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Columbia Heights Public Schools create worlds of opportunity for every learner in 
partnership with supportive, small-town communities, by challenging all to discover their 

talents, unleash their potential, and develop tools for lifelong success. 
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SECTION I: INTRODUCTION 
WELCOME TO COLUMBIA ACADEMY: 

Welcome to the 2016-2017 school year at Columbia Academy.   This year brings new and exciting 
opportunities for each student attending Columbia Academy.  In addition to high quality classes in English, 
Math, Science and Social Studies, students will be offered classes in the arts, engineering, physical 
education and Spanish.  We will build community through advisory classes, through positive teacher-student 
relations and through increased parent-school communications and involvement.  This handbook is designed 
to help you become familiar with the policies at Columbia Academy in Columbia Heights.  Please take the 
time to read through them so you know what to expect of us and of yourself.  Columbia Academy is an 
exciting place to learn and grow through the middle years.  We look forward to helping you “Design your 
Future”! 

Duane Berkas, Principal 
 
 

COLUMBIA ACADEMY SCHOOL RULES: 
1.  I come to school to learn 
2.  I will use RISE UP as my guide 

Respect - Integrity - Strength – Excellence  Understanding - Pride 
 
 
 
SCHOOL INFORMATION: 
Columbia Academy 
900 49th Ave. NE 
Columbia Heights, MN 55421       
Phone:    763-528-4701 
Principal:   Mr. Duane Berkas 
Assistant Principals:  Mr. John Awsumb 

Mr. Rick Ostby 
Dean of Students: Mr. Jon Moberg 
School Day:   8:20 a.m. to 3:15 p.m.  
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IMPORTANT TELEPHONE NUMBERS 
Columbia Academy……………….……… 763-528-4700 
 Attendance…………….………… 763-528-4703 
District Office/ Family Center…….…… 763-528-4500 
Community Education………….…… 763-528-4517
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Columbia Heights Public Schools 
2016-2017 School Calendar 
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Conferences (Pre-K – 8th) 9/12  HS Conferences 
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DISTRICT INFORMATION: 

The Columbia Heights School District is large enough to provide educational opportunities that small school 
districts cannot, yet is small enough so that administrators, staff, parents and students know each other and 
share a sense of community. The Columbia Heights School District offers the "best of both worlds" -- a "small 
town" feeling along with the advantages of being part of a major metropolitan area.   
Superintendent of Schools:  Kathy L. Kelly 
Student enrollment:   3,100 in K through 12  
District phone number:   (763) 528-4500 
District website:  http://www.colheights.k12.mn.us  
District address:  Columbia Heights Public Schools, 1440 49th Ave. NE, Columbia Heights, MN 

55421   
Location:  A first-ring suburb northeast of the city limits of Minneapolis, Minnesota.  
Geographic area:  Includes the cities of Columbia Heights, Hilltop, and the southern third of 

Fridley   
 
CORE VALUES: 

Community:    it’s about all of us, all the time 
Excellence:   to be our best, expect our best 
Collaboration:   working together for common goals 
Integrity:  honesty 
Respect:  honor who we are, accepting of our differences 
Courage:  facing challenges with hope & persistence 
Innovation:  finding new ways to excel 

 
SCHOOL SONG: 
   Roll on, roll on, victory 
   We are fighting hard 
   When this game is over 
   We will not be marred 
   RAH, RAH, RAH 
   Proud we are of you 
   Team of Gold and Blue 

We’re going to fight for you, our honor 
Team so strong and true! 

 
 
COMMUNITY EDUCATION: 

Columbia Heights Community Education represents a vital component of our ongoing effort to enhance the quality 
of life for all members of our community. Through a series of inspiring courses and programs, we strive to meet 
your lifelong learning needs-from early childhood classes to school-age programs to adult enrichment 
opportunities. Through these programs and courses, Columbia Heights Community Education offers adults the 
chance to learn new skills, explore new interests, or enrich personal and professional lives.  
 

CONTACT INFORMATION: 
 

 
 
 
 
 

 

COLUMBIA ACADEMY/ ACHIEVE MAIN LINES:                                       PHONE:            E-MAIL:  
MAIN OFFICE                                                                             528-4700 
HEALTH OFFICE                                                                           528-4702                        
ATTENDANCE OFFICE (24 hour voicemail)                                              528-4704       
 Attendance Clerk                528-4703                         
ADMINISTATION: 
BERKAS, DUANE                            PRINCIPAL                                  528-4705             berkasd@colheights.k12.mn.us 
DURST, SARAH                   PRINCIPAL’S SECRETARY                 528-4701             dursts@colheights.k12.mn.us 
AWSUMB, JOHN                           ASSISTANT PRINCIPAL                   528-4719             awsumbj@colheights.k12.mn.us 
OSTBY, RICK                                ASSISTANT PRINCIPAL                  528-4717             ostbyr@colheights.k12.mn.us 
MOBERG, JON   DEAN OF STUDENTS            528-4731  mobergj@colheights.k12.mn.us 
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SECTION II: PARENT COMMUNICATION 
WEBSITE: 

http://www.colheights.k12.mn.us 
 
CHANGE IN ADDRESS, TELEPHONE OR FAMILY STATUS: 

Emergency cards are completed for each student at the beginning of the school year or at the time a student 
enrolls.  Any change in address, parent/guardian custodial rights, telephone number, medical or emergency 
information should be reported to the Attendance/Health Office as soon as possible.  It is critical that the 
school is able to contact a students’ parent or guardian by telephone in case of an emergency.  The telephone 
number of another responsible adult should also be provided to the school for assistance if a parent/guardian is 
unavailable during an emergency. 

CLOSING OF SCHOOL: 
If school is going to start late, close early, or be closed all day, notification will be made on radio stations WCCO-
AM (830) and KSTP-AM (1500) and on television stations WCCO (Channel 4), KSTP (Channel 5), KMSP (Channel 9) 
and KARE (Channel 11). 
 

PTA: 
The PTA is here to support you with any questions and concerns you might have about Columbia Academy.  With 
three different elementary schools merging into one middle school -- now is the time to get involved.  The PTA is 
a great way to keep in touch with what is going on at the middle school.  You will meet other parents and also 
meet the staff that is working with your child!  Please take time to join us for a meeting.  The Columbia Academy 
PTA helps with several different activities throughout the year: Our goal is to support activities or equipment 
that impact the most people in the building. 
 

PARENT-TEACHER CONFERENCES: 
Parent-teacher conferences are held in the first and third quarters.  Conferences are arena style where parents 
do not need to make appointments and can choose who they would like to see.   
 

 
 
 
 
 
VISITORS: 

Parents, guardians, and community members are always welcome to visit Columbia Academy.  Upon arriving at the 
school, all visitors are required to report to the main office, sign in, and be issued a visitor’s pass.  Non-
authorized visitors in the school building will be asked to leave.  Parents who wish to visit their child’s 
classroom are requested to provide 24 hour notification. Students who attend other schools are not 
permitted as visitors at Columbia Academy.  To ensure safety all visitors will be escorted. 
 

ParentVUE & SchoolVUE: 
New this year to our district is ParentVUE and SchoolVUE.  Families will need to register for access for this new 
system as Schoolview is no longer in use.  ParentVUE allows access to further promote educational excellence and 
enhance communications with parents.  ParentVUE will allow parents to view their child's attendance, schedule, 
grades, homework and assignments and other pertinent information.  Parents can access their student’s lunch 
accounts through Feepay. 

 
 

PARENT-TEACHER CONFERENCES (2016-2017): 
Fall: October 12, 2016, from 4:00-7:30 pm 
 October 17, 2016 from 4:00-7:30 pm 
Spring: March 2, 2017 from 4:00-7:30 pm 
 March 7, 2017 from 4:00-7:30 pm 
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SECTION III: GENERAL SCHOOL INFORMATION 

DAILY SCHEDULE: 
Columbia Academy opens at 7:45 am. Students arriving at school before 8:10 am must report to the gym, cafeteria, or 
Media Center.  Students should not be in the building or school grounds after 3:25 pm, unless they are under the direct 
supervision of a staff member and involved in a school activity.  The school day begins at 8:20 am and ends at 3:15 pm.   
 
 
 
EQUAL OPPORTUNITY POLICY: 

It is the policy of Columbia Heights School District 13 not to discriminate against any person on the grounds of 
race, color, creed, religion, national origin, sex, marital status with regard to public assistance, age, disability, 
sexual orientation, veteran status or family care leave status in its programs, activities, or employment policies 
as required by Title IX of the 1972 Education Amendments. 
 

EXTRA-CURRICULAR ACTIVITIES: 
All extra-curricular activities, athletic and non-athletic, are under the guidelines of the conference, the 
Minnesota State High School League, and Columbia Heights School District. Any student who is interested in an 
extra-curricular activity should contact the advisor, coach, or the Activities Office, which is located in the 
Hylander Center. The Activities Office phone number is (763) 528-4511. Columbia Heights School District 
adheres to all Minnesota MSHSL eligibility policies. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
**Due to transportation costs and/or costs for outside technical support, activities that charge fees at CHHS are: 
Robotics, Fall Play, One Act, Musical, Drumline, Speech, Knowledge Bowl and Math Team. 
 

PLEDGE OF ALLEGIANCE: 
In compliance with Independent School District #13 Board Policy, the Pledge of Allegiance will be recited on the 
first day of every week that students are enrolled in school.  Students are encouraged to participate in the 
reciting of the Pledge of Allegiance.  However, any student who chooses not to participate in reciting the Pledge 
of Allegiance for any reason may elect not to do so.  Students must respect another person’s right to make that 
choice. 

 
TECHNOLOGY USE GUIDELINES: 

Each student at Columbia Academy will be issued a user name and password for logging on to the school’s 
computers.  This user name and password will be used every time the student logs on to the computer and will be 
used to access the folder on the network assigned to the student.  Computer access is for limited educational 
purposes only.  Students are not allowed to load any software on the school computers, should not change any 
settings on the computers, or doing any printing without permission. 
 
 

  Athletic Fees 
2016‐2017 

Activity Fees 
2016‐2017 

Grades 7‐8 Full Pay  $75  No fee 

Gr. 7‐8 Reduced Lunch  $20  No fee 

Gr. 7‐8 Free Lunch  $10  No fee 

Grades 9‐12 Full Pay  $150  $75 

Gr. 9‐12 Reduced Lunch  $40  $20 

Gr. 9‐12  Free Lunch  $20  $10 



 7

PERSONALIZED LEARNING INITIATIVE: 
 In the fall of 2013, Columbia Academy launched a Personalized Learning Initiative.  

 Self-paced, differentiated instruction 
 Use of technology to individualize instruction 
 Student engagement through relevant, exciting learning 
 Equity by challenging and supporting all students with flexible tools and differentiated context. 
 Increase rigor leading to college and career readiness for all students. 
 All Students will be issued a tablet at the beginning of the school year. 

 
HEALTH SERVICES: 

Health services personnel maintain health records for each student and advise students on personal health 
issues.  The Health Aide will make every effort to contact parents/guardians whenever there is an injury or 
illness.  State health regulations do not permit school employees to dispense aspirin or any other medication to 
students.  No prescription medication will be administered to students during the school day without written 
permission from the parent/guardian and doctor.  All prescriptions and other medications brought from home 
must be stored in the Health Office.  Please contact the Health Office 763-528-4702 if you have questions.  
 

IMMUNIZATIONS: 
All students must have the required immunizations completed before school starts as required by Minnesota 
State Statute 121.A15. Columbia Heights Schools participates in “No Shots No School” consortium; a 
collaboration between Minnesota school districts, health care providers, and students. This means that students 
will be sent home from school if they are not current with the required immunizations. The only students who are 
not required to have the shots are conscientious objectors or medically exempt students with physician 
authorization. (Obtain the necessary paper work from the school health office). 
Parents can obtain the required shots from their family clinic.  If you need to find a clinic, call the school health 
office at 763-528-4702 for a list.  Remember to take your record of past shots to the clinic.  Columbia Academy 
Health Office: 763-528-4702 

 
 
 
 
 
 
 
 
 
 
 
CAFETERIA: 

A computer payment system has been implemented to pay for student lunches.  School lunches cost $2.70 and 
breakfasts are $1.45 for students who pay full price.  Free and/or reduced meals are available to those who 
qualify.    Students may deposit money into their account by placing cash or checks (with the student’s name and 
PIN number) in the drop boxes in the office or cafeteria or by placing cash in the NetCash machine located in 
the Columbia Academy cafeteria. Parents may also pay for school lunches through FeePay. The same account is 
used for breakfast, lunch, and ala carte items.  All students must go to the cafeteria for their assigned thirty-
minute lunch period and are to remain in the cafeteria until dismissed by the supervisor.  
Students should follow these guidelines: 
1. Find a seat at a table and remain seated until dismissed by cafeteria supervisor. 
2. Talk in a conversational tone 
3. All food and beverages must be consumed in the cafeteria. 
4. Students are responsible for composting, recycling, and disposing of their waste.  
5. After returning their tray, students should return to the same seat. 
6. Students will be dismissed by table by cafeteria supervisor. 

Middle School Immunizations Needed for Entry:
 3 Hep B (hepatitis B) 
 6 DTaPs/Td (diphtheria, tetanus, pertussis) 
 4 Polio 
 2 MMR (measles, mumps, rubella) 
 2 Varicella (chicken pox) 
 1 Meningococcal 
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7. Disciplinary actions for rules violations may include but are not limited to loss of cafeteria privileges and 
assisting in cleaning the cafeteria area. 
 

STUDENT ADVISORY (STAR): 
Each school day begins with a twenty minute advisory which we call STAR. It is similar to morning meeting held in 
the elementary schools.  All students at Columbia Academy are assigned an advisor who leads this class.  The 
purpose of STAR is threefold:  1) to provide a non-academic opportunity for teachers and students to establish 
positive and trusting relationships, 2) to start each day with greetings, announcements and team-building 
activities, 3) to coach students in developing organizational and self-reliance skills and 4) to develop skills in 
homework completion, organization and reading. 
 

SECTION IV: ATTENDANCE 
ATTENDANCE: 

Regular attendance is vital to ensuring a quality educational experience.  Regular class attendance instills self-
discipline and helps prepare students for the world of work.  Absences affect student academic performance.  A 
student can never fully replace the learning experience when absent from class.  Our attendance procedures are 
consistent with the Columbia Heights Public Schools Attendance Policy 503 found on the Columbia Heights Public 
School website. 
 
GENERAL INFORMATION: 
1. When a student is absent, notification from the parent/guardian must be made by calling the Columbia Academy 

Attendance Office (763-528-4703). If there is no telephone contact made, the student should bring a written 
note signed by the parent/guardian stating the reason for the absence.  This notification must be made within 
48 hours of the student’s absence.  Failure to notify the school during this time period will result in the absence 
being recorded as unexcused.   

2. Students arriving late to school should report to the Attendance Office.  There, they will receive a pass which 
will admit them to class if there is a valid reason for being late.  If there is no excusable reason, the parent will 
be contacted and then admission to class will be granted. 

3. Columbia Academy is a closed campus.  If a student needs to leave the building/grounds during the school day, 
the student must have written parental permission to leave and must sign out in the Main Office.  

4. Students who are absent more than ten days of school due to illness may need to provide a doctor’s note for 
additional illness absences to be excused per school administrator’s discretion. 

5. The Columbia Heights Public School Superintendent may excuse a student’s absence for the purpose of visiting 
with a parent or legal guardian who is an active duty member of the uniformed services and has been called to 
duty for, is on leave from, or immediately returned from deployment to a combat zone or combat support posting. 

6. Students needing to leave early by parents or guardians must be picked up by 2:45 pm. After 2:45 pm, parents 
and guardians will need to wait until 3:15 pm when school is dismissed. 
 

STUDENT’S RESPONSIBILITY: 
1. Arrive to each and every class on time every day. 
2. If you are absent, be sure to have your parent/guardian call the Attendance Office to report the absence OR 

bring a written note signed by your parent/guardian stating the reason for your absence.  This must be done 
within 48 hours or the absence will be recorded as unexcused. 

3. Make up all required work within three (3) school days from the date of return, unless arrangements have been 
made by your teachers. 

4. If a Pre-Arranged absence occurs, please bring a note signed by your parent/guardian 48 hours before the 
absence occurs to obtain the necessary form from the Attendance Office.  Then take the form to your teachers 
to have it completed and signed.  After completing the form, it should be returned to the Attendance Office.   

5. If a student leaves early, he or she must check out in the Attendance Office.  If returning to school the same 
day, the student must check in at the Attendance Office before returning to class. 

PARENT/GUARDIAN’S RESPONSIBILTY: 
1. Encourage your child to attend all classes regularly. 
2. Limit absences by scheduling appointments, vacations, etc. to non-school days or after school hours. 
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3. Notify the Columbia Academy Attendance Office (763-528-4703) stating the reason for your child’s absence.  A 
voice mail message may be left 24 hours a day. 

TEACHER’S RESPONSIBILITY: 
1. Take accurate attendance each period. 
2. Report any discrepancies in the daily report to the Attendance Office. 
3. Use researched based strategies to build relationships with students and encourage them to be in school. 
4. Contact parents and guardians of students with faltering grades due to poor attendance. 

 
CLASSIFICATION OF TARDIES AND ABSENCES: 

All absences and tardies will be classified by the school administration as excused or unexcused.  Absences and 
tardies may be excused in the Attendance Office at the discretion of the building administration. 
EXCUSED ABSENCES: 
In accordance with Columbia Heights District Policy 503, excused absences include but are not limited to the 
following: 
1. Illness 
2. Serious illness in the student’s immediate family 
3. A death of an immediate family member, relative, or close friend 
4. Family emergencies 
5. Medical, dental, or counseling appointment 
6. Court appearances—must have court subpoena or letter from lawyer and parent/guardian 
7. Religious instruction or holidays (not to exceed three hours in any week) 
8. Emergency conditions such as fire, flood, or storm 
9. Official school field trip 
10. Removal of student pursuant to a suspension.  Suspensions are to be handled as excused absences and students 

will be permitted to complete make-up work within a reasonable period of time 
 

MAKE-UP WORK FOR EXCUSED ABSENCES: 
1. Students are required to make up all assignments or complete alternative assignments as deemed appropriate by 

the teacher. 
2. Work must be made up within three days from the date of the students return to school.  Any work not 

completed during this time frame shall be “no credit”.  The Columbia Academy principal or assistant principal may 
extend the time allowed in the case of an extended illness or other extenuating circumstances. 

3. The student is responsible for requesting make-up work. 
4. Previously announced projects and/or tests must be turned in or taken on the date of the students return to 

school.  In the event of a long-term illness, confirmed by a doctor’s note, the school nurse, or school 
administrator additional time may be given. 

UNEXCUSED ABSENCES: 
Truancy is defined as an absence that was not approved by the parent/guardian or school district. 
1. Any absence that the student’s parent/guardian fail to report to the Attendance Office with 48 hours. 
2. Work at home. 
3. Work at a business, except under a school-sponsored program. 
4. Any other absence not included under the attendance procedure set by the district. 
CONSEQUENCES FOR UNEXCUSED ABSENCES:  
1. In cases of recurring unexcused absences, the administration will request the county attorney to file a petition 

with juvenile court, pursuant to Minnesota Statutes. 
2. Students with unexcused absences shall be subject the following interventions: 

a. Parents will receive an automated call if the student is marked “unexcused” for any class period. 
b. A letter will be mailed home after a student has 3 unexcused absences. 
c. The county attorney will be contacted once a student has 7 unexcused absences.  

3. The student may lose credit for work missed on days that are unexcused. 
 

TARDINESS: 
Students are expected to be in their assigned classes when the bell rings denoting the start of class.  Failure to do 
so constitutes tardiness.  If a student is tardy to class parents/guardians will be contacted and school consequences 
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including detention and in-school suspension, can be assigned.   
 

TRUANCY: 
A child between the ages of 12 and 16 is considered truant if they are absent from class without a legal excuse.  The 
school administrator will file truancy with the county in which the child resides after seven unexcused absences.  A 
student who has missed 15 consecutive days for any reason must be dropped from enrollment and the student must 
then re-enroll. 
 

TERMINATION OF ENROLLMENT 
Attendance 
The School District may terminate the enrollment of a non-resident student enrolled under an enrollment options 
program pursuant to MINN. Stat. 124D.003 or 124D.08 at the end of the school year if the student meets the 
definition of a habitual truant, the student has been provided appropriate services for truancy under MINN. Ch. 
260A, and the student’s case has been referred to juvenile court.  A “habitual truant” is a child under 16 years of age 
who is absent from attendance at school without lawful excuse for seven school days if the child is in elementary 
school or for one or more class periods on seven school days if the child is in middle school, junior high school or high 
school, or a child who is 16 or 16 years of age who is absent from attendance at school without lawful excuse for one 
or more class periods on seven school days and who is not lawfully withdrawn from school under MINN. Stat. 
120A.22, Subd. 9 
 

SECTION V: ACADEMICS 
 

ALTERNATIVE EDUCATIONAL OPPORTUNITIES: 
Some students may be at risk of not completing their educational programs. The school district provides 
alternative learning options for students who are at risk of not succeeding in school. Alternative educational 
opportunities may include modified curriculum and instruction, instruction through electronic media, special 
education services and homebound instruction among others. Students and parents/guardians with questions 
about these programs should contact Columbia Academy. 
 

FIELD TRIPS: 
Field trips may be offered to supplement student learning. Field trips may be optional and, if so, students who 
participate may be charged.  
 
 
 
 

GRADING PROCEDURES: 
Students receive mid-quarter reports half-way through each quarter via mail and report cards at the end of 
each quarter are mailed as well.   The fourth quarter report card is mailed to the parent/guardian the week 
following the end of school.  Columbia Academy uses the following criteria for assigning letter grades indicate: 
   A – mastery and outstanding achievement 
   B – above average achievement 
   C – average achievement 

    D – below average achievement 
   F – course goals not reached with little or no effort made by student 
A plus (+) or minus (-) sign may be used with these letter grades to indicate a more specific level of achievement.  
The plus or minus designation will not be used with the letter grade of “F”. 
In some situations the student may receive a “P” indicating they have passed the class.  Or an “I” which means 
they have not completed all work at the end of the grading period.  After a specific time, dependent on the 
situation, the incomplete will be changed to a letter grade.  In some instances where the student has been 
excused for illness or injury they may receive no grade (NG).  
 
GRADE POINT AVERAGE COMPUTATION 
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Columbia Academy uses the following Grade Point Computation when determining Honor Roll selection: 
A = 4.00   A- = 3.67   B+ = 3.33   B = 3.00 
B- = 2.67   C+ = 2.33   C = 2.00   C- = 1.67 
D+ = 1.33   D = 1.00    D- = 0.67   F, I or NG = 0.00 

 Honor Roll: 3.67 to 4.00 for an A and 2.67 to 3.66 for B. 
 

SECTION VI: RULES AND DISCIPLINE 
STUDENT CODE OF CONDUCT: 

 Each student has the right to attend a school where they feel safe and can learn to the best of their 
individual abilities without disruption or distraction. 

 The behaviors described below are unacceptable at Columbia Academy and on school buses, on school grounds 
(including parking lots) and at off-campus school-sponsored activities. 

 This code of conduct describes the unacceptable behaviors that will result in disciplinary action imposed by 
the school administration. 

 A severe occurrence of a behavior, repeated behavior, or a blatant disregard of school rules could result in 
more severe consequences up to and including expulsion from school.  Students will meet with an 
administrator or their designee before disciplinary actions go into effect.  Parents will be contacted when 
students receive dismissals or out-of-school suspension.  

 We reserve the right to take action should a student behave in a way that is not included in this code but is 
detrimental to the learning environment, safety, or welfare of students and staff.  Police referrals are 
initiated at the discretion of an administrator. 
 

SPECIFIC STUDENT INFRACTIONS: 
ARSON: 

Intentional destruction or damage to school property by means of fire. 
ASSAULT:  

Acting with intent to cause fear in another person of immediate bodily harm or death, or intentionally inflicting 
or attempting to inflict bodily harm upon another person. 

BULLYING 
An act of bullying, by either an individual student or a group of students, is expressly prohibited on school 
district property or at school-related functions or in electronic form otherwise known as “cyberbullying”. This 
policy applies not only to students who directly engage in an act of bullying but also to students who, by their 
indirect behavior, condone or support another student’s act of bullying. This policy also applies to any student 
whose conduct at any time or in any place constitutes bullying that interferes with or obstructs the mission or 
operations of the school district or the safety or welfare of the student, other students, or employees.  

CHEATING & PLAGIARISM: 
Receiving or giving answers on class work expected to be done individually is considered cheating.  Copying text 
or taking credit for another author’s ideas is considered plagiarism. Classroom teachers will deal with cheating 
and plagiarism at their discretion. 

CHEMICALS – USE AND/OR POSSESSION: 
Students are prohibited from using, possessing, distributing, or being under the influence of alcohol and/or mood 
altering chemicals while at school or school sponsored events. 

CHRONIC VIOLATIONS: 
Consequences for repeated misconduct and non-compliance with general school rules and classroom obligations 
may lead to suspension and/or a recommendation for expulsion from school.  

COMPUTER MISUSE: 
Students must have a signed Internet Use Agreement on file in the Attendance Office.  Theft, fraud, vandalism, 
or violation of the Internet usage policy will be considered misuse and may lead to loss of computer privileges or 
other consequences assigned by administration. 
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DISRUPTIVE BEHAVIOR/DISORDERLY CONDUCT: 
Behaviors that disrupt or threaten to disrupt the educational process. 

ENDANGERMENT OF SELF AND OTHERS/ UNATHORIZED USE: 
Discharging a fire extinguisher, sounding of false fire alarms, unnecessarily calling “911” thereby causing 
emergency personnel to respond without reason, igniting a fire, or creating any situation which potentially 
endangers others is prohibited.   

FIGHTING/INSTIGATING CONFLICT: 
Engaging in any form of fighting where physical violence is involved (ex: pushing, shoving, hitting, kicking). Failure 
to stop fighting when told to do so will result in additional consequences.   

GAMBLING: 
Gambling or betting is not permitted on school grounds for any reason. 

INSUBORDINATION/NON-COMPLIANCE: 
Refusing to follow a reasonable direction given by any staff member is considered insubordination and is subject 
to disciplinary action.   

INTERFERENCE/OBSTRUCTION: 
Any intentional action to prevent school personnel from performing their responsibilities is considered 
interference and is prohibited. 

RECORD AND IDENTIFICATION FALSIFICATION: 
Falsifying signatures or data on records or notes from home, forging passes or other documents, and refusing to 
give correct identification or giving false identification when requested to do so by school personnel or bus 
drivers is prohibited. 

ROBBERY/EXTORTION: 
Using force or the threat of force when taking property from another student without his/her consent is 
considered robbery/extortion.   

THEFT/MISAPPROPRIATION OF PROPERTY: 
Taking, using, transferring, concealing or retaining possession of another person’s property without his/her 
permission, or finding lost property and not making a reasonable effort to find the owner is considered theft. 
This includes the unauthorized use of school equipment, such as copy machines, gym equipment, telephones, 
computers, and PA systems.  This behavior is prohibited and subject to disciplinary action, including a police 
referral.   

THREAT/INTIMIDATION: 
Any physical or verbal action, which intentionally threatens, inflicts, or attempts to inflict injury to another 
person, is prohibited and subject to disciplinary action.   

TOBACCO POSSESSION/USE: 
The use or possession of any form of tobacco in school, on school grounds, on school buses, or at school related 
activities is prohibited and subject to disciplinary action.   

DRUG-FREE WORKPLACE/DRUG-FREE SCHOOL: 
 Use or possession of controlled substances, toxic substances, medical cannabis, and alcohol before, during, or 

after school hours, at school or in any other school location, is prohibited as general policy. Paraphernalia 
associated with controlled substances is prohibited.   
A violation of this policy occurs when any student, teacher, administrator, other school district personnel, or 
member of the public uses or possesses alcohol, toxic substances, or controlled substances, or medical cannabis 
in any school location.  
The school district will act to enforce this policy and to discipline or take appropriate action against any student, 
teacher, administrator, school personnel, or member of the public who violates this policy. 

 Our Drug-Free workplace/Drug-Free School procedures are consistent with the Columbia Heights Public Schools  
Policy 418 found on the Columbia Heights Public School website. 

TRESPASSING: 
Trespassing charges will be filed on anyone who is physically present on the school campus or at a school activity 
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after being notified verbally or in writing to remain off school property. 
VANDALISM: 

Willful damage and/or unauthorized use of school and/or staff property (for example, computers, lockers, class 
materials, etc.) is considered vandalism, prohibited and subject to disciplinary action. 

WEAPONS: 
Columbia Heights Public Schools has a zero tolerance weapons policy.  No person, including adults and visitors, 
shall possess, use or distribute a weapon or a device or instrument having the appearance of a weapon on 
school property.  Elements of the policy include defining weapons as any object, device or instrument 
designed as a weapon or through its use is capable of threatening or producing bodily harm or which may 
be used to inflict self-injury.  School locations are defined as school building, grounds, all school related 
events, school activities, trips, bus stops, school buses or school vehicles, school contracted vehicles and the area 
of entrance or departure from school premises or events. 
The consequence for a student possessing, using, distributing, a weapon or look-a-like weapon, may include some 
or all of the following: immediate out-of-school suspension; confiscation of the weapon; immediate notification of 
police; parent/guardian notification; and recommendation to the superintendent of expulsion for period of time 
not exceed one year. 
 

DISCIPLINARY ACTIONS: 
Progressive discipline will be utilized, to the extent reasonable and appropriate, based upon specific circumstances 
and seriousness of student misconduct.  A system of progressive discipline uses several stages of consequence. 
The specific form of discipline chosen in a particular case is solely within the discretion of the teachers and 
administrators who are responsible to enforce this policy. 
 Removal from class 
 Phone calls home 
 Meetings with teacher, counselor, or administrator 
 Parent/Guardian Conference 
 Restitution 
 Mediation 
 Academic Support 
 Dismissal from school 
 In-school suspension 
 Saturday School  
 Out of School Suspension 
 Recommendation of expulsion and /or exclusion 
 Referral to law enforcement authorities 

 
DETENTION – LUNCH & AFTER SCHOOL: 

Detention may be assigned for a violation of school rules.  Arrangements with parents/guardians will be made 
prior to the student attending detention.  Failure to show up for detention could result in additional 
consequences, including out-of-school suspension. 

SATURDAY SCHOOL: 
Saturday school is a learning tool and will be held throughout the year as determined by administration.  
Students are to report to the Main Office upon arrival with necessary materials.  All Saturday School 
assignments will be assigned by an administrator.  We encourage students to arrive at least 10 minutes early.  
Saturday school is a great opportunity for CA students to: 
∙  Obtain special tutoring/labs in classes/poor grades 
∙  Make-up missed assignments 
∙  Receive tutoring for an up-coming test or project   
∙  To make-up truant days or accumulated period cuts     
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∙  To make-up full day unexcused/excused absences and or period truancies 
 

IN-SCHOOL SUSPENSION (ISS): 
Students violating the school’s Code of Conduct or district discipline policy may be referred to the office to be 
assigned ISS. A student who significantly interferes with the educational process may be sent to ISS for a 
period of time not exceeding three full days. A student who does not cooperate in ISS will be held accountable 
for his or her behavior, and will be subject to additional disciplinary action. Whenever possible, a parent/guardian 
will be notified when a student is sent to ISS.  Students assigned to ISS will first be required to report to the 
attendance office.  All ISS assignments will be made by an administrator. 
 

SUSPENSION (OUT-OF-SCHOOL): 
The purpose of a suspension is to remove a student from the school environment and to provide time for 
professional staff, parent/guardian, and the student to process the matter. Students will be sent home after a 
parent/guardian contact has been made. Students are asked to collect class materials from their lockers before 
leaving school.  
The Main Office requests homework from classroom instructors for the dates of suspension, given the suspension 
is longer than three days. The homework assignments are collected and kept in the Main Office for parent pickup. 
Parents/Guardians may email or phone teachers regarding details of work missed due to a suspension.  
 

SECTION VII: GENERAL STUDENT INFORMATION 
BICYCLES: 

Bikes are to be parked in the bike rack on the west side of the school.  Students should lock their bikes to the 
rack.  The school is not responsible for lost or stolen bikes or for damages to a bike while on school property. 
 

BUS TRANSPORTATION/BEHAVIOR: 
Riding the school bus is a privilege, not a right. A student’s eligibility to ride a school bus will be revoked for a 
violation of bus safety or school conduct policies. Students have the responsibility to conduct themselves in an 
acceptable manner; know and obey all school bus rules and regulations, and accept the consequences of their 
behavior. NOTE: A bus driver has the same authority over students riding the bus as a teacher has over the 
students in their classroom. The bus driver will notify school personnel of any student violating bus safety or 
school conduct policies.   
 

CELLPHONES, MP3 PLAYERS AND OTHER ELECTRONIC EQUIPMENT: 
Electronic devices include, but not limited to cell phones, MP3 players, CD players and headphones. 
 Electronic devices must be turned ‘off’ and out of sight during class time or while in the media center or 

office areas, unless a teacher or administrator grants a specific occasional and instructional exception.  
 If a student’s electronic device is used/displayed/heard in a classroom during instructional time, the 

student may be asked to give it to the teacher.   If a student refuses to give the electronic device to the 
requesting teacher/administrator/staff person, he/she will be dismissed for the day or suspended the 
following day.     

 Columbia Academy allows students to use cell phones before and after school, during lunch and passing 
time, and as a classroom tool under teachers’ discretion. Explicit permission must be given by the teacher 
or administrator to use the device during class. 

 The school will not be responsible for lost or stolen cellphones, MP3 players and other electronic 
equipment. 
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DRILLS: FIRE/TORNADO (SEVERE WEATHER): 
Posted in every room is a notice telling the manner of exit from that room for fire or tornado. Follow these 
directions unless an emergency causes other directions to be given. Move quickly without running. 
Each class is to stay together with the teacher in charge. Tampering in any way with emergency equipment is a 
serious matter and will result in immediate suspension of persons involved. Referral to law enforcement officials 
may occur. 

 
DRILLS: LOCKDOWN: 

Columbia Academy has developed a crisis plan in the event of a building emergency. During an emergency, staff 
and administration will instruct students on the procedure. Generally speaking, students will stay in their 
classrooms or go to the nearest classroom, the doors will be locked and staff will get instructions from 
administration through email and/or voicemail on what to do. The safety of our students and staff is our highest 
priority. 

 
GUEST TEACHERS: 

It is important to extend courtesy to substitute teachers.  Cooperate with them and make them feel 
comfortable in our building.  Any inappropriate or disrespectful behavior directed toward substitute teachers 
will result in disciplinary action. 
 

HALL PASSES: 
Except during designated passing times students are expected to have a pass when in the hallway that is issued 
by the classroom teacher.  Passes will not be issued during the first 15 minutes and last fifteen minutes of each 
class.  Hall passes need to be visible at all times and students will be required to produce a pass when requested 
by building staff. 
 
 

HALLWAY CONDUCT: 
For reasons of safety and order, it is necessary to follow a few simple rules: 

1. Walk 
2. No horseplay (eg. hitting, kicking, scuffling, etc.) Play fighting is not allowed. 
3. Keep voice volume low 
4. Comply with teacher directions 
5. No food or drink in the hallway 
 

HEADWEAR: 
No headwear is to be worn upon arrival in the school including but not limited to hats, bandanas, hoods, 
sweatbands, hair picks, combs, doo-rags, curlers, wave caps, hair nets, and scarves not worn for religious 
purposes.  All headwear should be removed upon entering the building.  Students should keep headwear in a 
locker so that it is not visible.  Headwear worn or displayed after 8:20 a.m. will be confiscated for parent pick-up 
on the 1st and every offense.  If a student refuses to give the headwear to the requesting 
teacher/administrator, they will be dismissed for the day or suspended the following day. 
 

LOCKERS: 
Students will be assigned a locker to use and will be expected to use the locker for storing school materials and 
personal items.  Sharing lockers is prohibited. 
Since both your property and the property of the school are kept in your locker, you are expected to keep it 
locked at all times and keep the combination to yourself.  All lockers are issued in a clean condition. You must 
remove all stickers, posters, etc. before vacating the locker.  Remember the locker is the property of the 
school, and may be inspected at any time.  Any damage to the locker is your responsibility and should be 
reported to the Attendance Office immediately. 
A separate locker and padlock is issued for physical education.  It is extremely important that you never leave 
personal belongings unlocked in the gym area. The school is not responsible for lost or stolen items from any locker. 
The school reserves the right to remove illegal, dangerous, and unauthorized items from all lockers. 
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SCHOOL PICTURES/YEARBOOK: 

Parents/guardians of each student will have the opportunity to purchase school pictures in the fall.  All students 
must have their picture taken.  However, purchasing the picture packet is optional.  These pictures are used for 
school’s yearbook and the school identification needs.  
 

SECURITY DOORS: 
Students are to enter the Columbia Academy through the front/ side doors upon their arrival to school in the 
morning.  During the school day, any student leaving the building must also check out at the front door, unless 
supervised by a staff member.  Once on school grounds, students should not leave campus. Entering through 
secured doors, propping open doors or allowing unauthorized personnel to enter the school building, potentially 
endangering the safety of other students, is strictly prohibited.   
 

STUDENT SALES: 
No individual student or organization, public or private, charitable or otherwise, may use the school to sell 
literature or products.  All Columbia Academy sponsored student activity sales must receive pre-approval from 
the principal.  Students found selling such unauthorized items will have them taken away and placed in the 
administrator’s office.   
 

UNIFORMS/ DRESS CODE: 
The standard uniform required of all students will be: 

1. Navy blue or Gold polo shirt, sweatshirt or fleece with logo must be worn everyday. 
2. Khaki or navy blue pants, skirts, shorts or capris. All skirts or shorts lengths must touch the knee.  (no 

jeans, no holes, no cargo pants, no sagging, no skin tight pants or shorts)  
3. Any visible accessories are to be navy blue or gold (i.e. Headbands) 
4. Uniforms are expected to be worn as made. 
5. Uniforms are to be worn to and from school.  
6. Students are not allowed to wear bandanas, blankets, house shoes or slippers 

In winter, a long sleeve or short sleeve polo with logo will be required.  Options for winter layering are: 
1. Any solid navy or gold sweater, vest, or sweatshirt may be worn over the shirt (no hoods) 
2. Any solid gold, navy or white layering may be worn under the polo shirt 

Costs: 
 Shirts from Embroidery and More are $10 for short sleeve and $14 for long sleeve.   
 Pants, solid under shirts and sweaters may be purchased at any store, including Target, Walmart, Kohls, 

Old Navy, Savers, etc. 
 Logo quarter-zipped sweatshirts are $20 and will be available at C.A. 
 Any shirt or sweatshirt can have the logo added for $6 at Embroidery and More 

Additional Information: 
 Shirts will be available for purchase at Columbia Academy before school and Embroidery and More on 

40th Ave in Columbia Heights. 
 Columbia Academy gear along with Hylander wear will be for sale online and at school  
 There are certain times when students are allowed to not be in school uniform. During those times, the 

dress code will be as followed: 
 Shirts with sleeves must be worn. Both shoulders must have coverage 
 No leggings or yoga pants (can be worn under appropriate shorts/skirts )  
 No tube, tank, or halter tops (tops that tie at the back of the neck), strapless tops, 

including dresses.  No muscle shirts, spaghetti straps, tops that go over only one 
shoulder, including dresses.  

 Shirts must be full length - No bare midriffs, no exposed torsos, no exposed navels 
 Shorts and skirts must touch the knee.  
 Clothing must cover undergarments: underwear, bra straps, boxer shorts and under 

shorts.  
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 No clothing with inappropriate phrases, slogans or artwork that is vulgar, sexually 
suggestive, profane or promotes violence, encourage disrespect, indecency, hate, or drug, 
tobacco, alcohol, gang-related or sexual references. 

 No pajamas/loungewear 
Offensive items include graphics that contain or promote the use of tobacco, alcohol, chemical substances, 
violence of any kind, racial, sexual or gang related messages, images, or activities. Students whose clothing is 
deemed inappropriate will be asked to change into clothing that is acceptable.  If no suitable clothing is available, 
students will be removed from the classroom setting for the remainder of the day.  Parents/guardians will be 
notified if students refuse to cooperate in wearing appropriate clothing.    

 
DISTRIBUTION OF HANDBOOK: 

These procedures have been established in accordance with the Columbia Heights School Board.  Copies of this 
handbook are made available to all students and their parents/guardians at the beginning of each school year and 
to all new students upon enrollment.  The policies cited are available upon request in the principal’s office. 

 
SECTION VIII: BULLYING, HAZING, HARASSMENT, AND VIOLENCE  

BULLYING: 
The school district is committed to providing a safe and respectful learning environment for all students. Acts of 
bullying, in any form, by either an individual student or a group of students, are prohibited on school district 
property or at school-related functions. See District Policy 514, Bullying, for detailed information. 
 

HAZING: 
Hazing is prohibited. No student will plan, direct, encourage, aid, or engage in hazing. Students who violate this 
rule will be subject to disciplinary action pursuant to the school district’s “Student Discipline” policy and building 
practices. See District Policy 526, Hazing, for more information. 
 

HARASSMENT AND VIOLENCE: 
Everyone at Columbia Heights Public Schools has a right to feel respected and safe. The district wants you to 
know about School Board Policy 413 on the prevention of harassment and violence. The following is a summary of 
the policy:  

1. It is the policy of the school district to maintain a learning and working environment that is free from 
harassment and violence on the basis of race, color, creed, religion, national origin, sex, age, marital 
status, familial status, status with regard to public assistance, sexual orientation or disability. The 
school district prohibits any form of harassment or violence on the basis of race, color, creed, religion, 
national origin, sex, age, marital status, familial status, status with regard to public assistance, sexual 
orientation or disability.  
2. Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical conduct or other unlawful verbal or physical conduct or communication of a sexual 
nature.  
3. Harassment consists of physical or verbal conduct, including, but not limited to, electronic 
communications, relating to an individual’s or group of individuals’ race, color, creed, religion, national 
origin, sex, age, marital status, familial status, status with regard to public assistance, sexual 
orientation, or disability.  
4. Violence consists of a physical act of aggression or assault upon another or group of individuals 
because of or in a manner reasonably related to race, color, creed, religion, national origin, sex, age, 
marital status, familial status, status with regard to public assistance, sexual orientation, or disability.  
5. It shall be a violation of this policy for any pupil, teacher, administrator or other school personnel of 
the school district to harass a pupil, teacher, administrator or other school personnel through conduct or 
based on a person’s race, color, creed, religion, national origin, sex, age, marital status, familial status, 
status with regard to public assistance, sexual orientation, or disability.  
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6. School district personnel who fail to inform the building principal, the Human Rights Officer or the 
Director of Student Services per the reporting procedures in the Harassment and Violence Policy 413 of 
a report or harassment or violence in a timely manner may be subject to disciplinary action.  
7. All complaints, whether verbal or written, will be investigated and any appropriate disciplinary action 
will be taken.  
8. All verbal or written complaints should be reported to your principal, the Human Rights Officer or the 
Director of Student Services per the reporting procedures in the Harassment and Violence Policy 413.  
9. Retaliation is prohibited against any individual who reports harassment or violence or participates in an 
investigation.  
10. Confidentiality of all persons involved will be respected to the fullest extent possible.  

 
STAFF NOTIFICATION OF VIOLENT BEHAVIOR BY STUDENTS: 

In 2003, the Minnesota Legislature required a committee, including a representative from the Minnesota 
School Boards Association (MSBA), to develop a model policy for schools to notify staff about violent 
behavior by students. That model policy is available on the Minnesota Department of Administration’s 
website. MSBA has modified the committee-developed policy for consistency with its other model 
policies and to reflect management perspectives. 

 
SECTION IX: USING YOUR HANDBOOK AND PLANNER 

 
HOW TO USE YOUR STUDENT PLANNER TO MANAGE YOUR TIME: 

Using a student planner on a regular basis can be one of the most useful tools in your life to:  
 manage your time for school  
 athletics and activities  
 work and leisure  

More than in any other decade, our lives are so busy on a day-to-day basis, that without some organization, we 
can suffer academically and in our activities. Our employment outside of school can be impacted, and we WON’T 
get enough sleep!  
Statistics show that effective use of a planner can give you:  

 25-33% more time for the fun things you want to do.  
 Reduction in your anxiety/stress level.  
 More sleep at night.  

Managing a planner is a great habit to have developed by the time you go to any post-secondary institution or 
training where you will have a less structured schedule.  

 
HERE ARE SOME GUIDELINES TO HELP YOU WITH TIME MANAGEMENT:  

 Use your time wisely - make use of “down time” whenever possible.  
 Get to class on time - you’re not missing out on anything that you would have to record in your planner.  
 Start working on an assignment right away. If you run into problems, you have time to ask your teacher before 

you leave the classroom or school for the day.  
 Use study hall time or study time in your classes. If you don’t have a current assignment to work on, study 

your notes from earlier class periods.  
 Don’t miss school. You miss out on valuable class discussions and assignments and you have more work when you 

return.  
 Make a “To Do List” (TDL). In the evening or the early morning, list the tasks you want to accomplish for the 

day and rank each task (1st, 2nd, 3rd, etc.). Complete the tasks according to their priority and either cross them 
out when they are done, or check them off.  

 
GUIDELINES TO USING YOUR PLANNER  

 Record assignments, projects and due dates.  
 For long assignments, take the time to space out the tasks of the assignment/project and write them down in 

your planner.  
 Don’t “cram” the night before - the learning will only be “short term” and will not be complete.  
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 Record test dates and information to be studied on tests.  
 Record dates and times of meetings, practices, games, and other appointments. 
 Record dates that are important to you (vacation days, birthdays, etc.).  
 Record your work schedule.  
 Use the reference section - academic helps in the areas of English, math, science, and social studies.  
 Review your daily schedule every morning and begin mentally planning your day.  

 
STUDY SKILLS:  

Prioritize your assignments on your weekly calendar pages before you start studying. The following tips will help you 
maximize your learning during your study time and give you extra free time.  
 Find a quiet place to study, make sure it is well lit, and keep the television and radio OFF or turned down low. 

They will only distract you if they are too loud.  
 Sit in a chair that has a straight back. You’ll get too sleepy studying on your bed or in a soft chair. Make sure 

there is enough fresh air.  
 Have all your supplies easily accessible - dictionary, calculator, ruler, pens, pencils, paper, note cards, 

highlighters, paper clips, etc.  
 Keep your workplace organized and clean.  

 
READING, LISTENING AND NOTE TAKING  

 Think about what you are reading. If the reading is hard to understand, stop and summarize what you’ve read. 
You may need to reread the section more slowly and look up words you don’t understand.  

 Use shortcuts to speed up your writing - - symbols/abbreviations.  
 Listen to when teachers indicate information that you should record or remember. (“This is important.” “Listen to 

what I am saying.” “Don’t forget this.....”)  
 Listen carefully and stay focused. Ask the teacher to explain a point if you don’t understand everything.  
 Evaluate what you read and hear before writing anything.  
 Taking notes:  

o Keep notes for each subject together.  
o Use highlighters/colored pencils for different subjects.  
o Write down vocabulary terms and their definitions.  

 Using flash cards is a GREAT way to memorize vocabulary, formulas, concepts, history events, science facts, etc. 
before a test or quiz.  
 

TEST TAKING STRATEGIES: 
General Strategies  
 Think positively about doing your best.  
 Take a few deep breaths to relax.  
 Read all test directions carefully.  
 Read all of the possible answer choices.  
 Choose the best answer, not just the right answer.  
 Eliminate impossible or implausible answers.  
 Be careful when you see a NOT or EXCEPT in the question or one of the answers. Negative words often trip up 

people.  
 Change your answers only when you are certain. The first answer that comes to mind is often correct.  
 Keep a steady pace and do not let difficult questions affect your attitude.  
Multiple Choice Questions  
 Circle key words in the question, paying special attention to qualifying words such as “always,” “major,” “increase,” 

etc.  
 After reading the question, predict an answer, if possible.  
 Eliminate the choices that you know are incorrect.  
 If two choices look equally correct, compare each to the main part of the question, making   sure that the one 

you eventually choose answers what is asked.  
 If you are still unsure, make an educated guess. Look for subtle differences between the choices.  
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 Make sure you have not selected an overabundance of one “letter.” Test writers try very hard to scatter the 
right answers across all of the choices.  

Math Questions  
 Read the entire problem and estimate the answer before looking at the choices.  
 Before beginning any calculation, ask yourself “What do I need to find out?”  
 Keep going! Answer all of the questions.  
 Show all of your work! Explain your answers using words such as “because” or “therefore.”  
 Watch for “extra” information and “two-step” problems.  
 Draw a diagram, make a table, look for patterns, and guess check.  
 Be sure to use the same units!  
 Check to make sure your answers make sense.  
 If you get stuck, try to guess and check or move on and come back to the problem.  
 If you are stuck, start over.  
 Know how to use your calculator.  
Reading Questions  
 Tell yourself that the information you are reading is interesting even if it’s not! Attitude counts. A positive 

attitude improves your score.  
 Read the questions before you read the article or text, but don’t read the answers. 
 Identify key words in the questions.  
 Read the article or text, but don’t jump back and forth between questions and article. 
 Use all or part of the question in short answer or essay responses.  
 Skip questions you aren’t sure of and return to them later.  
 Scan the text to locate a specific detail for an answer you are not sure of.  
 Skim the text for a quick reread if you’re trying to find a main idea.  
Essay Questions  
 Rephrase the questions as the topic sentence in your essay answer.  
 Make a list of details to include in your answer; then include them!  
 Make your answer short and to the point. Longer is not always better!  
 Look at the verb in the question.  
 Identify - point out specific characteristics.  
 List - give all details about a subject. 

 
SECTION X: AVID 

 
AVID is a K-12 college readiness system that stands for Advancement Via Individual Determination. The mission of AVID 
is to close the achievement gap by preparing all students for college readiness and success in a global society. In 2008, 
Columbia Heights High School created its first AVID class of 9th graders. Today, we have six AVID classes at the high 
school level, four AVID classrooms at Valley View Elementary School and two AVID classrooms at Columbia Academy.  
 
AVID provides strategies in Writing, Inquiry, Collaboration, Organization and Reading (WICOR) so that students are 
prepared for success in college. Teachers use AVID strategies throughout the entire school at the elementary and 
secondary levels.  The AVID elective class is for students who are in the academic middle, who have great potential to 
succeed in advanced courses but may need extra support. Students in the AVID elective class are committed to taking 
rigorous course work, maintaining organizational tools, collaborating with peers and college tutors and staying on the path 
toward college.  
 
Columbia Academy AVID students use planner books to keep track of their learning, log their reading and homework time, 
and foster home/school communication. Students take 2-column notes in class, use three levels of questions, and keep 
organized with a three-ring binder. 
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Cornell Notes  

 

Topic/Objective:  Name:  

 Cornell Notes Example Class/Period:  

  Date:  

Essential Question:   The lesson/unit question goes here.  

   

Questions:  Notes:   

 Main 
Ideas/Concepts  Teacher’s instructions/lecture 

 

    
 

 Questions about the 
notes taken  Concise sentences 

 

    
 

 Prompts that will 
help you study  Symbols, abbreviations, lists 

 

    
 

  
 Be sure to skip a space between points to allow you to add to 

your notes 
 

    
 

 When should this section 
be completed?   When should this section be completed? 

 

 After class  During class 
 

 During review   
 

    
 

    
 

Summary:  Your summary should explain the topic highlighting the key points and/or answer the 
essential question. 

  
When should I complete this section? 

  
 After class 

  
 During review 
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Three-Story House (Costa’s Levels of Questioning) 
o better understand the content being presented in their core subject areas, it is 

essential for students to learn to think critically and to ask higher levels of questions. By 
asking higher levels of questions, students deepen their knowledge and create connections 
to the material being presented, which in turn prepares them for the inquiry that occurs in tutorials. Students 
need to be familiar with Costa’s (and/or Bloom’s) levels of questioning to assist them in formulating and 
identifying higher levels of questions. 

Directions: Read the poem below and review the “Three House Story” on the next page. Both set the stage 
for Costa’s Levels of Questioning.  

One‐Two‐Three Story Intellect Poem 

There are one‐story intellects, two‐

story intellects, 
and three‐story intellects with skylights. 

All fact collectors who have 

no aim beyond their facts are 

one‐story people. 

Two‐story people compare, 

reason, generalize, using the labor 

of fact collectors as their own. 

Three‐story people idealize, 
imagine, predict—their best illumination comes  

through the skylight. 
 
Adapted from a quotation by Oliver Wendell Holmes 
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The Three‐Story House 

Level 1 (the lowest level) requires one to gather information.  

Level 2 (the middle level) requires one to process the information. 

Level 3 (the highest level) requires one to apply the information. 

 

   

3—Applying 

E valuate Generalize Imagine 

Predict Judge Speculate 

If Hypothesize /Then Forecast 

—Processing 2

Classify Compare Contrast 
Distinguish Sort Explain (Why?) 

Infer Analyze 

1—Gathering 

Complete Define Describe 

Identify List Observe 

Recite Select 
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LEVEL1 

Vocabulary:  Costa’s Levels of 
Thinking and Questioning 

 

Remember Define 
Repeat 
Name 

List 
State 
Describe 

Recall 
Memorize 
Label 

Match 
Identify 
Record 

Show 

Understanding 

LEVEL2 

Give examples 
Restate 
Discuss 
Express 

Rewrite 
Recognize 
Explain 
Report 

Review 
Locate 
Find 
Paraphrase 

Tell 
Extend 
Summarize 
Generalize 

Use 

Understanding 

Dramatize 
Practice 
Operate 
Imply 
Apply 

Use 
Compute 
Schedule 
Relate 
Illustrate 

Translate 
Change 
Pretend 
Discover 
Solve 

Interpret 
Prepare 
Demonstrate 
Infer 

Examine Diagram 
Distinguish 
Compare 
Contrast 
Divide 

Question 
Inventory 
Categorize 
Outline 
Debate 

Analyze 
Differentiate 
Select 
Separate 
Point out 

Criticize 
Experiment 
Break down 
Discriminate 

Create 

LEVEL3 

Compose 
Design 
Propose 
Combine 
Construct 

Draw 
Arrange 
Suppose 
Formulate 
Organize 

Plan 
Compile 
Revise 
Write 
Devise 

Modify 
Assemble 
Prepare 
Generate 

Decide Judge 
Value 
Predict 
Evaluate 

Rate 
Justify 
Decide 
Measure 

Choose 
Assess 
Select 
Estimate 

Conclude 
Summarize 

Supportive 
Evidence 

Prove your answer. 
Support your 

answer. 

Give reasons for 
your answer. 

Explain your answer. 
Why or why not? 

Why do you feel 
that way? 
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Costa’s Levels of Questioning: English 
LEVEL1 

What information is given? 

Locate in the story where... 

When did the event take place? 

Point to the... 

List the... 

Name the... 

Where did...? 

What is...? 

Who was/were...?  

Illustrate the part of the story 
that... 

Make a map of... 

What is the origin of the word 
___________? 

What events led to ______? 

 LEVEL2 

What would happen to you if... 

Would you have done the same 
thing as...? 

What occurs when...? 

Compare and contrast  ______ 
to _______ . 

What other ways could ____ be 
interpreted?  

What is the main idea of the 
story (event)? 

What information supports 
your explanation? 

What was the message in this 
piece (event)? 

Give me an example of... 

Describe in your own words 
what ________ means. 

What does __________ suggest 
about ____________’s 
character? 

What lines of the poem express 
the poet’s feelings about 
____________? 

What is the author trying to 
prove? What evidence does 
he present? 

 LEVEL3 

Design a ______ to show... 

Predict what will happen to 
_______ as _______ is 
changed. 

Write a new ending to the story 
(event)... 

Describe the events that might 
occur if... 

Add something new on your 
own that was not in the 
story... 

Pretend you are... 

What would the world be like 
if...? 

Pretend you are a character in 
the story. Rewrite the episode 
from your point of view. 

What do you think will happen 
to _______? Why? 

What is most compelling to you 
in this _______? Why? 

Could this story have really 
happened? Why or why not? 

If you were there, would you...?

How would you solve this 
problem in your life? 
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Bloom’s Levels of Questioning: English and Social 
Science 

1. KNOWLEDGE—recalling 
information 

What information is given? 

What are you being asked to 
find? 

Locate in the story where... 

When did the event take place? 

Point to the... 

List the... 

Name the... 

Where did...? 

What is...? 

Who was/were...? 

 2. COMPREHENSION— 

understanding meaning What 

are you being asked to find? 

Explain the concept of... 

Give me an example of... 

Describe in your own words 
what ________ means. 

Illustrate the part of the story 
that... 

Make a map of... 

This event led to... 

Describe the scenario... 

 

3. APPLICATION—using 
learning in new situations 

What would happen to you if ... ? 

Can you see other relationships 
that will help you find this 
information? 

Would you have done the same 
thing as...? 

What occurs when ... ? 

If you were there, would you ... ? 

How would you solve this 
problem in your life? 

In the library (on the Web), find 
info about... 

4. ANALYSIS—ability to see 
parts and relationships 

Compare and contrast ______ to 
_______ . 

What was important about ... ? 

What other ways could ____ be 
interpreted?  

What things would you have used 
to ... ? 

What is the main idea of the story 
(event)? 

What information supports your 
explanation? 

What was the message in this 
piece (event) ... ? 

 5. SYNTHESIS—parts of 
information to create new 

whole Design a ______ to show... 

Predict what will happen to 
_______ as _______ is 
changed. 

What would it be like to live ... ? 

Write a new ending to the story 

(event). 

Describe the events that might 
occur if... 

Add a new thing on your own that 
was not in the story. 

Pretend you are... 

What would the world be like if ... 
? 

 

6. EVALUATION—judgment 
based on criteria 

How can you tell if your analysis 
is reasonable? 

Would you recommend this 
______ to a friend? Why? 

What do you think will happen to 
_______? Why? 

What significance is this event in 
the global perspective? 

What is most compelling to you in 
this _______? Why? 

Do you feel _______ is ethical? 
Why or why not? 

Could this story have really 
happened? Why or why not? 

 

 


