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A3 Main Office

615 Main Street, Springfield, OR, 97477

Phone: 541-744-6728

Call for general information or to report absences

A3 Extension Building: 665 Main Street

Principal: Matthew O’Reilly

matthew.oreilly@springfield.k12.or.us

School Website: a3.springfield.k12.or.us

*ALL INFORMATION IN THIS HANDBOOK IS SUBJECT TO CHANGE
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ACADEMY OF ARTS & ACADEMICS
Please note: this calendar is 
subject to change in the 
event of inclement 
weather, etc. Please check 
our website, a3.springfield.
k12.or.us, for the most 
updated version.

2026-2027 ACADEMIC CALENDAR 
Note: with the exception of the month of September, J-Term and May-Term, 

all Fridays are early releases. See below for Friday schedule.

M T W Th F
IMPORTANT DATES 

M T W Th F

September 2026 February 2027

1 2 3 4 SEPTEMBER 2026 1 T 2 3 4 5 ER

7 8 9 T 10 h 11 h 7 Labor Day 8 9 10 11 12 ER

14 15 16 17 18 9 First Day of School and Term 1 15 16 17 18 19 ER

21 22 23 24 25 10-11 Headwaters (Students Released at 2:30 pm) 22 23 24 25 26 ER

28 29 30 OCTOBER 2026 March 2027

October 2026 9 All District Collaboration/Inservice (No School) 1 2 3 4 5 ER

1 2 ER 22-23 Student Led Conferences (No School) 8 9 10 11 12 ER

5 6 7 8 9 NOVEMBER 2026 15 16 17 18 19

12 13 14 15 16 ER 11 Veteran's Day (No School) 22 23 24 25 26

19 20 21 22 23 23-27 Fall Break (No School) 29 30 31

26 27 28 29 30 ER DECEMBER 2026 April 2027

November 2026 8-9 Confluence 1: 8:45-10:30 am & 5:30-7:30 pm 1 2 ER

2 3 4 5 6 ER 10 Last Day Term 1|Artabration 1-3 pm|Students Released at 3 5 6 7 (8) (9) 

9 10 11 12 13 ER 11 Grading Day (No School) 12 13 14 15 16 ER

16 17 18 19 20 ER 14-31 Winter Break (Dec 14-Jan 1 ) 19 20 21 22 23 ER

23 24 25 26 27 JANUARY 2027 26 27 28 29 30 ER

30 1 Winter Break (Dec 14-Jan 1 ) May 2027

December 2026 4 Collaboration Day (No School)

1 2 3 4 ER 5 First Day Term 2 (J Term) 3 4 5 6 7 ER

7 8 9 10 T 11 g 18 Dr. Martin Luther King Jr. Day (No School) G 10 11 12 13 T 14 g

14 15 16 17 18 27 Last Day Term 2 (J Term) & J Fluence 17 T 18 19 20 21

21 22 23 24 25 28 Grading Day (No School) 24 25 26 27 28

28 29 30 31 29 Collaboration Day (No School) 31

January 2027 FEBRUARY 2027 June 2027

1 1 First Day Term 3 1 2 3 4

4 5 T 6 7 8 15 President's Day - Non Contract - No School 7 8 9 10 11

11 12 13 14 15 MARCH 2027 14 15 16 17 T 18 

18 19 20 21 22 15-26 Spring Break (No School) 21 g 22 23 24 25

25 26 27 T 28 g 29 APRIL 2027 28 29 30 31

8-9 Mid Year Reviews (No School) KEY

DAILY SCHEDULE MAY 2027 No School

11-12 Confluence 2: 8:45-10:30 am & 5:30-7:30 pm Holiday (No School)

13 Last Day Term 3|Artabration 1-3 pm|Students Released at 3 h Headwaters

14 Grading Day (No School) First & Last Day of School

17 First Day of May Term T First & Last Day of Term

31 Memorial Day (No School) ER Early Release

JUNE 2027 Confluence

End of Year Reviews (schedules will be sent out) g Grading Day (No School)

8 Senior's Last Day Collaboration Day (No School)

10 Graduation Student-Led Conference Day (No School)

17 Last Day of School ( ) Mid-Year Review (No School)

18 Juneteenth Holiday (No School)

21 Grading Day

Academy of Arts & Academics | 615 Main Street, Springfield, OR, 97477 | 541.744.6728
a3.springfield.k12.or.us

Approved per M. LeRoux 5-13-26 | Last Edit 8-26-26
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A3 2026-2027 Daily Schedules

Terms 1 and 3
MONDAY-THURSDAY
Period Start Time End Time

1 8:25 9:25
Nutrition Break 9:25 9:35

2 9:35 10:35
3 10:39 11:42

Lunch 11:42 12:14
Advisory 12:14 12:54

5 12:58 2:01
6 2:05 3:08
7 3:12 4:15

EARLY RELEASE FRIDAYS
All Fridays during Terms 1 & 3 are early release with 

the exception of the month of 
September, J Term and May Term. 

Period Start Time End Time
1 8:25 9:09
2 9:13 9:57

Nutrition Break 9:57 10:07
3 10:07 10:51

Advisory 10:55 11:35
Lunch 11:35 12:05

5 12:05 12:49
6 12:53 1:37
7 1:41 2:25

J and May Terms (Terms 2 and 4)
Daily Schedule Monday-Friday

No early releases during J and May Terms
Period Start Time End Time

AM 8:25 9:15
Nutrition Break 9:15 9:25

AM 9:25 11:42
Lunch 11:42 12:14

PM 12:14 2:00
Break 2:00 2:04

PM 2:04 3:20
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SEMESTER 1: Has two terms: Term 1 and Term 2 aka "J Term"

Term 1: September 9-December 10, 2026 (Traditional 7 block school day)
Confluence: December 8 and 9, 8:45-10:30 am and 5:30-7:30 pm*
*All students are required to do one morning and one evening session of Confluence.
 Parents and community are encouraged to attend Confluence.

Term 2 "J Term": January 5-January 27, 2027 (Intensive day long mini
term)

SEMESTER 2: Has two terms: Term 3 and Term 4 aka "May Term"

Term 3: February 1-May 13, 2027 (Traditional 7 block school day)
Confluence: May 11 and 12, 8:45-10:30 am and 5:30-7:30 pm*
*All students are required to do one morning and one evening session of Confluence.
 Parents and community are encouraged to attend Confluence.

Term 4 "May Term": May 17-June 17, 2027 (Intensive day long mini term)

Yes! A3's school year has two semesters, and each 
semester has two terms.

Semester 1 includes Term 1 and Term 2 aka “J Term”

Semester 2 includes of Term 3 and Term 4 aka “May Term”

Terms 1 and 3 follow our traditional 7 block schedule and 

culminate with Confluence.

Terms 2 and 4 are intensive, full day Mini Terms.

A3 has Terms and Semesters?
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Attendance Policy

Note: As a school of choice, our attendance expectations are 
greater than other Springfield Public Schools. On the transfer 
form, it states that A3 requires at least a 90% attendance 
rate. Transfers may be denied or revoked at any time for 
absenteeism.

Students are expected to attend school on a regular basis. 
Unexcused absences, irregular attendance (ORS339.065) and 
truancy may result in disciplinary action up to and including a 
citation and a fine for a class C violation (ORS 339.990). The 
school principal will determine if an absence is to be excused. 
Under Oregon Law (ORS 339.065), a principal may excuse an 
absence if it is caused by the pupil’s sickness, the sickness of an 
immediate family member when the student’s presence at home 
is necessary, or an emergency requiring the student’s absence; 
field trips or school approved activities; or medical or dental 
appointments. The principal may also excuse absences
for other reasons where satisfactory arrangements are made in 
advance of the absence. Confirmation of appointments, illnesses 
or emergencies may be required. After a third medical/illness 
absence, a doctor’s note will be required. Prolonged absence 
could result in reduction of grades or loss of credit required for 
graduation. Students may not attend school or school functions 
when excluded for disciplinary reasons or when they or others in 
the home have a communicable disease. Only a qualified health 
official may authorize attendance for the latter. As A3 is a school 
of choice, and transfers are required to attend, students must 
maintain at least an 90% attendance rate.

Attendance at Religious Instruction
Upon application by a parent or student having attained the age 
of majority (18 years or older), a student may be excused from 
school to attend a weekday school giving religious instruction. This 
instruction shall not exceed two hours in any week for elementary 
students or exceed five hours in any week for secondary students. 
(ORS 339.420)
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Harry Walters, Lead Custodian.
Harry grew up in Lake Forest, North Carolina, and attended
DuBois High School. After serving three years in the U.S.
Army, Harry made his way to Springfield in 1978. He has
worked with Springfield Public Schools for 20 years and
brings a lifetime of stories, humor, and perspective to the A3
community. Harry is the proud father of five children,
grandfather of ten, and great-grandfather of two. If you get
the chance to talk with Harry, take it. You’ll be glad you did.

Ruxandra Westra, Educational Aide. Ruxandra is an
Educational Aide at A3. She has a Master’s of Education
from the University of Oregon and a MA in foreign
languages from the University of Bucharest, Romania. She
has worked in the district for 20 years at Centennial
Elementary and Thurston High. Her passions are
mythology, archeology and anything to do with airplanes. 

Wendy Zacharias, Counselor. Wendy studied at LCC and
UO and then took off for a year of travel before returning to
NCC for her Master’s in School Counseling. She worked at
Sheldon High School, then Creswell High School as their
Counselor for many years before joining the A3 community
after its first year of operation. 

Meet our staff!

Ruxandra

Wendy

Harry



HEALTH SERVICES AND MEDICATIONS

Arrangements will be made for sick students to return home. 
All prescription medication must be brought to school by an 
adult, preferably the legal guardian or parent and counted in 
the presence of that adult and a person on the school staff. We 
will not be able to administer medication brought to school by 
the student. Medication will be checked in and kept in a locked 
cabinet in A3 office. A permission form, available from the office, 
must be completed and signed by the parent or guardian. Either a 
note from your physician or a new prescription bottle must verify 
changes in prescription medication. We are not allowed to take 
orders over the telephone from either the parent or a physician. 
If a dose of medication is missed that is usually given at home, 
we are not allowed to accept your call to give it to your student. 
You may come to school and administer the medication, or you 
may ask your physician to write an order to allow us to dispense 
medication in the morning.

Non-prescription medication means commercially prepared, 
non-alcohol based medication to be taken at school that is 
necessary for the student to remain in school. This shall be 
limited to eye, nose, and cough drops, cough suppressants, 
pain relievers, decongestants, antihistamines, topical antibiotics, 
anti-inflammatories, and antacids. A permission slip including 
the student’s name, the name of the medication, how it is to be 
given (by mouth, etc.), dosage and frequency of administration 
must accompany the medication and the medication must come 
to school in the original container or packaging. Parents are 
responsible for refilling the school’s supply of medication. We will 
notify you when the supply is getting low so you have time to refill 
the prescription. Ask the pharmacist to provide you with a bottle for 
home and one for school.

If the order calls for medication to be cut in half or otherwise 
prepared in some manner, parents are expected to have the 
medication properly prepared before bringing it to school. If you 
have questions or concerns you may contact our building Health 
Aide.
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STUDENT DRESS CODE
A3’s Student Dress Code supports equitable educational access and is written in 
a manner that does not reinforce stereotypes. To ensure effective and equitable 
enforcement of this dress code, school staff shall enforce the dress code 
consistently and in a manner that does not reinforce or increase marginalization 
or oppression of any group based on race, sex, gender identity, gender 
expression, sexual orientation, ethnicity, religion, cultural observance household 
income or body type/size. 

Basic Principle: Certain body parts must be covered for all students.

Clothes must be worn in a way such that genitals, buttocks, and nipples are 
covered with opaque material. Cleavage should not have coverage requirements. 
All items listed in the “must wear” and “may wear” categories below must meet 
this basic principle.

Students Must Wear:*
•	 Top
•	 Bottom
•	 Shoes: activity-specific shoe requirements are permitted (for example for 

sports), and socks are acceptable when using the P-Studio

* High-school courses that include attire as part of the curriculum 
(for example, professionalism, public speaking, and job readiness) may include 
assignment-specific dress, but should not include gender- or sex-based 
requirements, promote culturally-specific attire, or place undue economic burden 
on students. 
If attire is to be included in the grading rubric, acceptable dress must be provided 
by the school.

Students May Wear:
•	 Hats, including religious headwear
•	 Hoodie sweatshirts (over the head is allowed)
•	 Fitted pants, including leggings, yoga pants and “skinny jeans”
•	 Midriff-baring shirts
•	 Pajamas
•	 Ripped jeans/tights, fishnet tights
•	 Tank tops, including spaghetti straps, halter tops, and “tube” (strapless) tops
•	 Athletic attire

Students Cannot Wear:
•	 Violent language or images
•	 Images or language depicting drugs or alcohol (or any illegal item or activity) 

or the use of same
•	 Hate speech, profanity, pornography
•	 Images or language that creates a hostile or intimidating environment based 

on any protected class
•	 Helmets or headgear that obscures the face (except as a religious 

observance or health precaution)

*Language based on Oregon NOW (National Organization for Women) 
Model Student Dress Code.
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STUDENT RIGHTS AND RESPONSIBILITIES

At Academy of Arts and Academics, we adhere to the SPS Student Rights and 
Responsibilities as well as the following standards, designed to support our shared 
values:

Academic Integrity: Students are expected to put forth their best effort on tests 
and assignments. Assisting others is prohibited when it would constitute academic 
dishonesty. Academic dishonesty includes, but is not limited to, using or sharing 
prohibited study aides or other written materials on tests and assignments; sharing, 
collaborating, or communicating with others on tests or assignments, before or during 
tests or assignments, in violation of directions by the class instructor; and knowingly 
sharing false information or knowingly misleading another to reach a false answer or 
conclusion. Violation of the policy may result in discipline as deemed appropriate by 
the instructor or administration, based on the nature and seriousness of the offense.

AI Tools: We recognize that AI tools can be valuable resources for enhancing 
learning and supporting creativity. However, it is important to use these tools 
responsibly and ethically.

Acceptable Uses of AI: 
-Idea Generation: You may use AI to brainstorm ideas or explore topics related to your 
assignments. 

-Grammar and Style Checks: You may use AI tools to help refine your writing, 
including checking for grammar, spelling, and style.

Prohibited Uses of AI:
-Plagiarism: Submitting work generated entirely or largely by AI as your own is 
considered cheating and will not be tolerated.

-Unapproved Assistance: Using AI to complete assignments, quizzes, or exams 
without explicit permission is a violation of our academic integrity policy.

-Misrepresentation: Presenting AI-generated content as your own original thought, 
analysis, or creative work is unacceptable.

-Consequences: Any misuse of AI in a manner that constitutes cheating or academic 
dishonesty will result in a failing grade on the assignment, without the ability to refine.

Appropriate Audience Behavior: Members of the A3 community are expected to 
support each other during performances and assemblies by practicing appropriate 
audience behavior. Members of the A3 community who cannot do so will be excluded 
from performances and assemblies.

Before and After School Hours: Students may be in the building before and after 
hours only under the direct supervision of A3 staff. The building will be open from  
8:00 AM - 4:30 PM.

Censorship: The Academy of Arts and Academics is committed to a process of 
exploring the tensions between the right of free expression and the responsibility 
to be respectful to all members of a community. Staff may censor excessive and/
or gratuitous profanity, vulgarity, violence or sexual content, in course material or in 
student work. Parents, caregivers, and students should be aware, however, that A3 
does not always censor material used in classes or in productions.

Deliveries: Springfield Public Schools prohibits students to order food for delivery 
during school hours. 17



STUDENT RIGHTS AND RESPONSIBILITIES

Deliveries: Springfield Public Schools prohibits student ordering food for delivery 
during school hours.

Field Trips: Field trips may be scheduled for educational, cultural, or other 
extracurricular purposes. All students are considered to be “in school” while 
participating in district-sponsored field trips. This means students are subject to the 
school’s student conduct rules, applicable Board policy, and such other rules as may 
be deemed appropriate by the field trip supervisor.

Computer Policy: All students will have access to the school computers and are 
subject to the SPS SpringNet computer and internet policies. Students may not do 
any of the following: tamper with others’ accounts; knowingly introduce or create 
viruses; eat or drink near the computers at any time, before, after, or during school.

Food, Gum, and Drinks: While these items may be allowed in classes at certain 
times, this is a privilege that may be revoked, especially if tidiness becomes 
an issue. Any situation where these become a distraction to the educational 
environment may result in a loss of privilege. Food and drinks will not be allowed 
near computers, instruments, or inside the Performance Studio any time before, 
during, or after school.

Homework: Homework may be assigned to provide students an opportunity 
to practice independently what has been presented in class, to improve the 
learning processes, to aid in the mastery of skills, and to create and stimulate 
interest. Whatever the task, the experience is intended to be complementary to 
the classroom process. In most cases, A3 students have time to complete work 
in class, however if they are unable to complete their work in class that will be 
assigned as homework.

Identification Cards: All A3 students are issued an ID card. These cards must 
be carried at all times. The first card is issued at no cost to the student. If the 
card is lost or stolen, the student will be expected to pay $10 for a new card. 
Students must show their ID card if asked by any staff member (Academy of Arts 
and Academics staff, Emerald Arts Center staff, Wildish staff, or other SPS staff). 
Failure to do so is grounds for disciplinary action.

Internet Policy: It is a privilege to use the Internet. Students must sign the 
Springfield Public School SpringNet Internet Policy and must adhere to it. 
Students are not allowed to go to inappropriate sites, play computer games, send 
or receive instant messages (“IMs”), or go into chat rooms on school computers 
at any time, before, after or during school. Students who do not adhere to this 
policy will lose their computer privileges.

Loss or Damage to Personal Property: A3/SPS is not responsible for lost, 
damaged, or stolen personal property. The school is not responsible for 
reimbursing students for lost or damaged personal property. A Lost and Found 
area is located in the main office, and students should inquire there for missing 
items. Any articles found in the school or on district grounds should be turned in 
to the school office. Unclaimed articles will be disposed of throughout the year. 
Loss or suspected theft of personal or district property should be reported to the 
school office.

18



STUDENT RIGHTS AND RESPONSIBILITIES

Loss or Damage to School Property: A student may have the opportunity 
to check out school property (books or cameras, for example). The student is 
responsible for that property and for the cost of replacing the property if it is lost 
or damaged. In the case of loss or damage, the student will be billed for the 
replacement cost. The student may not elect to replace the equipment on his or 
her own.

Lunch (and Breakfast): As part of the Springfield Public School district, A3 
contracts with the district food services to provide breakfast and lunch to all 
students. These meals will be served in A3 Extension each day. Lunch and 
breakfast are free for all students. Students may purchase and eat lunch in 
restaurants in downtown Springfield, in the A3 Main Building in Studios 2 or 3 or 
any other classroom a staff member agrees to host students during lunch.

Off-Limit Areas: A3 students may use only Academy of Arts and Academics 
designated areas. Students must ask permission to enter faculty rooms or office 
spaces, including the second floor of the Extension Building. Students may not 
be in  buildings without adult supervision.

Passing Time Between Classes: There is sufficient time between classes 
for students to use the bathroom, retrieve materials, and get to their next class 
on time. During class time, students will be allowed to leave only during real 
emergencies. “Emergency” will be defined by the teacher. Bright Oak Meats 
during break is with TEACHER permission only-not front staff.
We have NO hall passes or bells.

Posters: Signs, banners, or posters that a student wishes to display must first 
be approved by the principal. Approved signage will be digitally produced - 
handwritten signage is not allowed. Signs, banners, or posters displayed without 
authorization will be removed. Any student who posts printed material without 
prior approval shall be subject to disciplinary action.

Profanity: Students are expected to use proper language. Profanity is not 
allowed unless artistically appropriate. “Artistically appropriate” will be defined by 
a staff member. 

Sign-In/Out: Students arriving to school later than the beginning of the first class 
period of the day are required to sign in at the front desk. Students departing 
campus before the end of the day for any reason other than a school sanctioned 
activity must sign out with parent authorization. Please see the front desk with 
any questions regarding the policies and procedures for signing in or out.

Skateboards/Bicycles: Academy of Arts & Academics has a custom-designed 
bike cage available to students who choose to bring their board to school. Boards 
are not to be used anywhere on campus at anytime and are not permitted in 
classrooms. The Campus Monitor will assign a  space in the cage and issue a 
combination lock to students on a first-come, first-served basis. Students who do 
not take responsibility to properly store their board during the school day will be 
required to leave their board at home.
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STUDENT RIGHTS AND RESPONSIBILITIES

Student Art: A3 believes in the rights of the artists over their work. 
Students have specific rights to their creations ACCORDING TO THE 
FOLLOWING GUIDELINES:
•	 Student paintings and drawings done in or out of class are the property 

of the student artist.
•	 Student DIGITAL FILES, including writings, photographs, videos, 

music, digital reproductions of paintings and drawings, are the property 
of the student. Students may purchase reproduced copies of their own 
work at cost or may be given free copies at the instructor’s discretion.

•	 However, A3 reserves the right to reproduce any digitally created or 
reproduced media done while the student attends A3, and that the 
student or student’s parent does not expressly deny reproduction of, for 
publicity or fund raising. Any funds earned as a result of selling student 
art, reproduced by A3 personnel on school media, at A3 sponsored 
events or on campus is at the sole discretion of the school and no 
compensation will be due the student artist. Students may have their 
art reproduced at A3 for a nominal fee (at cost), but the school cannot 
serve as the student’s agent for selling art work.

Tobacco/Nicotine: We are housed in non-smoking, non-vaping facilities. 
Smoking, vaping or possession of any tobacco products within the campus 
boundaries will be cause for disciplinary action, up to and including 
suspension.

Transcript Evaluation: Transfer credits and attendance may be 
accepted or rejected at the discretion of the district consistent with 
Oregon Administrative Rules and established district policy, administrative 
regulation, and/or school rules. 

Transfers: Transfers may be denied or revoked at any time for poor 
student behavior, tardiness, absenteeism (below 90%), providing false 
information, or for any other violation of the terms of the transfer. Students 
whose transfers are revoked are not eligible to reapply for one year.

Visitors/Shadows: Student may not invite a visitor without the consent 
of school staff at least three days in advance of the visit. Students visiting 
from other schools must also bring a letter from their parent or guardian 
and a letter from their school giving permission. Visitors (including alumni) 
must come immediately to the front office to sign in with the Campus 
Monitor. Alumni are asked to limit visits to lunchtime only. A3 students may 
not babysit younger family members or friends on school grounds before, 
after, or during school. Parents who wish to visit will need to be cleared as 
volunteers through Springfield Public Schools. 

Weapons/Drugs/Alcohol: In order to create a safe school environment, 
A3 follows the Springfield Public Schools policy. Weapon possession, 
drug possession, and alcohol possession or coming to school under the 
influence of illegal drugs or alcohol  will be grounds for disciplinary action, 
up to & including expulsion.
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Personal Electronic Devices and Social Media 

SPS Policy Social Media

Students may not access social media websites using district equipment, while 
on district property, or at district-sponsored activities, unless the access is 
approved by a district representative.

The district will not be liable for personal electronic devices brought to district 
property and district activities. The district will not be liable for information or 
comments posted by students on social media websites, when the student is not 
engaged in district activities, and not using district equipment.

Students found in violation of the personal electronic device use and possession 
prohibitions of Board policy, JFCEB – Personal Electronic Devices and Social 
Media, or any rules established by the building administrator will be subject to 
disciplinary action. The device may be confiscated and will be released to the 
student’s parents.

The taking, disseminating, transferring, or sharing of obscene, pornographic, 
lewd, or otherwise illegal images or photographs, whether by electronic 
data transfer or otherwise (commonly called texting, sexting, emailing, etc.) 
may constitute a crime under state and/or federal law. Any person taking, 
disseminating, transferring, or sharing obscene, pornographic, lewd, or otherwise 
illegal images or photographs will be reported to law enforcement and/or other 
appropriate state or federal agencies, which may result in arrest, criminal 
prosecution, and lifetime inclusion on sexual offender registries.

The district will not be responsible for the loss of, or damage to, personal 
property.

Cell Phones and Other Electronic Devices

Springfield Public Schools requires all students to keep personal electronic 
devices off and away from bell to bell, including during passing periods and 
lunch. At A3, cell phones, smart watches, headphones/earbuds, smart glasses, 
tablets, and other internet-connected personal devices must remain turned off 
and stored in a backpack or in the front office device storage area from 8:25 
a.m. to 4:15 p.m. Students with approved medical or disability-related needs 
may have exceptions through an IEP, 504 Plan, or other school-approved 
accommodation.

Students who do not follow this expectation will receive a warning and have the 
incident documented. Continued violations will result in the device being secured 
in the front office for the remainder of the day and a parent/guardian being 
contacted for pickup. Repeated violations may result in an administrator referral, 
parent/student meeting, and an individualized device-use agreement.
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Assessment
 
The Academy of Arts and Academics’ assessment and graduation 
process prepares students to do the work required in college and the 
workplace. Students graduate by successfully demonstrating their 
proficiency through portfolios, exhibitions, final grades and performances. 
A3 also has made a commitment to communicating with parent(s)/
guardians(s) about student progress. Parent(s)/guardians(s) will receive 
assessment information several times during the school year. Parent(s)/
guardians(s) are encouraged to contact a student’s Writing Group 
teacher for additional information.   	
                                	
Earning Credits

Students at The Academy of Arts and Academics earn credits in 
designated curriculum areas based upon the successful completion of a 
course of study. Credits will be awarded based on the depth and breadth 
of the state content and skills standards addressed in the curriculum area 
during a term of study.

Essential Skills

Beginning in 2012, the state began phasing in requirements for students 
to demonstrate that they are proficient in certain “essential skills” – skills 
that are deemed critical for future success – before they are awarded the 
diploma. These skills are:

	 •	 The ability to read and comprehend a variety of texts
	 •	 The ability to write clearly and accurately
	 •	 The ability to apply mathematics in a variety of settings

Exceeds: Num. Score = 4, Grade = A
Proficient: Num. Score = 3, Grade = B
Approaching: Num. Score = 2, Grade = C or Pass
Not yet: Num. Score = 1, Grade = No Pass, Credit may be denied

The Graduation requirements at A3 are designed around the standards 
for acceptance at an Oregon University (typically UO). A3 offers many 
opportunities to support those students who are struggling with their 
course work—both in academics and in STEM/arts electives. For 
those students that require it, additional time will be dedicated for 
academic support in the afternoon. If a student fails to pass a graduation 
requirement with a C- or better, the course may need to be repeated.
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Credit for Proficiency

In addition to credit by completing classroom or equivalent work, a student may 
receive credit toward a diploma or a modified diploma by one or more of the 
following options, if the student demonstrates defined levels of proficiency or 
mastery of recognized standards:

1. Classroom or equivalent work that meets Common Curriculum Goals and 
academic content standard required by OAR 581-022-2030;
2. Classroom or equivalent work;
3. Passing an appropriate exam;
4. Providing a collection of work or other assessment evidence; and/or
5. Providing documentation of prior learning experiences.

A student may not use credit by examination to regain eligibility to participate in 
extracurricular activities.

Academic Help/Support

If a student is struggling in a class there are several options to obtain help. 
-Ask your teacher for help. Most teachers are available before and after school 
and by appointment. Your teacher is going to be able to help you, and they know 
the curriculum. This can be done via email or direct conversation.

-Use your peer partners or group members. Your peers are a valuable resource. 
Use them. 

-Ask your Advisory for help. Students see their advisors nearly everyday, they are 
there to help. 

-Use Google Classroom and/or Synergy as a resource. Assignments are typically 
attached and class notes/directions can be found in Google Classroom. 
After school academic help – Tuesday Tutoring.

Conferences

Student-Led Conferences happen in October. Each student is responsible for 
arranging a conference with teachers and parents to discuss their learning and 
the progress through the EDCRO process.
                                                        	
Mid-Year Reviews 

Mid-Year Reviews happen in April. Each student is responsible to present 
specific evidence of their learning through the EDCRO process to their Advisory 
teacher and a parent/guardian
                                                        	
End-of-the-Year Reviews 

End-of-the-Year Reviews are scheduled for June. Each freshman student is 
responsible for arranging a conference with teachers and parents to discuss 
their learning and the progress through the EDCRO process. Sophomores and 
juniors present not only academic, but also artistic progress in front of a panel of 
specifically chosen art professionals. Seniors present to their peers, parents, and 
teachers. 23



Earning Your Diploma

The Academy of Arts and Academics and Springfield Public Schools 
believes that student success is our most important outcome. We are 
committed to upholding the dream of opportunity for each of Springfield’s 
children, and we stand behind our vision of “Every Student a Graduate 
Prepared for a Bright and Successful Future.” In 2007, the State Board 
of Education adopted new Oregon high school diploma requirements. 
These new requirements were designed to ensure that all students 
have the skills necessary for success in the 21st century. For complete 
information please see our Curriculum Guide on our website. 
 
Credit Requirements (24 total)

	 •Language Arts: 4 credits
	 •Math: 3 credits (at the Algebra 1 level and higher)
	 •Science: 3 credits (scientific inquiry, 2 with lab experiences)
	 •Social Science: 3 credits
	 •Health: 1 credit
	 •PE: 1 credit
	 •Second Language/Art/Career & Technical Education: 3 credits
	 •Personal Finance Education: 0.5 credit
	 •Higher Education and Career Skills Paths: 0.5 credit
	 •Electives: 6 credits

ON TRACK TO GRADUATE OVER FOUR YEARS

End of Grade Minimum credits in correct 
subject areas

9 6 credits

10 12 credits

11 18 credits

12 24 credits

24
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Graduation Requirements 

The Board establishes graduation requirements for the awarding of a high 
school diploma, honors diploma or modified diploma which meet or exceed state 
requirements.

A student may satisfy graduation requirements in less than four years. The 
district will award a diploma to a student fulfilling graduation requirements in 
fewer than 4 years if consent is received by the student’s parent or guardian or 
by the student if they are 18 years of age or older or emancipated.

Students will have onsite access to the appropriate resources to achieve a 
diploma or a modified diploma at each high school. The district provides age-
appropriate and developmentally appropriate literacy instruction to all students 
until graduation.

The district may not deny a student the opportunity to pursue a diploma with 
more stringent requirements than a modified diploma or an extended diploma for 
the sole reason the student has the documented history listed under the modified 
or extended diploma requirements.

The district may award a modified diploma to a student only upon the written 
consent of a student who is emancipated or who has reached the age of 18 at 
the time the modified  diploma is awarded, or the student’s parent or guardian. 
The district shall receive the written consent during the school year in which the 
modified diploma is awarded. 

A student shall have the opportunity to satisfy the requirements for a modified 
diploma in the later of 4 years after starting the ninth grade, or until the student 
reached the age of 21, if the student is entitled to a public education until the age 
of 21 under state or federal law.

A student may satisfy the requirements for a modified diploma in less than 
4 years but not less than 3 years. To satisfy the requirements for a modified 
diploma in less than 4 years, the student’s parent or guardian or a student who 
is emancipated or has reached the age of 18, must provide written consent 
which clearly states the parent, guardian or student is waiving the fourth year 
and/or years until the student reaches the age of 21. A student in good standing 
who qualifies to receive or receives a modified diploma will have the option of 
participating in a high school graduation ceremony with the student’s class.

A student who received a modified diploma shall have access to instructional 
hours, hours of transition services, and hours of other services that are designed 
to meet the unique needs of the student, and when added together provide a 
total number of hours of instruction and services that equals at least the total 
number of instructional hours that is required to be provided to students who are 
attending a public high school.
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Graduation Requirements

A student who received a modified diploma shall have access to 
instructional hours, hours of transition services, and hours of other 
services that are designed to meet the unique needs of the student, and 
when added together provide a total number of hours of instruction and 
services that equals at least the total number of instructional hours that 
is required to be provided to students who are attending a public high 
school.

The district will award to students with disabilities a document certifying 
successful completion of program requirements. No document issued to 
students with disabilities educated in full or in part in a special education 
program shall indicate that the document is issued by such a program. 
When a student who has an IEP completes high school, the district will 
give the student an individualized summary of performance.

Eligible students with disabilities are entitled to a Free Appropriate 
Public Education (FAPE) until the age of 21, even if they have earned 
a modified diploma. The continuance of services for students with 
disabilities for a modified diploma is contingent on the IEP team 
determining the student’s continued eligibility and special education 
services are needed.

The district may not deny a diploma to a student who has opted out 
of the statewide assessment if the student is able to satisfy all other 
requirements for the diploma. Students who opt-out will need to meet 
the Essential Skills graduation requirement using another approved 
assessment option.

Students and their parents will be notified of graduation and diploma 
requirements through the high school curriculum guide.

Glossary

A3 Campus: A3 students may attend classes at a variety of locations in 
downtown Springfield. Our Campus Monitor patrols the area to keep our 
kids safe. A3 spans the entire block between 6th and 7th with our Main 
Campus at 615 Main and our Extension Building at 665 Main Street.

A3 Culture: A3’s educational philosophy: All students are capable 
of success and growth and have the right to unimpeded education. 
Everyone participates as a leader, learner and teacher. Mistakes are the 
pathway to success. 

Advisory: A daily class focusing on various modes of writing. Teachers 
also serve as mentors to help students advocate for their needs. Parents 
can contact their student’s writing group teacher with any questions 
regarding their school experience. 

Artabration: A celebration of our students’ exceptional work, both 
academic and Arts Core. Open to the public, parents are encouraged to 
attend. Artabration is usually performed before a significant vacation a 
maximum of 3 times a year. Check the school calendar for dates. 27



Glossary

College Credit Classes: We offer “College Now” classes taught by 
A3 teachers in which students can earn college credit. Junior and 
senior students may have the opportunity to enroll in classes at Lane 
Community College or University of Oregon as part of their daily 
schedule if it fits as part of their four year plan four year plan and is 
approved by the district.

Community Agreements: These agreements define the expectations of 
interaction within the A3 community. See page __

Confluence: A two-day, multi-faceted event that synthesizes work 
from the semester in large-scale projects and performances, and is a 
demonstration of the knowledge students have learned. Families and 
the public are HIGHLY encouraged to attend. These performances are 
students’ finals and are mandatory.
 
EDCRO: This acronym stands for Explore, Design, Create, Refine, 
and Own, and is the process students need to follow when developing 
work both academic and in the arts. Students are expected to follow 
and articulate this in their Student Led Conferences, Mid-Year Reviews, 
EDCRO Student Reviews, panels and Confluence. 

Expanded Options Program: By February 15th, the high school will 
send a notice to students and parents about the Expanded Options 
Program (EOP) explaining eligibility requirements. A student may apply 
to, and be accepted by, a post-secondary institution through the EOP. If 
accepted and if a student wishes to take an eligible course through this 
program, a student must notify the district no later than May 15th of that 
year. The selected student will meet with an advisory team to establish 
goals and develop an educational learning plan. 

Grading: A system to measure student learning rather than assignment 
completion. Teachers have written learning targets that define outcomes 
of student learning. These targets are assessed on a 4-point scale.

Headwaters: A school-wide community-building activity at the beginning 
of the school year to engage students and introduce the culture of A3 to 
our new students.

Honors: Students with a score of 4 in their major receive honors (See 
Major). 

Humaniqueries: A blending of Humanities—language arts, social 
studies, geography and philosophy, with Inquiries—a project-based 
learning environment integrating math and science. Our curriculum for 
these classes is highly integrated with Language Arts, Social Sciences, 
and Science. 

Internship Program: Juniors and seniors are encouraged to participate 
in internships at local businesses during J Term, May Term or by 
placement during Term 1 and Term 3.
28



Glossary

Integrated Learning: Used when teachers combine multiple subjects 
to teach our students. Humanities and Inquiries (Humaniquieries) are 
examples of this method.

J-term (Term 2): A four-week period during January. Students attend 
intensive classes during this time. Juniors and seniors have the 
opportunity to do an internship in the community.

J-fluence: J-term’s end performance showing our students’ process 
and learning in their classes and internships. These performances are 
students’ finals and are mandatory.

Late Start: With the exception of week one, J term and May Term, A3 
has late starts every Friday. Class begins at 10:25 am on Fridays. These 
late starts are used for staff collaboration.

Learning Targets: Statements teachers use for their class that defines 
the outcomes a student is expected to to demonstrate at the end of the 
term.

Majors: All students are expected to declare a “major” as an area of 
focus in their sophomore year. Major areas are Performing Arts, Visual 
Media Arts, STEM, and Liberal Arts. These can change on a yearly 
basis and do limit the classes a student can take. Mid-year Review: See 
“Student Reviews.” 

May Term (Term 4): A four week period from the middle of May to the 
end of the school year. Juniors and seniors have the opportunity to do an 
internship in the community. 

May-fluence: May Term’s end performance showing our students’ 
process and learning in their classes and internships. These 
performances are students’ finals and are mandatory.

Ones and Twos: Freshmen and Sophomores (ones) Juniors and 
Seniors (twos.)

Panels: Experts and stakeholders make up panels who give student 
teams critical feedback on their Confluence learning and products weekly 
leading up to Confluence. For students these panels are mandatory and 
cannot be made up. 

Proficiency-based grading: A system to measure student learning 
rather than assignment completion. Teachers have written learning 
targets that define outcomes of student learning. These targets are 
assessed on a 4-point scale.

Project-Based learning: Project-based learning is a system where teachers 
provide an authentic, real-world question or problem to solve and students create 
a method for demonstrating an answer to the question or to solving the problem.
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Glossary

Senior Project: All students are expected to perform a “capstone” 
project that is ideally tied to their major or their focused course of study. 
All capstone projects will have some form of public demonstration, either 
as a recital, curated display, or a performance, depending on the form 
the project takes. Students will work with mentors and their Advisory 
teachers to formulate and realize these capstone events that are 
required for graduation.

Student Reviews: Three times a year students present evidence of 
their learning and progress academically, artistically and as community 
members. Parent attendance is required at these sessions. Students 
begin collecting work samples and documentation of attendance and 
grades when they first arrive at A3. This material forms the basis from 
which they are able to reflect upon the progress of their learning and 
behavior during their time at A3. Conferences are arranged through the 
student’s writing group teacher. 

	 •STUDENT-LED CONFERENCES: Early October — For new 
students this provides an opportunity for them to check in on their 
work and success early in the year. This could include, current grades, 
transcript review,  attendance review, goals, plans for future and review 
of course work and the EDCRO process.

	 •EDCRO REVIEW (aka MID-YEAR REVIEWS): Early March—
Student presentations focus on learning committed to the EDCRO 
process. They demonstrate this through artifacts of both their art and 
academics. For juniors and seniors these are juried reviews in which 
they include presentations of learning tied to specific arts or science and 
is a dry run for their final senior juried review. This could include, current 
grades, transcript review, attendance review, goals, plans for future and 
review of course work and the EDCRO process.

	 •END OF THE YEAR REVIEWS (EDCRO/JURIED REVIEWS): 
Mid June — Freshmen present in front of parents and supporters/
mentors on the EDCRO process up until this point in their high school 
careers. Sophomores and Juniors have juried reviews which also include 
arts and science professionals. Seniors present a reflection of their 4 
year journey to classmate, parents and staff.

Synergy: Synergy is Springfield Public School’s student information 
system. Parents and students can access through ParentVue and 
StudentVue to see attendance history and other student data.

V.O.M.P: A3’s conflict resolution process which stands for: Vent, 
Ownership, Mirror, Plan. 
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Be Present Speak Up Be Open Equity 
Matters

Classroom/
Meeting 
Spaces

- Contribute 
positively during 
your classes
- Ask for help 
when needed
- Engage in 
classwork
- Be on time 
and attend 
every day

- Follow 
classroom 
expectations
- See something, 
say something
- Use your voice

- Be prepared
- Be 
academically 
aware
- Be open 
to other’s 
perspective
- Listen deeply 
to peers and 
adults

- Allow for 
every voice to 
be heard
- Contribute 
together - work 
together in 
a way that 
highlights your 
skills
- Advocate for 
those needing 
help
- Assist people 
around you to 
access learning
Respect people 
and property

Hallways

- Be aware of 
others and the 
space around 
you
- Make sure you 
are on time
- Keep areas 
clean
- Step aside to 
let others pass

- Use appropriate 
language and 
voice volume
- Respect all 
types of displays
- Maintain 
appropriate 
personal space

- Walk safely
- Acknowledge 
others in a 
positive manner
- Make healthy 
food choices

- Make room for 
others
- Allow for 
people to walk 
at their own 
pace

A3 Community Agreements Matrix

Be Present is defined as being ready to actively engage and 
participate in school and classroom activities. 

Speak Up is defined as being conscientious and building a safe 
community by sharing your ideas, thoughts, and concerns 
 with the larger community.  Speaking Up may occur in a verbal and/or 
nonverbal approach.

Be Open is defined as actively listening and considering others 
perspectives in a non-judgemental way, accounting for 
facts versus making assumptions, free from blame, shame, judgment, or 
excuses. 
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Be Present Speak Up Be Open Equity 
Matters

Outside

- Stay on the 
sidewalk
- Cross at the 
crosswalk during 
the appropriate 
time
- Be aware of 
surroundings 
and passing cars
- Stay within 
A3 boundaries 
during school 
hours

- If you see 
something, say 
something; report 
safety concerns 
to staff.
- Foster positive 
relationships 
with neighboring 
businesses
>Use neutral-
positive language 
> Utilize 
businesses for 
their intended 
purpose 

-Be thoughtful 
about where 
you are 
standing or 
gathering

-Provide room 
for other people 
to pass on the 
sidewalk

Lobby

- Practice 
appropriate 
language and 
volume while in 
the lobby
- Recognize 
that the lobby 
is a work space 
for the staff and 
entry way for 
everyone
- Return to class 
quickly 
Clean up/
Recycle after 
yourself

Help model for 
your peers to 
speak at low 
voice levels  
Use the 
appropriate tone 
of voice. 

- Embrace 
opportunities 
to get to know 
fellow students 
and staff

- Provide space 
for staff and 
students to pass 
in the hallway

Restrooms

- Use facilities as 
intended 
- Be present only 
as needed: use 
restroom, wash 
hands, return to 
class
- Use between 
classes when 
possible

- Keep 
conversations 
positive
- Give others 
privacy 
- Report 
vandalism or 
problems to staff

- Allow people 
to use the 
bathroom 
they’re most 
comfortable 
using.

- Prioritize 
access to 
accessible 
bathrooms for 
those who need 
them
- Be aware of 
how your actions 
impact others’ 
accessibility; 
e.g., PDA, 
smoking, 
vaping, strong 
fragrances 
-Keep area clean 
and conserve 
resources

A3 Community Agreements
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Be Present Speak Up Be Open Equity 
Matters

Parking Lot

- Use sidewalks
Be aware of 
surroundings 
and cars 
entering/exiting
- Drive 
distraction free
- Manage time 
responsibly by 
getting to class 
promptly
- Apply for permit 
before parking in 
the lot

- Report hazards 
and accidents 
- Report 
unfamiliar 
persons loitering 
in lot

- Check with 
known students 
to determine 
if they need 
support (not 
strangers)

- Use 
designated 
student parking 
spaces
- Be mindful 
of pedestrians 
and observe 
5 mph speed 
limit

Whole 
School 
Events

- Be an active 
participant
- Prepare 
accordingly
- Be an active 
listener during 
performances

- Be curious and 
ask questions 
about other 
student’s work
- Engage in 
meaningful 
conversation

- Be inviting to 
visiting guests
- Be curious 
about unfamiliar 
topics
- Be supportive 
of other 
students

-Intend to hold 
space for all  
participants
- Limit side 
conversations
- Allow for 
everyone to 
have a voice

Shared 
Resources

- Only use when 
necessary
- Use equipment 
as intended

- Ask for help 
on how to use 
equipment 
appropriately

- Take turns 
with equipment 
in a timely 
manner

- Be aware of 
the time and 
resources 
used
- Return 
borrowed 
equipment in a 
timely manner

Technology: 
Personal 
Devices

- Limit usage
- Respect 
classroom 
guidelines for 
phone usage

- Return lost 
property 
to front desk
- Report 
cyberbullying

- Engage 
meaningfully 
with classroom 
teacher and 
content (e.g. 
phone down 
and away)

Respect other 
people’s property 
and privacy
Speak with teacher 
if there is a unique 
consideration 
for phone use 
(e.g. work 
schedule, family 
medical, special 
accommodations)

Conference 
Room 

Meetings

- All voices 
need to have an 
opportunity to be 
heard

A3 Community Agreements
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Be open to outcome, but not attached to nor afraid of it
Keep students/colleagues at the heart of all decisions
Suspend assumptions
Suspend judgement in process
Consider better options than your initial ideas

BE PRESENT

BE OPEN

SPEAK UP

Academy of Arts & Academics
Community Agreements

Be conscientious about class/meeting behavior
Limit side talk
Tune in to purpose, intention, and outcome
Ask clarifying and probing questions
Engage and follow through
Observe email protocols

Tell your truth without blame, shame, or excuses
Mistakes are learning opportunities
Separate feedback on process from personal hurt
Pay attention to heart and meaning
Be conscientious about compassion and straight talk
Listen to understand, not to defend
Be aware of humor/implications of sarcasm
Talk straight when affected, then LET IT GO

Discussions, behaviors, and practices should be
founded in equity and inclusion for all, and should
actively avoid tokenism.
We are conscientious of our own biases and privilege
and have a willingness to set those aside

EQUITY MATTERS

WE COMMIT TO DOING OUR BEST. EVERY DAY. EVERY TIME WE ENGAGE.
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Conflict happens. Most of us don't like it, but it is part of the reality of
working with others. When you are faced with a conflict with another
individual it is important that you address it. Ignoring it won't make the
problem go away; instead, it will usually make the problem worse. 

 VENT
It is unhealthy to keep things bottled up and unresolved, and it
usually makes the problem worse. When venting, it is important to
use "I" statements. For example: "When you said .... I felt that you
were making fun of me."  Each person needs to be heard; when
you aren't venting, you should be actively listening. Listening is
vital to the success of resolving conflict. If you are the one
venting, it is important to speak in a calm and controlled manner,
and think about the impact of the words you choose to say.

OWN
Conflicts aren't one-sided. Even in cases where it seems that
one person is clearly "in the wrong," both people have an
investment in resolving the conflict. This is how both people
can take ownership of the conflict. 

MIRROR means standing in the other person's shoes, and
seeing the conflict from their perspective. This step elicits
empathy and allows us to see the effects our words and
actions have on others. Can you see this conflict from their
point of view?

The last step in the V.O.M.P. process is to create a plan to
avoid future conflicts. It is important that both sides create
and agree with this plan. A good plan is respectful, satisfies
both sides, and outlines strategies for dealing with future
conflicts. 

If you have a conflict with another person, just V.O.M.P!

V .O .M .P .

VENT. OWN. MIRROR. PLAN.

MIRROR

PLAN
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THINGS THAT ARE NOT COOL WHEN YOU’RE AN AUDIENCE MEMBER:

At A3 you will constantly switch between the role of presenter and
audience. It’s the duty of the audience to create and maintain a

respectful, receptive environment for the presenter. Your behavior as an
audience member is part of your grade. Be cool. 

THINGS THAT ARE COOL WHEN YOU’RE AN AUDIENCE MEMBER:

Sitting quietly with
eyes on stage.

Appropriately responding to
and engaging with the

presentation.

Heckling. Texting or looking
at your phone.

Participating in any
type of sporting event.

Busting out any kind of
musical instrument.
Even an accordion.

Whispering. We can
hear you. Promise.

Silencing and putting
phone away.

Reciting a monologue.
Please wait your turn. 

A3 AUDIENCE ETIQUETTE

Hovering your finger
super close next to

someone and singing “I’m
not touching you.”
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WHAT IS EDCRO?

EXPLORE.
DESIGN/DEFINE. 
CREATE.
REFINE. 

OWN.

FRESH AN EDCRO RE IEW  SOPHO ORE/ NIOR RIED RE IEWS 
 SENIOR EDCRO RE IEW

HABITS
GRADUATE

of the
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What’s your CREDO? EDCRO.

A3 IS ORGANIZED AROUND FIVE “HABITS OF THE GRADUATE,”

SCHOLAR
ARTIST
CITIZEN

OWN

REFINE

DESIGN
CREATE

EXPLORE
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Making Quality Decisions
GOOD DECISIONS MAKE SENSE, FEEL RIGHT

A3 IS ALSO PARTNERS

Frame 1: 
OWN. You’ve got to own the 
problem. DECLARE that it’s 
yours to solve.
EXPLORE. Look for options, 
FRAME the question.

Frame 2:
DESIGN & CREATE. 
Declare values, use 
good reasoning, 
BUILD a decision 
basis.

Frame 3 & 4:
OWN. Make a decision & COMMIT TO 
FOLLOW THROUGH.
REFINE: evaluate & improve on the 
material, consider what’s left to know, 
re ne previous content.
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Habits of  the Mind 
THE 16 HABITS OF HIGHLY EFFECTUAL PEOPLE 
by Arthur Costa & Bena Kallick

1. 
Persisting

2. 
Managing 

Impulsivity

3. 
Listening To 

Others—With 
Understanding 

and Empathy 

The following excerpt is reprinted from the Costa & Kallick article, “16 Habits of Mind.” 
See also Costa & Kallick, “HABITS OF MIND: A DEVELOPMENTAL SERIES.”
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4. 
Thinking 
Flexibly

5. 
Thinking 

About 
Our Thinking

(Metacognition)

6. 
Striving For 

Accuracy and 
Precision

7. 
Questioning and 
Posing Problems
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8. 
Applying Past 
Knowledge to 

New Situations

9. 
Thinking and 

Communicating 
with Clarity 

and Precision

10. 
Gathering Data 

through 
All Senses
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11. 
Creating, 

Imagining, and 
Innovating

12. 
Responding with 

Wonderment 
and Awe

14. 
Finding Humor

13. 
Taking 

Responsible 
Risks
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16. 
Learning 

Continuously

15. 
Thinking 

Interdependently
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How to Format Written Work

 First and Last Name
Date
Class/Subject

Title
This is a sample showing how all written work must 

be formatted. You will always use 8.5” x 11” paper. Your 
name, the date, and class/subject always go in the upper 
right corner of the paper. You always use the title line to 
name your paper or to explain what the assignment is.

WHEN WORD PROCESSING, USE:

IF YOU USE PHOTOS, ILLUSTRATIONS, OR GRAPHICS

WHEN WORD PROCESSING IS NOT AVAILABLE

SOME BASIC CORRECTION SYMBOLS
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  FOR AUTHORS:     
          

           
        

FOR TITLES:         
        

            
        

How to Cite Your Sources in the Body 
of your Paper and in your Presentation
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How to Write a Resource List/
Works Cited List

Sample Resource List:
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Public Speaking Checklist

Use this list as you prepare for your presentation.  Then use the speaking rubric to assess your rehears-
als.  Preparation is the key to effective public speaking.

VOICE}
BODY POSTURE}

EYES}
LANGUAGE}

NOTES}
CONTENT}

VISUAL AIDS}
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Presentation & 
Demonstration Scoring

No Some-
what Yes Far 

Beyond

 
     

   

      

   

     
    

    

     

      
   

      
 

     
 

      
    

    

P
R
E
SE

N
TA

TI
O
N
..
.

C
O
N
TE

N
T.
..
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YOUR FIRST TASK IS TO LOCATE USEFUL SOURCES OF INFORMATION.  
        

           
              

            
               

            
            

            
               

              
               

     

ONCE YOU HAVE GATHERED YOUR RESOURCES       
               

             
              

          
               

           
               

              
             

               
               

             
         

     
     
          
    
            
  
           

             
            

The A3 Guide to Research

1. 
  Gathering your 

Sources

2. 
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YOU DO NOT BEGIN TO WRITE

YOUR THESIS:
        
      
           
           

      
            

               
           

               
  

              
   

HOW TO AVOID PLAGIARISM
              

           
         

            
         

               
        

            
             

             
              

      
   

   
     

3. 
   Composing 

your Research
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