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Grades 7-12 Information 

This section of the handbook is organized to provide additional 
information specific to Grades 7-12.  Parents are reminded to read 
the K-12 section of this handbook for other important information 
that also applies to High School students.   
 

AFTER SCHOOL ACTIVITIES 

Students who are working with a specific teacher or participating in an after school activity must follow these 
guidelines: 

1. In order to stay after school students must arrange for supervision by a staff member 1-day in advance. 
2. Younger siblings are not permitted to remain after school with an older sibling participating in an after 

school activity, unless prior approval has been granted by the K-6 and the 7-12 Principal. 
3. Transportation home must be pre-arranged well in advance to ensure that rides are available when the 

activities are over. 
4. At dismissal, students must go to their locker and retrieve all items that will be taken home and report to the 

supervised area no later than 2:50 p.m. 
5. At the conclusion of the activity, students are to wait in the foyer of Door D. 
6. Only open a door when your ride has arrived and do not allow anyone else into the building. 

 

ATTENDANCE 
Policies 5.2.1, 5.2.2 

Law requires school attendance. In order to make sure that all students acquire the necessary skills for success 
as adults, students have an obligation to be in school every day in every class.  Studies on school attendance 
show that most students, who attend school regularly and participate, do well academically.  Important 
instructional activities and interactions between teachers and students occur in class every day.  These can never 
be duplicated another time, so it is impossible to completely “make up” what you miss in class when you are 
absent or tardy. Attendance/tardy concerns and issues can impact your success in school.  
 

Grades 7-12 Attendance Line: 651-280-4535 
 
Student Responsibilities 
1. Being in their first period class at 8:00 a.m.  
2. Being in their assigned room at the start of scheduled class periods. 
3. Bringing a note from their parent/mentor explaining their absence(s) from school or their tardiness to school. 
4. Getting an admit slip for their absence(s) from school or tardiness to school: 

a. From the appropriate administrator 
b. From the appropriate secretary 

*This requirement applies to all students even if they are 18 years of age or older. 
 
Parent Responsibilities 
1. Call the attendance line to report absences. 
2. Sending a note of explanation for student’s absence(s) or tardiness. 
3. Conferencing with an administrator when necessary for student re-admittance from dismissal or suspension. 
4. Discussing with their student the importance of attendance to school and to class. 
 
Teacher Responsibilities 
1. Asking students for admit slips. 
2. Reporting 5 & 10 day unverified absences from any class to the school social worker or the 7-12 

administrator. 
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Excused Absences 
All students must provide the office with a note, which is signed by the student’s parent/guardian, or personal 
telephone call, which states a valid reason for the absence.  If a student fails to provide the office with such a note 
before or upon the student’s return to school or within the next two days, the absence will be counted as 
unexcused. An absence may be excused if the student provides a note, within two school days, which is signed 
by a parent/guardian and states that the absence is/was a result of one of the following conditions: 

1. Illness, injury, or hospitalization of the student. 
2. Disability of the student.  If a student suffers from a permanent or temporary disability which prevents 

the student from regular attendance, verification from the student’s physician specifying the nature of 
the disability and the anticipated duration of the disabling condition will be required once per school 
year.  For each absence, the student’s parent must provide the office with a signed note verifying the 
reason for the absence. 

3. Medical and dental appointments, which cannot be scheduled outside of school hours. 
4. Family emergency, serious illness of family member, or death in the family. 
5. Religious holidays. 
6. Mandatory court appearances. 
7. High School Students Only: Pre-approved college visits taken with a parent.  A maximum of four days 

in one semester, not to exceed a total of eight days per school year, will be excused to permit a 
student to travel with a parent to visit colleges. For such instances, parents are expected to complete 
a Request for Pre-Approved Absence Form (available in the high school office)..  At the Principal’s 
discretion, an absence for a college visit that exceeds four days may be counted as excused. 

8. High School Students Only: Pre-approved testing, including college testing and military testing.  
Approval must be obtained from the principal at least twenty-four hours prior to the absence. 

9. Pre-excused participation in a school-sponsored activity.  Examples include, but are not limited to, 
absence from class in order to participate in a school-sponsored field trip, athletic contest, or school-
sponsored music performance.  The student must have been in attendance for the three class 
periods preceding the school-sponsored event in order for participation to be considered to be 
excused. 

10. Visits to the Principal’s office and scheduled visits to the social worker.  In this instance, no note is 
required. 

11. Suspensions.  Absence from class as a result of an in-school suspension or out-of-school suspension 
is counted as excused.  In this instance, no note is required. 

 
Exception: An emancipated student is one who does not live with and also is not economically dependent upon 
his or her parent, a guardian, a family member or other adult.  An emancipated student must provide the high 
school principal with a note stating a valid reason for the absence but may sign the note himself or herself. 
 
Unexcused Absences 
Any absence, which is not excused under this policy, will be counted as unexcused.  Oversleeping, a 
malfunctioning alarm clock, problems with a car, missing the bus, are not a basis for an excused absence. 
 
Excused Tardies 
If a student is tardy to class but has a written note from a teacher, social worker, nurse, or principal, the tardy will 
be excused.  If a student arrives to school late and has a valid excuse signed by a parent, the office will provide 
the student with a written note excusing the tardy.  An excuse signed by a parent will be deemed valid if it states 
that one or more of the conditions above, caused the student’s tardiness, which give rise to an excused absence. 
 
Unexcused Tardies 
Any tardy which is not excused under the conditions above will be considered unexcused. 
 
Excessive Absences and/or Tardies 
Community of Peace Academy attendance policy allows each student a maximum of ten (10) absences from 
each semester class. Under MN State Law, legal reasons to miss school include serious illness, medical 
appointment, religious holiday, and extreme family emergencies. In these instances, the school requires 
verification for absences. Excessive absences for illness must be verified by your health care provider or the 
school nurse. 
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The following procedure will be used to communicate with parents and students: 
a. The office will contact those parents whose children appear as absent for at least two periods during the day. 
b. After the fifth absence from any class period during the semester, the office will notify the home by an 

Attendance Alert letter. All further absences will need written verification. 
c. The seventh unexcused absence from any class period during the semester will be followed by a report to the 

Ramsey County School Attendance Matters Program (SAM). If the student’s attendance does not improve, a 
report will be submitted to Ramsey County SAM Program requesting the student and parents attend a School 
Attendance Review Team (SART) hearing. 

d. High School Only: Upon the tenth absence from a particular class, the administrator will send a letter to the 
parent/guardian stating that a hearing may be requested to determine if credit is to be granted, or what 
changes need to be made to ensure successful completion of the semester. 

 
Parents should be aware that according to Minnesota State Law, a student who is absent for fifteen (15) 
consecutive days must be withdrawn and must formally re-enroll to be admitted to school. 
 
No credit is earned during the time a student is not enrolled. 
 
If the student has suffered an extended illness and required work has not been completed, the class record will 
show an incomplete.  A grade will be assigned after the work is completed according to the make-up guidelines. 
 
If a student experiences an extended, long-term illness, they might be eligible for homebound instruction.  Parents 
should contact Administration to make these arrangements. 
 
Excuse to Leave the Building 
For a student to leave the building at any time during the school day, official authorization must be obtained from 
the school office according to the following procedures: 
 

Illness 
In case of illness during the school day, students must obtain a pass from their teacher to the nurse who will 
determine the student’s needs, notify parents and if necessary, issue an “Excuse to Leave the Building.” 
 
Other 
In general, appointments and other personal business should be taken care of outside the school hours.  In 
emergency cases, students may be excused.  Written requests by parents are required for dental or medical 
appointments and should be presented to the secretary before 8:05 a.m.  Other requests to be excused must 
be taken to the administrator before 8:05 a.m. 

 
Extra-Curricular Activities 
Students participating in any form of after school activity (practice, game, dance, performance, etc.) must attend 
all classes on the day of the event.  Exceptions to this rule will be rare and will be granted on an individual basis 
by administration.  An example might include a funeral or medical emergency. 
 
In order to attend activities on the weekend (prom, etc.) a student must not be absent the day prior to the event. 
Attending class every hour, every day is the key to your success at Community of Peace Academy.  Your future 
depends on the habits you form during your adult development stages. 
 

AUTOMOBILES 

Students are required to obtain a parking permit from the 7-12 administrator if they choose to drive to school.  
Parking permits are to be displayed on the windshield of student vehicle.  Students driving to school are expected 
to wait until the school bus dismissal is complete before departing.   
 
Students who drive cars or other motor vehicles are asked to lock them and not to reenter them until the end of 
the school day.  Students may not use their personal vehicles for school field trips. 
 
**Failure to comply with all of the above expectations will result in a major violation and loss of parking permit. 
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CLOSED CAMPUS 

Students are expected to remain on school grounds from the time of their arrival at school until dismissal time.  
Students may not leave the school grounds during the school day without written parental approval. 
 
 

COMPUTER USAGE FOR 7-12 
Policies 5.8.1, 5.8.2, 5.8.3 

Students are encouraged to use the school’s computers/network and the Internet connection for teacher-
assigned, educational work. Students using the school’s computers* or their own computer are expected to abide 
by the following rules: 
 
Accessing the School’s Network 
1. Students may access the school’s network by using only their assigned network account.  Use of another 

person’s account/password is prohibited, and students may not allow others to use their passwords. 
2. The school staff may review computer files or messages that are created by the student.  Material may be 

reviewed for grading and any inappropriate content, including any harassing or threatening material and/or 
any vulgar or obscene content. 

3. All network activity may be monitored for inappropriate use. 
4. Students are not to enter the network’s operating system. 
 
Using Computer Applications 
5. Students are permitted to use only networked software and school-supplied software. 
6. Students should only use computer programs approved by the classroom teacher. 
7. Students may not download programs from the Internet or from any portable device. 
8. Students may not install or delete programs on the school’s computers. 
 
Using the Internet 
9. Community of Peace Academy reserves the right to restrict access to any Internet site and to monitor Internet 

use in the school. 
10. Students may not make any attempt to bypass filters designed to restrict access to areas of the Internet. 
11. Students may not use any e-mail, instant messaging or peer-to-peer file sharing programs or participate in 

online chat rooms or gaming on the school’s network. 
12. Students may not use the internet to view inappropriate websites, such as graphically violent, sexually explicit 

or drug-related sites. 
13. Students may not use the Internet to engage in “hacking” or other unlawful activities. 
14. All copyright laws are to be enforced. 
 
Using Computer Equipment 
15. Students are not authorized to use school computers to copy programs or disks.  A teacher may authorize the 

copying of student-created work to CDs or USB flash drives. 
16. Students are not to unplug, modify or remove any computer, computer device or network connections. 
17. Students are not to change any display screen settings or any programs’ toolbars or settings. 
18. Students are not to add or delete any program icons on the desktop or Start Menu. 
19. Students are not to modify or remove any printer settings. 
20. Students are not to modify or remove any identifying labels on computer equipment. 
21. Students are to advise their teacher when a computer malfunctions in any way.  The teacher will notify the 

technical support staff. 
22. Students may not use the school’s computers/network to develop programs that harass other users or 

infiltrate a computer or computer system and/or damage the software components of a computer or 
computing system. 

23. Students may not use the school’s computers/network in such a way that would disrupt their use by others. 
 
Students are to advise school staff when they observe any violation of this Computer Usage Policy. 
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Exceptions to the above rules are permitted only under direct teacher supervision.  Violations of these rules may 
result in disciplinary action, including but not limited to termination of access to the school computers, and/or 
suspension.  Violations also may be referred to the appropriate legal authorities and/or other legal action may be 
pursued. Refer to the Misuse of Technology Policy. 
* The term computer or computer includes: central processing units, display monitors, mice, keyboards, speakers, microphones, scanners, video projectors, video cameras, printers, hubs, 
switches, routers, patch panels, wiring, connectors, programs and any other piece of equipment or software which is a part of the school’s computer system. 
 

CONFERENCES 

Parent/Teacher Conferences will be held at the midterm of each semester.  All parents are expected to attend 
conferences.  Parents are encouraged to contact classroom teachers if they have any questions regarding their 
student. 
 

EIGHTEEN-YEAR-OLD STUDENTS 

School rules and policies requiring parental permission apply to all CPA students, even those who may be 18 
years of age or older.   
 

FORMING NEW STUDENT GROUPS AND ORGANIZATIONS 

The following guidelines pertain to members of Community of Peace Academy who wish to form a new group, 
club or activity for students.  A written request should be submitted to the principal.  The request should include a 
description of the group, club or activity as well as an explanation of its value to the school.  The following factors 
will be considered in determining whether a request will be approved: 
 
1. Compatibility with the mission and goals of CPA. 
2. Availability of a faculty/staff advisor. 
3. Student interest in the new group. 
4. Availability of funding as necessary. 
5. Availability of appropriate space and time to meet. 
6. Compatibility and/or redundancy with existing programs. 
 

GRADING 

Academic progress is reported with an A to F marking system.  Letter grades are used to report scholastic 
achievement in most classes.  In those few courses in which a different reporting pattern is employed, students 
and parents will be informed in advance of the procedure to be used by the teacher. 
 
A student’s grade is determined by his/her participation in the learning activities of the class, his/her preparation of 
assignments, and his/her performance on examinations.  Letter grades are defined as follows: 
 
A – Excellent     I – Incomplete 
B – Very Good     NC – No Credit 
C – Satisfactory     S – Satisfactory 
D – Lowest Passing Grade   U – Unsatisfactory 
F – Not Passing     P - Passing 
 
Grade Letters and Values 
The letter grades listed below are assigned on report cards and transcripts.  The accompanying numbers 
represent the grade point values and are used in the calculation of the unweighted class rank. 
 
   A 4.0 A- 3.7 
 B+ 3.3 B 3.0 B- 2.7 
 C+ 2.3 C 2.0 C- 1.7 
 D+ 1.3 D 1.0 D- 0.7 
 F 0 
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Progress Reports/Report Cards 
*  Mid-semester progress reports will be given to parents/mentors on their assigned conference night. 
**  Final semester reports are the official grade(s) for the semester and will be the only grade(s) on the 

student’s permanent record. High School students that receive an incomplete (I) for a course, when a 
semester is completed, will be given two-weeks to make-up their unfinished work (Prior approval by the 
classroom teacher and the administrator is required). After this time period grades will be permanent. 

*** ParentVue provides parents the opportunity to go on-line at any time of the day and find information about 
their students’ academic performance. 

 
 

GRADUATION CEREMONY 

Graduation will be held at 6:00pm on May 31st  this year.  A Senior Rehearsal Dinner is planned by the staff and is 
a time for seniors to celebrate. 
 
 

GRADUATION REQUIREMENTS 

 

Class of 2017-2020 Credit Requirements 
English 4 credits 
Social Studies 4 credits 
Mathematics 3 credits 
Science 3 credits 
Ethics 2 credits 
Science Elective 1 credit 
Math Elective 1 credit 
Physical Education 1 credit 
Arts 1 credit 
General Electives 4.5 credits 
Health 0.5 credit 
World Language CPA recommends completion of 2 credits* 
Total 25 credits 
 
*CPA strongly recommends that all students complete 2 credits (four semesters) of a single World Language for the minimum 
recommendation for college preparation. 

 

Graduation Assessments 

Students (first enrolled in grade 8 in 2012–2013 and later) are not required to achieve a specified score on an 
assessment in order to graduate or meet graduation assessment requirements, but districts have a number of 
requirements to fulfill for students’ career and college planning, including: 
 

• Offering students in grades 11 and 12 an opportunity to participate in a nationally recognized college 
entrance exam on a school day. The state will pay for one college entrance exam for a student. 

• Monitoring students’ development of and growth in career and college readiness. 

• Assisting students no later than grade 9 in exploration and planning activities for career interests or 
postsecondary education. 

 
 
 

GUESTS/VISITORS 

Community of Peace Academy has a limited guest/visitor policy.  Prospective students may visit the school by 
getting permission at least 24 hours prior to the visit from the 7-12 Principal.  No visitors will be allowed the last 
two weeks of a semester.  Visitors not approved ahead of time will be asked to leave the building. 
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HALL PASSES 

Once classes have begun, only those students a staff member has given permission to, with a valid pass, may be 
in the halls.  Any staff member can ask students in the halls during a class period for their hall pass.  If a valid 
pass is not produced, students will be referred to the 7-12 Dean and appropriate disciplinary action will be taken. 
 
 

ID CARDS 

Students in grades 7-12 will be issued an identification card after student picture day.  A fee of $3.00 will be 
charged for replacement cards. 
 
 

PEACEBUILDING IN THE COMMUNITY 

Students who are involved in programs and activities in the community are invited to share this information with 
their teachers or school staff so that recognition of achievements in these programs can be announced and 
celebrated. 
 
 

PLAGIARISM 
Policy 5.4.4 

 “Plagiarism” is a difficult concept to define.  It includes a range of actions from failure to use proper citation to 
wholesale cheating.  A student who plagiarizes may do so unintentionally or with planful deliberation.  Stephen 
Wilhoit lists the following types of plagiarism: 
  
*Buying a paper from a research service or term paper mill. 
*Turning in another student’s work with or without the student’s knowledge. 
*Turning in a paper a peer has written for the student. 
*Copying a paper from a source text without proper acknowledgement. 
*Paraphrasing materials from a source text without proper documentation. 
*Turning in a paper from a “free term paper” web site or other internet sources. (from Cut and Paste Plagiarism: 
Preventing, Detecting and Tracking Online Plagiarism by Lisa Hincliffe, May 1998). 

 
Plagiarism by any student will result in an administrative-parent-teacher-student conference.  Appropriate 
disciplinary action will be taken. 
 
 

SCHOOL WORK MAKE UP 

It is the student’s responsibility to make arrangements for make up work after an absence.  Verified absences 
(those with a written note from parents) receive full credit for work missed when work is made up by the allotted 
time. 
  
 

TECHNOLOGY EQUIPMENT 

This policy covers all tech equipment including but not limited to: 
■ LCD projectors 
■ Laptops 
■ Digital Cameras 
■ Camcorders 
■ Tripods 
■ Speakers 
■ Microphones 
■ Ipads 
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■ Any equipment borrowed from the tech department or library. 
 
Students who lose or damage technology equipment will be required to perform community service to pay for the 
damage.  Community service hours will be paid at the same starting rate as CPA student workers.  Student work 
will be coordinated by the technology department.  Most work will be performed in the library, computer lab or art 
room. 
 
Staff members are responsible for communicating equipment rules and consequences for improper use to 
students.  Student use of technology equipment is at the discretion of CPA staff members. 
 
Staff should show students how to safely and properly use equipment before the student is allowed to use the 
device. 
 
In case of damage or theft, contact the technology department director immediately to determine the 
correct course of action. Theft of tech equipment off-campus should be reported to local police as well.  The 
police report should include the serial number for the items.  A copy of the police report must be sent to the 
Technology Department within 48 hours of the discovery of the loss. Failure to secure and submit a police report 
will result in personal liability for replacement cost. 
 
 

TEXTBOOK REPLACEMENT FEES 

Any wear of the textbook loaned to student beyond normal usage must be paid for by the student to whom the 
book was issued.  Any student not returning the book assigned to them is subject to replacement cost of the lost 
or stolen book. 
 
 

TRESPASSING 

Unauthorized individuals found in the building or on school property are subject to the City of Saint Paul trespass 
ordinance enforcement.  This ordinance also applies to dismissed or suspended students. 
 
 

UNIFORMS (7-12) 

The Community of Peace Academy School Board has adopted a school uniform to be worn by all 7-12 students.  
The purpose of this policy is to ensure that students dress appropriately for the school environment and in such a 
way as to express pride in themselves and their school.  Students are expected to maintain clean attire.  It is 
believed that students who look well will feel better and perform better in the classroom.   
 

ALL STUDENTS MUST BE IN UNIFORM EVERY DAY.  
ALL STUDENTS SHOULD BE IN UNIFORM ON THE FIRST DAY OF SCHOOL. 

STUDENTS MUST ARRIVE TO SCHOOL IN UNIFORM. 

7th and 8th Grade 
 Grey Knit Tab Front Polo Shirt with CPA logo $10 

 CPA Navy Sweatshirt $10 

 Navy Uniform Shorts, twill, relaxed fit, knee-length ONLY 

 Navy Uniform Pants, corduroy or twill, relaxed fit ONLY 

 Belts, black or brown, optional 

 Navy or White Socks 
 

High School 
 Navy Polo Shirt with CPA logo $10 

 Navy Sweatshirt with CPA logo $10 

 Khaki pants (relaxed fit, twill only)  

 Khaki shorts (knee-length, relaxed fit, twill only) 

 Khaki Capri pants (relaxed fit, twill only) 
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Where to Buy Uniforms: 
All items must fit appropriately. CPA Grey and Navy Polo Shirts and Sweatshirts must be purchased at 
Community of Peace Academy. Uniform pants, shorts, and Capri pants (HS) should be of a relaxed fit, should 
not sag and can be purchased at any retail store. 
 

Additional Uniform Guidelines 
A white or navy, short-sleeved t-shirt with no trim or piping may be worn under the polo shirt or the sweatshirt.  
The t-shirts may not hang below the length of either shirts or the sweatshirt. 
 
Additionally, black, brown or navy belts with plain buckles should be worn with the pants and shorts.   Students 
may wear either sport shoes or dress shoes. 
 

No substitutions or alterations of any fashion are to be made to the school uniform. 
 
The following items will be considered OUT OF UNIFORM: 

 Community of Peace Academy students are not allowed to wear sagging pants or oversized shirts on the bus, 
in school, at any school function, or on school property.  To do so will be considered a violation against the 
vision and mission of the school. Pants and shorts that have the capacity to sag are not uniform and are not 
allowed.  Oversized shirts will be confiscated and returned to the parents in person upon their request.   

 Coats, jackets, caps, hats, headbands, wristbands, scarves and other head coverings, as well as other 
outerwear not recognized as Community of Peace Academy uniform must be kept in lockers. 

 Skorts, skirts, leggings, yoga pants, or pants/shorts with holes. 

 Colored eye contacts. Only clear prescription contact lenses are allowed. 

 Platform or high heel shoes, slippers, shoes with hidden wheels, open-toe shoes or sandals, flip flops. 

 Any other article of clothing or alteration of physical appearance that creates a disturbance to the learning 
environment. 

 
If a student is out of uniform or violates any of the above stated provisions, they will be removed from class until 
they comply with the previously stated uniform guidelines.  They will be charged as tardy to class and, if they must 
wait for a parent to deliver the appropriate item of clothing to school, they will be marked absent unexcused.  A 
second such offense will be considered a major violation. 
 
Free Dress Days 
Throughout the course of the school year, certain occasions or events will arise when students will not need to 
wear their uniform for a school day(s).  On such occasions students will be informed in the day(s) preceding 
through a school announcement or a letter home. 
 
On such occasions, students must still wear clothing that is representative of the philosophy of Community of 
Peace Academy.  Clothing, such as shirts or pants that feature pictures, phrases, or statements, must represent 
or promote peace, as well as a non-violent/healthy lifestyle. 
 
All items of clothing must fit appropriately 

1. Community of Peace Academy students are not allowed to  wear sagging pants or oversized shirts on the 
bus, in school,  at any school function, or on school property.  To do so, will be considered a violation 
against the vision and mission of the school. Pants and shorts that have the capacity to sag are not allowed.  

2. Shirts must cover the shoulders, be buttoned at least to the second-from-top button, must cover the 
waistline, but may not come below the hip pockets of the pants if untucked. Oversized shirts will be 
confiscated and returned to the parents in person upon their request. 

3. Coats, jackets, caps, hats, headbands, wristbands, scarves and other head coverings, as well as other 
outerwear must be kept in lockers. 

4. Skirts and/or shorts must be in length from the waistline to the knees. 
5. No leggings, yoga pants, or pants/shorts/jeans with holes. 
6. Clothing items that are transparent or sheer must have clothing worn under that meets the above criteria. 

 
If it is ever a question as to whether or not you may be out of uniform or whether or not your choice of dress is 
appropriate, please contact the Administration. 
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