
 

 

Student and Family Handbook 

2018-2019 
 

National Collegiate Preparatory Public Charter High School 

4600 Livingston Road, SE 

Washington, DC 20032 

Phone: 202-832-PREP (7737) 

Fax: 202-832-7736 

www.nationalprepdc.org 

 

 

HONOR       SCHOLARSHIP    LEADERSHIP 

http://www.nationalprepdc.org/


Student and Family Handbook Page 2 

 

Table of Contents 

Welcome ....................................................................................................................................................... 6 

I. School Overview ................................................................................................................................... 7 

A. Purpose of Student Family Handbook .............................................................................................. 7 

B. School Mission .................................................................................................................................. 7 

C. Our Beliefs ......................................................................................................................................... 7 

D. Our Values ......................................................................................................................................... 8 

E. Contact Information .......................................................................................................................... 8 

F. Administration, Faculty and Staff Directory (Telephone – 202 832-7737) ....................................... 8 

G. Hours of Operation ........................................................................................................................... 9 

H. Beginning of the School Day ............................................................................................................. 9 

I. School Calendar -2017-2018 ........................................................................................................... 10 

Honor - Veneratio ....................................................................................................................................... 14 

II. School Operations ............................................................................................................................... 15 

A. Arson ............................................................................................................................................... 15 

B. Bomb Threats/False Alarms ............................................................................................................ 15 

C. Dismissal.......................................................................................................................................... 15 

D. Entering and Exiting the School ...................................................................................................... 15 

E. Family Educational Rights and Privacy Act ..................................................................................... 15 

F. Fire Emergency Procedures ............................................................................................................ 19 

G. Harassment ..................................................................................................................................... 19 

H. Immunization .................................................................................................................................. 24 

I. Inclement Weather/School Closings ............................................................................................... 24 

J. Information Network Access........................................................................................................... 25 



Student and Family Handbook Page 3 

 

K. Library ............................................................................................................................................. 30 

L. Medical Emergency ......................................................................................................................... 31 

M. Medication .................................................................................................................................. 31 

N. Responsibility for School Property .................................................................................................. 32 

O. Transportation ................................................................................................................................ 32 

P. Parent Visitation Policy ................................................................................................................... 32 

Q. Visitors ............................................................................................................................................ 32 

R. Responsibility to Adhere to Policies ................................................................................................ 32 

S. Sankofa Ball ..................................................................................................................................... 33 

Leadership– Gubernatio ............................................................................................................................. 34 

III. Student Support .............................................................................................................................. 35 

A. Attendance ...................................................................................................................................... 35 

B. Truancy ............................................................................................................................................ 37 

C. Dress Code ...................................................................................................................................... 38 

D. Discipline Policies ............................................................................................................................ 40 

E. Restorative Discipline and Positive Behavior Support .................................................................... 42 

F. Behavioral Expectations (Common Sensors) .................................................................................... 422 

G. Code of Conduct................................................................................................................................ 422 

H. Bullying Prevention, Intervention and Response Policy ................................................................... 500 

I. Faculty and Staff Mandated Reporting ......................................................................................... 544 

J. Rewards and Positive Recognition ...................................................................................................... 55 

K. School Trips ..................................................................................................................................... 55 

L. Food Program.................................................................................................................................. 57 

M. Health/Medical Records ............................................................................................................. 57 

N. National Prep Student Government - Student Council ............................................................... 58 



Student and Family Handbook Page 4 

 

O. Family Involvement and Parent Engagement ..................................................................................... 58 

Parent and Family Committee (PFC) ....................................................................................................... 58 

Parental Contact ..................................................................................................................................... 59 

Parent Conferences/Open House/ Enrichment Nights ........................................................................... 59 

Parent Right to Know Policy .................................................................................................................... 59 

Parents’ Responsibilities ......................................................................................................................... 59 

P. Enrollment for the Next School Year .............................................................................................. 59 

Q. Withdrawing a Student ................................................................................................................... 60 

Scholarship - Philologus .............................................................................................................................. 61 

IV. Academic Affairs .................................................................................................................................... 62 

A. Advanced Placement / International Baccalaureate Organization ................................................. 62 

B. Academic Advising .............................................................................................................................. 62 

C. Advisory........................................................................................................................................... 62 

D. Classification ................................................................................................................................... 62 

E. Awards and Honors ..................................................................................................................... 63 

F. Academic Dishonesty ...................................................................................................................... 63 

G. Course Sequences 9th through 12th Grade .................................................................................... 64 

H. Carnegie Units and the Instructional Program ............................................................................... 68 

I. Reports of Student Progress ........................................................................................................... 69 

J. End of Year Assessments ................................................................................................................ 70 

K. Assessments .................................................................................................................................... 71 

L. ESchool - Student Information System ........................................................................................... 71 

M. Grading System and Description ................................................................................................. 71 

N. Graduation Requirements .............................................................................................................. 73 

O. Special Education ............................................................................................................................ 74 



Student and Family Handbook Page 5 

 

P. International Baccalaureate ............................................................................................................ 79 

Q. Transfers to National Prep .............................................................................................................. 79 

R. Grievance Policy and Procedure ......................................................................................................... 79 

S. NOTICE OF NONDISCRIMINATION .................................................................................................. 82 

T. Section 504 - Notice of Parental Rights .......................................................................................... 83 

U. Section 504 Grievance Procedure ................................................................................................ 84 

V. SECTION 504/ADA COMPLAINT FORM ........................................................................................... 87 

 

 

 

 

 

 



Student and Family Handbook Page 6 

 

Welcome  
 

Dear Parents, Students, and Families, 

 

We are delighted that you have chosen to become a member of the National Collegiate Preparatory 

Public Charter High School community of learners.  The high school years are crucial to students’ 

academic, social, physical, and emotional growth, and at NATIONAL PREP we have created a program 

specifically designed for the needs of this age group. As students enter high school, they are searching 

for personal meaning in their lives. They need opportunities to explore as they try to figure out who they 

are and their standing in the world. Our Advisory Program is at the core of the high school experience. 

Each of our students has an advisor and meets regularly both individually and in small groups. In 

addition, we also run an ever-evolving character-driven curriculum through our Advisory Program with 

the overarching themes of respect, honor, responsibility, scholarship, leadership and community. The 

strength of this program creates a supportive environment for students to challenge themselves both 

personally and academically.  

 

This Student and Family Handbook serves to inform you of the most important policies and 

procedures that frame the National Collegiate Preparatory‘s philosophical design. The Code of Conduct, 

including the dress code, is intended to support the academic program and to provide clear behavioral 

guidelines for students. It is critical that students are respectful, orderly, and focused during the school 

day. NATIONAL PREP does not tolerate disruption; every aspect of the school day is critical to the 

success of our students. We have no time to waste.  

 

A lot happens in four years and our academic and student affairs program will develop the student’s 

sense of intellectual curiosity and social, emotional identity. In the lower school we focus on achieving 

personal bests and developing strengths to create pride and success; self-advocacy and skill building are 

important as the students move on to the increasing challenges of the Upper School. Parents and 

guardians are encouraged to come and visit the campus to see us in action. We look forward to 

partnering with you. 

 

Don’t hesitate to contact us you if you have any questions.  

Sincerely, 

Jennifer L. Ross, MSW, LCSW     Dianne G. Brown, Ed.D. 

Founder and Chief Executive Officer     Chief Academic Officer 
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I. School Overview 

A. Purpose of Student Family Handbook 
This handbook summarizes the many policies, practices and regulations that govern the National 

Collegiate Preparatory Public Charter High School (NATIONAL PREP). It is not, however, intended 

to be a complete repository of all guidelines related to students and parents. Federal and 

District of Columbia laws, National Prep policies, regulations, and practices are subject to 

change. 

It is important that both student and parent read, understand, become familiar with, and 

comply with the National Prep Student & Family Handbook. If you have any questions or need 

additional information, please talk with the school principal or one of the other administrators, 

or your child’s Counselor. 

 

National Prep in accordance with its non-discrimination and zero tolerance policy, does not 

discriminate in its programs, activities, facilities, employment, or educational opportunities on 

the basis of race, color, age, disability, sex, religion, national origin, or sexual orientation and 

does not tolerate any form of discrimination, intimidation, threat, coercion, and/or harassment 

that insults the dignity of others by interfering with their freedom to learn and work. 

 

Please read this Handbook and make sure that you understand the policies and laws that affect 

your child and govern the operations and instructional practices of National Prep. 

 

B. School Mission 
The mission of National Collegiate Preparatory Public Charter High School is (1)  to provide a 

rigorous  9th- 12th grade standards-based college preparatory curriculum, (2) to provide an 

interdisciplinary curriculum which integrates international studies themes across the academic 

curriculum that would offer the opportunity for an International Baccalaureate (IB) Diploma and 

(3) to prepare our students to be self-directed, life-long learners equipped to be engaged  21st 

century citizens of their school, community, country and world. 

C. Our Beliefs 
At National Prep, we believe: 

 Every student can achieve and meet high standards regardless of their learning ability, style, 

or socio-economic status. 

 Parental and community involvement is an essential ingredient for student success. 

 Small schools promote improved student outcomes. 

 Instructional methods must support the varied learning styles of students. 
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D. Our Values 
At National Prep, the common principles are: 

 Learning to use one’s mind well; 

 Less is more, depth over coverage; 

 Goals apply to all students; 

 Personalization; 

 Student as worker, teacher as coach; 

 Demonstration of mastery; 

 A tone of decency and trust; 

 Commitment to the entire school; 

 Resources dedicated to teaching and learning; and 

 Democracy and equity. 

E. Contact Information 
 Main Phone Number: 202-832-PREP (7737)  

 Email: info@nationalprepdc.org 

 Fax: 202-832-7736  

 Website: www.nationalprepdc.org 

 Address:4600 Livingston Road SE, Washington, DC 20032 

 

F. Administration, Faculty and Staff Directory (Telephone – 202 832-7737) 
Email address: first initial, last name, @nationalprepdc.org (example:  awaldon@nationalprepdc.org 

Name Title 

Douglas Affeldt Spanish Teacher 

Andrew Asare Math Teacher 

Jason Beach Behavioral Specialist 

Kimyata Black Attendance Teacher 

Dianne Brown, Ed.D. Chief Academic Officer 

Michael Brown Dean of Students 

Jade Bryant Director of SPED and Student Services 

Kioko Butler History Teacher 

Gianni Clarkson History Teacher 

Nicole Clifton, Ed.D Managing Director 

Jussara Damon Spanish Teacher 

Maurice Douglas, Ed.D. Music Teacher 

John Gilchrist Security Officer 

Christina Granville Psychology Teacher 

Shanee Harrington-Young English Teacher 

mailto:awaldon@nationalprepdc.org
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Name Title 

Tarsha Holley Security 

Carlisa Hurtt Business Manager 

Abdul Iddris, Ph.D. History Teacher 

Nigel Jackson Social Worker 

Blaine James Teacher 

William Joines Art Teacher 

Sean Jones Special Education Teacher 

Jordana Kafka Teacher 

Samuel Korpoi P.E. Teacher/ Athletic Director 

Nicolaus Krug English Teacher 

Marcia McKenzie Data Manager 

DeAndre’ Mitchell Taylor Food Services Assistant 

Thmaine Morgan IB Coordinator/Teacher 

Gary Morris English Teacher 

Janae Nealey Biology Teacher 

Karen Nicholson Food Service Associate 

Paul Olopade Math Teacher 

Monica Petit-Homme Academic Counseling Assistant 

Claude Presley Director of Operations 

April Ranger Office Assistant 

Jennifer L. Ross Founder & Chief Executive Officer 

Patricia Samuels Special Education Teacher 

Cordel Smith-Shaw IB Spanish Teacher 

Melvin Stallings STEM Director, Science Teacher 

Alicia Waldon Director of Curriculum and Compliance 

Anthony Ward Math Teacher 

Sekenia Welch Academic and College Counselor 

Calvin Wilson Chemistry Teacher 

Lee Yaracs IB Biology Teacher/Testing Coordinator 

 

G. Hours of Operation 
The school building is open from 7:20 A.M. – 6:00 P.M., Monday through Friday.  On Fridays (only) 
students will be released at 1:30P.M.    

H. Beginning of the School Day 
Students should already be in a National Prep uniform before arriving at school. Students may not 
change their clothes when they arrive at school. In addition, students may not change their clothes 
before leaving the school building. Students must stay in full National Prep Dress uniform while on 
school premises and at all school related functions, programs, field trips, and activities unless 
specified otherwise. Any time a student is within the school building, regardless of the time of day, 
students must be in National Prep Dress uniform unless specifically told otherwise by an 
administrator. 



Student and Family Handbook Page 10 

 

I. School Calendar -2017-2018 
Notes:  

 1 day = 8.5 hours  FRIDAY= 5.25 hours½ day = 4.5  

 Late is any time after 8:00 am 

 Early dismissal is highly discouraged, and parents are required to pick up students. 

MONTH DAY/S ACTIVITY NOTES 

August 6-10 9th Grade Academy Boot Camp  

13-17 School-wide Orientation  

15 Parent Orientation 7pm 

16 Senior Photographs 8am – 7 pm 

17-19 IB Institute Off-site 

20 First Day of School/ First Quarter Begins  

September 3 Labor Day Holiday/School Closed 

7 Convocation  

10-18 NWEA testing All grades 

19 Faculty Meeting  

19 ACT Testing On site 

20 1st Quarter midpoint  

21 Progress Report Grades Due  

24-28 Project Week  

26 Back to School Night/Parent Teacher 

Conferences 

 

October 4 Underclassmen photographs  

8 Columbus Day Holiday/School Closed 

9-12 Quarter 1 Final Exam Review Week  

10 SAT Day  

11 IB Dinner 6 pm 

15-19 Quarter 1 Final Exam Week  

17 Faculty Meeting (extended day cancelled) 4 to 5:30 pm 

19 Parent Kick-Off 6-8pm 

24 1st Marking Period Ends  

25 Grades Due  

25 Records completed by teachers/grades due School closed for students 

26 Professional Development Day School closed for students 

29 2nd Marking Period Begins  

31 Parent Teacher Conferences, Panama 

Eligibility announced 

4-7pm 
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MONTH DAY/S ACTIVITY NOTES 

November 2 National Honors Fall Induction Ceremony   

6 Professional Development Day School closed for students 

8 Sankofa Eligibility Announced Students must have: 

10, 17  IB Saturday Camp  

12 Veteran’s Day Holiday/School Closed 

20 Thanksgiving Feast  

21-23 Thanksgiving Holiday/School Closed 

28 Faculty Meeting  

December 6 Second Quarter Midpoint  

7 Cross Roads  

7 Progress Report Grades Due  

8, 15 IB Saturday Camp  

10-14 Project week  

12 Parent Teacher Conferences 4-7 pm 

13 Alumni Luncheon 12 pm 

24 -31 Winter Break Holiday/School Closed 

January 1 New Year’s Day Holiday/School Closed 

2 School reopens  

7-11 Quarter 2 Review Week  

14-18 Quarter 2 Exam Week  

16 Faculty Meeting  

18 End of 1st Semester (2nd Quarter Ends)  

21 MLK Birthday School closed 

22 Records completed by teachers/grades due School closed for students 

23 Professional Development Day School closed for students 

24 3rd Marking Period Begins  

30 Parent/Teacher Conferences – Reports Cards/ 

National Honor Society Induction Ceremony 

 

February  8 Grandparents’ Tea  

14 Black History Program/ Sankofa Showcase  

18-22 Mid-Winter Break School Closed 

27 Faculty Meeting (extended day cancelled) 4 to 5:30 pm 

March 2 Sankofa Ball 7pm 

4 3rd Marking Period Midpoint  

4-7 Project Week  

5 Progress Reports Grades Due  
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MONTH DAY/S ACTIVITY NOTES 

8 Professional Development Day School Closed for Students 

13 Parent Teacher Conferences 4-7pm 

18-22 Quarter 3 Final Exam Review Week  

20 Faculty Meeting (extended day cancelled) 4 to 5:30 pm 

25-29 Quarter 3 Final Exam Week/ANET A3 Test  

April 3 3rd Marking period ends  

4 Grades Due/Records completed by teachers School closed for students 

5 Professional Development Day School closed for students 

8 4th Marking period begins  

10 Parent Teacher Conferences 4-7 pm 

12 Student Prep Day/ Senior Eligibility 

Announced 

Seniors must be in good 

academic standing to 

participate in senior 

activities 

15-19 Spring Break Holiday, school closed 

24 Faculty Meeting, extended day cancelled 4 to 5:30 pm 

26 National Honor Society Induction Ceremony 7pm 

29-May 

10 

PARCC Testing  

May 5-11 Panama Trip  

10 Last day of PARCC testing  

13-17 Senior Final Exam Review Week/Project Week  

15 4th quarter midpoint  

15 Faculty Meeting, extended day cancelled 4 to 5:30 pm 

16 Progress Reports Grades Due  

16 Academic Signing Day  

20-24 Senior Exams  

20-31 Spring NWEA  

24 Progress Reports Mailed  

24 IB Exams Start  

27 Memorial Day School Closed 

28 Professional Development Day  School closed for students 

31 Senior Prom  

June 3-7 Quarter 4 Final Exam Review Week  

4 Senior Awards Brunch  

5 Graduation Rehearsal  

6-8 Senior Trip  



Student and Family Handbook Page 13 

 

MONTH DAY/S ACTIVITY NOTES 

10 Graduation  2-4 

10-14 Quarter 4 Final Exams  

14 4th Marking Period ends  

14 Last Day for students 11:30 dismissal 

15 Parents’ Prom  

17-21 Planned snow day make ups  

21 Report Cards Mailed  

21 Last day of school for staff  

21 Report cards mailed home  
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Honor - Veneratio 
 

 

Honor is best understood as consistently following a set of values. These values 

are to be followed at all times – when it is convenient and when it is not. 

Therefore, as developing citizens of the world and as developing leaders, our 

students will be encouraged to always strive to tell the truth, even when it brings 

about a negative consequence (e.g., homework detention for not completing a 

homework assignment). 

 

 

Honor: We are ethical and honest in all our words and all our deeds. 
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II. School Operations 

A. Arson 
The possession of any incendiary material (including but not limited to matches, lighters, or 

liquid fluid) and the use of any material likely to result in a fire on school property is prohibited 

including fireworks. Tampering with fire and emergency equipment will be considered arson. 

B. Bomb Threats/False Alarms 
 No student shall make, aid, and/or abet in making a bomb threat or hoax by making a false 

report that a devise designed to cause damage or destruction by explosion, blasting, or 

burning is located on the school premises or at the site of school activities. 

 No student shall with the intent to perpetuate a hoax, conceal, place or display on school 

property or the site of school activities any device or artifact that will cause any person to 

believe that some object is a bomb or destructive device. 

 No student shall set off, attempt to set off, or aid and abet anyone in giving a false fire 

alarm. No students shall interfere with or damage any part of a fire alarm, fire detection, 

smoke detection, or fire extinguishing system. 

C. Dismissal 
Unless participating in extended day activities, students will be dismissed promptly at 3:42 pm 
each day except on Fridays where they will be dismissed by 1:30pm. 

D. Entering and Exiting the School 
 Students, family members, and guests must enter through the front, west entrance of 

the Patricia R. Harris Campus which is the main entrance for National Collegiate Prep. 

 Students must have their current school identification card.  

 Family members and guests entering the school must report to the security desk to sign 
in and receive a name badge, and then proceed to the main office.  

 Before a family member or guest exits the building s/he must sign out at the security 
desk.  

E. Family Educational Rights and Privacy Act 
The Family Educational Rights and Privacy Act (“FERPA”), is a federal statute that describes 

inspection and review of student records, including: specific information made available to 

students age 18 or older (“eligible students”) and parents; procedures for students and parents 

with regard to access to records, hearings, and written explanations. 

1. The objectives of our school’s access to records policy are threefold: 

 

a. To protect student privacy. 

b. To ensure that parents and students have access to appropriate records. 
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c. To provide appropriate student records to parties who have legitimate need. 

 

2. Definitions of “Student” and “Education Records” Under FERPA 

Student: any person with respect to whom a school maintains educational records or 

personally identifiable information. 

Education records: “Those records, files, documents, and other materials which contain (i) 

contain information directly to a student; and (ii) are maintained by an educational 

institution or by a person acting for such agency or institution.” “Education records” does 

not refer to private records that are kept in an administrator’s or a teacher’s personal file 

that are for his or her personal use; thus, these are not subject to review by students, 

parents, or guardians. “Education records” also does not refer to medical and mental 

health records related to a student who is eighteen years or older. 

 

3. Rights of Parents and Students to Review School Records 

Parents, guardians, or eligible students have the right to inspect and review their children’s 

education records. The term “parent” or “guardian” include both parents, even when the 

parents are divorced, as courts have found that noncustodial parents have not abandoned 

interest in their children. Parents are allowed inspection “unless such access is barred by 

state law, court order, or legally binding instrument” relating to such matters as divorce, 

separation, or custody that specifically revokes those rights. 

Parties requesting a copy of a part or all of a student’s records must provide a signed dated 

request and allow two weeks for the school to comply. The consent must: (1) specify the 

records, (2) indicate the purpose of the disclosure, and, (3) identify the people to whom the 

disclosure may be made. 

The school official will then arrange access and notify the parent or student of the time and 

place where the records can be inspected. 

Parents or guardians also have the right to seek to have records amended and the right to 

have some control over the disclosure of personally identifiable information from the 

education records. If parents or guardians want the school to amend records they believe 

are inaccurate or misleading, they must: (1) write to identified school leader, (2) identify the 

part of the record they want changed, and (3) specify why the record is inaccurate or 

misleading. This request will be reviewed and may or may not be granted. 

If the school does not comply with the amendment, the school must notify the parent and 

advise the parent of his or her right to a hearing. A hearing must be conducted within a 

reasonable time after the request and must be presided over by a disinterested official; the 
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hearing must give students and parents, who may be represented by counsel at their own 

expense a fair opportunity to present evidence. Even if the records are not amended, 

parents and students have the right to place a statement in the records commenting on the 

contested information. 

Students may not challenge their grades, except on the basis of alleged administrative 

errors. 

When a student turns eighteen years old, enters a postsecondary institution at any age or is 

otherwise emancipated, the parents’ rights transfer to the student. 

4. Access to Records by School Personnel 

Student records can be and are available to school personnel, including administrators, 

counselors, instructors, clerical staff whose responsibility is to maintain records and others 

who have “legitimate educational interests.” This definition also includes health or medical 

staff, DC Public Charter School Board members, a person or company with whom the school 

has contracted to perform a special task (such as an attorney, auditor, medical consultant, 

or therapist), a parent or student serving on an official committee, or another school official 

assisted in performing his or her tasks. 

School personnel may access student records (with the exception of medical and mental 

health records) for their own use, but they must not share those records or the information 

contained within them with anyone outside the school. 

Schools can disclose records to other secondary institutions; for example, our school will 

disclose student records to ensure the well-being of the community. FERPA does not require 

a school to make a reasonable attempt to notify the parents or students of another school 

or school district’s records request. 

5. Law Enforcement 

Records can be disclosed to comply with a judicial order or lawfully issued subpoena when 

they are necessary to adjudicate a juvenile effectively. 

Our school must notify the parents or student of the order or subpoena in advance of 

compliance so that the student can seek protective action. Law enforcement must certify in 

writing that the information will not be disclosed to any other party without the written 

consent of the parent of the student. 

Records also can be disclosed to an alleged victim of any crime of violence at the school at 

the victim’s request. Criminal defendants can also get access to the records of their alleged 

victims if an official request is submitted by an attorney or legal officer of the court. 
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Students, parents, and guardians cannot access records and documents of law enforcement 

that are kept apart from education records and are maintained solely for law enforcement 

purposes and these records are not made available to people other than law enforcement 

officials. 

6. Release of Records without Parental or Student Consent 

General information regarding students is not confidential, and such information can be 

released to parties outside the school, included in press releases, and provided to recruiters.  

This type of information includes, but is not limited to: 

a. Name 

b. Address 

c. Telephone listing 

d. Participation in officially sanctioned activities and sports 

e. Weight and height of members of athletic teams 

f. Enrollment status 

g. Diplomas/Awards received 

h. Dates attended 

i. Other schools attended 

j. Place and date of birth 

k. Description of involvement in school activities 

 

Records can be released to medical/mental health workers and to child protective services 

in order to respond to a health or medical emergency. The release of any other records or 

disclosures requires the consent of parents or guardian. Note: Any deviation to this 

regulation must be submitted by a parent or guardian within 30 days of receipt of this 

handbook. 

7. Complaints 

Parents must send complaints for alleged violations of FERPA to: 

Family Policy Compliance Office 

US Department of Education 

400 Maryland Avenue SW 

Washington, DC 20202-5920 

 

Complaints must be submitted in a timely fashion and no later than 180 days from the date 

the student experienced the alleged violation. They must contain “specific allegations of fact 

giving reasonable cause to believe that a violation has occurred,” including relevant dates, 

names and titles of officials and students involved; a specific description of the education 
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record; a description of all contacts with school officials regarding the matter, including 

times of phone calls and contents of correspondence; name and address of the school and 

any additional evidence. 

All faculty and staff at our school have a copy of this policy and must adhere to this policy. 

The policies of National Collegiate Prep regarding confidentiality and access to student 

records are in accordance with guidelines established by the United States Department of 

Education. 

F. Fire Emergency Procedures 
 Fire emergency procedures and response protocols have been established for National Prep. 

 We will conduct monthly fire drills. When the alarm sounds, District of Columbia law 

 requires that everyone be evacuated from the building, even though it may be a drill or false 

 alarm. 

 Tampering with any fire safety equipment, such as extinguishers, exit and emergency lights, 

 smoke detectors, alarm devices, setting off false alarms, or failing to evacuate a building when 

 an alarm is sounded are very serious offenses. Violators are subject to disciplinary action which 

 could include expulsion and may be referred to civil authorities. 

G. Harassment 
1. General Statement of Policy 

The National Collegiate Preparatory Public Charter High School is committed to providing all 

members of the school community with a safe and supportive environment. Members of 

the school community are expected to treat each other with mutual respect and to accept 

the rich diversity that makes up our community. Disrespect among members of the school 

community is unacceptable behavior, since it threatens to disrupt the learning environment 

and decrease self-esteem. Harassment is a form of unlawful discrimination as well as 

disrespectful behavior, which will not be tolerated. It is our policy to oppose and prohibit, 

without qualification, unlawful harassment based on race, color, religion (creed), national 

origin, marital status, sex, sexual orientation, disability, chronic illness, or any other 

characteristic protected by applicable law. Any unlawful harassment of a student by a 

member of the school community is a violation of this policy. Our school shall act to 

investigate all complaints of harassment, formal or informal, verbal or written, and to 

discipline to take other appropriate action against any member of the school community 

who is found to have violated this policy. 
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2. Harassment Policy Definitions 

Consequences: Any member of the school community that is found to have violated this 

policy may be subject to action including, but not limited to, warning, remedial training, 

education or counseling, suspension, dismissal, termination or discharge. 

 

Disability harassment: Disability harassment includes harassment based on a person’s 

disabling mental or physical condition, including chronic illness, and involves any 

unwelcome verbal, written or physical conduct, directed at the characteristics of a person’s 

disabling condition, such as imitating manner of speech or movement, or interference with 

necessary equipment. A chronic illness is an illness that lasts indefinitely, may limit what a 

person can and cannot do, and may require months or years of medication and other 

medical care. 

False Reporting: A person who knowingly makes a false report may be subject to the same 

action that our school may take against any other individual who violates this policy. The 

term “false report” refers only to those made in bad faith and does not include a complaint 

that could not be corroborated, or which did not rise to the level of unlawful harassment 

Marital status harassment: Harassment on the basis of marital status is unwelcome verbal, 

written or physical conduct, directed at the characteristics of a person’s marital status, such 

as comments regarding pregnancy or being an unwed mother or father. 

National origin harassment: Harassment on the basis of national origin is unwelcome 

verbal, written or physical conduct, directed at the characteristics of a person’s national 

origin, such as derogatory comments regarding surnames, manner of speaking, customs, 

language, or ethnic slurs. 

Racial harassment: Unwelcome verbal, written or physical conduct, directed at the 

characteristics of a person’s race or color, such as nicknames emphasizing stereotypes, racial 

slurs, comments on manner of speaking, and negative references to racial customs. 

Religious (Creed) harassment: Harassment on the basis of religion or creed is unwelcome 

verbal, written or physical conduct, directed at the characteristics of a person’s religion or 

creed, such as derogatory comments regarding surnames, religious tradition, or religious 

clothing, or religious slurs, or graffiti. 

Reporting: Any school employee, who observes, overhears or otherwise witness 

harassment, which may be unlawful, or to whom such harassment is reported, must report 

this information to the identified harassment complaint official. A written report of the 

incident and the action taken by the school employee in response to it must also be given to 

the appropriate harassment complaint official designated to oversee the handling of 

harassment complaints. Any student or other person who believes that unlawful 
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harassment of a student has occurred may inform any school employee or one of the 

harassment complaint officials. Any student who believes that s/he has been the target of 

unlawful harassment as defined in this policy may bring his/her complaint to the attention 

of any school or the harassment complaint official. Any student who believes that any 

corrective action taken by a school employee was ineffective may bring his/her complaint to 

the attention of the harassment complaint official. The complaint may be made either orally 

or in writing. The harassment complaint official for the National Collegiate Preparatory is the 

Chief Executive Officer, who can be reached at 202 832-7736. If the complaint official 

cannot be contacted, complaints can be brought to the attention of the Campus Leader. If 

one of the harassment complaint officials is the person alleged to be engaged in the 

harassment, the complaint shall be filed with one of the alternative officials. 

Retaliation: It is a separate and distinct violation of this policy for any member of the school 

community to retaliate against a person who reports alleged harassment or against any 

person who testifies, assists or participates in an investigation, proceeding or hearing 

relating to such harassment. It is possible that an alleged harasser may be found to have 

violated this anti-retaliation provision even if the underlying complaint of harassment is not 

found to be a violation of this policy. Retaliation includes but is not limited to any form of 

intimidation, reprisal or harassment and may be redressed through amplification of the 

same reporting, investigation, and enforcement procedures as for harassment. 

School community: Our “school community” includes, but is not limited to, all students, 

parents/guardians, school employees, contractors, unpaid volunteers, and other visitors. 

School employee: The designation “school employee” includes, but is not limited to, all 

teachers, life skills counselors, student life associates, academic and student life support 

staff, administrators, bus drivers, custodians, cafeteria workers, coaches, board of trustee 

members and agents of the school. 

Sexting: Sending provocative photographs of body parts via cell phone. 

Sexual harassment: Unwelcome sexual advances, requests for sexual favors and other 

verbal or physical conduct of a sexual nature when: (A) Submission to that conduct is made 

either explicitly or implicitly a term or condition of a student’s education. (B) Submission to 

or rejection of such conduct by a student is used as a component of the basis for decisions 

affecting the student. (C) The conduct has the purpose of effect of substantially interfering 

with a student’s educational performance or creating an intimidating, hostile, or offensive 

educational environment. Sexual harassment can include unwelcome verbal, written or 

physical conduct, directed at or related to a person’s gender, such as sexual gossip or 

personal comments of a sexual nature, sexually suggestive or foul language, sexual jokes, 

whistling, spreading rumors or lies of a sexual nature about someone, demanding sexual 

favors, forcing sexual activity by threat of punishment or offer of educational reward, 
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obscene graffiti, display or sending of pornographic pictures or objects, offensive touching, 

pinching, grabbing, kissing or hugging or restraining someone’s movement in a sexual way. 

Sexual orientation harassment: Harassment on the basis of perceived sexual orientation is 

unwelcome verbal, written or physical conduct, directed at the characteristics of a person’s 

sexual orientation, such as negative name-calling and imitating mannerisms. 

Unlawful harassment: Verbal or physical conduct based on a student’s actual or perceived 

race, religion (creed), color, national origin, marital status, sex, sexual orientation or 

disability and which has the purpose or effect of substantially interfering with a student’s 

educational performance or creating an intimidating, hostile or offensive environment. 

1. Process 

a. As required by Law or Regulation: The school may be required by law or regulation to 

report certain allegations and/or evidence of abuse to the Police Department, Child 

Protective Services, or some other outside authority. In such circumstances, the outside 

authority will dictate the process used to resolve the situation. As such, while the school 

will attempt to fulfill the goals addressed by the Informal Procedure and the Formal 

Procedure discussed below, it cannot ensure that either process will be followed 

precisely. 

b. Informal Procedure: It may be possible to resolve a complaint through a voluntary 

conversation between the complaining student and the alleged harasser, which is 

facilitated by a school employee o, by a designated harassment complaint official. If a 

student under 18 years of age is involved, his/her parents shall be notified promptly 

unless, after consultation with the student, it is determined not to be in the best 

interests of the student. A person, of their choice for support and guidance, may 

accompany both the complaining student and the alleged harasser. If the complaining 

student and the alleged harasser feel that a resolution has been achieved, then the 

conversation may remain confidential and no further action needs to be taken. The 

facilitator, in writing, shall report the results of an informal resolution to the harassment 

complaint official within 10 working/school days of the complaint notification. If the 

complaining student, the alleged harasser, or the school employee/harassment 

complaint official, chooses not to utilize the informal procedure, or feels that the 

informal procedure is inadequate or has been unsuccessful, s/he may proceed to the 

formal procedure. Any complaint against a school employee shall be handled through 

the formal procedure. 

c. Formal Procedure: 

1. The harassment complaint official, the Chief Executive Officer, or her designee shall 

fill out a harassment complaint form based on the written or verbal allegations of 
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the complaining student within 2 working days of the complaint. This complaint 

form shall be kept in a centralized and secure location. A) The complaint form shall 

detail the facts and circumstances of the incident or pattern of behavior. B) If a 

student under 18 years of age is involved, his/her parents shall be notified promptly 

unless, after consultation with the student, it is determined not be in the best 

interests of the student. C) An investigation shall be completed by the harassment 

complaint official. All efforts will be taken to complete this investigation within 14 

calendar days from the date of the complaint. 

2. The investigation may consist of personal interviews with the complaining student, 

the alleged harasser and any other individuals who may have knowledge of the 

alleged incident(s) or circumstances giving rise to the complaint. In determining 

whether alleged conduct constitutes a violation of this policy, the harassment 

complaint official should consider the surrounding circumstances, any relevant 

documents, the nature of the behavior, past incidents or continuing patterns of 

behavior, the relationships between the parties involved, the age of the parties, and 

the context in which the alleged incidents occurred. Whether a particular action or 

incident constitutes a violation of this policy requires a determination based on all 

the facts and surrounding circumstances.  In addition, our school may take 

immediate steps, at its discretion, to protect the complaining student, alleged 

harasser, witnesses, and school employees pending completion of an investigation 

of alleged harassment and may make any appropriate referrals for assistance, 

including but not limited to counseling, rape crisis intervention, etc. The 

investigation will be completed as soon as practicable, but no later than thirty (30) 

calendar days from the complaint or report. The harassment complaint official shall 

make a written report to upon completion of the investigation. The report shall 

include a determination as to whether the allegations have been substantiated as 

factual and whether they appear to be violations of this policy. 

3. Following the investigation, the harassment complaint official shall recommend to 

the Chief Executive Officer what action, if any, is required. Our school shall take 

appropriate action in all cases where the harassment complaint official concludes 

that this policy has been violated. Any person who is determined to have violated 

this policy shall be subject to action, including but not limited to, warning, exclusion, 

suspension, expulsion, transfer, termination, discharge or any other remedial action, 

including but not limited to, training, education, or counseling. Action taken for 

violation of this policy shall be consistent with state and federal law, including but 

not limited to the due process protections for students with disabilities. 

4. The CEO shall maintain the written complaint and report of the investigation and 

results in a secure location. In the case of an investigation, conducted by another 
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agency, the CEO shall receive a copy of the investigation report and results. The 

complaining student and the alleged harasser shall be informed of the results of the 

investigation, including whether the allegations were found to be factual, whether 

there was a violation of the policy, and whether disciplinary action was or will be 

taken. Any person who is determined to have made a knowingly false report shall be 

subject to action, including but not limited to, warning, exclusion, suspension, 

expulsion, transfer, termination, discharge or any other remedial action, including 

but not limited to, training, education, or counseling.  

5. Either party in the complaint may appeal the decision of the investigation of the 

CEO, the National Collegiate Preparatory Public Charter High School Board of 

Trustees, or exercise methods of appeal under the provided alternative procedures.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

d. Confidentiality 

Our school recognizes that both the complaining student and the alleged harasser have 

strong interests in maintaining the confidentiality of the allegations and related 

information. The privacy of the complaining student, the individual(s) against whom the 

complaint is filed, and the witnesses will be respected as much as possible, consistent 

with the National Collegiate Preparatory Public Charter High School’s legal rights and 

obligations. 

e. Alternative Complaint Procedure 

In addition to, or instead of, filing a harassment complaint through this policy, a person 

may choose to exercise other options, including but not limited to filing a complaint 

with outside agencies, including the U.S. Department of Education’s Office of Civil 

Rights. 

a. Notice and Publication 

There shall be procedures for publicizing, on an annual basis, the identity of the 

harassment complaint officials who are designated to receive complaints. Our school 

shall use its discretion in developing and initiating age-appropriate programs to 

effectively inform students and school employees about the substance of the policy and 

procedures in order to help prevent harassment. 

H. Immunization 
In accordance with the State Public Health Law of the District of Columbia, NO CHILD WILL BE 

ADMITTED TO SCHOOL OR ALLOWED TO ATTEND SCHOOL without appropriate certification of 

immunization against the following: Diphtheria, Poliomyelitis, Measles, Rubella and Mumps 

I. Inclement Weather/School Closings 
National Collegiate Preparatory generally follows DCPS school delay/closing decisions. 
Information regarding school closings due to snow, excessive heat, etc., as well as other 
emergency information related to the school will be announced on local radio and news reports. 
All closings are announced via telephone, Facebook, website and announced on NBC 4. 
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J. Information Network Access 
The information network of the National Collegiate Preparatory Public Charter High School 

represents powerful educational resources that allows students to find information anywhere in 

the world. Students can connect to educational resources, businesses, universities, libraries, 

other schools and students around the world. 

Just as our school has rules for acceptable behavior, so, too, are there correct procedures and 

rules that govern the use of our school network and each of the computers, peripherals and 

other equipment that make part of it. If a student does not follow these guidelines, he/she may 

lose the privileges to access the Network and face other consequences administered by school 

instructors and administrators. 

Before a student can access the Network, his or her parent/guardian must sign a statement 

acknowledging that they are aware of the proper procedures. Think of it as your permission slip 

to travel on the information highway. 

Students and parents understand that computer activity can be monitored by National 

Collegiate Preparatory Public Charter High School and that disciplinary actions can be taken in 

the case of violations to this Information Network Access Policy. 

 Behavior on the Network/Internet 

For safety and the safety of others, students must remember to exercise caution when 

communications with people anywhere. Students should not give out home phone numbers or 

addresses to anyone. If a student feels that there is a problem or feel uncomfortable with the 

information someone is giving, the student should tell a faculty member immediately. 

On the other hand, students may no harass other users. Students don’t want to run the risk of 

breaking the law by bothering other people. If a user on the Network asks that a student no 

longer send them mail or in any other way contact them, students must stop all contact 

immediately. While students may feel he/she has the right of freedom of expression, others 

have the right to be free from harassment. 

Our school’s code of conduct applies to Network activities. These rules apply to vandalism of 

computer equipment, unauthorized access to information, computer piracy, hacking, and any 

tampering with hardware or software. These rules also apply to harassing others and using 

abusive or obscene language on the information networks. Students may not use the Network 

to annoy, harass, or otherwise offend other people. 

Student Acceptable Use Policy 

The National Collegiate Preparatory Public Charter High School Network has been established 

for a limited educational purpose. The term “educational purpose” includes classroom activities, 

career development, and limited high-quality self-discovery activities. 
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The National Collegiate Preparatory Public Charter High School Network has not been 

established as a public access service or a public forum. Our school has the right to place 

reasonable restrictions on material a student accesses or posts through the Network system. 

Students are expected to follow the rules set forth in the disciplinary code and the law in use of 

our school’s Network. 

Students will not use the Network or computers for: 

 Playing games unless under faculty supervision for an educational purpose. 

 Commercial purposes. This means students will not offer, provide, or purchase products 

or services through our Network. 

Student Internet Access 

 If the school leadership permits students to have a school email account through the 

school’s domain, www.nationalprepdc.org, students will need the approval of their 

parent/guardian to be issued an individual account. 

 If approved by the school leadership, students may create a personal web page on our 

Network.  All material placed on web pages must be pre-approved in a manner specified 

by the School, Material placed on web pages will relate to education and career 

preparation activities. 

 Our school can setup restrictions to access the whole school computer network or some 

of its resources, included but not limited to the Internet. This is based on the school’s 

educational programs or based on the disciplinary standing of a particular student. 

 

Access Times 

 Students will not use a computer that is on a faculty/staff member’s desk, in a 

faculty/staff room, or that a teacher or staff member uses as his/her main computer at 

any time. 

 If students use the computers in the morning, they will only use them for academic 

purposes. If students use the Internet at this time, they will only use it to access news or 

other educational sites. 

 Students will only use the computers during class-time while a faculty member is 

supervising. 

 Our school may restrict, through setup of the Network, to what computers and at what 

times students will be able to access its resources. 

 

Unacceptable Uses: 

Personal Safety – Students will not: 

 Post personal contact information about themselves or other people. 

 Agree to meet with someone he/she has met online without parent/guardian approval. 

 Access/observe chat rooms or talk sessions unless supervised by faculty for an 

educational purpose. 

http://www.nationalprepdc.org/
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Illegal Activities – Students will not: 

 Attempt to gain unauthorized access to the National Collegiate Preparatory Public Charter 

High School Network or any other computer system through The Network or go beyond 

authorized access. This includes attempting to log in through another person’s account or 

access another person’s files or Network resources. These actions are illegal, even if only for 

the purpose of “browsing.” 

 Make deliberate attempts to disrupt the computer system or destroy data by spreading 

computer viruses or by any other means. These actions are illegal. 

 Use the Network to engage in any other illegal act. 

 Use school computers to store music, pictures, games, or other electronic media. In case 

this is requested for a specific assignment, students will have to obtain prior authorization 

from the instructor for whose assignment this action is required. 

 

System Security – Students will: 

 Take all reasonable precautions to prevent others from being able to use his/her account. 

Under no conditions will students provide his/her password to another person. 

 Immediately notify a teacher or the system administrator if he/she has identified a possible 

security problem. Do not go looking for security problems, because this may be construed as 

an illegal attempt to gain access. 

 Avoid the inadvertent spread of computer viruses. 

 Not attempt to circumvent any filtering or management controls. 

 

Inappropriate Language/Material – Students will not: 

 Use obscene, propane, lewd, vulgar, rude, inflammatory, threatening, or disrespectful 

language or web pages, or any technology-based communication. 

 Post information that could cause damage or pose a danger of disruption. 

 Knowingly display offensive messages, pictures, or other material or sexually-oriented 

material. 

 Engage in personal attacks, including prejudicial or discriminatory attacks. 

 Harass another person. Harassment is persistently acting in a manner that distresses or 

annoys another person. If a student is told by a person to stop sending messages, he/she 

will stop. 

 Knowingly or recklessly post false or defamatory information about a person or 

organization. 

 Use our school Network to access material that is profane or obscene (pornography), that 

advocates illegal acts, or that advocates violence or discrimination towards other people 

(hate literature). 
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 Mistakenly access inappropriate information without immediately telling a teacher or 

another school employee. This will protect students against a claim that intentionally 

violates policy. 

 Access material deemed inappropriate by his/her parent/guardian. Parents/guardians will 

instruct as to what additional content they feel inappropriate. The School fully expects that 

students will follow parent/guardian instructions in this matter. 

Respect for Privacy –Students will not: 

 Repost a message that was sent to a person privately without permission of the person who 

sent the message. 

 Post private information about another person. 

 Use another user’s password or forge messages. 

 Gain unauthorized access to the files, work or folders of another user, or vandalize or 

attempt to vandalize the data or files of another user. 

 Post anonymous messages. 

 

Respecting Resource Limits – Students will: 

 Not download files unless absolutely necessary and approved by a faculty member. If 

necessary, students will download the file at a time when the Network is not being heavily 

used and immediately remove the file from the system computer. 

 Not post chain letters or engage in “spamming.” Spamming is sending an annoying or 

unnecessary message to a large number of people. 

 Stay within the space quota for all servers. 

 Subscribe only to high quality discussion group mail-lists that are relevant to a student’s 

education or career development. 

 

Hardware and Software – Students will: 

 Learn how to use hardware and software properly. If students have questions, he/she will 

ask a teacher. 

 Not abuse the hardware, and will not adjust, connect, or disconnect components. 

 Be totally responsible for items he/she borrows. 

 Take no food or drink within 10 feet of computers. 

 Always honor copyright laws and licenses. 

 Not install, change, copy, or delete software. This includes programs, add-ins, plug-ins, 

fonts, clip art, sounds, and supporting files. 

 Take precautions against viruses. 

 Not attempt to circumvent any software controls. 

 Not connect peripherals to school computers, including but not limited to headphones, 

cameras (still or video), MP3 players (including iPod’s and others), etc. 

 

Networks and Servers – Students will not: 
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 Switch, install or replace equipment from the original way they were setup by school 

personnel. 

 Touch the hubs, routers, servers, or connectors, or plug or unplug wires. 

 Create their own network servers. 

 Publish material on the servers without the sponsorship of a faculty or staff member. Only 

faculty and staff may manage published content on the Network. 

 

Intellectual Property 

 When students use someone else’s work, he/she will give credit to the author. When a 

student does this, teachers will know which ideas are the student’s, and he/she won’t be 

guilty of plagiarism. Plagiarism is “taking ideas or writings from another person and 

offering them as your own.” Credit should always be given to the person who created the 

article or idea. The student who leads readers to believe that what they are reading is the 

student’s original work when it is not is guilty of plagiarism. 

 Students will respect the rights of copyright owners. Copyright infringement occurs when 

students inappropriately reproduce a work that is protected by a copyright. If a work 

contains language that specifies appropriate use of that work, students will follow the 

expressed requirements. If students are unsure whether or not he/she can use a work, 

students should request permission from the copyright owner. Copyright law can be very 

confusing. If students have questions, he/she will ask a teacher. 

 Students will not possess any data that might be considered a violation of these rule in 

paper, magnetic format (disk), or any other form. 

 

Consequences of Violations 

Students will recognize that there will be consequences for violations of this policy. Consequences 

include but are not limited to: suspension/revocation of computer access, suspension/revocation of 

network access, suspension/revocations of network privileges, school suspension, school expulsion, 

and other legal action and prosecution by the authorities. These consequences can be reviewed 

from time to time by school administrators and made available for students and parents. 

 

Search and Seizure 

 Students should expect only limited privacy in the contents of your personal files on the 

School Network. The situation is similar to the rights students have in the privacy of a locker. 

 Routine maintenance and monitoring of our school network may lead to discovery that 

students have violated the policy, the disciplinary code, or the law. 

 Our school can and will delete files that students have saved into the Network if the 

contents of those files are deemed inappropriate or if they put in risk the operation, 

performance and/or security of the school computer Network as a whole or to any of its 

components. 
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 An individual search will be conducted if there is reasonable suspicion that students have 

violated this Policy, the disciplinary code, or the law. The investigation will be reasonable 

and related to the suspected violation. 

 Parents/guardians have the right at any time to request to see the contents of your email 

files. 

 

Due Process 

 The school will cooperate fully with local, state, or federal officials in any investigation 

related to any illegal activities conducted our Network. 

 In the event there is a claim that a student has violated this Policy or the disciplinary code in 

the use of our school’s Network, the student will be provided with notice and opportunity to 

be heard in the manner set forth in the disciplinary code. 

 If the violation also involves a violation of other provisions of the disciplinary code, it will be 

handled in a manner describes in the disciplinary code. Additional restrictions may be placed 

on the student’s use of its network account. 

 

Limitation of Liability 

The National Collegiate Preparatory Public Charter High School makes no guarantee that the 

functions of the services provided by and through our Network will be error-free or without defect. 

The School will not be responsible for any damage he/she may suffer, including but not limited to, 

loss of data or interruptions of service. The School is not responsible for the accuracy or quality of 

the information obtained through or stored on the Network. The School will not be responsible for 

financial obligations arising through the unauthorized use of the Network or computer system. 

K. Library 
The National Collegiate Preparatory Public Charter High School Library’s goal is to meet the 

recreational reading and curricular resource needs of all of our students.  Students are welcome 

to come to the library –up to 3 students at a time per academic class – as long as they have a 

pass and they are coming to do academic work related to the library (to use library materials or 

computers and/or return or check out library materials). Additionally, the library is open at 

lunch for students, with passes and after school for student use. 

 Borrowing Policies 

Student may have up to 3 items checked out from the library at any one time. Books are due 

back to the library in 2 weeks (1 week for new books) and can be renewed at least once. 

Magazines –aside from current issues, which can only be read in the library – may be 

borrowed for a period of 3 days. The due date of the book is always in the back of the book, 

and on the front of a magazine. The library will keep a running record of this information. 

 Returning Library Items 

Books and magazines may be returned inside the library – at the circulation desk- any time 
the library is open. There is also a secure book return outside the library that can be used at 



Student and Family Handbook Page 31 

 

any time. Books retrieved by the librarian from those book returns first thing in the morning 
are counted as having been returned the day before. 

 
 Overdue Fines 

Students are fined ten cents per day, per item, with a grace period of 2 days (1 say on 
magazines and on new books), where fines are not charged. Fines continue to accrue until 
the book or magazine is returned but will not equal more than the cost of the book. 
Magazines will not accrue more than $2.00 in fines. A staff member can tell students the 
cost of any book checked out. 

If a student has 2 or more overdue items they cannot check out any more items until at least 
one of those overdue items is returned or paid for. 

If a student’s total overdue fine has reached $20.00, he or she will not be allowed to check 
out any more items until enough of the fine is paid to bring it back under $20.00 

Cash or money orders are accepted in the library. Partial payments on fines are accepted. 

 Notification of overdue Items and/or Fines 

Students are told verbally if they have overdue materials or fines when they attempt to 
check out new materials. Several times throughout the year a list of students with overdue 
books and/or fines are sent to English teachers and Counselors. Periodically, overdue book 
and fine letters are enclosed in grade reports. Parents and families who have not made 
restitution for library materials may be denied report cards, transcripts, the opportunity to 
re-enroll and/or a diploma until their obligations have been met. 

L. Medical Emergency 
In the event of a medical emergency, a National Prep faculty or staff member will make every 

effort to accompany an injured student to the hospital via ambulance. The parent’s prompt 

arrival after notification is extremely important. Parents should keep in mind that the hospital 

often requires your parental written authorization. Our staff is not authorized to give consent 

for various procedures or the administration of medication. Parents are encouraged to make 

sure to continue to provide our school with the most updated emergency contact names and 

telephone numbers. 

M. Medication 
Parents/guardians may only provide the school with prescription medications and routine over-

the-counter medications by hand-delivering them to the Nurse. A form must be completed for 

each medication to be dispensed, including non-prescription medication. A doctor and the 

parent/guardian must sign this form. These forms must be reviewed each time there is a change 

in prescription or non-prescription. Only medications in original prescription/non-prescription 

bottles will be accepted. The prescription medications bottle must bear a legitimate pharmacy 

label with the student’s entire name and clear administration directions. 
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 It is the responsibility of the parent/guardian to maintain a proper supply of medication at 

 school and at home and ensure that prescriptions are re-filled at appropriate intervals.  

N. Responsibility for School Property 
National Prep students are responsible for the care and maintenance of school property. 

National Prep issues textbooks, furniture, computers, and other equipment for their use during 

the school year. Students are responsible for preventing abuse, damage, or loss of these items, 

beyond reasonable wear-and-tear.  Parents will be held accountable for the replacement or 

repair costs of school property lost or damaged while under the care of the student. 

O. Transportation 
All DC students will receive a DC One card to be used for public transportation. 

 

P. Parent Visitation Policy 
 Parents are encouraged to visit the school during normal operating hours. All visitors are asked 

 to sign in at the main office and obtain a visitor’s badge to ensure the safety and security of 

 students and staff. Parents may either visit the classroom at the teacher’s/school’s invitation or 

 request to make a formal observation of a classroom. Making an appointment with the school at 

 least two (2) days in advance of an observation is not only a courtesy and a requirement, but 

 also it enables you to schedule the observation for the maximum benefit. Teachers cannot stop 

 teaching to confer with parents who stop by without an appointment. Parents may schedule 

 classroom observations by calling the Main Office. Staff will accompany visitors to the 

 classroom. Teachers will be happy to discuss the observation at a mutually convenient time. 

 Parents are also welcome to visit the cafeteria and eat lunch with their child. The school retains 

 the authority to deny access to the school for any individual who has or may disrupt or disturb 

 the learning environment or who lacks a valid or legal purpose for entering the school. Our 

 shared commitment and cooperation is essential for the safety of our students and staff 

Q. Visitors 
National Prep invites families and the public to visit our school. In order to ensure the safety of 

the learning environment, all visitors must report to the security desk. National Prep reserves 

the right to deny entry to anyone whose presence might endanger the safety of its students and 

staff or disrupt the learning environment.  

R. Responsibility to Adhere to Policies 
By accepting enrollment at The National Collegiate Preparatory Public Charter High School, 

parents agree to abide by our school policies contained in this Handbook and/or issued by 

school officials. A parent’s failure to abide by school policies may result in consequences applied 

to the parent, including, but not limited to, restrictions from campus visitation, barring parent 

participation in school events, and restrictions to sitting or parent committees. Parent failure to 
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abide by school policies may jeopardize your child’s enrollment status. Providing false or 

misleading information, and/or failing to meet all admissions requirements may disqualify you 

child from remaining enrolled. As a result of a failure to abide by school policies, the CEO may 

designate an administrator to conduct an investigation for determining if additional review is 

necessary or if consequences should be imposed. The designated administrator may 

recommend and impose consequences. In addition, the CEO may form an ad hoc committee of 

administrators and/or faculty to serve as a parent review board to review parent behavior and 

impose consequence, up to and including withdrawal of a student from our school. 

S. Sankofa Ball 
All eligible seniors are required to participate in the Sankofa Ball. If an eligible student fails to 

participate in Sankofa, the student will not be allowed to participate in other senior activities to 

include prom, senior trip and the graduation ceremony.  

 

. 
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Leadership– Gubernatio 
 

 

At National Collegiate Prep, we are redefining the meaning of leadership. It’s not 

about attaining the highest title or position, but about attaining skills such as 

compassion, civility, integrity and even listening. National Prep seeks to become 

the epicenter of ethical leadership as we continue to develop leaders who are 

spiritually disciplined, intellectually astute and morally wise. (Adapted from 

Morehouse College, 2009) 

 

 

Leadership: We are conscious of our responsibility to take care of  

  self and others. 
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III. Student Support 

A. Attendance 
Daily attendance is vital to success in our students’ academic career. It is very important 
students are present every day and complete the entire day. National Collegiate Preparatory 
requires a significant time commitment, but by enrolling, students have pledged to accept our 
extended hours and families have agreed to support students in this endeavor. 

  
 Students absent from school are not permitted to: 

 Be on school property 

 Participate in school activities (athletics, prom, Sankofa, field trips, etc.) 

 Attend school activities and/or after school activities 

 

 Late Arrival 

If a student is not present in his/her classroom by 8:00 am, that student is considered tardy.  

 

When a student arrives, s/he must sign in at the Main Office and will be issued a pass in order to 

be admitted to class. 

 

 Tardy Policy 

The following procedures apply if a student is tardy (not in the classroom by starting time of 

the period) to any class: 

 Students will be marked tardy and issued a detention upon the third tardy.  Students 

will be required to serve detention on that day. 

 

Other 

 Currently enrolled National Collegiate Prep students are permitted to attend school related 

 events without the presence of a parent or guardian. Individuals under the age of 18 who are 

 not currently enrolled students are not permitted to attend any National Collegiate events 

 unless they are accompanied by a parent or have been cleared and given permission by National 

 Prep administration to attend the event unaccompanied. Any student who is expelled from 

 National Collegiate Preparatory is prohibited from attending National Prep events on or off 

 campus. Any student who is not in academic and /or behavioral good standing may be excluded 

 from National Collegiate Prep events. National Collegiate Prep administration reserves the right 

 to refuse admittance to any student to National Prep events.  

 

 Early Dismissal 

 In the event that a student needs an early dismissal, the following procedures must be followed: 
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 A parent/guardian must come to the school and sign the student out of school. The 

student will be considered excused if the dismissal is for a reason that is in accordance 

with the excused absence policy. 

 

 If a student becomes ill during the school day, National Prep’s nurse will be available to 

address the student’s needs. If a student is too ill to remain in school and needs to leave 

school, a parent/guardian must pick the student up and sign the student out in the 

office.  

 

 Students are not allowed to leave school by written note alone; parents must pick up 

student for early dismissal.  

 

 Loss of Credit 

 Five (5) unexcused absences in any quarter in a particular class will result in an automatic failure 

 with a grade of 55 for that quarter in that class. A total of ten (10) unexcused absences and/or 

 excused absences during a semester in a particular class will result in an automatic loss of credit 

 for the  semester. This means that a grade of “F” will be issued to the student for any class in 

 which s/he has exceeded the number of allowable absences. 

  

 Students and parents /guardians may appeal a loss of credit by following the appeals procedure. 

 

National Collegiate Preparatory Attendance Appeals Procedure: 

 If a student has received an ‘F’ due to excessive absences and feels that absences have occurred 

 in error, the following steps to appeal can be taken: 

 

The Parent/Guardian of student must fill out the appeal form to request a hearing with the 

Campus Leadership or CEO. All appeals must be submitted no later than two weeks after the 

end of  any quarter or semester grading period.  

 

Upon receipt of the appeal form, you will be scheduled within 2 days for a hearing with the 

Executive Director, to discuss the unexcused absences. At the time of scheduling, you may be 

asked to provide documentation for the absences at the meeting. 

 

 Excused Absences  

 Death in the student’s immediate family 

 Illness of the student (a doctor’s certificate is required for a student absent more than 

five consecutive days.); 

 Observance of a religious holiday; 

 Out of School Suspension 

 Medical reasons such as a doctor’s appointment 
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 Other absences approved in advance by the National Collegiate Preparatory 

administration  upon the written request of a parent/guardian. 

 

 Documenting an Excused Absence 

When a student returns to school after an absence, s/he should bring a note to the Registrar 

in the main office that includes the date (s) of the absence, the reason for the absence and any 

required documentation. A written parent excuse note, or doctor’s certificate may be 

provided for medical appointments scheduled during the school day.  

 

 It is the student’s responsibility to obtain all make-up work from teachers.  

 

B. Truancy 
 Truancy is the willful absence from school by a minor (5-17 years of age) with or without 

 parental approval knowledge, or consent. A truant is a minor (5-17 years of age) who, without a 

 valid reason and with or without parental knowledge or consent, does not attend school. 

  

Truancy Enforcement 

 All uniformed law enforcement officers in Washington D.C. are responsible for truancy 

 enforcement. If a truant is picked-up by the police, s/he will be transported to the Student 

 Attendance Intervention Center. Parents are notified of the student’s truancy. Students and 

 parents receive intake consultation and resource support. Parents/guardians and the school are 

 provided with consultation and follow-up support. Parents/guardians and students may be 

 required to attend a truancy conference. 

 

Student’s responsibilities: 

 Arrive daily to school and on time; 

 Attend all classes daily; and 

 Arrive to school prepared each day with required and proper materials 

 

After an attendance meeting which includes the student and parent and/or guardian has been 

conducted, any student who does not attend school for 20 days or more will no longer be 

considered an enrolled student of National Collegiate Prep and enrollment will end. 

 

The following is a list of procedures that will be used to curtail truancy: 

 Daily phone calls home for all absent students. 

 Weekly attendance postcards mailed to parents. 

 A letter will be sent home for students with 3 unexcused absences. 
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 Parents will be notified via phone and letter for 5 unexcused absences. In addition, 

parents will be advised that students will receive failing marks for the marking period if 

the absences remain unexcused. 

 Parents will be required to attend a meeting for 5 unexcused absences. Students will 

also be placed on an attendance contract. 

 Students with 10 unexcused absences will be reported as truant to Superior Court. 

 Expulsion hearings will be held for students with 20 or more consecutive full-day 

unexcused absences. 

 Students with 20 consecutive full-day  unexcused absences along with failure to 

adhere to attendance contract may be dropped from the attendance roster due to non-

attendance.  

 

If parent/guardian is unable to be reached, the DC Department of Child and Family Welfare will 

be contacted to notify the agency of attendance issues. 

 

C. Dress Code 
 Students must abide by the uniform code of National Collegiate Preparatory PCHS every day.   

The National Prep uniform also requires items that must be purchased by the student or his/her 

parent/guardian. Please consult the daily uniform code below. Parents will receive a phone call 

when a student arrives to school improperly dressed. In addition, a student will be sent to ISS for 

the remainder of the day for the uniform infraction.  

Students must abide by the following guidelines: 

1. All students must wear the National Prep uniform including shirt, pants, or skirt and on the 
scheduled National Prep business day, all students must wear the National Prep blazer and all 
young men must wear the National Prep tie. 

2. Shirts MUST be tucked in so that belt loops of a student’s pants show. 
3. Skirts are to be worn at the knee. 

 Cut-offs, shorts and Capri pants are not allowed during the school year 

 Pencil skirts, joggers, leggings, jeggins, sweat pants, and/or knee boots are not allowed 
during the school year 

 Pants must not be too tight or too loose 

 Pants may not have tears or holes 
4. Students must wear an all-black belt with a plain buckle. No chains or other belts may be worn. 

Belts must be worn appropriately through the belt loops of the student’s pants or skirts. 
5. Completely black closed toe-shoes/sneakers are required. Shoelaces must also be completely 

black. During cold weather months, boots may be worn to school but must be removed during 
the school day and stored in student lockers. Dress shoes are allowed. 

6. Only solid black, navy blue or white socks or tights may be worn. Multi-colored socks are not 
allowed. 
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7. No jackets may be worn during the school day. Students must store their outerwear in their 
lockers.  

8. Students may wear plain white t-shirts under their National Prep uniform shirt. Absolutely no 
writing or logos are permitted. 

9. Students must have their National Prep ID visible at all times. 
10. Earrings may be no larger than the size of a quarter. NO EXCEPTIONS. 
11. Tattoos must be covered at all times.   
12. No facial piercings. 
13. Brushes, combs and make-up bags are to remain in lockers. 

 
Additional Uniform Expectations 

Hats, headbands, bandanas and headscarves are not to be worn and must be kept in student 

lockers during the school day. These items may never be worn in the school building.  

Religious/cultural head wraps must be approved on a case by case basis by school administration. For all 

students, hair must be clean, combed, tidy, and presentable every day. 

  

Religious/Cultural Dress:  

Religious/cultural head wraps must be approved on an individual basis by the Director for Operations 

OR school administration. Any uniform exceptions or exemptions for religious reasons must be 

documented by an appropriate religious authority and approved by the Dean of Students and Director 

of Operations. 

 

Jewelry: 

Jewelry, including necklaces, bracelets, earrings and belt buckles that are distracting and/or    

contain(s) inappropriate words (e.g. either profanity or sexual in nature or is nonverbally suggestive) is 

not allowed. Scarves and ties that are not the “official” National Prep ties are not allowed. 

 

Facial piercings are not permitted. 

  

National Prep Business Uniform 

All students will be required to wear the National Prep business uniform every Friday.   The business day 

uniform includes the following: 

 National Prep oxford shirt (2 Button Collar) 

 National Prep pants/skirt 

 National Prep Blazer 

 National Prep tie for young men- girls have the option to wear the tie if they choose. 

 Black shoes 

 Black belt 

 Black/ navy blue/white socks or stockings 

 Small jewelry/earrings are to be no larger than a quarter       
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National Prep Casual Uniform 

All students are required to wear the National Prep casual uniform all other days. The casual uniform is 

as follows: 

 National Prep oxford or polo shirt 

 National Prep pants/skirt 

 Black shoes 

 Black belt 

 Black/ navy blue / white socks or stockings 

 Jewelry that is inappropriate – profane, symbols with drug reference, words with sexual content 

are not allowed.  

 

D. Discipline Policies 
 Assembly Guidelines 

Students will enter atrium and/or designated area with their advisory or learning community in 

a quiet and orderly fashion. Students will sit with their advisory or learning community unless 

instructed by an adult. Students will remain with advisory or learning community until they are 

dismissed to exit. 

 

 Cafeteria Guidelines 

All students must follow posted cafeteria rules at breakfast, lunch and dinner. Students are 

expected to eat in a respectful manner. Inappropriate language and behavior is not allowed.  

Students who are unable to follow the guidelines will be directed to leave the cafeteria and 

given the appropriate consequence for the inappropriate behavior. 

 

 Cell phone usage 

National Collegiate Prep prohibits the usage of cell phone during school hours. All cell phones 

must be given to advisors in the morning. Phones will be returned during PM advisory or at the 

conclusion of Extended Day by security personnel. Late students will surrender phones to 

security. If a student is caught with their cell phone during the school day, the phone will be 

confiscated, and the following procedures enforced: 

 1st time – The phone will be returned to the student at the end of the day. 

 2nd time – The phone will be returned at the end of the week. 

 3rd time – The parent must pick up the phone from the Dean of Students 

 4th time - The phone will be held until the end of the school year and not returned to 

the parent until the last day of school 

 

 Electronic Devices 

MP3 players, IPODs, Tablets, PSPs and other game players are not allowed in classrooms and 

will be confiscated if found by faculty or staff. Students may not use these items during lunch in 
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the cafeteria. National Collegiate Prep is not responsible for lost or stolen items. Students are 

encouraged to not share or lend these items to others as loss may occur.    

 

  

Food Items 

 Students may not have food, candy, or drink outside of the cafeteria. If a student brings his/her 

 lunch, s/he must store it in a locker until lunch and then eat only in appropriate places, but at no 

 other time may food be taken out of the locker.  

 

 

Lockers 

Each student will be issued a locker. Each student locker is school property and may be searched 

by school officials at any time if National Prep Administration determines cause. 

 

Each student is responsible for any item found within his/her locker, as well as for any items 

missing. Students are not permitted to share lockers or give their locker combinations to other 

students. National Prep  is not responsible for any items lost from lockers. Lockers will be 

cleaned out periodically and on the last day of the school year and any remaining contents will 

be thrown away or donated. 

 

 Lunch 

There is a cost for lunch that is served each day. Students may bring lunch if they wish. National 

Collegiate Prep is a closed campus; students may not leave campus to obtain food. Students are 

allowed to eat only in specific designated areas. All students are required to submit the free 

and reduced lunch application form. 

 

Telephone use 

There are no public telephones available to National Prep students. In the event of an 

emergency, a staff member will contact a parent/guardian on the student’s behalf. If a parent or 

guardian needs to contact his/her student with an emergency message, the parent/guardian 

should contact the main office to contact the student and relay the message. Students may not 

use cell phones in the school building at any time. This is a violation of the Code of Conduct. 

 

Tobacco, Alcohol and Drug use 

National Collegiate Preparatory maintains a tobacco, alcohol and drug free environment. 

National Collegiate Preparatory will take appropriate action against any student involved with 

drugs. Action can/will include, parent notification, counseling and referral to appropriate 

agencies, suspension/expulsion from school, contact to Metropolitan Police Department. 
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E. Restorative Discipline and Positive Behavior Support 
Restorative Discipline encourages members of the school to become engaged and invested by 

building a sense of community and belonging. National Collegiate understands the importance 

of relationship building and seeks to build a sense of community through monthly community 

meetings that promote dialog amongst the students and staff.  Encouraging all students to 

participate in this process allows an emphasis on shared responsibility and accountability. It 

teaches everyone how individual actions can affect the entire community, how  to correct the 

harm that was caused and teaches students how to avoid the same mistakes in the future. 

Positive behavior supports are used to teach students social problem-solving skills, coping skills, 

decision making skills and how to express their feelings in a socially appropriate manner. We are 

using restorative discipline to provide students with a support system, so they can learn 

responsibility and empower students to create change in themselves and their school 

community. This method of discipline puts more responsibility on the student to take ownership 

of their behavior and to be active participants in solving the problem as well as repairing the 

harm they have caused. 

F. Behavioral Expectations (Common Sensors) 
 

Students are expected to: 

 Be respectful to self, staff and other students 

 Treat school property with care and respect 

 Follow directions given by faculty and staff the first time asked 

 Use appropriate language 

 Dress appropriately in the National Prep uniform 

 Come to school prepared and ready to learn, discuss and experience new things 

 Take responsibility for their own behavior 

 

 Failure to adhere to these expectations will result in consequences listed below by categories 

G. Code of Conduct 
National Collegiate Preparatory uses a Restorative Discipline model which consists of a 

framework of positive behavior support, restorative practices and social emotional learning. We 

use this system to instill a sense of responsibility to self and the school community while 

supporting the development of self-discipline and social problem-solving skills in all National 

Prep students. Students are expected to enter the school each day ready to learn and to behave 

with respect and cooperation toward other members of the National Collegiate Preparatory 
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community. It is everyone’s responsibility to build and support the school community through 

positive behavior. 

 

 Our Code of Conduct is provided to give students and families a clear understanding of the 

 expectations of students and consequences of failing to meet these expectations. Students are 

 expected to comply with the Code of Conduct at all times while attending National Collegiate 

 Preparatory including during the school day, school activities, extended day activities, all 

 extracurricular activities and all school functions both on and off-campus. Disciplinary action 

 may be taken for off campus incidents if the incident could have an adverse effect on the order 

 and safety of the school community. 

 

The Dean of Students at National Collegiate Prep has the responsibility for taking appropriate 

 actions when a student is involved in a situation which disrupts the learning environment of the 

 school. The school employs a wide array of interventions to include administrative, restorative 

 and therapeutic strategies. When determining the consequences, the Dean will take the 

 following into consideration: 

  • The severity of the incident 

  • A student’s previous violations and consequences for the same or a related offense 

  • If the offense interfered with the responsibility/rights/privileges/property of others 

  • If the offense posed a threat to the health or safety of others 

  • If the student has an IEP or a 504 Plan 

  • The logical relationship between the offense and the consequence 

  • The age-appropriateness of the consequence 

 

The code of conduct is based on a system of graduated interventions and responses to 

disruptive and inappropriate behavior. There are 5 levels of responses depending on the type 

and severity of the behavior. Level 1 response will be used for minor violations, while level 5 

responses will be reserved for extreme violations. When an incident occurs, the Dean of 

Students has the option to use one or more of the following responses: 

 

 Levels of Interventions and Disciplinary Responses 

Level 1 

Minor Infractions 

 

(Teacher issued/ 

 Teacher/Student conference                       

 Written apology 

 Reflection activity 

 Verbal Warning with documentation 

 Parent contact by phone/email 

 Seat change 

 Teacher detention after school 
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documented)  Classroom isolation from peers within classroom 

 Removal from class (Teacher Buddy System)/ ISS 

 Redirection 

Level 2 

Intermediate 

Infractions 

 

 

 Parent conference (in person) 

 Lunch detention (by dean/discipline team/student support) 

 Exclusion from extra-curricular activities (1-2 games/practices) 

 Referral to counselor 

 Behavior Intervention Plan 

 Behavior/Attendance Contract 

 Parent attends class w/student 

 Restorative circle 

 Restorative project 

 ISS 

Level 3 

Serious 

Infractions 

 Detention afterschool by administrator 

 Prep Extension (1-2 days) 

 Change in schedule/class 

 Exclusion from extra-curricular activities (3 games/practices) 

 Referral to Student Support Team  

 Mentoring 

 Campus community service project afterschool 

 Behavioral Intervention Class (BIC) – (1-2 days) 

 Multiple Days of ISS 

Level 4 

Very Serious 

Infractions 

 Suspension:  short-term (1-2 days) 

 Prep Extension (3-5 days) 

 Behavior Intervention Class (BIC) (1-2 days) 

 Family/Group Decision Making Conference 

 Exclusion from extra-curricular activities (indefinite) 

 Saturday School  

Level 5 

Extreme 

Infractions 

 Suspension:  long-term (3-10 days) 

 Expulsion 

 Referral to school resource officer 

 Referral to alternative placement 
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       Disciplinary Consequences Matrix  

Inappropriate Behavior Disciplinary Response Levels 

Academic Dishonesty Level 1-3 

Alcohol (Use, possession, selling) Level 3-4 

Assault or Battery Level 4-5 

Bullying Level 2-4 

Bus Disruption Level 2-4 

Classroom Disruption Level 1-3 

Defiance of Authority Level 1-3 

Disrespectful Behavior Level 1-3 

Dress Code Violation Level 1-2 

Drugs (Use, possession, selling) Level 3-5 

Eating/drinking outside cafeteria Level 1-2 

Electronic devices – unauthorized use Level 1-3 

False activation of fire alarm Level 3-4 

Fighting Level 4-5 

Forged and/or unauthorized documents Level 1-3 

Gambling Level 2-4 

Gang activity Level 2-4 

Grooming outside of restrooms Level 1-2 

Hallway misbehavior Level 1-3 

Harassment (based on race, gender, sexual orientation, 

religion or disability) 

Level 1-3 

Level 2-4 

Leaving school grounds w/out permission Level 2-3 
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Lying or giving false information Level 1-3 

Profane or obscene Language 

Profanity towards staff 

Level 1-2 

Level 2-3 

Property damage Level 2-4 

Refusing to serve Detention  Level 3-4 

Refusing to attend Prep Extension 

Refusing to surrender electronic device 

Level 3-4 

Level 2-3 

School-wide disruption 

Sexual behaviors (activity, harassment, assault) 

Level 3-5 

Level 2-5 

Tardiness Level 1-3 

Theft Level 2-4 

Threatening behavior towards others Level 2-4 

Trespassing Level 4-5 

Truancy Level 1-3 

Unauthorized use of school equipment 

Unauthorized area in the building 

Level 1-3 

Level 3-5 

Weapons, firearms, explosives Level 4-5 

  

Detentions 

Detentions will be held Monday through Friday after school for 45 minutes. Any student who is 

assigned a detention must report to after-school detention the next day.  Students are expected to 

report to detention no later than 10 minutes after their last class dismissal. A detention list will be 

posted after lunch each day. Students are expected to read the list and report directly to detention at 

the end of day.  

 Detention has precedence over all other after school obligations the student may have.  

If a student fails to serve his or her detention, he or she will be given two additional days of detention 

which must be served consecutively.  Any student who fails to serve his or her initial detention and 

the two days of additional detention given will be subject to Saturday School for a specified time to be 

determined by the Dean. 
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Students will only be excused from detention if provided with a legitimate excuse from a 

parent(s)/guardian(s) and approved by the Dean.  The parent(s)/guardian(s) MUST contact the Dean by 

noon on the day detention is to be served. Please note, if the student is excused from detention, he/she 

must serve detention the following day. 

Any student who fails to follow directions during Detention and he/she is asked to leave will 

automatically be required to attend Saturday School for a specified time determined by the Dean. 

Discipline Classes 

When necessary, students will be required to attend a discipline class to work on correcting specific 

behaviors. The Dean of Students will announce the dates the classes will be held each month. Discipline 

classes may be held either after school or on Saturday at the Dean’s discretion.  

 

Discipline class will include group activities, personal reflection, conflict resolution, social problem-

solving skill building and peer counseling to discuss their behavior. The student may also be required to 

participate in a discipline class in which participation in a community service project for a non-profit 

organization at a specified location is required. His or her parent(s)/guardian(s) will be notified, and 

permission obtained. Saturday Metro fare will be provided from the school to the worksite only. This will 

allow students to restore themselves and return to the National Prep community as a positive role 

model for their peers. Students are graded by their level of participation and conduct in discipline class. 

Students will only be excused from Saturday School or Discipline class if provided with a legitimate 

excuse from a parent(s)/guardian(s) and approved by the Dean.  The student’s parent(s)/guardian(s) 

MUST contact the Dean by noon on the Friday prior to the Saturday School or discipline class. If the 

Dean grants the excuse, he/she must serve the next Saturday School or Discipline Class scheduled. 

Students who fail attend Saturday School/Discipline class and have failed to notify the Dean are 

considered not present and will automatically receive Prep Extension the following week. 

Please note that any community service performed during Saturday School will not fulfill community 

service hours toward graduation.  

Counseling 

If a student is struggling with emotional issues or challenges or needs support to discuss  academic, peer 

relationships, family issues anger management issues or adolescent issues they  are encouraged to seek 

counseling. National Collegiate Prep will have staff available to provide  counseling and support to help 

students address issues in a healthy positive manner.  Students  who present repeated emotional 

problems and or behavioral issues can be assigned to up to three counseling sessions. 

 

In School Suspension 

In School Suspension (ISS) is a learning environment designed for students who need to be removed 

from the classroom but remain on campus to complete academic assignments. Students can be assigned 
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to ISS for behaviors that dictate a level 3-5 response or for repeated violations of the school code of 

conduct.  

 

Saturday School 

Saturday School is an additional disciplinary option that can be assigned before out of school 

suspension. It also serves as a make-up for truancies. Students spend from 8:00 am to 12:00 pm  working 

on behavioral and academic assignments. For truancies, students will be expected to work on school 

work.  If a student fails to remain on task, fails to complete assigned work, or disrupts other students 

during assigned Saturday School, discipline consequences will move to the next level. 

 

Out-of- School Suspension (OSS) 

If a student receives an Out-of-School Suspension (OSS), his/her actions were detrimental to the school 

community and will not be tolerated. OSS requires that the student be barred from campus during the 

school day and not participate in any school-related activities such as, a field trip, sporting event, etc. for 

the duration of the suspension.  However, a student who is serving OSS will be permitted on campus 

from 4-6PM as outlined below.  Prior to the student returning to the school community, a parent 

conference must be held to ensure the behavior displayed will not be repeated. No student will be 

allowed to rejoin school or school related activities until a Parent Conference has occurred, and the 

Dean of Student Affairs or another Administrator is prepared to receive the student. Each OSS is equal 

to four infraction points.  

 

If a student is suspended the following steps will be taken: 

 

 The parent/guardian will be notified by the Dean, another Administrator, or school 
representative and will be asked permission to send student home or to pick up the student 
immediately. At that time the parent/guardian will be notified of the length of the suspension. 

 Dean or other Administrator will give written notice of the suspension and offer a conference 
date that must be agreed upon and executed prior to the student returning to the school 
community. 

 During this meeting, a student may be placed on disciplinary probation. 

 If a student is already on disciplinary probation, the student’s status at National Collegiate Prep 

will be evaluated.  

 When a student is serving OSS s/he may not be on school grounds before school, during the 

school day, or after school unless student is present for the afterschool program from 4-6pm to 

hand in, receive and work on any assignments they missed that day while serving OSS. If the 

student chooses not to be present at this time, further opportunities to make up missed work 

will not be given to the student and he/she will receive a zero or incomplete mark for those 

assignments missed. 

  

 

Disciplinary/ Behavior Contract 
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A student who has committed repeated misconduct or a major violation may be placed on disciplinary 

probation and may be placed on a Behavioral Contract. The student and his or her parent/guardian will 

be notified in writing that the student has repeatedly violated school policy and that future violations 

could incur serious disciplinary action. This action could include possible expulsion from National 

Collegiate Preparatory. 

 

The length of disciplinary/behavior contract and its conditions will be determined on an individual basis 

by the Dean of Students. As a part of the disciplinary/behavior contract, a student can also be assigned 

counseling to discuss and address behavioral concerns as well as learn coping mechanisms to avoid the 

inappropriate behavior in the future. Please note, if the parent(s)/guardian(s) fail to answer the Dean’s 

request and refuse to sign the behavior contract, the contract shall be enacted by the school and be 

provided to the parent(s)/guardian(s). 

 

Expulsion 

Students can be subject to expulsion for any of the following: 

• Extreme violations of the School Code of Conduct 
• Repeated violations of the School Code of Conduct after attempts to remediate behavior have 

been exhausted 
• Violation of Disciplinary/ Behavior Contract 

 

The student will be suspended with a pending expulsion, for a 3-5 day period. During this period, a 

meeting will be set-up with the student, parent/guardian, Dean of Students and the Director of 

Operations. Any student who is expelled from National Prep is prohibited from school campus and may 

not attend National Prep events, on or off campus with the exception of special education students. A 

special education student expelled from National Collegiate will be placed in an interim alternative 

education setting for up to 45 school days. 

 

A student has the right to appeal an expulsion in writing within five days of the expulsion to the 

Principal. The letter must be dated and given to the school administration by the end of the fifth day. 

Any letter received after the fifth day will not be accepted. The student and parent/guardian will be 

notified of the hearing date to be held before the appeal committee. The expulsion will stand pending 

the appeal meeting. 

 

The following steps will occur when conducting a Discipline Hearing: 

1. Statement of the Violation of the Code of Conduct and summary of hearing procedures. 

2. Explanation of the facts and supporting evidence for which a potential expulsion is being 

considered.  
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3. Student will be given the opportunity to explain regarding the matter. One or more advocates 

will be allowed to speak on the student’s behalf at this time. The hearing officer will ask 

questions in regards to the matter. 

4. At the conclusion of the hearing, final statements can be made, and the hearing officer will 

make an informed recommendation regarding the expulsion or alternative consequence(s) that 

will be given. If the hearing officer recommends expulsion, the recommendation will go to the 

School Administrator who will make the final disciplinary decision. 

5. The student’s family/parent/guardian will be notified of the decision via phone within 24 hours 

of the hearing.  

Any student who is expelled has the right to appeal an expulsion in writing within five days to the 

Principal. The letter must be dated and given to the Principal at the conclusion of the fifth day. Any 

letter received after the fifth day will not be accepted nor reviewed. 

If a parent/guardian does not request or fails to attend the hearing at the scheduled date, time and 

location, without prior written notice, the student’s right to the hearing will be forfeited. Therefore, the 

school will proceed with its determination regarding the matter and make the recommendation to the 

Chief Academic Officer. 

A parent has the right to appeal the decision of the Principal to the NCP Board of Trustees’ designee 

which is the CEO. Appeals to the CEO must be done in writing within 3 days to Executive Assistant of the 

Board. 

H. Bullying Prevention, Intervention and Response Policy 
 
Policy Statement 
Acts of harassment, intimidation, and bullying, hereby referred to as “HIB”, and are prohibited at 
National Collegiate Preparatory Public Charter School (NCP). Like other disruptive or violent behaviors, 
this conduct interferes with a student’s ability to learn and NCP’s ability to educate students in an 
environment that ensures the dignity and well-being of all members of the school community. NCP will 
establish procedures for prevention, intervention and response that will foster an appropriate and safe 
school environment. NCP expects students to treat each other with civility and respect. HIB behavior is 
prohibited on school grounds, on immediately adjacent  property, at NCP sponsored or related events, 
on any vehicle used for NCP business or any transit stop used by NCP students. Retaliation against 
anyone who has reported, or who is suspected of reporting HIB behaviors is prohibited. Students 
engaging in HIB or retaliatory behaviors will be subject to disciplinary and/or legal action. The school 
community, consisting of students, parents, employees, and service providers are responsible for 
reporting incidents of HIB and/or retaliation. School staff members will ensure that all reported 
behaviors are directed  to the appropriate school personnel.  
 
Definitions 
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“Bullying” means any severe, pervasive, or persistent act or conduct, whether physical,  electronic, or 
verbal that:  
 
(A) May be based on a youth’s actual or perceived race, color, ethnicity, religion, national origin,  sex, 
age, marital status, personal appearance, sexual orientation, gender identity or expression, intellectual 
ability, familial status, family responsibilities, matriculation, political affiliation, genetic information, 
disability, source of income, status as a victim of an  interfamily offense, place of residence or business, 
or any other distinguishing characteristic, or on a youth’s association with a person, or group with any 
person, with one or more of the actual or perceived foregoing characteristics; and  
 
(B) Shall be reasonably predicted to: 
 

 Place the youth in reasonable fear of physical harm to his or her person or property;  

 Cause a substantial detrimental effect on the youth’s physical or mental health;  

 Substantially interfere with the youth’s academic performance or attendance; or  

 Substantially interfere with the youth’s ability to participate in or benefit from the 
services, activities, or privileges provided by an agency, educational institution, or 
grantee.  

 
 
 “Electronic communication” consists of communication that is transmitted by means of an electronic 
device, including, but not limited to, social media, Internet, cellular phone, computer, iPad, or tablet, 
that takes place on and off school property, any school-sponsored function, athletic event, school bus, 
or any space where there is an exchange between NCP students. 
 
“Retaliation” suggests an act of reprisal or revenge (i.e. - getting back at a person for an act he/she may 
have committed such as reporting misconduct). 
 
“Cyber Bullying” consists of text messages that are threatening or sexual in nature, the usage of 
Facebook, Twitter, and other forms of social media to bully, harass or threaten a student or staff 
member. 
 
Prevention 
NCP will provide professional development for all school personnel on bullying prevention education 
designed to model and teach positive relationship building and appropriate interpersonal 
communication. The HIB Policy will be posted in a high-traffic area and visible to all.  
 
Our school environment fosters rigorous academic performance while simultaneously fostering  each 
student’s social and emotional learning. NCP will inform students of the HIB policy and reporting 
procedures during summer Boot Camp, orientation sessions in classes during the first week of school 
and at various times throughout the school year. The HIB policy and procedures  will be published in the 
school’s Student/Family Handbook and located on the school’s website (www.nationalprepdc.org). 
  
NCP will utilize restorative practices such as “circles” and “community meetings”, to create a safe space 
for dialog on issues involving the school culture and climate. Teachers will also  creatively incorporate 
bullying prevention activities during advisory where students are often  comfortable expressing their 

http://www.nationalprepdc.org/
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vulnerabilities and/or ideas. School faculty will promote student involvement in anti-bullying efforts to 
support a culture of peer support and mutual respect.  
 
The Dean of Students will implement a “peace keepers” program which will support efforts to educate 
the entire student body about the ramifications of HIB, report incidents, and mediate situations 
between students (with proper guidance and direct supervision from the Dean of Students). The school 
climate in this area will be enhanced when students feel empowered rather than forced to comply with 
an adult-led process.  
 
NCP will utilize “Crossroads” and “Student Prep Day”, two school-wide annual events designed  to 
empower, prepare, and inspire, to raise awareness on HIB. Students will attend workshops designed to 
enhance their social problem-solving skills and further prevent HIB incidents.  
 
Intervention and Response 
Members of the school community should conduct themselves as appropriate to their levels of 
development, maturity and demonstrated capabilities with proper regard for the welfare of others. 
According to the NCP code of conduct, all NCP students are expected to demonstrate the following 
behavioral expectations: 
 

 Be respectful to self, staff and other students 

 Treat school property with care and respect 

 Follow directions given by faculty and staff the first time asked 

 Use appropriate language 

 Dress appropriately in the National Prep uniform 

 Come to school prepared and ready to learn, discuss and experience new things 

 Take responsibility for their own behavior 
 
 
Severity of behaviors and history of other such behaviors will be considered when designing the 
consequences for inappropriate behavior. 
 
Consequences: NCP recognizes that for consequences to be an effective component of a bullying 
prevention plan, they must be applied consistently, fairly, and equitably.   To this end, NCP shall ensure 
that staff follows these guidelines as closely as possible, while allowing for flexibility to adapt sanctions 
to individual situations.  Furthermore, to ensure equitability in applying consequences, measures will be 
applied on a graduated basis determined by the nature of the offense, the disciplinary history of the 
youth involved, and the age and developmental status of the youth involved.  Responses to incidents of 
bullying may include, but are not limited to: 

 Reprimand 

 Deprivation of NCP privileges 

 Restitution 

 Detention 

 In or out of school suspension 

 Restorative Justice 

 Legal action 

 Expulsion 
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NCP will carefully consider each incident of HIB. Once reported, the Dean of Students in conjunction 
with appropriate school personnel, will conduct an investigation. NCP will utilize innovative intervention 
strategies designed for effective elimination of HIB behaviors. Once the investigation is conducted, 
consequences and remedial action are mandatory. They may include a range in type depending on the 
results. Parents’ requests for hearings do not  excuse compliance with the Dean of Students’ ruling.  
 
Referral to Services: Support services are available to the targeted student, alleged aggressor, witness, 
or bystander. Internal support services will be provided by the NCP Social Worker to all students 
involved in an incident on an as needed basis. Referral for remedial services to outside partner agencies 
may also be offered to anyone involved in a bullying incident as deemed necessary. Services to which 
youth are referred internally or externally are not designed to be punitive but to correct the thinking 
pattern, behavior and skill deficiencies that led to the incident. Services provided to the victim are 
designed to restore a youths’ sense of safety and to empower them to address bullying incidents in a 
constructive and non-violent manner. Support  services include but are not limited to the following: 
 

 Counseling with school social worker 

 Character education class or group 

 Behavioral assessment/evaluation 

 Peer support groups 

 Anger management 

 Mental health services 
 
Reporting Procedures: 
Any member of the school community who has witnessed or has reliable information that a student has 
been subject to HIB, must report the incident to the Dean of Students who will immediately initiate 
procedures. Alleged violation of the HIB Policy must be reported verbally or in writing to the Dean of 
Students on the same day that it was witnessed or that the person received reliable information 
regarding any such incident. Reporting may be accomplished using three (3) methods:  
 

1. Completion of a reporting form 
2. Emailing the Dean of Students (mbrown@nationalprepdc.org) 
3. Verbally communicating with the appropriate school personnel 

 
Use of an incident reporting form to document the allegation and begin the investigation is required. 
Anonymous reports are also permitted. If someone reports harassment, intimidation, and bullying 
verbally, the Dean of Students will complete the form. A verbal or anonymous report is considered 
official; however, disciplinary action may not be taken based solely on an anonymous report. Students 
will also be able to complete the reporting form, which will be made available to them in an easily 
accessible area and place it in a sealed container. Additionally, members of the school community may 
email the alleged incident to the Dean of Students. 
 
Investigation Procedures 
Once reported, the Dean of Students is responsible for the investigation in a timely manner. It will be 
initiated within one (1) day of report. The investigation will be completed as soon as possible, but no 
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later than ten (10) days of the written report. The results of the investigation, along with information or 
action taken, will then be forwarded to the Director of Student Support.  
 
The investigation is intended to verify who committed the act of HIB and whether others played  a 
significant role. The Dean of Students will apply consequences and/or remedial actions consistent with 
school disciplinary policies. The Dean will also assess the results of investigation  to determine patterns 
such as one particular classroom, bathroom, or grade level where a multitude of incidents occur. 
Specific interventions will be provided in these identified areas to ensure student safety and thwart 
future incidents. Neither the intended target, nor witnesses, should be promised confidentiality at the 
onset of an investigation as the outcome cannot be predicted. All parties involved should be informed 
that any information discussed and recorded will be disclosed on a “need to know” basis. 
 
The Dean of Students must inform parents of all students involved in the alleged incident and may 
discuss the availability of counseling and other intervention services. Parents of students who are 
parties to the investigation will receive information within five (5) days after the results  are reported to 
the Director of Student Support.  
 
Appeals: Any person accused of bullying, the target of bullying and anyone not satisfied with the 
outcome of the investigation may appeal the determination of the Dean of Students to the school 
administration designee. This appeal should be submitted no later than 30 days after the initial 
determination.  Upon receipt of an appeal, the designee must conduct a secondary investigation within 
30 days of the receipt of an appeal.  This 30 days may be extended up to an additional 15 days if the 
designee sets forth in writing the reasons why more time is needed to conduct an investigation. Any 
person filing an appeal shall be informed of their right to seek further redress under the Human Rights 
Act.  
 

I. Faculty and Staff Mandated Reporting 
 Federal legislation provides a foundation for States by identifying a minimum set of acts or 

behaviors that define child abuse and neglect. The Federal Child Abuse Prevention and 

Treatment Act (CAPTA) (42 U.S.C.A. 5106g) as amended by the Keeping Children and Families 

Safe Act of 2003 defines child abuse and neglect as, at minimum: 

 Any recent act or failure to act on the part of a parent or caretaker which results in death, 

serious physical or emotional harm, sexual abuse or exploitation; or 

 An act or failure to act which presents an imminent risk or serious harm. 

This definition of child abuse and neglect refers specifically to parents and other caregivers. A 

“child” under this definition generally means a person who is under the age of 18 or who is not 

an emancipated minor. 

It is the legal and ethical responsibility of all faculty and staff to comply with all mandatory 

reporting laws, policies and procedures. 
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J. Rewards and Positive Recognition 
National Collegiate Prep has a focus on positive behavior support and understands the importance or 

recognizing student's positive behaviors. NCP will reward positive behavior in the following ways: 

 Panther of the month - two per grade level recognized at monthly community meetings. 

Student of the Month pictures posted in front of the school, names announced over the 

intercom, and published in the newsletter. 

 Student Recognition Breakfast 

 Positive Referrals 

 The Dean’s List - Quarterly behavior recognition 

 Panther Pride - Each month, a different character trait is highlighted. Viking Values 

include: respect, courage, responsibility, kindness, self-discipline, honesty, fairness, 

perseverance, patience, and honor. These positive traits are recognized quarterly in an 

assembly. 

 Student Ambassador Program 

K. School Trips 
2. National Prep recognizes that firsthand learning experiences provided by field trips are a 

most effective and worthwhile means of learning.  Educational field trips should be 
considered a method of instruction and planned as such with definite objectives determined 
in advance. 

 
3. Specific guidelines and appropriate administrative procedures will be developed to 
 screen, approve, and evaluate trips and to ensure that all reasonable steps are taken 

for the safety of all participants. These guidelines and appropriate administrative 
procedures shall ensure that all fieldtrips have the approval of the Deputy Director of 
Curriculum and Instruction and that all trips have a 2-week prior approval. 

 
4. The following conditions shall apply: 

a. All field trips shall be governed by school policy which is included in the   
  Student and Family Handbook.  

b. The school shall acquire advanced written permission from the parent or 
guardian for each student for each trip. 

c. Field trip permission slips shall contain all information as stated on the school’s 
standard and required permission slip form.  

d. The official permission slip form shall be used for all field trips. A copy of the 
completed permission slips shall be provided to all teachers and chaperones and 
shall be taken on the field trip.  

e. The signed, original permission slips shall be retained in the Main Office. 
Written notification of proposed field trip shall not be initiated prior to 
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obtaining approval of the trip at the appropriate administrative level. All 
chaperones, to include volunteers, must have a background check prior to 
participating on field trips. 

5. (DAY TRIPS)  
a. National Prep student groups shall include as a minimum of one adult 

supervisor for each (12-16) students. 
6. (OVERNIGHT TRIPS) 

a. National Prep students shall be attended by as a minimum one chaperone per 
(8-10) students. The appropriate ratio of female/male chaperones to 
female/male students should be considered. 
 

7. EXTENDED OVERNIGHT TRIPS may require more than the minimum number of 
chaperones. 
 

a. School Administration shall determine the number of chaperones required. 
b. The Chief Academic Officer or the Executive Director may need to consider 

adjusting the adult/student ratio when students who typically require additional 
support in the classroom attend field trips. 

c. School Administration has the authority to define more restriction ratios. 
d. Any alcohol/drug or tobacco use/possession while on a field trip will result in 

the same disciplinary action as when on school grounds. 
e. Any adult attending field trips must refrain from drinking alcoholic beverages. 

These trips are school-sponsored, and drinking is prohibited during all times of 
the trip. 

f. Any student, who does not observe rules and regulations while on an overnight 
fieldtrip, shall be sent home at the parents’ expense. 

g. An informational meeting shall be held prior to all overnight field trips. Parents 
will be encouraged to attend in order to inform them of the trip’s itinerary and 
rules along with answering any questions regarding the trip. 

h. Adults supervising students on field trips may not bring their child’s sibling(s) 
along. Their focus must be as chaperone during field trips. 

i. No “guests” are allowed to accompany field trips. All adults are to be acting 
  chaperones. A chaperone must always be present whenever students are on the 
  bus. 

j. A crisis management plan shall be established by each field trip supervisor or 
teacher to cover any potential emergency during a field trip. This plan shall 
support the adult supervisor on “what to do” and “who to call” in case of an 
emergency.  

k. The purpose of the educational field trip shall be clearly defined and correlated 
with instruction in the classroom. The itinerary for the intended trip should 
match the purpose. 

l. The eligibility requirements for students participating in field trips shall be 
determined by the School Administration. 

m. An approved carrier shall transport students. The contract with the carrier 
should prohibit the use of a subcontractor unless sufficient notice is given to 
National Prep to allow verification of the subcontractor’s qualifications. 
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n. All students shall be transported to and from the field trip by school arranged 
  transportation, unless prior written arrangements have been made with the  
   school administration. 

o. Fundraising and/or collection of student payment for proposed field trip shall 
not commence until approval of trip at the appropriate Administrative level. If 
students are charged individual fees for participation, the school will make 
every effort to provide scholarships where needed. 

p. Overnight trips shall not be scheduled during semester and final exam weeks. 
q. The sponsor of the trip shall provide the awarding authority with evidence that 

  he/she has contacted the assistant superintendent’s office regarding the need  
  for additional or special insurance for the trip. If determined to be necessary,  
  assurance must be provided that coverage is or will be in effect. 

r. All out-of-state or extended (overnight) trips and excursions, except those 
required for student participation in tournament competition or contests, must 
have advance approval. 

 

L. Food Program 
National Prep believes that one of the most important ways in which we can help our children 

perform better in school is to provide them with the nutrition necessary for the healthy growth 

of their minds and bodies. Therefore, National Prep offers breakfast and freshly-made lunch in 

school each day. 

National Prep serves breakfast between the hours of 7:40 am and 7:55 am. 

 

M. Health/Medical Records 
 Up-to-date Health Forms are required to be submitted prior to the opening of school. As 

 required by D.C. Law3-20, a record of the following immunizations must be on file and verified: 

 Hepatitis B 

 Dta/DTP/DT/Td 

 Polio (IPV) 

 Hib 

 Varicella 

 MMR 

  

 Students are also required to have physical exams every two years. 
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N. National Prep Student Government - Student Council 
1. The National Prep Student Council is a body of students elected by their peers who will work 

with the student body, faculty, and staff to build up the National Prep community. Members 

of the National Prep Student Council represent the entire student body. 

2. There are two representatives from each grade advisory. In addition, there is a four-person 
executive board. 
The Executive Board is comprised of a: 

 President 

 Vice President 

 Treasurer 

 Secretary 
 

3. Meetings will be held during lunch every Tuesday. Council Members are expected to be at 
all meetings. Three unexcused absences from a Student Council meeting will result in losing 
an elected position. Absences will only be excused by documented legal or medical reasons. 
Much of what student council does is dependent upon those who are elected to serve on it. 
Student Council Executive Board members must be present in order to adequately 
represent the student body. 

 
4. Possible student council activities are: 

 class fundraisers 

 service projects 

 school spirit activities 

 appreciation days 

 conferences, leadership opportunities 

 

5. Eligibility -In order to be a member of the National Prep Student Council a student must be 

passing all classes and cannot have more than 3 detentions at any given time. Student Council 

Advisors will monitor the frequency and severity of discipline sanctions. Together they may 

decide to remove a student from the Council. In the event of disagreement, the Executive 

Director or designee will make the final decision. 

 

O. Family Involvement and Parent Engagement 

Parent and Family Committee (PFC) 

1. Parents of National Prep students are encouraged to meet at the school. During these 

meetings, parents can discuss the state of the school, services provided to the students, 

and plan activities for the staff, students, and parents of the school. Any 
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parents/guardians interested in joining the Parents and Family Committee should 

contact the school’s Assistant Principal. 

Parental Contact 

1. Teachers are required to contact a minimum of 15 parents per month. 

Parent Conferences/Open House/ Enrichment Nights 

1. Approximately six times a year, parents will be formally invited to attend parent teacher 

conferences at the school. These meetings allow parents to meet with individual 

teachers and to see student work. 

Parent Right to Know Policy 

1. Title 1 and No Child Left Behind (NCLB) are federal laws that have specific expectations 

of family involvement in schools with the goal of having families as partners in their 

child’s education. National Prep actively supports these expectations and strives to fully 

involve families in the school. 

2. As a parent or guardian of a student at this school, you have the right to be notified of 

the following: 

 To request teachers’ qualifications and “highly qualified” status; 

 To notification if the school is identified as in need of improvement; 

 To notice if students are taught by non-highly qualified teachers for more than 4 

weeks; and 

 If any parent or guardian would like information about the qualifications of their 

child’s teacher/s, they may contact the school for this information. In the event 

that our school is identified as in need of improvement or if students are taught 

by non-highly qualified teachers for more than 4 weeks the school will notify the 

family in writing. 

Parents’ Responsibilities 

Parents are expected to maintain a keen awareness in their child’s lessons.  Every parent should: 
(a) know what the student is responsible for each week; (b) supervise home practice; and (c) 
read all materials sent home from the school.  

 

P. Enrollment for the Next School Year 
Enrollment for the next school year is not automatic. Parents and/or guardians must return the 

Re-Enrollment Intent Form in the spring to the Main Office by the designated deadline in order 

to preserve their place at National Prep. Proof of residency is an annual verification. 
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Q. Withdrawing a Student 
 In order to withdraw a student, parents must complete and sign a National Prep Withdrawal 

 Form. Once a decision on the student’s next school is finalized and all obligations to National 

 Prep have been satisfied, we will prepare the necessary transcripts and educational files for 

 transfer to the new school within 48 hours of the written request. 

Expelled Special Education Students are mandated to attend Prep Extension until they are 

officially enrolled in another school. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



Student and Family Handbook Page 61 

 

 

Scholarship - Philologus 

 

 

Scholarship is exhibited by being an avid learner. This means being able to learn at 

all times both in and out of school. To model scholarship, students will be trained 

to be attentive in class, and to do their best on class work and homework 

assignments. Programs will be established to encourage students to read books 

and periodicals outside of class. As scholars, it will be important that students are 

always informed about their surroundings. 

 

 

Scholarship: We are critical thinkers and civically engaged citizens of 

 our city, our nation, and our world. 
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IV. Academic Affairs 

A. Advanced Placement / International Baccalaureate Organization 
Unless exempt, eligible honor students in grades 11 and 12 will be required to enroll in a 

minimum of one Advanced Placement or International Baccalaureate course in order to 

graduate.  

B. Academic Advising 
National Collegiate Prep’s Academic and College Advising Center offers our student’s academic, 

college and career advising services beginning in grade 9. Students are welcome to visit the 

Center and to make appointments with the school’s College Counseling at any time. The Center 

staff is available to assist students and parents in choosing appropriate courses to satisfy 

National Prep graduation requirements.  

 Students may request transcripts, test scores, grade change forms, GPA verifications, and any 

 other official high school documents pertaining to their academic school records via the 

 Academic and College Advising Center. 

C. Advisory 
1. Advisory provides a ‘home’ for every student within the grade and serves as a place for 

students to become connected to school and learning. Every student is assigned an Advisor 

at the beginning of the school year.  Advisory meets every morning and attendance is 

mandatory.  Tardiness or failure to attend Advisory will trigger a note home and repeated 

tardiness and/or absences to Advisory will result in detention. 

2. In addition, Advisory provides a place for students to work on their community service 

projects, portfolios, and to receive daily notices regarding student events and activities.  A 

major activity is for the Advisor to guide their students through the pre-college ‘awareness’  

process, helping them develop their college essays and identify schools that are a good 

choice for their talents and interests. 

D. Classification 
By the end of the school year, National Prep students must earn a C/ 70% in all grade level 

courses to be classified in the next grade level for the following school year. 

National Prep does not award ‘D’ grades. The letter D is typically defined as below average and 

does not denote proficiency. As a school policy, National Prep does not believe a passing grade 

should be given for below average work.   
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E. Awards and Honors 
1. Honor Roll - The National Prep community is committed to celebrating and publicly 

recognizing student academic achievement.  
Honor Roll:  3.0 cumulative average 
High Honor Roll: 3.5 cumulative average with no grade below a B 
 

2. National Honor Society–Students must meet specific criteria to be inducted into the 

National Honor Society. 
 

3. Merit System- National Prep will offer a variety of programs and activities that all students 

may attend. However, there will be extra-curricular programs, field experiences, and 

activities that require Commendations to attend. A Commendation is a reward for an 

“honorable deed” that relates to the values of ‘Honor”, ‘Scholarship’, and ‘Leadership’. The 

Commendation System is a reward point system that is designed to recognize students who 

exhibit exemplary behavior and excellent citizenship in the classroom, hallways, community 

events and off-campus programs. Commendable behavior may be observed and recognized 

by any member of the adult community of National Prep. The following are examples of 

‘honorable’ deeds that a student may be awarded a merit: 

Example 1: HONOR (Veneratio) An administrator or staff member awards a Commendation 

to the student who voluntarily participates or assists with an honorable deed such as the 

planning of a program or activity that supports the school or external community. 

Example 2: SCHOLARSHIP (Philologus) A teacher may award a Commendation to the student 

who voluntarily assists another student with an academic assignment. 

Example 3: LEADERSHIP (Gubernatio) Faculty or staff may award a Commendation for a 

student who supports another student through a life issue. 

 

F. Academic Dishonesty 
1. Cheating/Plagiarism- National Prep considers cheating and plagiarism of any kind a 

serious offence. Cheating includes copying another student’s assignment or allowing 

someone else to copy your assignment. Plagiarism is to use and pass off the ideas or 

writings of another as one’s own. 

2. The school will utilize originality checking software (Turnitn.com) to check students' 

work for improper citation or potential plagiarism by comparing it against continuously 

updated databases.  
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3. First Offense - Student(s) involved automatically receive a zero on the assignment. This 

includes the person whose work is being copied (assuming the student is complicit in 

allowing his/her work to be copied) and the student doing the copying. 

a. Student(s) receives an Automatic Detention. 
b. Teacher will call or e-mail the parent/guardian of the student(s) to notify them 

of the offense. 
c. Teacher will submit an incident report along with copies of all plagiarized work 

to Director of Curriculum, Instruction, and Assessment to be filed in the 
student's records. 

d. In addition, each incident will be noted in the student’s cumulative student 
record. 

4. Second Offense 
a. Student(s) involved automatically receive a zero on the assignment. 

b. Student(s) receives an Automatic Suspension for one day. 

c. Teacher will call the parent/guardian of the student(s) to notify them of the 

offense. 

d. Teacher will submit an incident report along with copies of all plagiarized work 

to the Director of Curriculum and Instruction to be filed in the student's records. 

e. Student(s) return to school with the parent for a post-suspension re-entry 

meeting with Dean of Students. 

f. The incident will be noted in the student’s permanent file. 

5. Third Offense 

a. Student(s) involved automatically receive a zero on the assignment. 

b. Student(s) receives an Automatic Suspension for three days. 

c. Teacher will call or e-mail the parent/guardian of the student(s) to notify them 

of the offense. 

d. Teacher will submit an incident report along with copies of all plagiarized work 

to Director of Curriculum and Instruction to be placed in the student's file.  

e. Student(s) return to school with the parent for a post-suspension re-entry 

meeting. If this is the third suspension, the student may be referred by the 

school administration for an expulsion hearing. 

f. The incident will be noted in the student’s cumulative file. 

G. Course Sequences 9th through 12th Grade 
 

1. National Prep’s required course sequences are provided in the Sample Four-Year Course 
of Study. For the 2013-2014 academic year,  

2. All students enrolled in either the pre-IB or pre-AP course sequence will be required to 
earn a minimum of 26 Carnegie Units to graduate. 

3. All students will take the following required courses: 
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 19 Carnegie units of core academic courses – 4 in English, 4 in History, 4 in 

Math, 4 in Science of which 3 of the courses must be a lab science, and 3 in a 

World Language. 

 2.5 Carnegie units in required electives – 1.5 in physical education and health, .5 

in art, and .5 in music 

 3.5 Carnegie units in elective courses 

Students will also be required to complete the following to meet graduation 

requirements: 

 120 hours of Community Service
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Sample Four-Year Course of Study for National Prep 

SUBJECT 9th Grade  

 

10th Grade 

 

11th Grade  

 

12th Grade  

 

ENGLISH 

English 9 – (1 

cu) 

English 10– (1cu) American Literature– 

(1cu) 

IB English 1 HL 

African American 

Literature – (1cu) 

IB English 2 HL– (1cu) 

MATH 

Algebra 1 – (1 

cu) 

Geometry – (1 

cu) Honor 

students only 

 

Geometry - (1cu) 

Algebra 2 

 

Algebra 2 – (1 cu) 

Trigonometry – (1 cu) 

IB Math Studies 1 SL 

 

Pre-Calculus – (1 cu) 

Trigonometry -– (1 cu) 

IB Math Studies 2– (1 

cu) 

 

SCIENCE 
Conceptual 

Physics (1cu) 

Biology (1cu) 

 

Chemistry – (1cu)  

IB Biology 1 HL – (1 cu) 

Earth Science – (1 cu) 

IB Biology 2 HL – (1 cu) 

History 

World History & 

Geography I (1 

cu) 

 

 

World History and 

Geography II – 

(1cu) 

 

 

American History– (1 

cu) 

IB History 1 HL– (1 cu) 

 

DC History 

&Government – (0.5 cu) 

Government, Politics, 

and Economics - (0.5 cu) 

IB History 2 HL– (1 cu) 

SECOND 

LANGUAGE 

Spanish 1 

Honors (1 cu) 

 

Spanish1 / Spanish 

2(1 cu) 

Spanish2 (1cu) 

IB Spanish 1 SL 

 

Spanish3(1cu) 

IB Spanish 2 SL 

 

PE /HEALTH 
  P.E. (.5 cu) 

Health – (.5 cu) 

PE – (0.5 cu) 

ART  Art – (0.5 cu) Art – (0.5 cu) Art – (0.5 cu) 

MUSIC 
 Music Appreciation 

– (0.5 cu) 

Music Appreciation – 

(0.5 cu) 

Music Appreciation – 

(0.5 cu) 
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THEORY OF 

KNOWLEDGE 

  IB Theory of 

Knowledge 1(.50 cu) 

IB Theory of Knowledge 

2 (.50 cu) 

COLLEGE 

PREP 

   College Prep:(1cu) 

FRESHMAN 

SEMINAR 

Freshman 

Seminar – (1 cu) 

Sophomore 

Seminar – (1 cu) 

  

INTERNA-

TIONAL 

STUDIES 

International 

Studies (1 cu) 

   

PORTFOLIO 
Portfolio (.25 

cu) 

Portfolio (.25 cu) Portfolio (.25 cu) Portfolio (.25 cu) 
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H. Carnegie Units and the Instructional Program 
Grade Course Title Carnegie Units 

9  English Literature and Composition 9 

 Algebra 1 

 Geometry Honors 

 Conceptual Physics 

 World History & World Geography I 

 Spanish 1 (Honor’s Students only) 

 Freshman Seminar English NCP Elective 

 Freshman Seminar Math NCP Elective 

 Community Service  

 Portfolio NCP Elective 

 

Honor Students take both Algebra 1 and Geometry 

1 

1 

1 

1 

1 

1 

1 

1 

0 

.25 

 

10  English Literature and Composition 10 

 Algebra 2(Honor’s Students only) 

  Geometry 

 Biology 

 Spanish 1or Spanish 2 

 World History 2 

 Sophomore Seminar NCP Elective 

 Art 

 Music 

 Community Service  

 Portfolio 

Honor students take Algebra 2. 

1 

1 

1 

1 

1 

1 

1 

.50 

.50 

0 

.25 

11  American Literature and Writing  

 Algebra 2 or Trigonometry 

 Chemistry 

 American History 

 Spanish 2 or Spanish 3 

 IB English 1 HL 

 IB History 1 HL 

 IB Biology 1 HL 

 IB Spanish 1 SL 

 IB Math Studies 1 SL 

 IB Psychology 1 SL 

 IB Theory of Knowledge 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 
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Grade Course Title Carnegie Units 

 Art 

 Music 

 Physical Education 

 Health 

 Community Service  

 Portfolio 

 

1 

.50 

.50 

.50 

.50 

0 

.25 

12  African American Literature 

 Pre-Calculus/ Trigonometry 

 Earth Science/AP Biology 

 DC History and Government 

 US History Government, Politics, and Economics 

 Spanish 3 

 IB English 2 HL 

 IB History 2 HL 

 IB Biology 2 HL 

 IB Spanish 2 SL 

 IB Math Studies 2 SL 

 IB Psychology 2 SL 

 IB Theory of Knowledge 

 Music 

 Physical Education  

 College Prep NCP Elective 

 Community Service  

 Portfolio 

1 

1 

1 

.50 

.50 

1 

1 

1 

1 

1 

1 

1 

.50 

.50 

.50 

1 

0 

.25 

 

I. Reports of Student Progress 
1. Report Cards 

National Prep uses report cards which include detailed, individualized comments for 

each student in each course, in addition to a letter grade. Four report cards are provided 

during the school year. Parent Teacher Conferences are held to review and discuss 

report cards each marking period. Parents are encouraged to attend. Report cards are 

mailed home after each Parent Teacher Conference. 

2. Progress Reports 

Progress reports are an important way to let students and their families know how 

students are performing academically in between report cards. Progress reports are also 
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narrative, and include detailed information about student performance, homework, 

attitude, behavior, and attendance. Parent Teacher Conferences are held to review and 

discuss progress reports each marking period. Parents are encouraged to attend. 

Students and families should feel free to contact classroom teachers and advisors for 

updates on student progress. 

3. Homework 

Students should expect to have homework every school night from the day’s academic 

classes. Parents are encouraged to review homework assignments each night to help 

students make sure that all homework is completed. National Prep requests that 

parents and guardians turn off the television during homework time and help students 

find a quiet space to read and study. This process also sets an example for younger 

brothers and sisters and lets students know that families expect their children to study 

hard every single day. 

J. End of Year Assessments 

1. Portfolio 

Academic achievement and high expectations are key components of National Prep’s 

mission. In order to be promoted to the next grade, students must earn a passing grade 

of 70 (C or above) in all core academic classes and successfully complete a Portfolio 

Review presentation. 

In the spring, National Prep students present their Portfolio Review” in a session 

devoted to reflecting on their academic performance and personal growth during the 

school year. Students prepare for this presentation in their advisories and classes 

throughout the school year. Roundtables provide an opportunity for students to present 

examples of their class work as well as written reflections on this work to their Advisor. 

Based on a set of established criteria, the Advisor determines whether the student 

passes their Portfolio Review. Students who fail will be required to make up their 

portfolios during the remainder of the school year. 
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K. Assessments 
Assessment is simply a big word for test or exam. While a student at National Prep you will be 
taking many types of assessments. These assessments provide us with a better understanding of 
where you are in your learning, and how we can best provide you with the support to prepare 
and give you the tools necessary to succeed in college.  Some assessments will be developed by 
your teachers, and some will be standardized and administered to students at National Prep and 
across the country. The following list includes some of the assessments and exams that students 
will take in the 9th through 10th grades:   

 

 Comprehensive Assessments are cumulative exams that primarily evaluate students’ mastery of 
material taught since the start of the school year. These exams will be teacher developed and 
must be approved by the Director of Curriculum and Instruction before they are administered to 
students. 

 

 Projects will be used as additional assessments to evaluate students’ academic progress.  
Projects may be counted as homework, unit assessments, or quizzes at the teacher’s discretion.   
Projects are worth 10% of each marking period grade. 

 

 End of the Year Comprehensive Exams are cumulative exams that evaluate students’ mastery of 
content and performance standards for the entire course. 
 

 Grades are determined by using the following criteria: 
 10% project 

 10% class posture 

 15% quarterly exam 

 20% quizzes 

 10% homework 

 35% tests 

 

L. ESchool - Student Information System 
ESchool is the web-based student information system being utilized by the school. PowerSchool 

is a fully-hosted, web-based student information system which allows National Collegiate Pep 

teachers, students, parents, staff and administrators to access a variety of information. This 

system will enable the school to increase communication, work more efficiently and integrate 

functions that will enhance student achievement.  ESchool also has a Parent Portal that will 

allow parents to access test grades, and attendance information about their children online. 

Parents will be provided with a personal access code early in the school year. 

M. Grading System and Description 
 Individual teachers determine the specific performance standards and expectations for their 

 courses. These expectations are clearly stated in the course outlines presented to students and 
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 families at the beginning of each course by faculty. All courses at National Prep use the following 

 grading scale: 

The National Prep grading scale for Grade Point Average (GPA) all academic courses follows: 

GRADE 
LETTER 

GRADE 

COLLEGE 

PREP 

 (GPA) 

HONORS 

GPA 

AP/ 

IBO 

GPA 

100 A+ 4 4.5 5 

99 A+ 3.94 4.44 4.94 

98 A+ 3.88 4.38 4.88 

97 A+ 3.82 3.88 4.82 

96 A+ 3.76 4.32 4.76 

95 A+ 3.7 4.2 4.7 

94 A 3.64 4.14 4.64 

93 A 3.58 4.08 4.58. 

92 A 3.52 4.02 4.52 

91 A 3.46 3.96 4.46 

90 A 3.4 3.9 4.4 

89 B+ 3.34 3.84 4.34 

88 B+ 3.28 3.78 4.28 

87 B+ 3.22 3.72 4.22 

86 B+ 3.16 3.66 4.16 

85 B+ 3.1 3.6 4.1 

84 B 3.04 3.54 4.04 

83 B 2.98 3.48 3.98 

82 B 2.92 3.42 3.92 

81 B 2.86 3.36 3.86 
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GRADE 
LETTER 

GRADE 

COLLEGE 

PREP 

 (GPA) 

HONORS 

GPA 

AP/ 

IBO 

GPA 

80 B 2.8 3.3 3.8 

79 C+ 2.74 3.24 3.74 

78 C+ 2.68 3.18 3.68 

77 C+ 2.62 3.12 3.62 

76 C+ 2.56 3.06 3.56 

75 C+ 2.4 2.9 3.4 

74 C 2.34 2.84 3.34 

73 C 2.28 2.78 3.28 

72 C 2.22 2.72 3.22 

71 C 2.16 2.66 3.16 

70 C 2.0 2.5 3.0 

65 F 0 0 0 

60 F 0 0 0 

55 
attendance 

F 0 0 0 

 

N. Graduation Requirements 
In order to graduate from National Prep, a student must earn and complete the following: 

 26 Carnegie units and 120 Community Service Hours  

 4 credits of English 

 4 credits of Science (includes 3 lab sciences) 

 4 credits of History  

 1.5 credits of Physical Education/Health 

 .5 credits of Art 

 .5 credits of Music 

 3 credits of World Language 

 Grade Point Average no less than C- 

 Complete a Senior Thesis (completed in English 12) 

 Completed Portfolio 
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O. Special Education 
The National Prep policy is to identify and address the learning issues of all students with special 

needs. At National Prep, we believe that all students, regardless of ability, can achieve at high 

levels with the appropriate supports.  National Prep will provide students with disabilities with a 

Free and Appropriate Public Education (FAPE) within the Least Restrictive Environment (LRE) 

possible. The school will fully comply with the Individuals with Disabilities Educational Act 

(IDEA), section 504 of the Rehabilitation Act of 1974, and Title II of the Americans with 

Disabilities Act of 1990. 

National Collegiate Prep will educate all students using an inclusion model and within the 

regular education classroom. When it is critical to a student’s academic progress, the school may 

utilize pull-out services to aid the student’s academic success. 

Based on the provisions identified in the IEP or 504 Plan, National Collegiate Prep will provide 

the least restrictive environment for instruction.  Each year, students’ academic progress based 

upon the IEP or 504 will be reviewed.  Input from teachers for every semester (including 

samples of student work to demonstrate the student’s progress) will be carefully maintained by 

appropriate Academic Support staff. 

 Special Education Evaluations -If the National Collegiate Prep general education program isn't 

meeting the needs of a child addressing the needs of a student who is struggling with learning, 

he or she may be eligible to receive special education services. 

 Parent Requests-Parents have the legal right at any time to request that their child be evaluated 

for specific learning disabilities. You should address your written request for evaluation to the 

Chief Academic Officer or Coordinator of Special Education. It's important that you document 

each of your concerns in the letter because all areas of suspected disabilities will be assessed. Be 

sure to keep a copy of the letter and any attachments for your files. 

 You should receive a written response - either an evaluation plan that requires your consent or a 
denial of your request giving the reasons why. In both cases, you'll be sent a copy of your legal 
rights and responsibilities.  

Special Education Services 

Special Education Services for students with Individual Education and 504 plans are 
administered by the school’s Special Education Coordinator. For every student who enrolls with 
an existing Individualized Education Plan (IEP), a 30-Day Review meeting will be held to review 
the student’s records, and existing IEP to determine the student’s needs and goals. 

At the meeting, the Special Education Coordinator will coordinate any necessary evaluations the 
team has deemed necessary. At the end of meeting the Special Education Coordinator will 
oversee the development of the IEP and dispense copies to the parent and other service 
providers.  
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Determining Eligibility for Special Education Services- 

 To determine a student’s eligibility for special education services, National Prep will obtain each 

student’s previous school records. The Special Education Coordinator will review the IEPs and 

Section 504’s of incoming 9thand 10thgrade students with the goal of determining what services 

can be reasonably provided within the school and what services might need to be outsourced to 

an external provider. Under the supervision of the Special Education Coordinator, the student’s 

teachers will meet to share the appropriate information from the student’s IEP and 504 and 

begin to develop strategies and service delivery models for meeting the needs of the individual 

student.  

 Least Restrictive Environment – National Collegiate Prep will provide the least restrictive 

instructional environment for all students. 

 Notifying Parents and Students of Progress towards IEP and 504 Goals 

 SST Process  

The Student Support Team (SST) is a collaborative problem-solving group of school and related 

 professionals who meet weekly or bi-weekly to identify ways to support at-risk students who 

 have medical, emotional, or academic challenges. Each team is composed of an administrator, 

 qualified teacher, student support staff team member, and other staff when necessary. 

 Student support occurs through the implementation of programmatic interventions (academic, 

 instructional, behavioral, health, and emotional) and often includes the student’s participation 

 in identifying interventions meant to address his or her specific needs. The emphasis of SST is to  

 design and monitor interventions that meet the student’s needs and produce positive, 

 measurable learning outcomes. 

 Families can be directly involved in SST. In all cases, SST will inform families about the 

 interventions and the student’s progress related to those interventions. Once the 

 parent/guardian understands presenting problems and growing concerns, the student will be 

 invited.  

 Student Support Teams are not meant to replace grade level and teacher-to-teacher 

 consultations.  SST is designed to be the next step for teachers and other staff to seek guidance 

 and support in addressing problems and unmet needs that are barriers to effective learning. 

 Before a student comes to SST, it is essential to identify and record what worked, what did not 

 work, and what was tried (for how long and how it was evaluated) to assist staff in working 

 successfully with a particular student or other students with similar problems. Student Support 

 Teams are also used in conjunction with grade-by-grade and school-wide screening for academic 

 problems, repeated office and discipline referrals, attendance problems, and serious incidents.  

 Students may be referred to SST when school staff notices any of the following: 
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 Poor academic performance 

 Social withdrawal or isolation 

 Poor social skills 

 Bullying, intimidation, or victimization at school or home 

 Poor coping and problem-solving performance 

 Uncontrolled anger 

 Chronic aggressive conduct 

 Drug and alcohol use 

 Threatening violence to self or others 

 Poor attendance 

 Chronic health conditions 
 

 Referral Process 

 School administration or faculty, parents or guardians, or students may refer a student to SST. 

 

 1. Completely fill out an SST Referral Form online or in hard copy (available in the school office). 

 2. Return completed SST referral form to the SST mailbox located in the main office. Provide 

 supporting documentation, such as progress reports, report cards, anecdotal notes, or student 

 work samples. 

 

 SST Meeting 

 SST Coordinator will provide copies of all necessary information prior to the start of the 
meeting to meeting participants either by mail or in person.  

 SST will address all referrals by the next scheduled SST meeting, except in the case of a 
crisis situation, when the SST will follow NCP PCS crisis protocol. 

 SST will examine the referral using a problem-solving procedure. This process will result 
in SST’s recommendation of interventions designed to support the student. SST will 
record intervention plans and methods to evaluate progress.  

 One of the core members, as determined by the team, will record information as it is 
discussed at the meeting. 

 The team will continue to follow up every six weeks to ensure implementation of 
recommended interventions and their results. 

 All stakeholders are informed of the status of the referral and its disposition—what will 
happen as a result. 

 Possible outcomes of the meeting include: intervention strategies; referral to school 
 social worker, school counselor, school psychologist, school nurse, attendance liaison, or 

 outside mental health agency; or monitoring. 

 Typical SST Meeting Agenda 

 (Times are suggested and may change as needed.) 
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1. Ongoing progress monitoring (10 min.) The SST follows the progress of students receiving 

interventions to make sure those interventions are in place and sufficient to address the 

identified problems. 

2. New referrals, including problem solving/intervention planning and disposition decisions 

(approximately 20 min. each) 

a. Assess the problem/referral concerns 

b. Inventory the student’s strengths 

c. Review baseline data (test scores, report card, discipline record) 

d. Define top one or two teacher/referent concerns 

e. Set academic/behavioral goals 

f. Design intervention plan/method for monitoring plan/reevaluation 

g. Share with parent(s)/guardian(s) 

h. Set methods for measured review 

 

 Student Support Team Members 

 Core SST: The team must include a core group to manage and plan interventions to address 

 academic, behavioral, emotional, and health barriers to learning. These three staff members are 

 considered the necessary core required to operate. The core team includes SST coordinator, the 

 student’s teacher, and one of the following: school counselor, school social worker or school 

 psychologist, dean of students.  

 Optional Participants (as needed) may include: the student, student’s parent, school nurse, 

 speech language pathologist, school social worker, school psychologist, school counselor, 

 mental health agency professionals, student’s classroom teacher(s), specialized teacher. Mental 

 health agency representatives and other NCP staff can only participate when the responsible 

 parent has consented to share information between the provider and the school 

 Rules of Confidentiality:  All SST participants, including all employees, volunteers, and agency 

 providers, must maintain confidentiality of student information discussed and shared in SST 

 meetings. Confidentiality helps build trust and respect among staff, families, students, and 

 agencies. Confidentiality should never be used as a barrier to coordination or collaboration 

 among persons providing services to the student and parent/guardian when consent is 

 documented. Individual student confidential information should not be shared or discussed in 

 public environments. SST members should be periodically reminded of the ethical standards of 

 confidentiality (according to FERPA and HIPAA) and the consequences and harm caused when 

 violating such standards. Access to SST electronic records containing such information is subject 

 to privacy rules. 

 Discipline 



Student and Family Handbook Page 78 

 

The following are procedures for suspension of students with disabilities when suspensions 

exceed 10 consecutive school days, or a pattern has developed for suspensions exceeding 10 

cumulative days. This section is aligned with the Individuals with Disabilities Education 

Improvement Act (IDEA), 34 Code of Federal Regulation (CFR) 300.519-300.528 and Section 504 

of the Rehabilitation Act (Section 504). 

1. A suspension of longer than 10 consecutive days or a series of suspensions that are 

shorter than 10consecutive days but constitute a pattern are considered to represent a 

change in placement. Special education students suspended for longer than 10 

consecutive days will be placed in an alternative learning environment called Prep 

Extension. Prep extension is an alternative learning environment designed for students 

who need to be removed from the general population but remain on campus to 

complete academic assignments. Students can be assigned to prep extension for 

behaviors that dictate a level 3-5 response or for repeated violations of the school code 

of conduct. 

2. Prior to a suspension that constitutes a change in placement of a student with 

disabilities, school personnel, the parent, and other relevant members of the Multi-

Disciplinary Team (MDT) , as determined by the parent and the school, convene to 

review all relevant information in the student’s file, including the IEP and/or 504 Plan, 

any teacher observations, and any relevant information from the parents, to determine 

whether the behavior was caused by or had a direct and substantial relationship to the 

disability or in the case of a student under IDEA, was the direct result of the school’s 

failure to implement the IEP. This meeting is known as “a manifestation determination.” 

3. If school personnel, the parent, and other relevant members of the Team determine 

that the behavior is NOT a manifestation of the disability, then the school may suspend 

or exclude the student consistent with policies applied to any student without 

disabilities. Regarding a student who is eligible for services under IDEA, the school must 

still offer an excluded student: a. services to enable the student, although in another 

setting, to continue to participate in the general education curriculum and to progress 

toward IEP goals; and b. as appropriate, a functional behavioral assessment and 

behavioral intervention services and modifications, to address the behavior so that it 

does not recur. Regarding Section 504 students, the school must develop a behavior 

intervention plan when the student’s behaviors significantly interfere with the student’s 

ability to receive an educational benefit. 

4. Interim alternative educational setting. Regardless of the manifestation determination, 

under IDEA, the school may place the student in an interim alternative educational 

setting (as determined by the Team) for up to 45 school days (if available).c. on its own 

authority if the behavior involves weapons or illegal drugs or another controlled 

substance or the infliction of serious bodily injury on another person while at school or a 

school function or, considered case by case, unique circumstances; ord. on the authority 
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of a hearing officer if the officer orders the alternative placement after the school 

provides evidence that the student is “substantially likely” to injure him/herself or 

others. Characteristics: In either case, the interim alternative education setting enables 

the student to continue in the general curriculum and to continue receiving services 

identified on the IEP and provides services to address the problem behavior. 

Additionally, with respect to students who are eligible under Section 504 (not IDEA), the 

school may take disciplinary action pertaining to the use or possession of drugs or in the 

use of alcohol to the same extent such action may be taken against non-disabled 

students regardless of the manifestation determination. 

5. If school personnel, the parent, and other relevant members of the Team determine 

that the behavior is a manifestation of the disability, then the Team completes a 

functional behavioral assessment and behavioral intervention plan if it has not already 

done so. If a behavioral intervention plan is already in place, the Team reviews it and 

modifies it, as necessary, to address the behavior. Except when he or she has been 

placed in an interim alternative educational setting in accordance with part 4, the 

student returns to the original placement unless the parents and school agree 

otherwise. 

6. Not later than the date of the decision to take disciplinary action, the school notifies the 

parents of that decision and provides them with the written notice of procedural 

safeguards. If the parent of a student under IDEA chooses to appeal or the school 

requests a hearing because it believes that maintaining the student’s current placement 

is substantially likely to result in injury to the student or others, the student remains in 

the disciplinary placement, if any, until the decision of the hearing officer or the end of 

the time period for the disciplinary action, whichever comes first, unless the parent and 

the school agree otherwise. 

 

P. International Baccalaureate 
Our school is now authorized to offer the Diploma Programme.  

Q. Transfers to National Prep 
National Prep accepts all earned Carnegie Units from other schools. Transfer students will be 

allowed to satisfy DCPS graduation requirements for second language.    

R. Grievance Policy and Procedure 
It is the policy of National Collegiate Prep that all employees, students, parents, and 

visitors have the right to voice their complaints or grievances about matters pertaining to 

the school.  
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National Collegiate Prep recognizes the meaningful value and importance of full 

discussion in resolving misunderstandings and in preserving good relations between 

management and employees. Accordingly, the following grievance procedure should be 

employed to ensure that complaints receive full consideration. 

 

1. What May Be Grieved 

    National Collegiate Prep grievance process should be used as follows: (1) to deal with     

    complaints and concerns pertaining to educational environment, employment  

    arrangements, or interpersonal conflicts; and (2) to resolve complaints of discrimination  

    and harassment based upon race, color, religion, creed, sex, national origin, age, disability,  

    veteran status, sexual orientation, or otherwise.  

 

2. Who May Grieve 

         The procedures set forth may be used by grievant who are employees, students, parents, or   

          visitors. 

 

3. Other Remedies 

The existence of this procedure does not bar grievant from also filing claims in other 

forums to the extent permitted by state or federal law. 

 

4. Informal Grievance 

Because most difficulties can be resolved by communicating a concern to someone, 

grievant are encouraged to discuss their concern, harassment or complaint promptly and 

candidly with their immediate supervisor, the Principal or the Executive Director. The 

grievant is not required to discuss his or her complaint with the alleged harasser or 

perpetrator in any manner or for any reason prior to initiating a form grievance.  

 

5. Formal Grievance 

Within ninety (90) days of encountering the harassment, discrimination, or complaint that 

is the subject of the grievance, a grievant shall file a written notice with the school 

administration. The Grievant may use the Grievance form which is attached hereto and is 

also available in the Staff Handbook or from the Executive Assistant.  

    

The written notice shall identify the nature of the complaint, the date(s) of occurrence, and 

the desired result, and shall be signed and dated by the person filing the grievance. In the 

event a grievance is being filed by the legal guardian or parent of a student the student and 

the legal guardian and/or parent shall sign and date the grievance. The school 

administration can be reached at the contact information provided below.  

 

The school administration will immediately initiate an adequate, reliable impartial 

investigation of the grievance. Each formal complaint will be investigated, and depending 

on the facts involved in each situation, will be decided after receiving information from the 

appropriate individuals. Each investigation will include interviewing witnesses, obtaining 

documents, and allowing parties to present evidence. 
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All documentation related to the investigation and discussions held in the process are 

considered EXTREMELY CONFIDENTIAL and are not to be revealed to or discussed 

by any participant with, persons not directly involved with the complaint, with its 

investigation, or with the decision-making process. This provision does not include 

discussions with governmental authorities.  

 

Within thirty (30) business days of receiving the written notice, the school administration 

shall respond in writing to the grievant (the “Response”). The Response shall summarize 

the course of the investigation; determine the validity of the grievance and the appropriate 

resolution. 

 

If, as a result of the investigation, harassment, or a valid grievance is established, 

appropriate corrective and remedial action will be taken.  

 

6. Appeals 

If the grievance is not satisfied with the Response, the grievant may appeal in writing to the 

Board of Trustees Chair within thirty (30) days of the date of the Response summarizing 

the outcome of the investigation. The written appeal must contain all writing 

documentation from the initial grievance and the grievant's reasons for not accepting the 

Reponses. The appeal, in letter form, may be sent to:  

 

Ty Johnson 

Board of Trustees Chair 

4600 Livingston Rd SE 

Washington D.C. 20032 

 

 

Within fifteen (15) days from receiving the written appeal, the Board of Trustees Chair will 

respond in writing to the appellant as to the action to be taken and the reasons therefor. 

 

7. Prohibition Against Retaliation  

National Collegiate Prep pledges that it will not retaliate against any person who files a 

complaint in accordance with the policy, or any person who participates in proceedings 

related to this policy.  

 

In addition, National Collegiate Prep will not tolerate any form of retaliation against any 

person who makes a good faith report or complaint about perceived acts of harassment, 

discrimination, or concern, or who cooperates in an investigation of harassment, 

discrimination, or a concern. Any person who is found to be engaging in any kind of 

retaliation will be subject to appropriate disciplinary actions.  
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8. Modification 

National Collegiate Prep may approve modifications of the foregoing procedures in a 

particular case if the modification (a) is for good cause, and (b) does not violate due 

process rights or polices of National Collegiate Prep. 

 

9. Contact Information 

 

Managing Director:                             Nicole Clifton, Ed. D 

 Address:    4600 Livingston Rd SE 

                    Washington, D.C. 20032 

 

 

 

Founder & Chief Executive Officer:  Jennifer L. Ross 

Address:                                               4600 Livingston Rd SE 

                                                               Washington, D.C. 20032 

 

 

Board of Trustees Chair:                  Ty Johnson 

Address:                                              4600 Livingston Rd SE 

                                                              Washington, D.C. 20032 

 

 
 

S. NOTICE OF NONDISCRIMINATION 

In accordance with Title VI of the Civil Rights Act of 1964 (“Title VI”), Title IX of the 

Education Amendments of 1972 (“Title IX”), Section 504 of the Rehabilitation Act of 

1973 (“Section 504”),Title II of the Americans with Disabilities Act of 1990 (“ADA”), and 

the Age Discrimination Act of 1975 (“The Age Act”), applicants for admission and 

employment, students, parents, employees, sources of referral of applicants for 

admission and employment, and all unions or professional organizations holding 

collective bargaining or professional agreements with National Collegiate Preparatory 

PCHS are hereby notified that National Collegiate Preparatory PCHS does not 

discriminate on the basis of race, color, national origin, sex, age, or disability in 

admission or access to, or treatment or employment in, its programs and activities.  

Students, parents and/or guardians having inquiries concerning National Collegiate 
Preparatory PCHS’s compliance with Section 504 or the ADA as it applies to students or 
who wish to file a complaint regarding such compliance should contact: 
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Section 504 & ADA Coordinator: 

Director of Special Education 
4600 Livingston Rd SE 
Washington, DC 20032 
(202) 832-7737 
 

The Director of Special Education has been designated by National Collegiate 

Preparatory PCHS to coordinate its efforts to comply with the regulations implementing 

Section 504 and ADA. 

T. Section 504 - Notice of Parental Rights 

This is a notice of your rights under Section 504. These rights are designed to keep you fully 

informed about the school’s decisions about your child and to inform you of your rights if you 

disagree with any of those decisions. 

If your child is in the process of being considered for Section 504 eligibility or has been 

identified for Section 504 accommodations/services, you may have the right to the following: 

  ● Have your child participate in and benefit from the school's education program without 

discrimination based on disability. 

● Receive notice with respect to any action taken regarding the identification, evaluation, 

or placement of your child. 

● Refuse consent for the initial evaluation and initial placement of your child. 

● Have your child receive a free appropriate public education. This includes your child's 

right to be educated with non-disabled students to the maximum extent appropriate. It 

also includes the right to have the school provide related aids and services to allow your 

child an equal opportunity to participate in school activities. 

● Have your child educated in facilities and receive services comparable to those provided 

to non-disabled students. 

● Have evaluation, educational, and placement decisions for your child based upon 

information from a variety of sources, by a group of persons who know your child, your 

child's evaluation data, and placement options. 

● Have your child be provided an equal opportunity to participate in non-academic and 
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extracurricular activities offered by the school. 

● Have educational and related aids and services provided to your child without cost 

except for those fees imposed on the parents/guardians of non-disabled children. 

● Examine your child's education records and obtain a copy of such records at a reasonable 

cost unless the fee would effectively deny you access to the records. 

● A response to your reasonable requests for explanations and interpretations of your 

child's education records. 

● Request the school to amend your child's education records if you believe that they are 

inaccurate, misleading, or otherwise in violation of the privacy rights of your child. If the 

school refuses this request, you have the right to challenge such refusal. 

● Request mediation or an impartial due process hearing to challenge actions regarding 

your child's identification, evaluation, or placement. You and your child may take part in 

the hearing and have an attorney represent you. Hearing requests can be made pursuant 

to the school’s grievance procedure. 

● File a local grievance or a complaint with the District of Columbia Office for Civil Rights 

within the U.S. Department of Education.  The regional office is located at 400 Maryland 

Avenue, SW, Washington, DC 20202 and can be reached at 202-453-6020 (phone), 202-

453-6021 (fax), OCR.DC@ed.gov (email), and http://www2.ed.gov/about/offices/list/ocr. 

The Section 504 Coordinator for National Collegiate Preparatory who is responsible for 

Section 504 compliance, is: The Director of Special Education 

 

U. Section 504 Grievance Procedure 

If any person believes that National Collegiate Preparatory PCHS has violated the 
regulations of Section 504 of the Rehabilitation Act of 1973 or the Americans with 
Disabilities Act, he/she may submit a complaint to Section 504/ADA coordinator. 
 
Complaints involving students who attend National Collegiate Preparatory may be 

submitted to: 
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Jade Bryant, Director of SPED and Student Services 

jbryant@nationalprepdc.org 

4600 Livingston RD SE 

Washington, DC 20032 

(202) 832-7737 

Complaints involving employees of National Collegiate Preparatory PCHS may be 
submitted to: 
 

Nicole Clifton, Ed.D Managing Director 

nclifton@nationalprepdc.org 

4600 Livingston RD SE 

Washington, DC 20032 

(202) 832-7737 

 
The grievance procedures outlined below establish how complaints will be 
investigated and resolved.  These grievance procedures are intended to provide for a 

prompt and equitable resolution of complaints.  
 
Any person who believes they have been discriminated against based on disability or 
otherwise wishes to bring a complaint related to National Collegiate Preparatory PCHS’s 
application of Section 504 or ADA may file a complaint by following the steps outlined 
below: 
 

Step 1 
A complaint form must be completed and signed by the complainant and 
submitted to the Section 504/ADA coordinator.  The coordinator will investigate 
the matters of grievance outlined in the complaint and reply in writing to the 
complainant within ten (10) business days.  

 
Step 2 
If the complainant wishes to appeal the decision of the school Section 504/ADA 
coordinator, he/she may submit a signed statement of appeal to the Chief 
Academic Officer within ten (10) business days after receipt of the coordinator's 
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response.  The Chief Academic Officer will meet with all parties involved, formulate 

a conclusion, and respond in writing to the complainant within ten (10) business 
days of the meeting with the parties. 

 

Step 3 

If the complainant is not satisfied with the decision of the school administrator 
he/she may appeal through a signed written statement to the school Board of 
Trustees within ten (10) business days of the receipt of the school administrator’s 
response. In an attempt to resolve the grievance, the Board shall meet with the 
concerned parties and their representatives within thirty (30) days of the receipt of 
such an appeal. A copy of the Board's disposition of the appeal shall be sent to each 

concerned party within ten (10) business days of this meeting.  

 
Step 4 

The complainant may file a complaint with the Office for Civil Rights at any time before 

or during the grievance procedures.  The regional office for the District of Columbia is 

located at 400 Maryland Avenue, SW, Washington, DC 20202 and can be reached at 

(202) 453-6020 (ph), (202) 453-6021 (fax). 
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V. SECTION 504/ADA COMPLAINT FORM 

 

 

Date: _________________ 

 

Name of Person on Whose Behalf Complaint is Being  

Brought:_____________________ 

Name of Person Bringing 

Complaint:__________________________________________ 

Relationship/Title: ___________________  

Address: 

________________________________________________________________ 

Phone: 

__________________________________________________________________ 

Campus:__NCP  PCHS_________________  

 

SUMMARY OF COMPLAINT: 

II.   

 _____________________________________________________________ 
 _____________________________________________________________ 
 _____________________________________________________________ 

_____________________________________________________________ 
_____________________________________________________________ 
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              If others are affected by the possible violation, please give their names and/or 

positions: ________________________________________________________ 
 
 

Your suggestions on resolving the complaint: ____________________________ 

________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________  

 

III.  Please describe any corrective action you wish to see taken with regard to the 

possible violation. You may also provide other information relevant to this 

complaint.  

 ______________________________________________________________ 
 ______________________________________________________________ 
 ______________________________________________________________ 
 ______________________________________________________________ 
 

_________________________________________________________________ 

Signature of Complainant     Date  

 

 

_________________________________________________________________ 

Signature of Person Receiving Complaint   Date   

 

   

 


