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IMPORTANT DATES

Semester 1
September 1
September 2
September 5
September 6
September 14
September 15
September 15
September 16
September 22
September 28
October 10
October 14
October 20
October 21
October 24
October 25-27
October 27
October 28
November 2
November 3
November 7-8
November 9
November 11

Grade 9 Registration/ BBQ Day
Board Designated Holiday
Labour Day Holiday

Semester 1 Begins

Grade 9 Orientation Day
Semester 1 Photo Day

School Council Meeting-6:30pm
Final Day for Course Changes
Grade 9 Parent Night -6:30pm
Terry Fox Run

Thanksgiving

Interim Report Cards Mailed
Commencement

Student Recognition Assembly
Semester 1 Photo Retake Day
Cele Camp

School Council Meeting-6:30pm
Halloween Dance

Take Your Kids to Work (Gr 9)
Parent-Teacher Interviews-6:30
Mid-Term Evaluations

Term Il Begins

Remembrance Day Assembly

November 14-25 Work Experience

November 17
November 17
November 18
November 25
December 20
December 21
December 23
Dec 26-Jan 6
January 18
January 19
January 24-25
January 22-26

Mid-Term Report Cards Mailed
School Council Meeting-6:30pm
Professional ActivityDay

Stand Up to Bullying Day
Interim Reports Mailed

Holiday Luncheon (Noon)
Holiday Assembly (Per3/4)
Winter Break

Grade 8 Parent Night-6:30pm
School Council

EQAO Mathematics Testing (Grade 9)

Exam Study Week

January 27-Feb 2 Semester 1 Exams*

*Note: These dates may change due to inclement weather.

Semester 2
February 3
February 6
February 10
February 16
February 17
February 20
February 22
Feb 23-24
March 8
March 12-16
March 22
March 27
March 29
April 6

April 9

April 16-17
April 18
April 19
April 23
April 27
May 10-12
May 15
May 21
May 25
June 5

June 13-19
June 14-15
June 21
June 20-26
June 27-29
July 3

Professional Activity Day
Semester 2 Begins

Reports Cards Mailed

School Council Meeting-6:30pm
Final Day for Course Changes
Family Day Holiday

Photo Day

Grad Photo Day (By Appt. Only)
Interim Report Cards Mailed
March Beak

School Council Meeting-6:30pm
Parent-Teacher Interviews-6:30
Ontario Literacy Test

Good Friday

Easter Monday

Mid-Term Evaluations

Term Il Begins

School Council Meeting-6:30pm
Professional Activity Day
Midterm Report Cards Mailed
Spring Sale

Interim Report Cards

Victoria Day Holiday

Prom (7pm-11pm)

Athletic Awards Assembly
Exam Study Week

EQAO Mathematics Testing
School Council Meeting -6:30
Semester 2 Final Exams
Professional Activity Days
Report Cards Mailed Home
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DAILY SCHEDULE

8:45 All Teachers to Homeroom

8:55 Halls Cleared

9:00 National Anthem and Moment of Personal Reflection

9:00 - 10:17 Period 1

10:17 Morning Announcements

10:20 - 10:30 Break (10 minutes) Teachers may cancel student’s
break time

10:35 - 11:45 Period 2

11:45-12:30 Lunch

12:00 - 12:15 Detentions

12:30 5 Minute Warning Bell - Teachers in Classrooms

12:35 - 1:50 Period 3

12:40 - 12:55 Green Team

1:50 - 2:00 Break (10 minutes) Teachers may cancel student’s
break time

2:00 - 3:15 Period 4

3:15 Dismissal

ACTIVITIES

Student Activity Fee and Student Identification Cards

Each student that chooses tp pay $25, receives a photo id card that permits participation privileges in extra curricular
activities including teams, clubs, dances, library sign-outs, buy-outs and open field trips. A student Identification Card is
issued when the activity fee has been paid. All students must have photos taken.

Intramurals

Intramurals are for any students who have paid the activity fees. They take place during the lunch period, usually in the
gym. Listen to the announcements and refer to the bulletin boards in the physical education hall. Get involved at lunch
in a variety of sports without having to be on a team.

Other Lunch Activities:

You are invited to play board games, computer games or card games, none involving gambling, with other students in the
Library at lunch time. This room will be supervised by staff.

ATTENDANCE AT COLLEGE HEIGHTS

Our entire staff will put a great deal of time and energy into getting students to attend all their classes. Why? If you go to
class and try your best, you will pass.
Consistent student attendance and quality instruction is our goal.

Page | 2




GREEN TEAM

The reason for “Green Team” is that we are all part of the solution. This means recycling and picking up garbage in the
spirit of maintaining a safe and healthy environment.

Each school day a different class is assigned to report to the cafeteria at the end of lunch (12:40) to assist with the clean-
up on our grounds.

The classroom teacher and students will clean up the smoking area, in front of the school and around our school within 50
feet of our building and the first part of the parking lot. When the weather is inappropriate, Green Team will be cancelled
for the day.

Teachers are asked to take their class to the front foyer at 12:40pm, assign them to the appropriate areas and dispense
one protective glove to each student (for garbage pickup) along with a clear plastic bag for each group of two or more
students. Your teacher will pick these supplies up from the office.

Filled bags of garbage are to be taken to the dumpster at the back of the school.

TRANSPORTATION - UPPER GRAND DISTRICT SCHOOL BOARD

Bus Transportation

Bus transportation is a privilege which can be revoked if students do not adhere to the policies as outline by the Board of
Education. Unacceptable bus behaviour will be referred to a Vice-Principal. Students who misbehave will be suspended
from their bus and make their own arrangements to get to school. Only those students who qualify for transportation
may ride on the buses and they may only ride on the bus assigned to them.

First Student (formerly Laidlaw): 1-866-553-2462 Denny’s: 519-833-9117 Elliott: 519-822-5225

Contact Student Transportation Services at 519-824-4119 if you have any questions, or on the web at
www.findmyschool.ca

Note: Most school buses have functioning video and audio surveillance at all times, and these will be used to
investigate any problems.

Bus Delay and Cancellation Subscription Service Available

We now offer a subscription service that will notify the subscriber via email when your child(ren’s ) bus has been cancelled
or is delayed.
To subscribe go to: https://www.findmyschool.ca/subscriptions/login.aspx and follow the directions.

May a student temporarily ride another bus while parent or guardian are away?

All temporary transportation requests shall be refused, except under extraordinary circumstances where the personal well
being of a student is at stake. Refer to Policy 029 — Temporary Transportation Requests.

Student Driving
All cars must be parked between lines and not blocking traffic lanes. Cars should be locked. Parking is a privilege. That

privilege may be removed if the student abuses the privilege by driving recklessly or at excessive speeds. Students must
consider the safety of others when entering or exiting school property.
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DAILY ROUTINES

What to do when you are....
Late Policy - Late Arriving to Class
A student arriving for a class during periods 1,2,3 or 4 must:

e Godirectly to the class

e The student and teacher will discuss the late arrival

e Classroom teachers will deal with “lates” to their class through detentions (break and lunch), catch-up work and
home contact

Excused From Class

e Any student wishing to leave should ask if he/she may leave the room and not interrupt the teacher during the
lesson. If you know in advance that you will need to be excused during the period (for example, leaving for a
guidance interview), speak to the teacher before the class begins so that arrangements can be made.

e Students leaving a class for another location in the school must have an excuse slip or hall pass. The Hall

Monitor will ask to see your hall pass.

Students will not be given a hall pass during the first or last 20 minutes of class.

Students who should be excused from class require a note from home.

Absences longer than a week require additional information to be reported to a Guidance Counsellor

Students must work in their assigned classroom supervised by a teacher. Teachers may make arrangements for

their students to work in A4, etc. supervised by another teacher. Students may not work unsupervised in any

classroom or hallway.

Excused From School for Appointments

Bring a note from home or have a parent call indicating the reason for the absence.

Bring the note to the office to receive your excuse slip before school or during break times.

Show the excuse slip to the teacher at the beginning of the class you will be leaving early from

If you return the same day, sign in at the office.

Students wishing to leave without a note, must see the Vice-Principal or designate before leaving.
Students leaving the school after 9:00 a.m and before 3:13 p.m must sign out at the office.

Detentions
12:00 — 12:15 — Library (unless otherwise announced)

Bring school work or reading material

No food or drinks

No talking or distracting others

Miss a detention = 2 more, parent contact

Sent Out of Class

Report directly to the main office through the B Hall entry door.
Ask to see either the Vice-Principal or designate in the office.
Complete form provided by the secretary.

Do not talk or distract others in the main office.

Do not leave the office until given permission.

arONRE
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Hall Monitor

College Heights staff and students support the role of our Hall Monitor. The Hall Monitor will ask to see your “hall pass”
and will encourage and direct students to their appropriate destinations. Referrals to the main office may result in
disciplinary action by the Administrative Team.

Permission To Leave Class Policy Statment

1.
2.
3.

Students should not leave the classroom for the first 20 minutes or the last 20 minutes of class.
Students in the halls during class time must have a hall pass from the teacher.
If a student incorrectly uses their hall pass the student will lose their right to use a hall pass for a period of time.
Teachers should use their judgement regarding privileges given. Examples of incorrectly using a hall pass would
be taking too long in the hall.
Students must be prepared to show their hall pass to any of the school staff who ask for it.
Security cameras may be used to identify students who are out of class without permission.
Detentions and suspensions will be issued to students who do not follow the rules.
Dropping Out?

If you feel that you might leave school and seek employment, or you have started to feel that High School is not for
you, please consider contacting the Guidance department for assistance.

College Heights has an “Alternative Education” program. Alternative education is to assist students to complete
credits when they are unable to be successful in the regular classroom. It may be the solution to getting your high
school credits through distance education.

....ask your Guidance Counsellor or a Resource Teacher
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SCHOOL RULES FOR SUCCESS

Be In Every Class Every Day
e Attend all classes
e All students in the hall must have a hall pass
e Be ontime for class

Be Prepared to Work Every Day
e Follow staff instructions
e No Cell Phone use in class or in the main office
e Staff have the right to confiscate a cell phone and give it to the Vice-Principal to return to the student at the end of
the day, repeat offenses require parents to pick up phones
Bring class materials every day
No drugs or alcohol at school

Be Respectful To Those Around You Every Day

. No threats . No smoking on school property
. Follow staff instructions . No name calling

. No vandalism . Address staff appropriately

. No fighting . No swearing

. No bullying

PRIOR LEARNING ASSESSMENT AND RECOGNITION PROCESS

Prior Learning Assessment and Recognition (PLAR) is the formal evaluation and credit-granting process whereby
students may obtain credits for prior learning. Prior learning includes the knowledge and skills that students have
acquired, in both formal and informal ways, outside secondary school. Students may have their knowledge and skills
evaluated against the expectations outlined in provincial curriculum policy documents in order to earn credits towards the
secondary school diploma. The PLAR process involves two components: “challenge” and “equivalency’.

The “challenge” process is the process whereby students prior learning is assessed for the purpose of granting credit for a
Grade 10, 11 or 12 course developed from a provincial curriculum policy document published in 1999 or later.

Assessment and evaluation through the PLAR process will be based on the curriculum expectations and the achievement
charts in the Ontario curriculum policy documents.
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GENERAL STUDENT EXPECTATIONS

Working Together for Student Success at College Heights

Please feel free to call any of our In-school team members with

any questions. They are: Special Education Resource Team

Ben McCabe, ext. 305
Bruce Kellam, ext. 312
Erin Rivers, vm 447
Greg Smith, ext. 385
Sue Fernholm, ext. 328
Marion Box, ext 327
Mark Howe, vm 488
Student Success Teacher
Barb Cook, ext. 354
Principal
Beth Burns, ext. 306
Vice-Principal
Stephen Gayfer, ext. 304
Julie Bodiam, ext.356
Guidance Counsellors
Caryl Durst, ext. 307
Mary Leigh Collins, ext. 331
Child and Youth Counsellor
Kevin Dorscht, ext. 382
Bill Bulmer, ext. 321
(Wednesday only)
Social Worker
Jean Chen, ext. 355

Other support available through the
school is:

School Resource Officer - vm 496
Community Alcohol & Drug
Counsellor

Public Health Nurse

Joanne Weber

Interventions
Community
Resources/

Referrals

Level 2 Interventions
Parents and the team work t
find solutions ieh could involve
specific programming such a
supportedoop, counselling,
independent learning or guidal
support through group or indivi
sessions and/or community
involvement.

Level 1 Interventions

Teachers communicate directly with families wr
issues first arise, behavioural, academic or attende
issues persist, thestithool Suppdream, will determine
interventions, attendance letters are sent and meet
arranged. Students may be put on monitoring she
attendance contracts or referred to the Consultant .
Team. Students may have an IEP and resource sup

pleced in Alternative Programming

Decreasing number of students/increasing level of service

School-wide programs include:

Grade 9 BBQ and Orientation Day, lunchtime clubs, intramurals and Dis
assemblies, interim reports, weekly attendance awards, attendance ce
absences, adftilllying progms, homework club, Rotary mentorship program

career days, extensive handgch programming, SpeciglstIHills Major
programs in sevareas, cop programming, small class size, daily attendan
GLS/GLE classes, guidance andaedeacher support, literacy labs, credit re
ASD programs, hard of he#&sing,Tech, School Support/Discovery Groups |

and Alt. Ed. Programs.
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CODE OF BEHAVIOUR

The College Heights Code of Behaviour applies to the entire school community, students, staff, parenting/guardians and
visitors.

Dress Code

e Appropriate dress is defined as student attire that is free of symbols of hate, gang membership, or images that
portray violence, death, abuse, alcohol, cigarettes, drugs, racism, obscene words, and political or sexual
statements. Bandanas of any colour are not appropriate. Tattoos or haircuts showing the symbols mentioned
above are also inappropriate for school. Students’ faces must be visible to staff.

e Muscle shirts, spaghetti straps, backless and low scooped necklines are are unacceptable. Bare midrifts are
unacceptable; shirts must be ‘tuckable’ and not excessively tight. Shorts and skirts must be a reasonable length.

e All shirts must have 2 shoulder straps (halter tops, tube tops, and one shoulder t-shirts are not appropriate for
school).

e Students’ undergarments should not be visible.

o All staff will review these rules with students when appropriate and refer any students who require further
clarification to the administration.

Police Services

The Board believes that the Police are partners with schools and school boards in maintaining safe schools and
communities. Through the guidleines established in the Police/School Boards Protocol Agreement, Police support school
by encouraging, enabling and maintaining positive relationships with school administrators, staff, students, parents and
members of the school community.

Community Partners

The Board believes that community agencies and members of the school community are resources that can help boards
deliver prevention and intervention programs. Current and new partnerships, protocols and outreach are encouraged and
supported by the Board to formalize and enhannce relationships to maintain safe communities.

Implementation of the School’s Code of Conduct

Schools focus on prevention and early intervention as the key to maintaining a positive school environment in which pupils
can learn. The Board supports the use of positive practices and progressive discipline as a whole school approach to
foster the building of healthy relationships and encourage appropriate behaviours, as well as the application of
consequences for inappropriate behaviour.

Code of Conduct

Goal

It is the policy of College Heights and the Upper Grand District School Board to maintain a safe and inclusive learning and
teaching environment through the adoption of a Code of Conduct which promotes responsibility, respect, civilty and
academic excellence, and sets clear standards of behaviour for all members of the school community. The goal is to
create a positive school climate where all members of the school community feel safe, comfortable and accepted.

General

Our School Code of Positive Student Behaviour is based upon the Ontario Code of Conduct and the Upper Grand District
School Board Code of Conduct (Policy # 213) which applies to all members of the school community, students,
administrators, staff, parents and guardians, visitors, volunteers, etc. while on all school and Board property, school
buses, at school-authorized events and off site at the school-sponsered activites, or in other circumstances that could
have a negative impact on the school climate.
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Rights

Student Rights Include:
0 To be treated with dignity and respect
0 To be provided with activities that are success oriented and build on individual strengths
0 To receive a quality education
0 To be free from racial, religious and sexual prejudice and from physical and verbal harassment
0 To be informed about matters affecting their education
Parent Rights Include:
U To be treated with dignity and respect
U To be heard and to have concerns addressed
U  To communicate with the school
Staff Rights Include:
U To be treated with dignity and respect
U To have a safe working environment
U To expect parents and students to be involved in creating a positive school environement

Consequences:

The school will use a range of interventions, supports and consequences that include learning opportunities for reinforcing
positive behaviour while helping students to make good choices. The following are examples, in no particular order. The
application of consequences, supports and interventions are determined by the incident and the individual students
involved.

Examples of Consequences: Examples of Supports/Interventions:
e verbal reminder e discussion with P/VP
e warning e problem solving
e review of expectations/rules e conflict mediation
e written of verbal apology e social stories
e incident sheet e discussion with parent (next steps, solutions)
e vyard; clean-up e conference with others involved
e |etter written to parent e restorative justice
e phone call home e Child and Youth Counsellor support
e student contract sheet e positive reward system
e restitution e Attendance Counsellor support
e in-school community service e Student/teacher/parent meeting
e detentions e case conference with school staff and/or Board
e class time detentions consultants
e loss of in-school privileges o referral to outside agencies
e suspension from the bus e Suspension/Expulsion Program

Suspension and Expulsion

It is understood that discipline serves not only to correct inappropriate behaviour, but also as a deterrent. To maintain a
safe and effective learning environment, suspensions and expulsions may be imposed not only to deter inappropriate
behaviour, but also to remove individuals who pose a threat to the safety and well being of others. The Provincial Code of
Conduct specifies that for student actions that do not comply with the Provincial Standards of Behaviour, suspension and
expulsion may be considered. The Board’s Student Discipline Policy (Policy #503) sets out the process for suspension,
as well as the students actions that will result in the Principal imposing a suspension and considering an expulsion
pending an investigation of the incident.

Page | 9




Mitigating Factors

The Principal will consider the following mitigating factors when considering a suspension:
e The pupil does not have the ability to control his or her behaviour;
e The pupil does not have the ability to understand the foreseeable consequences of his or her behaviour;
e The pupil’s continuing presence in the school does not create an unacceptable risk to the safety of any person.

The Principal will also consider the following factors if they mitigate (moderate) the seriousness of the incident or the
behaviour of the student involved:

e The pupil’s history and age, whether progressive discipline has been used, if a behaviour has been motivated by
harassment or discrimination, the impact on the ongoing education of the student, the student’s individual
education plan.

Note: In some cases, even the thought of an offence calls for a mandatory suspension pending an investigation, the
consideration of the mitigating circumstances may cause a principal not to suspend.

Activities That May Lead to Expulsion

Police may be involved, as required, and a suspension may not imposed for one of the following infractions which has
occurred on school property, during a school related activity or event, and/or in circumstances where the infraction has an
impact on the school climate:

Uttering a threat to inflict serious bodily harm on another person

Possessing alcohol or illegal drugs

Being under the influence of alcohol

Swearing at a teacher or at another person in a position of authority

Committing an act of vandalism that causes extensive damage to school property at the pupil’'s school or to
property located on the premises of the pupil’s school

Bullying, including cyber bullying

Any act considered by the Principal to be injurious to the moral tone of the school

Any act considered by the Principal to be injurious to the physical or mental well-being of members of the school
community

I. Persistent opposition to authority

J. Habitual neglect of duty, or

K. A serious breach of the Board of school’'s Code of Conduct
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Activities That Will Result in a Suspension, an Investigation and a Possible Recommendation for Expulsion

Police may be involved, as required, and a student will be immediately suspended, an investigation will occur and may
lead to a recommendation of expulsion to the Board’s Discipine Committee for one of the following infractions which has
occurred on school property, during a school related activity or event, and/or circumstances where the infraction has an
impact on the school climate:

Possessing a weapon, including possessing a firearm;

Using a weapon to cause or to threaten bodily harm to another person;

Committing physical assault on another person that causes bodily harm requiring treatment by a medical
practitioner;

Committing sexual assault;

Trafficking in weapons or illegal drugs;

Committing robbery;

Giving alcohol to a minor;

An act or activities considered by the Principal to be signficantly injurious to the moral tone of the school and/or to
the physical or mental well-being of others;

Activities engaged in by the pupil on or off school property that have caused extensive damage to the property of
the Board or to goods that are/were on Board property, or

J. The pupil has demonstrated through a pattern of behaviour that he/she has not prospered by the instruction
available to him or her and that he/she is persistently resistant to making changes in behaviour which would
enable him or her to prosper.

IGmMmMo OwWp»
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Progressive Discipline

Progressive Discipline is a range of early and later interventions, supports and consequences that include learning
opportunities for reinforcing positive behaviour while helping students to make good choices. The following are examples,
in no particular order. The application of consequences, supports and interventions are determined by the incident and
the individual students involved.

e Student Success and Character Development strategies and programs;

e Providing students with the opportunity to learn life skills such as conflict resolution; anger management and
communication skills;

e Utilizing models based on the concepts of peer mediation and/or peer counselling, documenting incidents
requiring disciplinary measures, and applying the mitigating factors;

e Being sensitive to unique circumstances which may affect student behaviour;

e Ensuring that contact with the parent(s)/gurdian(s) and involving them in a plan to improve the behaviour until the
behaviour is acceptable

e Use of restorative practices where and when appropriate.

As incidents arise, it is recognized that each situation is unique. Incidents are managed in a consistent manner to ensure
that fairness is integral to the process, and that is fairness is perceived by all participants. Within the process,
consideration for consequences will be given for:

Student age

Frequency of incidents

Nature and severity of incidents
Extenuating circumstances
Impact on the school climate

GENERAL SCHOOL POLICIES

Assemblies

These gatherings may be planned for the entire school or teacher optional, meaning the teacher may or may not decide to
take the class. In either case, attendance is mandatory whether at the assembly or in class. The presentation deserves
courteous attention. Topics may include:

Say “No” to Drugs

Stand Up Against Bullying

Books - Textbooks and Library
The school only loans text and library books. It is expected that these will be returned in good condition or a payment for
replacement will be required.

Breakfast Club
The Breakfast Club runs every day at 8:30. Volunteers from the University of Guelph Nutrition Program serves the
breakfast. Students are expected to clean up after themselves. Costis 75¢ per drink and food is also 75¢.

Every day — Juice, Fruit and Yogurt. Only whole wheat bread is provided.

Buy-Outs

These gatherings occur only a few times during the school year and generally inviove only one period. Attendance is
taken before the students leave the classroom and only students with proper documention are dismissed. To be eligible
to “Buy Out” of class, you must have paid your student activity fee.

Cafeteria

The School cafeteria provides hot lunches, sandwiches, etc. at a reasonable cost. All students are expected to clean up
their own garbage and return dirty dishes and cutlery. The weekly bulletin has our daily features and is posted on our
school website.
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Drugs and Alcohol

The school Board prohibits the use of or possession of alcohol or drugs by students while on Board property, at events
sponsored by the Board or its school or in circumstances in which there is a legitimate Board relationship. Students who
consume alcohol, on school property or on school-sponsered activities will receive an immediate suspension from school
and co-curricular activities. Serious violations could result in a recommendation of expulsion. In all cases, parents of
students under eighteen years of age, will be contacted and police charges could result.

College Heights provides alcohol and drug counselling at the Teen Clinic. See your Guidance Counsellor or make an
appointment in Guidance.

Equipment - Use of Gymnasium, Stage or Classroom

All students must supply equipment as requested by individual teachers. This would include 3-ring binders and paper,
pens, pencils, safety glasses and calculators. Appropriate athletic wear is required for all phys-ed classes. Students can
purchase athletic equipment (shirts and shorts) through their phys-ed teacher. The school cannot accept responsibility for
property that you bring to school or co-op placement. You should be sure that all your property is name-tagged.

All rooms in the school, including the gyms and the stage are out of bounds to students unless a teacher is present.

Equity and Bias-Free Policy

It is the policy of the School Board to provide and maintain a learning and working environment of tolerance, fairness,
justice and equlity for all students, staff and to those within the community it serves while recognizing and acknowledging
the diversity of race, colour, creed and ethnicity. The Board and College Heights condemn and refuse to ignore or to
tolerate any expression of racial, religious, sexual orientation, gender or ethnic bias in any form by its students and staff.

Evaluation Days (Formal Evaluation Evaluation Days) - Note Carefully

Evaluation Days are compulsory for all students to attend. Schedualed evaluation days are as follows: (Note: In the
case of inclement weather, it may be necessary to change the dates.)

Semester 1: Semester 2:

Mid-term Evaluations: November 7-8 Literacy Test: March 29

Final Evaluations: January 27- Feb 2 Mid-term Evaluations: April 16-17
Final Evaluations: June 20-26

Emergency Procedures
Information is posted in all classrooms by the classroom doors

Fire Drills

Signals: CONTINUOUS RINGING OF THE FIRE BELL — LEAVE THE BUILDING
THREE BLASTS OF THE BELL SIGNALS THE RETURN TO CLASS
All windows and doors must be closed and lights turned off as you leave the room
All students will move quickly and orderly in signal file to the exit door designated by the teacher
Outside students must be clear of all exits and not block the driveway
Everyone must leave the building
Outside students must report to their teacher for attendance and remain with their teachers until alarm bell stops

Tornado Drills

The Principal will contact all staff and students via the P.A. System. Students will move to areas designated on classroom
“‘Emergency Response” poster. Staff will direct students to keep as close to interior walls as possible and avoid door
swing ways and glass areas. Students will be instructed to sit on the floor with their back to the wall, their knees drawn up
to their chest, their elbows wresting on their knees and their arms over their face and their hands covering their head.

Lock-Out Drills

An announcement will be made by school Principal. “PLEASE EXCUSE THIS INTERRUPTION. COLLEGE HEIGHTS
WILL NOW BE IN LOCK-OUT. PLEASE KEEP STUDENTS IN THE CLASSROOM AND CLOSE YOUR CURTAINS.”
Students are to be kept in the classrooms.
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Lock- Down Drills During Regular Class Time

An announcement will be made by school Principal, “PLEASE EXCUSE THIS INTERRUPTION. COLLEGE HEIGHTS
WILL NOW BE IN LOCK-DOWN. ANY STUDENTS IN THE HALLS ARE TO GO TO THE CLOSEST CLASSROOM.”
Classroom teachers will show students where the safest spot in the room is (away from door and windows)

Lock-Down Drills Outside of Regular Class Time

Prior to the beginning of the day
At breaks between periods 1 and 2 and 3 and 4

During lunch
After classes are dismissed at the end of the school day

In the event that the school must go into Lock Down during one of the above situations the procedure to indicated we are
in lock down will be as follows:
1. The Principal (or designate) will announce “please excuse this interruption, all staff and students are to go into
Lock Down immediately”.
2. School bells will ring for an extended length of time.
3. Principal and/or designate(s) will go to the exterior parts of the building to indicate to students to enter the building
and proceed to the nearest room according to the following guidelines:

Cafeteria Students:
Move immediately back stage behind the wall and secure the area.

Library Students:
Move into either the librarian’s office, the staff workroom or the staff room at large and secure the area.

Students at the front of building adjacent to the Hanlon:

Enter via the nearest entrance (A, B,or C or D hall), go to the nearest room, enter and secure the room. (Follow normal
procedures once in the room).

Students in the parking lot area at the North end of the school:

Enter via M Hall North and proceed to the nearest room, enter and secure the room. (Follow normal procdures once in the
room).

Students on Cafeteria Patio or sports fields adjacent to Centennial:
Enter the building via the gym doors and proceed directly to the large gym. Secure the room.

Students at the South end of the school near the ball diamond:
Enter through M Hall South entrance and proceed immediately to the large gym. Secure the room.

Staff upon hearing of the lock-down announcement are responsible (where able) to go to the nearest classroom to an
entrance and unlock the door and help usher students in and secure the room. Any students who enter the building once
we are in lock-down if there are no open classroom doors to go into students should find the nearest washroom, lock
themselves into a stall and crouch on top of the toilet so they are not visible.
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Field Trips
Field trips take extensive planning on the part of teachers an are an important part of the educational program. No field
trips will occur five days prior to the first day of exams.

Before leaving on a field trip students must:

1. Notify the other teachers,
2. Find out about work that will be missed, and
3. Plan for completion of the missed work.

During field trips students must:

1. Travel on board-approved transportation and return by the same means,

2. Meet the same standards of behaviour as required in the regular school setting. Students who commit a serious
violation will, at the sole direction of the teacher in charge, be returned home. All expenses related thereto,
including those expenses incurred by the accompanying person, shall be borne by parents/guardians of the
student.

Food And Drink

In order to keep our halls clean and free of garbage, students are encouraged to eat in the cafeteria rather than in the
halls. In bad weather, the overflow of students from the cafeteria may require some use of the main hall. In good
weather, however, students may wish to eat outside. Please clean up your own garbage.

Health And Safety
The Occupational Health and Safety Act states “where a worker is expose to eye injury he shall wear eye protection
appropriate in the circumstances”. Our policy at College Heights Secondary School regarding the wearing of approved
(C.S.A.)Safety glasses confroms to this Act.
1. All students must wear C.S.A. approved safety glasses while workming in Technical shops.
2. ltis also recommended that students wear approved safety footwear in these shops, i.e. steel toe and sole in
Manufacturing, Transportation and Construction Technology and non-skid footwear in the other shops. No open-
toe shoes (sandals).

Independent Study Courses
Some students have “exceptional” personal circumstances that require some form of “alternative” education. Students
under 18 who may qualify for Alt. Ed. Are to speak to their Guidance Counsellor and Mr. Smith.

Lockers

Lockers will be assigned to students. Lockers are Board of Education property and may be inspected by school staff at
any time. The school cannot assume responsibility for the loss or theft of any articles left in lockers. Students are
required to keep their lockers neat, clean and decent and clear their lockers Semester 2 by the last day of exams. Only
combination locks may be used. Locker numbers and combinations must be given to homeroom teachers. Dudley
locks are strongly recommended.

Medical Issues and Injuries

Any student with a life-threatening medical condition is required to notify the Principal and arrange an appropriate health
and safety plan. Inform your teachers of your health issues. In case of injury the circumstances must be reported to the
teacher in charge an the appropriate forms filled out in the main office.

Page | 14



Participation Point Systems

Major Awards
Junior Award - medallion - 50 points accumulated
Intermediate award — medallion - 100 points accumulated
Senior award - plaque - 200 points accumulated
Elite award - plaque - 300 points accumulated

Points System

District 4 Sports - up to 25 points assigned based on the number of practices and sportsmanship and performance during the
tournaments.

Inter-school - up to 10 points assigned based on the number of practices and sportsmanship and performance during
tournaments.

Special Activities and Clubs - up to 20 points based on the time commitment/level of participation.

Permission To Leave College Heights in Early June (Senior Students)
In special circumstances, students may apply to the Principal to be excused from school early in June. This leave is granted to
students who have obtained full-time employment. In order to qualify for this special privilege, students must meet the following
criteria:
Absences in all current classes must be under 10 days unless absences are excused by a doctor’s certificate.
Students must have a C or better in each current subject.
Teachers must agree to the early leave, and
The student must agree to complete all assignments and/or tests as required by each subject teacher.

Students wishing to apply for this special priviege should do so in writing to the principal at least two weeks in advance. A

parental signature is required for students under the age of 18. Teachers will sign their approval when all the tests and
assignments have been completed.
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Plagiarism

What is it?

Claiming someone else’s ideas, words or information as your own.

Why is it wrong?

Taking someone else’s ideas without acknowledging them is a form of stealing.

What is the consequence for plagiarism at College Heights?

Plagiarism will not be accepted by subject teachers. Students will be encouraged by all teachers to strive toward
avoidance of plagiarism. All borrowed work must be documented before it is accepted. Student appeals may be made to
the subject head of the department or the Principal.

How can plagiarism be avoided?

The library provides handouts to help students give correct credit for work borrowed.

Read through the material you are using for research, put the material away, then write down your notes. Any fact or idea
you need to see again before writing must be footnoted since it is neither your own nor something so well known that it
may considered “common knowledge”. Anything you have paraphrased must be footnoted.

Do | have to give credit for every fact?

Probably not. If the fact is something every secondary school students should know, such as the capital of Canada, then

you do not need to footnote. If the fact is something most people would know, such as the date of James’ | wedding or
the name of Henry VIII's favourite wife, then do cite the source of your information.

Try to remember where you found the information. If you can remember a specific book, article, interview or other source,
then it may well be that the information in not of the generally-known sort which is called “common knowledge”. If you are
still in doubt, ask your teacher or librarian.

What if | put someone else’s ideas in my own words? You still need to use a footnote or endnote to indicated that the
ideas are not your own. Paraphrasing, rewording another’s work is still plagiarism unless you acknowledge that the
language or ideas are not your own.

Note: This handout has been adapted from a University of Michigan Undergraduate Library publication and the P.G. Reid
Resource Centre publication.

College Heights Policy:

Any incidents of plagiarism will be reported to the office and students will be required to re-do the work.
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Police Services
A Constable is available for half a day most days to assist you when needed. Make an appointment through the
Administrative Assistant in the Guidance office.

Resource Room (A4)

The resource room at College Heights is known to most students by the room number, “A4”, although it’s official title is
Program Support Services. The purpose of the resource room is to provide assistance to students for their classroom
work. A4 can be a very handy place to get some extra help for your assignments for writing your test, or perhaps a
quieter setting for completing your work. Your classroom teacher and you will decide together if getting help in the
resource room is an appropriate support for you at College Heights.

School Insurance
It is recommended that every student obtain accident insurance. A package will be given out by your homeroom teacher
the first week of school. All accidents/injuries must be reported to a staff member immediately.

Skateboarding
Upper Grand District School Board policy prohibits the use of skateboards on school property. Students are not permitted
to skateboard on school buses.

In accordance with our Good Neighbour policy, College Heights’ students are not permitted to skateboard at the
Townhouses or on any part of our neighbours’ properties.

Smoking

In accordance with the Provincial laws and in the interest of everyone’s health and clean school grounds, smoking by
teachers, students or visitors is not permitted on College Heights school property. Students under the age of 16 may not
be in possession of tobacco on school property. The only area where there will be no consequences for smoking is
across the roadway, along with fence next to the Hanlon Expressway. Students who smoke on College Heights property
will be referred to the Health Unit and may receive a fine.

Staff Instructions

If a teacher gives a student an instruction with which you disagree, students are strongly advised not to argue the point.
Students must follow the instruction and later arrange to see the teacher for a review of the circumstances. If a student
still has questions see a vice-principal.

Student Council
The Student Council organizes dances, social events and money-raising activities, as well as providing a means of students’
involvement in the operation of the school. If you are interested in becoming a member, please contact Mr. Boutin.

Student Resource Centre/Guidance

The Student Resource Centre in B hall includes the Guidance Department and other services that students may wish to use.
Guidance Counsellors are available to help you problem-solve for the following type of things: course selection or changes,
career planning, goal setting, personal or social issues and problems that you may be facing. Normally, you would be expected
to make an appointment to see a counsellor but if you have an emergency, we will try to have someone talk with you
immediately. If Guidance staff are not available to assist you, they will do their best to help you find someone who can, either
inside or outside the school. Other services available through the Student Resource Centre include a Youth worker, an
Attendance Counsellor, a Drug and Alcohol Counsellor, a Nurse and (by appointment) a doctor.

Telephones
Students must use the pay phones only. The school will only accept emergency phone calls from a parent or guardian for a
student. Students are not permitted to use the main office phones.
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Use Of Technology Devices (Cell Phones, IPODS, etc.)

The term Information and Communication Technology (ICT) is often the reference for a number of existing and emerging
technologies used in schools. The list includes interactive whiteboards, storage devices, personal digital entertainment
devices (PDE’s), MP3 players, personal digital assistants (PDS’s), mobile phones, laptops, desktops, tablet PC’s, gaming
devises, assistive and adaptive technologies, digital cameras, scanners, smart cards and a range of content delivery
methods.

In schools, ICT has signficant positive impact on the learning environment, but if used inappropriately may have a
negative effect. It is therefore understood that the learning environment that is created by teaching staff is critical to the
the delivery of program and the improvement of student learning.

At College Heights S.S., it is expected that students will RESPECT the learning environment that is determined by their
teachers. Itis also clear that ICT devices are expensive and valuable items. As such, students are responsible for the
care, maintenance and security of their personal devices. No personal ICT device should be left unattended. It is
recommended that all personal ICT devices should be safely secured in lockers.

Students expectations related to the use of personal ICT devices include:

A. Laptops and other ICT devices are allowed to be on and in use by students in the cafeteria and main hallway
where there is a WIFI Internet connection for student use. This connection is also available in the library.

B. Students WILL “power-off” personal ICT devices to respect the learning environment established by the teacher,
when entering the classroom, and put them away so they are not visible.

C. Permission MAY be granted to students, by teacher, to “power-up” personal ICT devices. Permission will NOT be
granted during written examinations and tests, including provincial mathematics and literacy tests, assemblies,
drama presentations, morning announcements and Free-Reading.

D. To respect individual privacy, permission MUST be obtained from the individual, if over the age of 18, and from
the individual’'s parents, if under 18 before digital images or videos are taken. Failure to do this may result in
charges being laid by the police.

E. Cameras or other devices that record digital images, are NOT permitted in washrooms and change rooms/

F. Inthe case of a school emergancy, students will “power-off” all ICT devices, including those owned by the school,
as outlined in the Emergency Response Plan.

Failure to follow these expectations WILL result in the device being taken by the teacher and given to an administrator.
Students will have to see their Vice-Principal in order to get their confiscated devices returned. The Vice-Principal will
determine when this will happen. After more than one infraction, a parent will be required to pick up the device from
school.

Vandalism or Harrassment

Ask the nearest staff member for help. As long as you feel safe, carefully observe what is happening and report what you have
seen to any staff member so that action can be taken. We are responsible for the safety of our school community, personal
property and the right for all of us to feel safe and secure at school. Do not bring money or valuables to the gym. Do not
bring any valuables to school.

Violence-Free Schools

It is policy of College Heights to foster and maintain a safe environment for our students, staff and community through the
implementation to effective measures to deal with any violent situation. Inappropriate actions such as fights, verbal threats,
racial, physical or sexual harassment or abuse, possession of weapons or threats to use weapons or the use of weapons will be
dealt with by suspensions, of three to twenty days or expulsion from the Upper Grand District School Board. The use of Cyber
Bullying, MSN, Facebook, or any other form of “Messaging” threats will be severely dealt with by the police and school
administration.

Winter Expectations

Students may be suspended for throwing snowballs or other objects that could harm or cause injury to another person.
Students will be reminded regulary about the danger of throwing objects at people and/or vehicles.
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