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ATTENDANCE 

Attendance is critical to student success. “Strive for 95,” is the percentage New 
York State and CSAT expect students to be present. We will offer monthly 
incentives and prizes to students that have perfect attendance.   
 
 We have an Attendance Team which will follow up with parents of students who 
are on track to become chronically absent. This team will work with parents who 
are struggling to get their child(ren) to school.     
 

ABSENCE DUE TO ILLNESS 

Upon returning to school, students must bring a written excuse from the parent 
or guardian.  It is important to note that the only excused absences are ones that 
are accompanied by a note from a doctor’s office. This excuse should be handed 
in to the first period teacher.   
 
 
MEDICAL APPOINTMENTS 
 
A student who has a medical or dental appointment must bring in a written note 
from a parent or guardian on the day of the appointment.  Parents are urged to 
make medical and dental appointments outside of school hours whenever possible. 
 
 
 
 

CODE OF CONDUCT/DISCIPLINE 
 
EXPECTATIONS FOR STUDENT BEHAVIOR 
 
Students at The Charter School for Applied Technologies are expected to show 
respect for the rights and property of others, to exhibit good character, and to 
engage in behaviors that bring credit to both their school and community. 

 
The Dignity for All Students Act 
 
New York State’s Dignity for All Students Act (The Dignity Act) seeks to provide the 
State’s public elementary and secondary school students with a safe and supportive 
environment free from discrimination, intimidation, taunting, harassment, and bullying 
on school property, a school bus and/or at a school function. 
The Charter School for Applied Technologies fully supports the Dignity Act and is 
committed to ensuring that all students benefit from a safe and supportive school 
environment, free from the fear of discrimination or harassment, including bullying.  
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Bullying is defined as an imbalance of power between the person(s) perpetrating the 
bullying and the target(s) and a variety of intentional and/or coordinated negative acts to 
inflict harm, either psychological or physical, carried out repeatedly over time.  Below are 
the 3 components that compose bullying. 
 

1. Deliberate – a bully’s intention is to hurt someone 
2. Repeated – a bully often targets the same victim again and again 
3. Power imbalance – a bully chooses victims he or she perceives as vulnerable  

 
If you would like to report a bullying incident at any time, please visit www.csat- k12.org 
and click on the Bullystop icon. 
 
Our DASA Coordinators are Mr. Anastasia and Mrs. Bannon.  You can reach them by 
calling our main office at (716) 710-3065. 
 
 
PBIS  
 
District-wide, CSAT is implementing PBIS—
Positive  Behavior  Interventions  and Supports. This framework allows for 
consistent behavior expectations to be implemented throughout the school and is 
illustrated through our code of character, RALPH: Respect, Accountability, 
Leadership, Perseverance, Honesty.   

Research has shown that when you focus on positive behaviors and the emotional 
state of students, they adapt better to challenges and are able to be more 
successful in the classroom. By setting forth clear social and behavioral 
expectations and directly teaching students about those expectations, students 
are able to grow academically and emotionally, creating a positive environment 
for learning. 

Through PBIS, students are taught school-wide expectations and have 
opportunities to practice them frequently.  A key component of PBIS is the use of 
consistent positive recognition to celebrate student success.  Students who are 
“caught” following the behavioral expectations will be reinforced with various 
acknowledgements throughout the year.  In this way, PBIS shifts the focus from 
negative student behaviors to positive student behaviors. 

 
 
 
SCHOOL-WIDE POSITIVE INCENTIVES 
 
A positive, proactive school-wide approach will emphasize core values.  
Expectations for appropriate behavior will be taught, practiced, reinforced, and 
enforced.  To achieve this, CSAT will celebrate students’ achievements both 
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extrinsically and intrinsically on a weekly, monthly, and quarterly basis through 
our Work Hard Play Hard design. 
 
SEARCH AND SEIZURE POLICY 
 
It is a primary goal and objective at CSAT to provide and maintain order, safety, 
and security to students, visitors, and school personnel.  Therefore, the following 
actions may be taken: 

• Perform unannounced searches of both students and lockers for potential 
seizure of all substances or materials prohibited by school policies or 
state/federal law.   
 

Student lockers  
 

• Storage and/or return of these items will be at the discretion of the school 
Administration and may be subject to legal impoundment.  

• Students are not allowed to share lockers, nor to move from their assigned 
locker without permission from the school counselors. If your lockers need 
repairs, please report them to the Main Office as soon as possible.   

• Students are permitted to go to their lockers upon arrival, before or after 
lunch, and at dismissal. �  

 
CAFETERIA PROCEDURES 
 
Students are required to be in the cafeteria during their lunch period unless they 
have special permission from a teacher or administrator.   

• Classes will be assigned tables to sit at during all lunch periods.   
• Students are expected to talk in a quiet, controlled voice.  Shouting or loud 

noises are not permitted.   
• Throwing food or any other object is not permitted. 
• If an emergency occurs the student must be escorted by a monitor 
• Students must raise their hand and receive permission from a monitor to 

leave their seat. 
o This includes: 

§ Request to use the vending machines 
§ Throwing out garbage after finished eating 

• All students are responsible for keeping their lunch area clean. Before 
being dismissed, students are to share in cleaning their table and the area 
around their table. 

• Students are not allowed to take food or beverages out of the cafeteria at  
the end of lunch.   
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Food and Drink 
 

o With the exception of breakfast, there is no food permitted 
outside of the cafeteria. Clear plastic water bottles are 
allowed to be filled with water only, and no outside 
beverages are allowed.    

o The school will not accept deliveries of food for students (i.e., Door 
Dash, Uber Eats, etc.). 

• Birthday celebrations with food are not permitted on school 
grounds. 
**Food may be allowed in classrooms in certain circumstances with 
teacher permission. 

 
Water Bottle Policy 
	
To ensure safety and maintain a distraction-free learning environment, students 
are permitted to bring only clear plastic water bottles to school. Opaque, colored, 
metal, or glass containers are not allowed. This includes popular brands such as 
Stanley, Yeti, Hydro Flask, and similar types of bottles. Water bottles must be 
fully transparent and free of any labels or coverings that obstruct visibility. 
 
Students are encouraged to stay hydrated throughout the day, but bottles must be 
used responsibly and stored appropriately when not in use.  Student water 
containers MUST be CLEAR or see-through and ONLY contain water. 
All other drinks/containers will be put into lockers and/or confiscated.  

 

PLEASE SEE THE EXAMPLES ON THE FOLLOWING PAGE  

                                                                 

 
 
 

Acceptable  
Examples of acceptable clear plastic water bottles: 
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Unacceptable  
Examples of unacceptable bottles (e.g., Stanley, Yeti, Hydro Flask, metal/opaque 
containers): 

	
*Water	bottles	that	do	not	meet	the	criteria	mentioned	above	will	be	put	in	lockers	
or	confiscated	and	held	at	the	front	office	for	parents	to	pick	up.	*Water	bottles	
found	to	contain	any	liquid	other	than	water	will	be	confiscated.	If	it	can	be	
determined	that	the	liquid	inside	is	not	dangerous	or	illegal,	then	the	water	bottle	
may	be	emptied,	rinsed	out,	and	refilled	with	water.	*Open	container	drinks	such	as	
sodas,	teas,	energy	drinks,	coffees,	etc.	will	be	confiscated	and	thrown	away	in	the	
trash.	
	
We	have	cold	filtered	water	bottle	fillers/fountains	located	throughout	the	building.	
	
 
 
LAVATORY PROCEDURE  
 
There will be no bathroom use during the first five minutes of class, the last five 
minutes of class, or close to dismissal time. The rules for bathroom use are as 
follows: 

1. Students must have a pass 
2. Students must use designated bathrooms only 
3. Use quiet, indoor voices only 
4. Students are expected to keep hands, feet and objects to themselves 
5. No loitering/horseplay or graffiti 
6. All garbage must be placed in trash cans 

Any student misbehaving or misusing the bathroom facilities will be subject to 
disciplinary action. 
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STUDENT PASSES – The goal of this procedure is to provide accountability 
for the authorized whereabouts of any student at any given time during the 
school day. 

• No passes are issued during the first five minutes of class or the last five 
minutes of class.   

• No more than “ONE” student will be allowed out of each class at a time.   
• Students may be placed on pass restrictions for behavioral or 

safety concerns.   

HALLWAYS ARE QUIET ZONES – The goal of this procedure is to always 
ensure the safe supervision of students and to prevent the interruption of 
instruction. 

• Students must walk on the right-hand side of the hallway from class to 
class.  It is the student’s responsibility to practice safe and orderly hallway 
behaviors.   

• Students are expected to keep their conversations down to voice level 1.  

DRUGS, ALCOHOL, AND TOBACCO 
 
CSAT hopes to discourage the use of alcohol/drugs in two distinct ways. First, 
CSAT has established a strict rule forbidding students from either using 
alcohol/drugs on campus or coming on to campus at any time under the 
influence of such substances. The school cannot and will not tolerate behavior 
that compromises this basic belief. 
 
Secondly, we as a school will communicate our concerns about student 
alcohol/drug use to parents when we sense a pattern of behavior or work that 
suggests that a student is falling into involvement.  
 
Students who possess, consume, or come to the campus or school-sponsored 
events under the influence of alcohol or illegal drugs will be referred to 
administration and proper legal authorities 
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Internet Enabled Device Policy 

In accordance with the New York State Distraction-Free Schools Law, students 
are prohibited from using internet-enabled devices and associated accessories 
(including Bluetooth-enabled devices) during the entire school day—from bell 
to bell—while on school grounds. This policy applies to both instructional and 
non-instructional times, including homeroom, lunch, recess, study halls, and 
passing periods and field trips. 

Internet-enabled devices include, but are not limited to: 

• Smartphones 
• Tablets 
• Smartwatches 
• Meta glasses 
• Non-school-issued laptops 
• Smart glasses or other wearable technology 
• MP3 players, iPods, iPads 
• Any device capable of connecting to the internet and accessing content, 

including social media applications 
• AirPods, Beats, Headphones; unless school-issued 

 

Please note: This policy applies to any device that can connect to the internet, 
even if they are not currently connected. 

Our Why: The purpose of this policy is to ensure that all students remain 
focused and free of distractions that might interfere with their academic 
development and/or social emotional health during the school day. The school 
day includes all instructional and non-instructional periods such as homeroom, 
lunch, recess, study halls, passing time and field trips.   

Device Storage: Students will store their internet-enabled devices 
(smartphone, tablet, smartwatch, meta glasses etc.) in on-site lockers during 
regular school hours, field trips or other school sponsored activities during school 
day. Should a faculty or staff member see or hear a student with an internet- 
enabled device(s) the student will be asked to relinquish the device(s) which will 
then be turned over to administration who will contact the parent or person in 
parental relation. CSAT is not financially responsible for any lost, stolen or 
damaged electronic devices.   

*Classrooms will be randomly selected for an administrator or someone from the 
support team to check for these devices by means of a wand and bag checks. 
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Policy Exceptions: Students may be permitted to use an internet-enabled 
device during the school day on school grounds for the following purposes:  
 

a) If authorized by a principal for a specific educational purpose. 
b) Where necessary for the management of a student's healthcare and documented by 

a healthcare provider’s note.* 
c) On a case-by-case basis, upon review and determination by a school psychologist, 

school social worker, or school counselor for a student caregiver who is 
routinely responsible for the care and well-being of a family member; 
or Students must be permitted to use an internet-enabled device where the use 
is included in the student’s Individualized Education Program (IEP); or Section 
504 Plan.  

*All notes must be given to the Director of Nursing, Mrs. Tara Jefferson. 
 

Policy Enforcement and Progression of Consequences: All students are 
expected to comply with school-based storage procedures. Violations or refusal to 
comply is a violation of the CSAT Code of Conduct. The formal progressive 
discipline procedures are as follows:  

• First Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS). Device will be returned to the 
student at the end of the day. The student will serve lunch detention. 

• Second Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS) and will receive ½ day PSR. A 
parent or guardian must pick up the device(s) in the main office. 

• Third Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS) and will receive 1-day PSR. A parent 
or guardian must pick up the device(s) in the main office. 

• Fourth Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS) and will receive a 2-day PSR. A 
parent or guardian must pick up the device(s) in the main office. 

• Fifth Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS) and will receive 1-day Out of School 
Suspension (OSS) assigned with a Principal’s hearing. A parent or 
guardian must pick up the device(s) in the main office. 

• Sixth Offense: The student will be asked to give the device(s) to a 
Behavior Intervention Specialist (BIS) and will receive a 3-day OSS 
assigned with a Superintendent’s hearing. A parent or guardian must pick 
up the device(s) in the main office. 

 
 
COMPUTER USAGE POLICY 
 
CSAT has an acceptable computer usage policy that is strictly enforced.  If it is 
determined that a student does not adhere to the policies and procedures set forth, 
they will be unable to have access to school computers, i.e. internet, desktop 
capabilities, email, etc.  Further disciplinary actions may also result from the 
violation of school policies. 
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STUDENT DISCIPLINE INFORMATION 

The students of CSAT are expected to act as responsible, career-bound, young adults.  The 
students who are referred for disciplinary action will follow the process outlined below.  

CSAT follows the NYS Zero Tolerance Policy in regard to school violence, weapons 
possession, harassment, and possession/consumption of controlled substances. 

 
CONSEQUENCES FOR DISCIPLINE REFERRALS 
 
Any student receiving a Discipline Referral will receive one of the following 
consequences administered by one of the following staff members: classroom 
teacher, behavior intervention specialist or school administrator. 
 

• Parent phone call 
• Restorative practices 
• Parent teacher conferences 
• Community service 
• Lunch detention 
• Classroom time out 
• ISS (in-school suspension) 
• OSS (out of school suspension) 
• Principal’s Hearing 
• Student Support Plans 
• Superintendent’s Hearing 
• Probation in lieu of Permanent Suspension 
• Permanent suspension   

 
*Any student who has been issued an out of school suspension must have a re-
entry meeting with the administration, or a designee, before returning to school. 
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SCHOOL STUDENT DRESS CODE POLICY 
 
Student Uniform 
 
The CSAT uniform is designed to encourage a clean, neat, and modest 
appearance that is conducive to maintaining a serious intellectual atmosphere.  
But above all, the school uniform allows the students to show their pride in being 
part of the CSAT family.  It is the responsibility of each student to be familiar 
with the uniform and adhere to it on a daily basis.  The dress code expectation is 
to be maintained throughout the regular school day in all parts of the campus.  
Therefore, students should be in uniform upon arrival and dismissal from school 
with the exception of any attire required to cope with the weather (i.e. boots in 
winter).  However, students will be expected to change immediately into uniform 
once they have arrived in school. 
Students violating the school uniform policy shall be required to modify their 
appearance to conform with the uniform if possible.  Students out of compliance 
repeatedly may be subject to disciplinary action by the administration. 
 
DRESS CODE 
 
All Students 
 

• School-issued, CSAT polo shirt. (Alternate school-logoed apparel may be 
approved on a specific basis to recognize school-sponsored activities. 

• School-logoed fleece, solid navy blue or black knit sweater may be worn 
over CSAT shirts. 

• If an undershirt is worn, it must be white. 
• Footwear should consist of black dress shoes with a hard rubber sole and 

closed toe, or all black sneakers.  No multicolored sneakers, work boots, 
sandals, military boots or winter boots including Uggs, Timberland, Crocs, 
etc. 

• If a belt is worn, there are to be no decorative buckles. 
• Gentlemen: Navy or black properly sized (must be firmly around 

waistline) dress pants.  Shorts are not permitted. 
• Ladies: Navy or black dress pants or knee-length skirts.  Shorts are not 

permitted. 
• Clothing should be neat, clean and in good repair and neither too 

short/long, too tight, nor too revealing. 
• Headwear may be worn for religious purposes only. 
• Hair color other than natural colors is not permitted 
• Reasonable sized purses that are not disruptive to the classroom 

environment are acceptable. 
• Students are allowed to wear one pair of stud earrings in their ears, and a 

wristwatch (excluding Smart Watches).  The wearing of any other jewelry 
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is prohibited.  Piercing retainers are allowed if they are clear and flush 
with the skin.   

• Outdoor attire (including hats, coats, jackets, parkas, gloves, scarves, 
winter headbands, and hoodies) will not be worn in school and should 
remain in the student’s locker throughout the day. 

• Headphones are not permitted to be worn or used during the school day. 
• Hooded sweatshirts, with or without a CSAT logo, are not permitted. 

If a student is discovered out of compliance with the dress code, 
he/she will be required to remedy the situation immediately.  If the 
apparel is not in school, he/she will be expected to call home to obtain 
it.  There will be a progression of disciplinary consequences followed 
for non-compliance.  
 
Parents confronting financial difficulties that prevent them from obtaining 
school-issued items should contact the school principal in order to apply for 
assistance. 
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FIELD TRIPS 

Field trips are an important extension of our school curriculum. For your child to 
benefit from these activities, appropriate behavior and school attendance from all 
students is necessary. We reserve the right to prohibit students from attending 
field trips because of disruptive behavior and low attendance. Parent permission 
slips will be signed in advance. Students will travel by school vehicles. Students 
will NOT be released during the course of the trip to parents or guardians. 
Administration has the final say in a student’s eligibility for a field trip.  

 
STUDENT SUPPORT TEAM  
 
The Charter School for Applied Technologies recognizes that the transition from 
childhood to adulthood is filled with a variety of concerns for many students.  In 
light of this unique period in life, the Charter School for Applied Technologies 
understands the need to establish a comprehensive Student Support Team to 
assist its students in a variety of needs.   
 
The Student Support Team exists to help those students who are having difficulty 
as they approach adulthood to make a healthy transition 

HEALTH SCREENINGS 

From time to time, students will be screened for serious health concerns, such as 
vision, scoliosis, etc. A permission slip will be sent home for parent permission in 
advance of the screening. 

BEHAVIORAL/ACADEMIC PROBATION        

Students remember that the number one reason for school is education.  However, 
we also encourage extracurricular activities.  We want the students to remember 
to work to the best of their ability, achieve passing grades, and follow the school's 
rules and procedures.  A student who has more than one academic course average 
below 65% or has been issued a suspension can be placed on the “Ineligibility List.”  
This list will be updated and issued to all staff and faculty.  Students and their 
parents will be made aware of placement on the ineligibility list; this prohibits 
them from participating in any extracurricular school functions/sports until they 
are removed from the list. 

RETENTION  

Administration and teachers will work collaboratively to determine retention 
based upon individual student needs.  Parents and students should be notified by 
the 5-week mark of the 3rd quarter.  
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CSAT Middle School Grading Policy 

Rationale: 
The purpose of this grading policy is to provide teachers, students, and families with a 
consistent, fair, and meaningful understanding of how student learning is measured, 
documented, and communicated at CSAT Middle School. Grades should accurately reflect 
a student's progress toward mastering course standards and learning objectives 
while providing clear feedback about areas of strength and areas in need of 
growth. 
 
A schoolwide grading policy promotes consistency across classrooms so that grades are 
interpreted similarly regardless of teacher or course. It also establishes transparent 
expectations for how learning evidence is categorized, weighted, and reported. 
Through equitable grading practices, regular communication, and accurate documentation, 
grades serve as a tool to support student achievement, inform instructional 
decisions, and foster productive partnerships among students, families, teachers, and 
school staff. 
 
This policy establishes a shared framework for grading that supports fairness, accountability, 
and a common understanding of student achievement throughout the CSAT Middle School 
community. 

 
The categories for grades are Major Assignments, Minor Assignments, and Classwork.  
The categories and weights are consistent schoolwide and are not negotiable, with the 
exception of 101.  The 101 grading policy is included in this document. 
 
• Classification of all major and minor assignments are determined by the grade 

level team. 
• Minimums: The minimum number of grade entries per week is two. A 5-week 

grade cannot consist of only two or three grades. A five-week grade must consist of 
at least 10 entries for all courses. 

• Written assessments: Teams must norm together and use a common rubric to 
determine a student’s score. 

 
Category Weight Examples*  

Major 
Assignments 
• Reflective of 

student 
performance 
ONLY 

40% final grade • Tests 
• Projects 
• Labs (course-dependent) 
• Papers 

Minor 
Assignments 
• Reflective of 

student 
performance 
ONLY 

30% of final 
grade 

• Quizzes 
• Higher stakes informal 

assessments 
• Written responses that are not 

major papers 
• Checkpoints in a project 
• Labs (course-dependent) 
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Classwork: 
• Can be reflective 

of student effort 
 

30% of final 
grade.   

• Do Now 
• Checks for Understanding 
• Notebooks 
• Group work assignments 
• Exit Tickets 
• Discussion Boards 
• Use of participation rubric  
• Homework 
• Test Corrections * 

*Teachers have the final determination as to what goes in the categories unless 
otherwise explicitly stated in the policy.  
 

• Test corrections fall as a separate grade in the classwork category.*   
• Homework (can be worth no more than 25% of the total classwork grade) 

o Homework may be graded for completion or accuracy, as determined by 
the instructor 

o Homework may be excluded from make-up work eligibility if documented 
in the teacher’s syllabus. 

 
 
Academic Integrity/Plagiarism 
Plagiarizing (appropriating another’s work and using it as one’s own for credit without 
the required citation e.g., copying written work from the internet, the use of AI, or 
copying from any other student or source) is considered engaging in scholastic 
dishonesty and means that a student violates our Code of Character. At CSAT, plagiarism 
is taken seriously. The levels of disciplinary action are listed below and apply to the 
Major Assignments and Minor Assignments categories.  This policy pertains to the 
totality of individual student actions schoolwide. 
  

First 
offense* 

• Student-teacher-admin team restorative conference 
• Teacher/family conference or phone call 
• Violation and family contact is documented by teacher in eSchool 

phone journal 
• Violation is documented as a major in SWIS 
• Opportunity for student to redo assignment for maximum score 

of 65 and student must make amends 

Second 
offense* 

• Student-teacher-parent-admin team restorative conference  
• Teacher notifies family of plagiarism 
• Administration/family conference or phone call 
• Violation is documented as a major by teacher in eSchool 

phone journal and SWIS 
• Admin documents in SWIS as a progression 
• Student may be given the opportunity to redo the assignment OR 

given an alternate assignment (teacher discretion) for a 
maximum score of 65 and student must make amends 

Third 
offense* 

• Teacher notifies family of plagiarism 
• Violation is documented as a major by teacher in eSchool and 

SWIS 



 
 

 Page 20 of 22 

• Admin documents in SWIS as a progression and schedules a 
disciplinary hearing 

• Student receives a score of 0 for the assignment and student 
must make amends 

 
*Student privileges may be revoked - i.e. athletics, clubs, activities - as a result of 
plagiarism offenses. 
 
Missing and Late Work: 
Students are expected to complete and submit all assigned work by the established due 
dates. However, teachers may exercise professional discretion in determining whether 
missing or late assignments will be accepted and under what conditions. Teachers should 
clearly communicate their expectations regarding late work, including any deadlines, 
requirements, or limitations, in their course syllabus and classroom procedures. 
 
Students who fail to complete required make-up assignments or assessments within the 
allotted timeframe, particularly when absences are unexcused, may receive an "M" 
(Missing) – not a 0 - in the gradebook. An "M" is calculated as the equivalent of 35%.  
 
 
Missing Work due to Absence: 
Students are responsible for obtaining and completing all assignments missed due to 
absence. Upon returning to school, students should communicate with their teachers to 
identify any missing work and applicable deadlines. 

• Students who are absent for consecutive school days, without medical 
documentation, will be granted the same number of school days missed 
to complete and submit make-up work. This includes students on 
suspension. 

• Students who are absent for more than four (4) consecutive school days due to 
illness and provide a doctor's note will be granted twice the number of school 
days missed to complete and submit make-up work. 

• Teachers may establish reasonable deadlines and procedures for the completion 
of make-up assignments and assessments. 

• Special cases of extenuating circumstances will be referred to admin and Tier 3. 
 

Failure to submit make-up work within the allotted timeline may result in the 
assignment being considered missing and may receive an "M" (Missing) in the 
gradebook. An "M" is calculated as the equivalent of 35%.  Teachers are encouraged to 
communicate with students and families regarding extended absences or extenuating 
circumstances. 
 
Missed Assessments due to Absences: 
Every reasonable effort will be made to provide students with the opportunity to 
complete missed assessments due to absence. Students are responsible for 
communicating with their teachers and arranging a time to complete any missed 
assessments within the established make-up timeframe. 
 
Students who miss assessments as a result of multiple unexcused absences may 
receive an "M" (Missing) for the assessment if they fail to complete the assessment 
within the allotted make-up period. An "M" will be calculated as the equivalent of 35% 
in the gradebook.   
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101 Grading Policy 
Grades for 101 are calculated into a student’s overall average for each marking 
period. Students who are pulled for AIS or SEL groups will receive a grade from 
their AIS/SEL instructor for the week. This will be to supplement or replace their 
IXL grade. AIS/SEL teachers will communicate credit earned to 101 Advisors.   
*All work is DUE on FRIDAY! There are absolutely no exceptions for late work 
for students in attendance.  
 
Required communication between teacher and student for student 
absences 
Students who are sick for a period of longer than 4 days and have a doctor’s note 
will be given additional time. These students must log their make-up time and 
submit their log to their 101 teacher within the absentee make-up window (2x the 
number of school days missed). Log minutes and skills may not be counted 
towards the current week’s IXL requirements.  
Students who do not have a doctor’s note must make up their owed skill lessons 
and minutes by Sunday at 11:59 pm to be counted and must note on their tracker 
that they would like their previous week re-graded.  
 

 
 

 

 

 

 

Requirement My 
Points 
 

Possible 
Points 

I completed the math arena (1 pt)   1 
I completed the ELA arena (1 pt)  1  
I completed _____ Math skills at an 80+ (1 pt each, max 
3 pt) 

 3 

I completed _____ ELA skills at an 80+ (1 pt each, max 3 
pt) 

 3 

I completed 2 hours of IXL time (2 pt)  2 
The teacher will complete the rest of this chart:   
Points earned for meeting RALPH expectations (1 pt for 
each letter) 

 5 

Points earned for completing this reflection form (up to 5)  5 
Score for this week (out of 20)  20  
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Parent/Guardian and Student Handbook/School Policy 

Sign-Off 

 

 
I __________________________________ (parent/guardian) have read, 
understand and agree to the terms and contents set forth in this handbook.  I understand 
that this document represents a good-faith gesture on the part of the school to provide a 
safe, equitable and above all valuable learning experience for my child. 
 
 
 
I ________________________________ (student of CSAT) have read the policies 
and rules contained in this handbook and pledge to adhere to them to the best of my 
ability.  I promise to act in a positive manner and work to my potential. 
 
 
Students and parents are expected to sign this page, detach it and return it to your first 
period teacher within the first two weeks of school.  Thank you. 

 

 

 

 
 
 
 
 
 
 


