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Student/Parent Handbook

School@Home for Grades 9-12

School@Home for Grades K-8
High School Supplementary Students

Visit our website for additional information and application links   http://www.evscschools.com/evscva
1901 Lynch Road                Evansville, IN 47710            812-435-8280

Mrs. Staci Herrin, Director of EVSC Virtual Academy 812-435-0939

Dr. Velinda Stubbs, Deputy Superintendent of Teaching and Learning

Mrs. Darla Hoover, Director of High Schools

“Our Virtual Academy works well due to the infusion of human interaction with virtual/digital self-paced curriculum.  Otherwise, without the human interaction, one simply has packets displayed on screen.”    - Superintendent Dr. David Smith  
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  Dear Students and Parents,                               

  Welcome to the EVSC Virtual Academy,


You are enrolled as a K-12 School@Home student or a high school supplementary student.  Your teacher will correspond with you through email and other communication tools.  You will need regular access to a computer with internet and a printer.  The teachers will set guidelines for your completion of each unit, and he/she will contact you and your parent/guardian and/or learning coach if you fall behind in your progress.  You are also encouraged to correspond with your teacher(s) if you have questions or concerns.

  The courses are set for Mastery Based instruction which will allow you to proceed through each unit’s instructional content, quizzes, and unit tests.  You must score at least 70% on an assignment, computer-graded quiz or test to proceed to the next lesson.   If you score 70% or better, the assessment cannot be reset for a better score, but it will allow you to progress to the next lesson. It is important to study and prepare before taking the assessments to be able to achieve your best possible score.  Your teacher will monitor your progress and offer assistance and remediation as needed.  If you do not achieve mastery on the third attempt of a computer graded quiz or test, you will need to ask your teacher for intervention with instruction and redo the lesson and assessment.  The teacher may ask you to send your notes or study guides and/or attend a study session.  
  Students must meet regularly with the teacher and parents/guardians are encouraged to monitor the work of their student and offer encouragement throughout the course.  All high school students will attend a progress check with their teacher at the end of Unit 1 for each course and additional units as scheduled by the teacher.  Students enrolled in the K-8 program will meet as directed by their teachers.

  School@Home students will be required to attend an instructional session early in the semester as scheduled by the teachers to ensure an understanding of research and documentation techniques.

  You and your parents/guardian are welcome to contact our office and teachers if you have questions or need assistance.   

  Sincerely,

  Staci Herrin





Director of EVSC Virtual Academy




812-435-0939






staci.herrin@evsck12.com 

  Cheryl Blythe

  Secretary

  812-435-8280

  cheryl.blythe@evsck12.com 
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EVSC Virtual Academy Faculty and Staff Information

Staci Herrin





Cheryl Blythe
Director of EVSC Virtual Academy



Secretary
(812) 435-0939





(812) 435-8280

staci.herrin@evsck12.com 



cheryl.blythe@evsck12.com
Jo Burns






Lauren Minor

Grades K-3 and Grades 7 & 8 Daily Support


Grades 4-6 and Special Education Resource

812-435-8439





812-435-8439

jo.burns@evsck12.com




lauren.minor@evsck12.com
Debra Forrest





Susan Garwood
Grades 7-12 English




Grades 7-12 Math
812-435-8439





812-435-8439
debra.forrest@evsck12.com



susan.garwood@evsck12.com
Teri Sanders





Rachel Whitledge

Grades 7-12 Science




Grades 7-12 Social Studies

812-435-8439





812-435-8439

teri.sanders@evsck12.com



rachel.whitledge@evsck12.com
Jeanine Minor


  


 Claudia Kinnaird
                   


Business Electives 




 Spanish

                    

jeanine.minor@evsck12.com 
   


 claudia.kinnaird@evsck12.com       
Darby Hurley
PE/Health

darby.hurley@evsck12.com
	Virtual Academy Teacher Schedule

	
	
	
	
	
	

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	
	

	7:30-12:30


	Burns

K-6

7-8
	Burns

K-6

7-8
	L. Minor

K-6

7-8
	L. Minor

K-6

7-8
	Flex

	7:30-12:30
	Sanders

Science
	Sanders

Science
	Flex
	Garwood

Math
	Whitledge Social Studies

	12:00-5:00
	Forrest

ELA
	Forrest ELA

	Garwood

Math
	Whitledge Social Studies
	Flex



	Mrs. J. Minor, Mrs. Kinnaird and Mrs. Hurley are stipend teachers who will be available after the school day on one day each week as posted in the Apex announcements section of the student dashboard.
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Notes and Reminders

Students will participate in assessments as determined by the EVSC.  This includes ILEARN, IREAD, and NWEA.

Grades K-8 Virtual Academy Overview
Teachers will assign lessons weekly in Language Arts, Math, Social, Studies and Science as appropriate for the grade level.  The assignments are based on the EVSC Curriculum maps and will follow the 9 week grading period program.  

Lessons to help prepare students for state testing will be provided throughout the year.  Students will participate in assessments as determined by the EVSC.


Academic integrity is very important.  Cheating on assessments or plagiarism on written assignments will not be tolerated and may result in immediate removal from the program. 

The current Virtual Academy teachers are:  
Jo Burns  – Grades K-3 and Grades 7 & 8 Daily Support  –                           jo.burns@evsck12.com
Lauren Minor  – Grades 4-6 and Special Ed Resource  – lauren.minor@evsck12.com
The high school teachers will serve as teachers for grades 7-8 in Math, Social Studies, and Science.

EVSC Virtual Academy Code of Conduct

Prior to your login to our software, we are requiring that you view, read, and electronically sign our Code of Conduct.  It is located at http://evscvirtualacademy.weebly.com/ .

Please note there are four tabs at the top. Each tab contains excellent information and protocols for internet safe usage as well as expected conduct from our students. Contained on each page are links embedded in the buttons. Please click and read the document or view the video. Please pay special attention to the information contained under the Code of Conduct tab. This explains expectations of electronic usage and correct information sharing. 
You will locate the document to electronically sign on the homepage of the Weebly. Thanks for your help in maintaining integrity and high standards for your education.

EVSC Virtual Academy Readiness Checklist

K-8 Students
 FORMCHECKBOX 

Student must have regular access to a computer with internet access and a printer.


 FORMCHECKBOX 

Student must be a self-motivated learner to study regularly and interact regularly with the Learning Coach and teacher.

  FORMCHECKBOX 

Because the student and teacher do not meet every day, the student will need a Learning Coach at home to assist with the daily instruction, regularly check progress and observe study habits. The student and parent/guardian must be willing to reach out to the teachers or administrator through email and/or phone calls when they have questions or need assistance with the curriculum.
 FORMCHECKBOX 

Good time-management skills are essential for successful online learning. The Learning Coach and the student must be disciplined and structure a daily schedule. 
 FORMCHECKBOX 

The student must study regularly according to the grade level weekly study plan as directed by the teacher and attend regular progress check meetings with the teacher.
 FORMCHECKBOX 

In an online course, the written graded assignments in each unit must be typed and submitted to the teacher. The student must be able to comfortably and effectively convey curriculum supported ideas and opinions in assignments and utilize acceptable punctuation and spelling skills.

 FORMCHECKBOX 

The student must possess basic computer skills and be able to open, save, print, and manage files.  Students must also be proficient in managing emails and sending file attachments.  

EVSC Virtual Academy K-8

    The Role of the Student

· Every student must engage in the online learning program 4-6 hours each day.
· Students will maintain a portfolio of all their written assignments to provide to the teacher during regular study sessions and individual conferences.
· Students must master each written assignment, quiz, and test with a score of 70% or better.  Students will not be exempt from any assignments in the course.  If a student scores 70% or better, the assessment cannot be reset for a better score, but it will allow you to progress to the next lesson.
· The student must be organized and maintain adequate time management. 
· The student should communicate with their Learning Coach and teacher to ensure the student has a positive and productive experience.
· The student should participate in daily organized physical exercise experiences. 
    The Role of the Learning Coach

· Enrollment in the virtual instruction program is a commitment by the student, family, and Learning Coach.
· Every student must be provided with adequate daily supervision and support of a Learning Coach. 
· The Learning Coach’s active participation, time management, structure, focus, and motivation are essential to ensure the success of the virtual school student. 
· The Learning Coach should also communicate with the teacher to ensure the student has a positive and productive experience.
· Every student must have a Learning Coach available 5 hours a day during regular school hours and must be present with the student during this time.
· The Learning Coach must monitor, engage and provide support to the student for his/her assignments.
· The Learning Coach should also encourage the student to participate in daily organized physical exercise experiences.
· The Learning Coach should review online progress reports.
· A weekly planner must be completed, initialed and returned as required by the teacher.  Copies of the weekly planner template will be provided by the teacher.
Daily Step by Step Procedure for Student
EVSC Virtual Academy K-8
1. Set a daily routine by waking early, have a great breakfast, and be dressed and ready for school at 8:00 a.m.

2. Turn computer on and check email for latest information from the teacher.

3. Respond to the daily bell ringer and check back periodically to respond to classmates’ response.

4. Use appropriate grade level information on Protopage.

5. Login to Compass Learning Odyssey (CLO).
6. Review the assignments and plan goals for the day.
7. Follow the correct planner for your grade level (K-6) and (7& 8). Be sure to complete daily as you work.

8. Have a notebook and pencil for each subject. Take notes throughout each lesson. These may be used for quizzes and tests.

9. Print out all resource pages available in the lessons. Complete as required.

10. Complete 90 minutes each of English/Language Arts and/or Math. These are to be done in the morning.

11. Take appropriate restroom, snack, and water breaks.

12. Lunch Break

13. Following the correct grade level time frame on the planner, complete; Science, Social Studies, Physical Activities, and Related Arts. Helpful links can be found on the Protopage.

14. Reminder to raise your hand for assistance as needed. You may do this by emailing or calling your teacher.

15. Submit weekly planner to your teacher by email every Friday afternoon or Monday morning.

Learning Coach/Parent
1. Assist your student in preparing for the day making sure they are awake, have eaten, and are dressed and ready to go by 8:00 a.m.
2. Monitor the login process and remind them to check emails, respond to the bell ringer and have planner ready to log school work.
3. Please check your email.
4. Plan the student’s day by reviewing the current assignments and discuss what should be completed for the day.
5. Assist and monitor student work and study habits. Make sure they stay on track.

6. Have student clarify what the lesson is teaching and assist in their completion.

7. Assist on quizzes reminding student to use notes and resources from the lessons.

8. Do not assist on tests unless there is a question regarding directions. Students may utilize notes and resources from the lessons.

9. Prepare snacks and meals to refresh student.

10. Sign log sheet daily as verification of work. Remember to submit the planner weekly.

11. If student is ill, please contact our office to report illness at (812) 435-8280.  For doctor appointments, obtain doctor’s excuse and give to secretary.
12. Questions/concerns- please contact Virtual Academy by phone or email the teacher

EVSC Virtual Academy K-6 Weekly Planner Week of  

	Subject
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Reading Language Arts Handwriting
	
	
	
	
	

	90 minutes Includes coursework, oral and/or silent reading
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Math
90 minutes Includes drills and coursework
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	History/Geography Citizenship/Current Event
30 minutes Includes coursework, activities and research
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Science
30 minutes Includes coursework, activities and research
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Physical Activity
30 minutes Walking, running, playing, or other
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Related Arts:
Art /Music/Technology
30 minutes Related Arts Activity
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  



	Subject
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Reading Language Arts Handwriting

	
	
	
	
	

	90 minutes Includes coursework,          oral and/or silent reading
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Math

90 minutes Includes drills and coursework
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	History/Geography Citizenship/ Current Event
60 minutes Includes coursework, activities and research
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Science

60 minutes Includes coursework, activities and research
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Physical Activity

30 minutes Walking, running, playing, or other
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  


	Related Arts:
Art /Music/Technology
30 minutes Related Arts Activity
	
	
	
	
	

	
	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  

	LC's Intitials  



EVSC Virtual Academy 7-8 Weekly Planner week of  

Login Screen and Student Dashboard for Compass Learning
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Students and parents/learning coach will login with the usernames and passwords provided by the teacher.

Additional instruction will be provided for K-8 students and Learning Coaches at the time of enrollment.

Student training guides are also available from the Help button on the Dashboard.
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Notes and Reminders
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Student Getting Started

In this section students learn how to get started with Apex Learning curriculum. Each Getting Started is a series
of videos followed by a short quiz. By watching all videos and passing the quiz, students can print a Certificate of  Student Getting Started
Completion.

Getting Started: Courses
Updated June 30, 2015
Getting Started: Tutorials

Audience: Solution:

Teacher Courses Getting Started: APER
Student Tutorials

Student ALVS AP Exam Review

Exam Prep Getting Started: ALVS






Virtual Academy High School Overview

We are accepted by NCAA for courses offered in Virtual Academy which are taught for all students in the prescribed method below:

· The students work at home or anywhere they have internet access.
· The students will complete a time management plan in the enrollment conference to set the hours each week that they will study.  
· We set the due dates for completion of a semester course for the end of the semester.
· Supplementary students will be expected to meet with the teacher for at least two progress checks during the semester and/or weekly if requested by the teacher.  School@Home students will be expected to attend two study sessions each week in the Virtual Academy classroom.  
· Students must follow the course pacing guide for the semester and keep a notebook of all their study guides, key terms, reading guides, and practice assignments.  
· Students who are inactive or do not progress for 15 days will be automatically withdrawn from the course with a NC grade.  Likewise, if a class is dropped within the first two weeks of enrollment, a NC grade will be recorded.
· Written assignments will be submitted through the Messages tab of the Apex Learning software.  
· The final exam must be taken in the presence of the Virtual Academy teacher.  
· The work in each unit including the computer scored quizzes, unit tests, and the required written assignments are 80% of the course grade.  The final exam is 20% of the course grade.  All students must take the final exam in the courses in which they are enrolled.  Students may not exempt a final exam. 
· We do not accept extra credit as students may use all of their key terms, study guides, and other notes on their quizzes, tests, and final exam.  
· Students are expected to show their completed notebook as evidence of study when they report to the final exam.

· The student must master the final exam in order to receive a final grade and a credit for the course.  If the final exam is not at mastery level, the grade for the course will be recorded as NC.

· Academic integrity is very important.  Cheating on assessments or plagiarism on written assignments will not be tolerated and may result in immediate removal from the program.  If a teacher suspects cheating or plagiarism, the student and parent will be asked to meet with the teacher and the Director in a conference. 
· Class Supplies for high school students
· All courses
· Computer and printer with daily internet access
· Binder with dividers required (purchase 3 ring binder for each course) 
· Flash drive recommended
· Three-hole punch (optional)

· Math
· Graphing calculator required - TI-30 will be sufficient
· Social Studies
· Ruler for making timelines recommended
· Science
· See labs for specific instructions – graphing and drawing tools
EVSC Virtual Academy Readiness Checklist for

High School Students

 FORMCHECKBOX 

Student must have regular access to a computer with internet access and a printer.

 FORMCHECKBOX 

Student must be a self-motivated learner and regularly study and interact with the teacher.  Student must be willing to develop the skills needed for self-motivation.

 FORMCHECKBOX 

Student must study regularly each week for minimum of ten hours of work per course to follow the semester pacing guide.  

 FORMCHECKBOX 

Good time-management skills are essential for successful online learning. The student must be disciplined and structure his/her own schedules. It’s very easy to become distracted by personal or work commitments when attendance isn’t required at a particular place each week.  The student must be willing to work according to their time management plan designed in the enrollment conference.

 FORMCHECKBOX 

EVSC Virtual Academy courses require learning from careful reading and listening - typically using internet-based materials and digital readings from other literature resources and lab manuals.   The student should have an 8th grade reading level and be able to comprehend the reading to produce written assignments to submit to the teacher for grading.  NOTE:  The Apex Learning software also offers audio support in the study sections which may enhance the comprehension but requires close concentration.  Because there is no textbook, the student will create a required portfolio of written study guides and other notes throughout the course.

 FORMCHECKBOX 

In an online course, the written graded assignments in each unit must be typed and submitted to the teacher. The student must be able to comfortably and effectively convey curriculum-supported ideas and opinions in assignments. Students will utilize acceptable punctuation and spelling skills.

 FORMCHECKBOX 

The student must possess basic computer skills and be able to open, save, print, and manage files.  Also students must be proficient in managing emails and sending file attachments.  

 FORMCHECKBOX 

Because the student and teacher do not meet every day, the student will need a 
support coach at home to regularly check progress and observe study habits.  The student and parent/guardian must be willing to reach out to the teachers or administrator through email or phone calls when they become frustrated or need assistance with the curriculum.

High School Student Step by Step Procedure
First Time Access

1. Upon receiving the welcome email, read the information and attachments and make note of your RDS access along with parent access username and password for reference to log in the first time.

2. Save the digital version of the Handbook on your computer desktop for reference.

3. Complete the Getting Started Course in Apex.  Save the certificate and send as an email attachment to each of your instructors and the Virtual Academy director (See page 17).  The teacher will then notify you that you may begin your course.

4. Open each course and print the syllabus in the Appendix A:  Student Resources section.

5. Click the Actions tab and print the progress report for regular reference to the Due Dates. 
6. Prepare each course notebook:  Place syllabus and green sheet in front pocket, label your notebook with your name and class name

7. Verify that Adobe XI or Adobe DC is downloaded on your computer.  Visit www.adobe.com  and select Adobe Reader DC (See page 25).

8. Review the Handbook pages that explain how to prepare and submit assignments.

9. Save the Dropbox link to your computer desktop for easy access.  The Dropbox link will also be available in all English and Science Courses in Appendix B. – Additional Activities

Daily Access (Student)

1. Login in at www.apexvs.com
2. Click the Actions tab and review progress reports to plan for each course

3. As you access a lesson be sure to:

a. Write key terms on paper in your notebook

b. Print each study guide and reading guide before doing the lesson

c. Complete the study guide and reading guide as you study the screens or reading assignment.

d. Take additional notes from the screens and the videos embedded in the lessons.  

e. Place the completed study guides and reading guides in your notebook.

4. Check off each activity on the syllabus as you complete it.

5. Discuss progress each day with parent and/or learning coach.

Daily Access (Parent)

1. Verify that student is awake and ready to study

2. Review the Progress report and assist student in planning goals for the day.  Help the student determine what should be accomplished each day.  Review the progress report at the end of the student day to verify work completed.
3. As needed, contact the teacher if there are questions or concerns regarding the student’s work or progress.

4. Each week, upon receiving the Learning Coach email, thoroughly review and discuss the progress with the student.  If the report shows a RED indicator, contact Mrs. Herrin at (812) 435-0939 to discuss and schedule a conference.
EVSC Virtual Academy
Getting Started Course for Students

Students enrolled in an EVSC Virtual Academy course must complete the Getting Started course for the initial enrollment and provide a copy of the Completion Certificate to their teacher and the director.  The certificate will be kept on file for subsequent classes.

Step 1:  Log into the website at www.apexvs.com with the user name and password that was sent to you.
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Student Getting Started: Courses

Duration: 30 minutes

In this Getting Started, students working with Apex Learning Comprehensive Courses will learn:

= How to signin and update your account profile.

= How to use My Dashboard to access courses and perform other common tasks.
= How to navigate courses and complete activities.

= How to monitor course progress.

= How to use tools such as Messages to communicate with teachers.

By watching all of the videos and taking a short quiz, you will be able to print a Certificate of Completion.

‘»

[ Student Getting Started Guide: Comprehensive Courses

Student Getting Started

Getting Started: Courses

Getting Started: Tutorials

Getting Started: APER

Getting Started: ALVS
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Step 2:  From the Dashboard, click the Help Tab and Select Getting Started  to access the Student Getting Started page.
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Step 3:  On the Student Getting Started page, click the Getting Started: Courses.
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Step 4:  On the Student Getting Started:  Courses age, click Take Course.
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Step 5:  Proceed through each lesson in order and print the Certificate upon completion of the course.  Email a copy of the certificate to your teachers and to the EVSC Virtual Academy director.  The teacher will then open your first lesson in your course.  Please contact your teacher or the Virtual Academy Office if you need assistance during the course.
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Upon completion of each Module and the quiz, download and save the certifictate.  Send an email to all of your teachers with the certficate included as an attachment and the message that you are ready to begin your course.
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EVSC High School Virtual Academy and Procedures Guide

For future reference - Save this file to your desk top and print it out to put in your notebook. 

Apex Learning website – www.apexvs.com

Run the system check up from the Login Screen.
	Lesson
	Submitted as a file through the Message Center Tab in Apex
	Print out, fill out completely, save in the student notebook to be checked at progress check

	Study Guides and Reading Guides (all classes)
	
	√

	Journals  (all classes)
	√
	

	Lab – Dry Lab (PDF’s only) (science classes
	√
	

	Discussions (all classes)
	√
	

	Practices  (all classes)
	√
	


What needs to be turned in and how?

PLEASE SEND ALL COMMUNICATION TO THE TEACHER AND ALL ASSIGNMENTS THROUGH THE APEX MESSAGE CENTER TAB SO THAT WE WILL KNOW WHO YOU ARE, WHAT CLASS YOU ARE IN, AND WHAT LESSON WE ARE DEALING WITH!

If using Open Office to type assignments, be sure set the Document settings to save the file as a Word Document to be able to send it through the Message Center.  Use the settings listed below:

Click Tools/Options/LoadSave/General – then select Microsoft Word as the default setting.
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1901 Lynch Road, Evansville, IN 47711
Phone (812) 435-0939  Fax (812) 435-8853
www.evscschools.com/evscva

EVSC: Bringing Learning to Life





The English Courses Resources including poems and short stories not available in the course work can be downloaded from this link.      English resources – Short Stories and poems  -     https://www.dropbox.com/sh/pqozv8elh5g8oxn/CSk_eTuGa5
Science Labs:  we will only use the “dry labs”.    Dry labs are virtual labs, the information has been collected, and the student will only have to interpret the data rather than actually setting up and running a “wet lab”.  Dry labs files can be downloaded from this link.    https://www.dropbox.com/sh/vaw5snw92nvuq4j/ImlPtQeRTk
Make sure to read all the screens for the lab in the Apex software. The last page of the dry lab (usually page 3) will have the Dry Lab instructions and data for the lab.   (Click on the yellow flask in the upper right hand corner).
 *Chemistry students: the dry lab will start on the last page (sometimes up to page 15!). Be sure to do all the activities before you get to the dry lab instructions.
Read and follow the instructions to complete the dry lab. The instructions will give the information or data needed to complete the lab.
1) Copy the information or data into the proper area of the PDF lab from the Dropbox Link, cut and paste or type in the data.

2) To complete the lab, answer all the questions in the PDF, save it, and send me the completed PDF to complete this activity through the message tab.

3) If you cannot type in the PDF, go to http://get.adobe.com/reader/ and download the reader.


Making Graphs: 
Here is a great graph generating website  -    http://www.onlinecharttool.com/ 

Instructions for making a graph:

Click on the Scatter graph, [image: image4.png]E3mss

SCATTER



  when the screen changes scroll down towards the bottom and click next:

Setting up the Graph: type in the name for the graph, name of the x-axis, name of the y-axis, and source (name of the lab) into the boxes.

Move down to [image: image5.png]Data Set:



  choose how many [image: image6.png]Ttems: [1




 must be graphed; this will be how many data points you are graphing (are there five measurements for distance?  Then you would choose five items).  For [image: image7.png]Groups: [1




 choose how many different groups of data that you will be graphing (usually one, unless you are graphing more than one type of information; some labs will be comparing the data from three different sources-then you would choose three groups).

Putting in your data:  Go to [image: image8.png]Point




 this is where you put in your first data point, make sure put to put the correct data in for the x and y axis, type in all your data points.  Click Next.

You can pick the fonts to use on this page, or skip and click next.  
Once you have finished the graph, you can use the snipping tool (choose rectangle and drag the box around the graph, in the snip box click on the copy button at the top tool bar (third from left) and then paste the graph into your Lab or Practice document.

Using the snipping tool:  
http://windows.microsoft.com/en-us/windows-vista/use-snipping-tool-to-capture-screen-shots
Other snipping tools:

http://prtscr.en.softonic.com/                          http://picpick.en.softonic.com/
Drawing in Documents

Most drawings can be completed with circles, lines, curves, boxes. 

Open Office:
http://www.openoffice.org/documentation/manuals/oooauthors/drawing_basic_shapes.pdf
http://www.wikihow.com/Draw-Basic-Shapes-Using-Open-Office-Draw
Microsoft Word: 

Windows 7:     
 http://office.microsoft.com/en-us/word-help/add-a-drawing-to-a-document-HA010097040.aspx#BM2
Windows XP: http://www.reading.ac.uk/web/FILES/www_File_Library/A_GuidetoMicrosoft_Draw_(XP).pdf
Submitting Assignments to Your Teacher

Uploading a Document or Audio File
Assignments which you complete as electronic files (e.g. word processor documents, sound recordings, scanned documents) must be submitted to your instructor by uploading the files to Message Center. This process is similar to sending a message to your teacher.

To submit an electronic file to your instructor, first create a new message. 

Select the Submit Homework checkbox to show submission options.
[image: image9.emf]
Using the drop-down menus that appear, select the Section (course) and Activity of the assignment you are submitting.

[image: image10.emf]
[image: image11.emf]
Then, click the Browse button and select the file to upload.

[image: image12.emf]
After selecting the file to upload, the path and filename will appear in the File box. To send the message and attached file to your teacher, click the Send button.

[image: image13.emf]
As with normal messages to your teacher, a copy of the message will be placed in the Message Center list.  You can use the list to view your previous messages, including any attached assignments.

[image: image14.emf]
Note: Message Center allows you to attach the following types of files to messages:

 .rtf - Rich Text Format (RTF)

 .doc - Microsoft Word

 .tif - Tagged Image File (TIF/TIFF)

 .wav - Wave audio

 .mov - QuickTime audio

Files should be no larger than 4 mb

[image: image15.emf]Instructions to Type Responses on PDF Assignments in the Apex Learning Courses   1.   In the Apex Learning course,  click the Assignment such as Practice 1.2.4 (Red Arrow below).   Next Click the Icon to open the Assignment (Green Arrow below)                   2.   When  Assignment opens, click the Print tab (Red Arrow below).  Then se lect PDF from the Print  Options (Green Arrow below) and Save the PDF file in a folder for the Assignments (Yellow  Arrow below) .   If using computer that does not have print option, use Google   Chrome and  change Destination to Save as PDF  and then save file as PDF (Blue Arrow)                   Save PDF document in  Google Chrome if  File/ Print Option not available                          



[image: image16.emf]  1.   Open  the PDF file in the Adobe Reader  DC , Click the Comment tab  (Red  Arrow below)  and Click the Text symbol   (Green Arrow below) .    Then  drag   the Text tool to the PDF form and type your ans wers directly on  the PDF form (Yellow Arrow below)                                                               (NOTE:  Adobe Reader  DC    is available on the desktop of  the EVSC  netbooks and laptops . )  If you are using another computer that does  not list Adobe Reader  DC , go to  www.adobe.com   and select Adobe  Reader  DC    from   the Downloads.  It is a free download .     2.     Type  www.adobe.com    Download Adobe DC from website as indicated  by the RED ARROW  


Virtual Academy Final Examination Instructions
The student will take the final exam in the presence of the teacher.  
While there is not a time limit on the final exam, the teacher may stop the exam if needed to be continued at a later time.

Students may utilize all notes, study guides, and assignments in their notebook, but may not access other sites on the internet or Apex coursework lessons during the final exam.

Students will submit the completed and signed Student/Parent Checklist (green sheet) that was discussed at the enrollment conference.

Phones and other electronic items may not be used, except a calculator approved by the teacher.  

Students will have two attempts to master the final in the first session, but must stop at the end of first attempt if mastery is not achieved.  The teacher will review each final exam attempt before resetting.  

If student does not master the final exam, he/she will create a study plan with the teacher and attempt the final at the next available study session.

The final examination will count for 20% of the final course grade.  All students are expected to take the final exam in each course in which they are enrolled.  Students may not exempt a final exam.  
Distant virtual academy students will work with the director to secure a proctor for the exam.  In this situation, teachers will also be available by video conference.


High School Learning Coaches
Overview
The high school learning coach is an adult that helps students manage their coursework, review performance, motivate, and encourages success. Coaches receive a weekly email summarizing progress in the student’s course(s) with a link to a robust Weekly Progress Report showing detailed course activity and performance data.  Coaches will be added by the teachers or the Director.

Coaches do not use an Apex Learning username and password to access the data. Instead, their email address is authenticated when they access the student’s detailed report.

What Coaches See

Coaches receive a Weekly Progress Report Summary via email on Sundays. It includes summary information for each classroom the student is enrolled in. There is also a link to a Detail Report that includes current and historical information about course access, activities due, and activities completed. 

Weekly Progress Report Summary Email

[image: image17.jpg]ress Report for Will 1~ Message (HTML)

From:  Support [support@apexiearning.com] Sent: Sun 10/21/2007 12:01PM
Subject: Weekly Progress Report for Wiiams, Michael

Student: Williams, Michael (Detail Report)
Classroom: ClassTools Achieve - Advanced Placement
Teacher: Mrs. Saunders (teacher@school.edu)

Quality | Gradeto|
Course Name Stoplight QUMY | Cradeto pijerm Final  LastAccess

Classroom: ClassTools Achieve - Core Math
Teacher: Dr. Lippert (teacher@school.edu)

Quality | Grade to
Course Name Stoplight Quality,  Crad

Aigebra 1 sem 1 . oo 12 00 2007

Classroom: ClassTools Achieve - Core Science
Teacher: Ms. Woods (teacher@school.edu)

Midterm Final  Last Access

Quality | Gradeto|
Course Name Stoplight QUMY | Cradeto pigerm Final  Last Access

sclogy sem 2 .o 5o 15 0w 2007

Classroom: ClassTools Achieve - Core Math
Teacher: M. Lippert (teacher@school.edu)

Quality | Grade to
Course Name Stoplight Qualty  Sradeto widterm Final | LastAccess

Algebra 1 sem 1 completed s27% s27% B A 11 oct 2007

Vou are racieving this email bacauss you wers sdded a5 3 coach by Studnt, CTA Guest, Ifyau do not wish to racieve.
future progress reports for Studant, CTA Guest, you can opt out by clicking here,





For each classroom a student is enrolled in, coaches see the classroom name, teacher’s name and email address. For each course associated with that classroom, coaches see the following fields: 

· Stoplight: The stoplight indicates whether a student is on track or behind schedule relative to teacher-assigned due dates. (When teachers don’t use due dates tools, the stoplight defaults to green.)

· Green means a student has completed 80% or more of the work currently due.

· Yellow means a student has completed between 60 and 79% of the work due.

· Red means a student has completed 59% or less of the work due.

· Quality of Work: This percentage shows a student’s average score for all completed and scored activities. (It excludes partially-completed activities and extra credit.)

· Grade to Date: This percentage shows a student’s average score for all activities that are currently due. 
· Midterm and Final Grade: These are letter grades as entered by the teacher.
· Last Access: This indicates the last time a student launched the corresponding course content.
Weekly Progress Detail Report

Clicking the Detail Report link from the Summary email opens a browser window with extensive information on student progress.

Coaches select the classroom and course from the dropdowns at the top to populate the report. Clicking the calendar icon at the top-right of the Course Activity in the Week box enables selection of prior weeks.

In addition to details on activities completed, due, and overdue (or not yet scored) for the week, coaches can view the time spent on completed, computer-scored activities. The Course Access Log breaks each day into eight three-hour time slots. Bar charts show the number of page views for instruction and assessment. 
See detail chart on next page 


High School Virtual Academy

Student/Parent Reminders and Checklist
Name ______________________________________________________

Course ________________________ Start Date_________________ Completion Date_______________

I will commit and remember to: 
(Parent and student should initial box)

PARENT    STUDENT
· Complete key terms and print and complete study guides and reading guides in each unit for English, Social Studies, and Science classes.  Math students must complete study guides and practice check-ups in each unit.  Assemble in notebook by units.

· Turn in written assignments in the Message tab of the Apex Learning software in order to allow time for teacher to grade for mastery.

· Check Progress Report from Reports tab regularly.  Discuss automated report with parent each week.  Maintain Time Management Plan to stay current with due dates.  Parent/learning coach will initial below for progress check each week with the student.

The student will take the final exam in the presence of the teacher.  Phones and other electronic items may not be used with the exception of a calculator approved by the teacher.  If student does not master the final exam, he/she will be asked to study 1 hour each day for a week and attempt the final at the next session.  The final exam is required and will be calculated as 20% of the final course grade.

Parent/Mentor Progress Checks:

Week 1
Date ____________  Initials________          Week 10
Date ____________Initials ___________
Week 2
Date_____________ Initials________ 
         Week 11
Date ____________Initials ___________
Week 3
Date_____________ Initials________ 
         Week 12
Date ____________Initials ___________
Week 4
Date_____________ Initials________ 
         Week 13
Date ____________Initials ___________
Week 5
Date_____________ Initials________ 
         Week 14
Date ____________Initials ___________
Week 6
Date_____________ Initials________ 
         Week 15
Date ____________Initials ___________
Week 7
Date_____________ Initials________ 
         Week 16
Date ____________Initials ___________
Week 8
Date_____________ Initials________
         Week 17
Date ____________Initials ___________
Week 9
Date_____________ Initials________ 
         Week 18
Date ____________Initials ___________

Teacher Notebook Checks:

_____ Notebook Progress Check #1 with Teacher
 Date ___________________
_____ Notebook Progress Check #2 with Teacher
 Date ___________________

_____ Notebook Progress Check #3 with Teacher
 Date ___________________

Sign here when course is complete and student ready for final exam.
Student Signature____________________________________________   Date __________________

Parent Signature____________________________________________     Date __________________
RETURN this completed signed form to the teacher before taking the final exam.

Notes and Reminders

Binder Information for High School Courses
All courses require a binder that will contain study guides, reading guides, key terms, and other materials specific to certain courses only.  You are encouraged to also take notes from the reading, as the study guides may not cover every aspect of the material.  The binder is not optional; failure to complete it will result in poor performance in the course as well as denied access to the course. The binder will be checked after completion of unit one; students who have not had their binder checked and approved will have their course locked.
How to take notes and complete the study and reading guides

1. When you see the icon for study or reading guides, click on it and print out the material. 

2. As you progress through the lesson, have the reading or study guide there so that you may complete it as you go.

3. The study guides must be handwritten. No “cut and paste” is allowed.

4. Answers will normally take two-three sentences to address adequately.  One word or sentence fragments responses are not acceptable.

5. You are encouraged to quote the text to complement your answer, however, be sure to use quotation marks when you do so.  Using only quoted material is not acceptable. 
6. For math and science study guides, be sure to adequately follow instructions, including showing your work. 

7. Take additional notes for information you recognize as important but that was not addressed in the study guide, such as boldface vocabulary words, concepts relative to the course, dates, important individuals, etc.  Pay particular attention to all the videos when note-taking, as they contain important material that may or may not be included in a study guide.  Write down questions you may have so that you can email your instructor to help you with material that is difficult. Place the notes in your binder after the study or reading guide of that lesson.

Key terms

1. All key terms must be defined and included in your binder.

2. You will find the key terms with the study guides as well as listed at the beginning of the course under “additional resources.” 

3. Although most lessons will begin with key terms relevant to that lesson, you may find it helpful to have a separate and complete list of all terms for the course so that you may access it easily during a quiz, writing assignment, unit test, or final exam.

Reading material
1. Printing out the reading material is not required; however, you are welcome to do so if you wish. 

2. If you do print the material, then engage in active reading by highlighting and annotating the text as you read.  Note sections you wish to discuss with your instructor.

3. You will need a separate binder for reading materials as including them with the study and reading guides will make the binder too cumbersome.

Miscellaneous
1. You may reference the binder when you take all quizzes, writing assignments, labs, unit tests, and the final exam.

2. All material must be three-hole punched and included in sequential order.

3. Use dividers to separate the sections (units, key terms, your notes, etc.)  

4. Always bring your binder with you for any conferences or study sessions.  

Troubleshooting for High School: Look Here for How to Fix Your Problem

Problem:  I can’t login in.  
Solution:  Read your welcome letter and get your username and password.

Problem:  I can’t get my course to open.  
Solution:  Complete the “Getting Started” lesson.  Send the certificate you will get there to all of your teachers.  The course will be opened when each teacher has received your “Getting Started” certificate. 

Problem: I can’t read the screen.  
Solution:  Do a “system check” to make sure your computer is adequate for the course.

Problem:  I can’t download the study guides.   
Solution:  (1) Download Adobe Reader.  (2) Turn the document into a PDF (see “How to turn a document into a PDF” in the Table of Contents). 

Problem:  My teacher won’t accept the essay I sent to her EVSC email account.  
Solution:  Upload the essay and send it as an attachment through Apex.  All work must be submitted through Apex.  See “How to submit assignments” in the Table of Contents. 

Problem:  I want to move forward but I cannot do so.  
Solution:  Make sure you have submitted all material in sequential order and that the work has been graded.  If you are waiting for an essay or lab or something else to be graded, give the teacher at least 24-hours to do so.

Problem:  I submitted an essay through Apex as required, but my course is still locked.  
Solution:  Check your Apex email and read the specific information you find there regarding your essay.  The essay may have been returned, and the instructor is waiting for you to revise it before unlocking the course.

Problem:  I failed a quiz three times and now I can’t move forward.  
Solution:  You must contact your teacher to unlock the course.   Don’t take the quiz three times in a row.  After the first failure, stop and re-read the lesson, your notes, the study guide, and the key terms.  Try a second time.  If you fail the second time, schedule a study session with your teacher to go over the quiz with you.  Bring your binder to the study session. Do not take a quiz or test the third time without first contacting your instructor.
Problem:  I really do not understand the material.  
Solution:  As you read, write down specific things that trouble you.  Review the key terms to see if that helps.  Write questions you wish to discuss with your teacher.    Email your teacher for specific answers; make an appointment with your teacher for a study session for more in-depth assistance.  

Trouble Shooting Compass Learning Odyssey (CLO)

Before using Compass Learning Odyssey for the first time, regardless of browser, please use the check system button at the bottom of the home screen. Also, if you are experiencing load and functioning issues as you are using the site, keep in mind that the site does periodic maintenance and upgrades throughout the year. You will need to please recheck the system using the Check System button at the bottom of the purple home screen of CLO.  Any plugins that are suggested are safe to download. These enhance the functionality of the website. Also, be sure to always allow popups for this site. Please note that sometimes the pop up window appears behind the main one and you need to click it. Alternate browsers may work better for your lessons as well. Chrome and Firefox are a couple to try.  Also, log out, close browser, and sometimes rebooting the computer will help. Remember to regularly clear the browser history and cookies.  Please see below on how to do this.

                                                 [image: image18.jpg]





To clear browsing history, use Tools then Internet Options 



Frequently Used Websites
The EVSC Virtual Academy:  Read about what is going on in our school!
http://www.evscschools.com/evscva
Evansville-Vanderburgh School Corporation webpage: 
http://www.evscschools.com
Purdue Online Writing Lab (OWL) for research and documentation help:  https://owl.english.purdue.edu
Vanderburgh public library to access research information, databases, podcasts, books,
e-books, DVD’s, audio books, etc.: www.evpl.org
How to recognize and avoid plagiarism:   http://www.plagiarism.org/
Drop Box Information
English and Science resources are available in a Dropbox at the links below.  

English resources – Short Stories and poems  -     https://www.dropbox.com/sh/pqozv8elh5g8oxn/CSk_eTuGa5
 
Science course labs  -  https://www.dropbox.com/sh/vaw5snw92nvuq4j/ImlPtQeRTk
The Dropbox links are also available in the Appendix B in each Science and English course.
High School Instruction Guidelines
 English
All students will complete the journal, discussion, and practice assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.  These three writing assignments make up over half of the points in each unit.  The assignments will be graded on a rubric that is provided to the student for review prior to completing the assignment.  Students are required to print and complete the study guides and reading guides and take notes on the key terms to utilize on the quizzes, tests, and final exam.

If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.  If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  Students must attend at least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.
Math

All students are required to read the material in each unit and print and complete the study guides/practice check-ups and take notes to utilize on quizzes, tests, and the final exam.  Students will submit the Practice Assignment and Discussion Activity at the end of each unit through the Messages tab of the Apex Learning software to the teacher for a grade before taking the Unit Test.

If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides/practice check-ups to the teacher for review.   The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.   If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  Students must attend at least two study sessions during the course for a notebook progress check. The course grade will be calculated from 80% for the course work and 20% for the final exam.

Science

All students will print and complete the Study Guides and complete the journal, discussion, and practice assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.  In addition, the students should complete dry lab assignments for each unit to fulfill the lab requirement for science classes.  The lab assignments are posted in the Science Dropbox link in the Student Resources section of the course.  Students are required to complete the study guides and take notes on the key terms to utilize on the quizzes, tests, and final exam.

If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.   If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.   Students must attend a least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.

Social Studies

All students will complete the journal, discussion, and practice assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.   Students are required to print and complete the study guides and reading guides and take notes on the key terms to utilize on the quizzes, tests, and final exam.

If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.  If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  Students must attend a least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.

World Language -  Spanish I, II, and III

All students will complete the journal, discussion, and practice assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.   Students are required to print and complete the study guides and take notes on the key terms to utilize on the quizzes, tests, and final exam.

Important Note for World Language classes:  Students should use their key terms and study guides to be able to master the quizzes on the first attempt.  Because the courses do not have alternative sets of questions on assessments, the answer review will not be used, and the reset will be set at two attempts.  If students are using reset on the majority of quizzes, the reset option will be removed.  Students will have a written exam in addition to the computer scored exam on the final exam.   If students need a second attempt on the final exam, the first attempt and second attempt will be averaged and must be at least 70% for mastery. Students must attend a least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.
Business Education

All students will complete the journal, discussion, and practice assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.  Students are required to print and complete the study guides and reading guides and take notes on the key terms to utilize on the quizzes, tests, and final exam.

If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.  If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  Students must attend at least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.
Health and Physical Education
All students will complete the journal, discussion, practice, and explore assignments in each unit to be submitted to the teacher through the Messages tab of the Apex Learning software.  Students are required to take notes on the key terms and the study screens to utilize on the quizzes, tests, and final exam.
In addition, students must complete and submit the fitness log each week to verify the planned physical activity and nutrition for each week.   
If a student does not master a quiz or test after the third attempt, the student must provide notes or to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.  If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  Students must attend at least two study sessions during the course for a notebook progress check.  The course grade will be calculated from 80% for the course work and 20% for the final exam.

In All Courses
Students must turn in the written assignments as they come to them in the course.  The teachers will evaluate and grade the assignments as they are received.  The Unit Test will not be opened until all work is turned in and graded.  If students skip written assignments the progress will be locked until the assignment is submitted.
The binder should be organized and complete with all of the units and notes clearly labeled.  Students should use dividers or tabs to ensure that each unit is clearly identified.  The teacher will review the contents during the progress checks and the contents will be retained by the teacher at the conclusion of the course to provide the evidence of study for the student’s course work.
Guidelines for Instruction in AP Virtual Academy Classes

Students enrolled in AP courses will follow the Apex Learning curriculum which has been approved by College Board.  Specifically, students will complete all scored assignments and assessments in each unit which should be submitted to the teacher through the Messages tab in the Apex Learning software.   Students should also complete available study guides, practice exercises, and take notes on the key terms and assemble in a notebook to provide evidence of study.  Students may use these notes during the course on the quizzes, tests, and final exam.  Students will not be allowed to use notes when taking the official AP test. 

Mastery level for all assignments and assessments is set for 70%.  If a student does not master a quiz or test after the third attempt, the student must provide notes or study guides to the teacher for review.  The teacher will respond with suggestions for study and may also provide notes based upon what the previous assessment attempt shows that the student has missed.     If the student does not master the assessment on the fourth attempt, the teacher may ask the student to attend a study session.  

The written response assignments and the DBQ (Document Based Questions) in specific courses are important assignments to help students prepare for the AP exam.  The teacher may ask students for rewrites in order to attain mastery level work.

Students are encouraged to utilize the Student Resources section of the course, specifically the Study Tips Information and the links to the College Board website for suggestions on how to study.

The final exam in each course is meant to simulate the AP test and may be administered in one setting to simulate the test.  The final exam will be taken in the presence of the Virtual Academy teacher.

The final course grade will be calculated from the course work for 80% of the grade and the final exam (both the computer scored test and the written final exam) for 20% of the grade.

The course grade will be calculated from 80% for the course work and 20% for the final exam.
Students will register for the AP exam at a cost of $91.00 to be administered at an EVSC school as arranged by Director of the Virtual Academy.

Students are encouraged to attend weekly study sessions with the teacher if needed and will be required to attend at least two study sessions during the session for progress checks.

School@Home Time Management Plan
and Student Contract
School@Home program requires the student to remain enrolled for a minimum of one full semester.
Please complete contract, check each box and sign below.
Name [image: image19.wmf]

    Fee Paid  [image: image20.wmf]

 
                                                                                                                         FEE NON-REFUNDABLE AFTER ENROLLMENT 
Begin Date  [image: image21.wmf]

  Completion Date [image: image22.wmf]


Time Management Plan:  List your classes and time frame that you plan to study each day.  This should total a minimum of 60-90 minutes per course listed.


I have received a copy of the Virtual Academy Student/Parent Handbook.  I will comply with my Time Management Plan to successfully complete the courses according to the due dates.
Student Signature: [image: image23.wmf]

        Date: [image: image24.wmf]


Parent Signature: [image: image25.wmf]

         Date:  [image: image26.wmf]

 Staci Herrin, Director  [image: image27.wmf]

   

        Date: [image: image28.wmf]



Supplementary Student Time Management Plan
 and Student Contract 
Please complete contract, check each box and sign below.
   Name  [image: image29.wmf]

     Fee Paid [image: image30.wmf]


                                                                            FEE NON-REFUNDABLE AFTER ENROLLMENT
   Course  [image: image31.wmf]

  Teacher [image: image32.wmf]


   Begin Date  [image: image33.wmf]

Completion Date [image: image34.wmf]



       Time Management Plan:  List the days and amount of time that you   plan to study. (Should total a minimum of ten hours per week for the course listed.)        
    I have received and understand the Virtual Academy Student/Parent Handbook.   

       I will comply with the Time Management Plan to successfully complete the course according to the due dates.
Student Signature: [image: image35.wmf]

 Date: [image: image36.wmf]


Parent Signature:   [image: image37.wmf]

 Date: [image: image38.wmf]

 Staci Herrin, Director  [image: image39.wmf]

Date: [image: image40.wmf]


EVSC Virtual Academy Assessment Dates 2018-2019
NWEA Test Dates (Grades K-10)
August 20-21, 2018

(Grades K–8)

9:00 – 11:00 a.m.

August 22-23, 2018

(Grades 9 -10)

9:00 – 11:00 a.m.
December 3-4, 2018

(Grades K-8)

9:00 – 11:00 a.m.

December 5-6, 2018

(Grades 9-10)

9:00 – 11:00 a.m.

March 
4-5, 2019

(Grades K-8)

9:00 – 11:00 a.m.

March 6-7, 2019

(Grades 9-10)

9:00 – 11:00 a.m. 

ECA Test Dates (5th Year Seniors)
November (TBD)

5th Year Seniors
9:00 – 11:00 a.m.

February (TBD)

5th Year Seniors
9:00 – 11:00 a.m.

Accuplacer (for specific high school students)
October (TBD)

Grade 11 ELA and Math (Part I)
     
 9:00 – 11:00 a.m.

February (TBD)
Grade 11 & 12 ELA and Math (Part II)     
 9:00 – 11:00 a.m. 

IREAD3 (Grades 3-5)
March 
18-19, 2019

Grade 3 -5   

9:00 – 11:00 a.m.
ILEARN Test Dates
April, 2019

Grade 3-8 




(Time TBD)
April, 2019

Grade 9-12 Biology ECA


(Time TBD) 

ISTEP Test Dates (Grades 3-8)
November (TBD)

Grade 11-12 (Retest)


(Time TBD)
February (TBD)


Grade 11-12 (Retest)


(Time TBD)

February/April (TBD)

Grade 10



(Time TBD)

SAT (Grade 11)

April 9, 2019

PSAT (Grades 10-11)

October 24, 2018
PSAT (Grade 8)
Week of October 15, 2018

PSAT (Grade 9)
Week of October 22, 2018

EVSC Virtual Academy Office and Classroom Guidelines

EVSC Virtual Academy Office and Classroom Guidelines

We are pleased that our office includes teacher office areas and student classroom located at the Southern Indiana Career and Technical Center.  

The following guidelines should be followed by all visitors to our office and classroom facilities.

· All visitors must sign in at the Virtual Academy office counter and wear a visitor’s badge.

· Students must contact teachers in advance to arrange study sessions in the classroom.

· Students will be expected to use the classroom computers provided in the classroom.

· Backpacks and other large purses or bags will not be permitted in the classroom.

· Phones must be turned off during the study session unless permitted by the teacher.  

· Students should wear school appropriate dress when attending a study session or progress check with the teacher.  In compliance with EVSC school building rules, students and visitors should not wear hooded sweatshirts or hats in the building.

· Food and drinks should not be brought into the office without prior permission.
EVSC Virtual Academy Attendance Procedures for 
School@Home Students

K-8 and High School Program

Teachers will record attendance for each class every day by the end of the school day and the calls will be delivered each evening to parents of students who are marked absent by the teachers one or more periods during that school day.  Attendance in classes will be based on the four conditions listed below.

1. Is the student current with all assignments?

2. Was the student offline but submitted an assignment that day?

3. Was the student meeting with the teacher in the Virtual Academy                 classroom during regular study time?

4. Did the student log in and progress – not just logging in and clicking previous lessons to record time.

Our classes are mastery based and all assignments must be completed in order to maintain steady progress.  Written assignments such as practice, journals, labs, and spoken assignments in World Language must be submitted in the Message Center so that the teacher can easily access and grade them.  The time stamp will provide evidence of the assignment submissions.  If students are struggling on an assignment, please contact the teacher or our office to schedule a study session.  Students should be able to complete their assignments during regular study time.  We encourage students to do readings and rough drafts for essays in the evenings so that they can progress in the course assessment the next day.  

It is important that students study daily and progress in all classes each day.  Students and learning coaches should develop a daily time management plan and review progress reports each day to monitor progress in the course.

Improvement in daily study and attendance will provide increased success for our students.  If you have questions or need additional information on your attendance, please contact us or schedule a conference.   You may also request an RDS password so that you can log in and check your child’s daily attendance.  If you need to report an absence or scheduled appointment, would like to request an RDS login, or have questions regarding attendance, please call Cheryl Blythe, Virtual Academy secretary, at 812-435-8280.
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Appendix





     Class:                       Course Name:                                                       Time:


     Sample                                US Government                                                                    7:00-8:30 am


     1st         __________________________________              ____________________


     2nd       __________________________________               ____________________


     3rd        __________________________________               ____________________


     4th        __________________________________               ____________________


     5th        __________________________________               ____________________


     6th        __________________________________               ____________________








Sample:  Monday – Friday – 2 hours after school.
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Instructions to Type Responses on PDF Assignments in the Apex Learning Courses

1. In the Apex Learning course, click the Assignment such as Practice 1.2.4 (Red Arrow below).  Next Click the Icon to open the Assignment (Green Arrow below)

[image: ]















2. [image: ][image: ]When Assignment opens, click the Print tab (Red Arrow below).  Then select PDF from the Print Options (Green Arrow below) and Save the PDF file in a folder for the Assignments (Yellow Arrow below).   If using computer that does not have print option, use Google Chrome and change Destination to Save as PDF and then save file as PDF (Blue Arrow)

















[image: ][image: ]Save PDF document in Google Chrome if File/Print Option not available					













3. Open the PDF file in the Adobe Reader DC, Click the Comment tab (Red Arrow below) and Click the Text symbol (Green Arrow below).    Then drag the Text tool to the PDF form and type your answers directly on the PDF form (Yellow Arrow below)
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(NOTE:  Adobe Reader DC  is available on the desktop of the EVSC netbooks and laptops.)  If you are using another computer that does not list Adobe Reader DC, go to www.adobe.com and select Adobe Reader DC  from the Downloads.  It is a free download.

Type www.adobe.com  Download Adobe DC from website as indicated by the RED ARROW
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1. Open the PDF file in the Adobe Reader DC, Click the Comment tab (Red Arrow below) and Click the Text symbol (Green Arrow below).    Then drag the Text tool to the PDF form and type your answers directly on the PDF form (Yellow Arrow below)
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(NOTE:  Adobe Reader DC  is available on the desktop of the EVSC netbooks and laptops.)  If you are using another computer that does not list Adobe Reader DC, go to www.adobe.com and select Adobe Reader DC  from the Downloads.  It is a free download.



2.  Type www.adobe.com  Download Adobe DC from website as indicated by the RED ARROW
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