
2017-18 Guidance Information Sheet 

Independent Study and Community Service/Service-Learning Projects:  Independent 
studies can be used to replace a study hall to enhance the student’s interest in a particular 
discipline.  Applications are available in the guidance office. Projects must be approved by 
the faculty advisor, department supervisor and student’s school counselor.  Independent 
studies can be for credit or for community service.  See 2017-18 CHS Course Offering Guide, 
p. 4-5, (on guidance website) for additional information. 

• Application Deadline: September 25 for Semester One and Yearlong projects 
• Application Deadline: February 12  for Semester Two projects  

Online Learning:   

Approved online courses can be used for credit recovery or enrichment.  Online courses can 
be pre-approved for original credit when the course is for enrichment and/or the class is not 
offered at CHS (e.g., German).  Online courses will be offered during 3 cycles of the school 
year.  Courses must be completed by the posted course completion date in order to receive 
credit.  There are no refunds for dropping or not completing an online course.  There are no 
extensions for completion dates.  All online courses will be included on the student’s 
schedule and will be tagged with an “I” (incomplete) until the semester or final grade is 
earned.  If the student does not complete the course or withdraws from the course, the final 
grade (e.g., F, W/F or W/P) will appear on the student’s transcript.  

All online courses must be approved in advance.  Students should discuss the online option 
with their school counselor.  If the counselor approves the online course, then it is the 
students’/families’ responsibility to register for the course with the Assistant Principal (Mr. 
Woolard).  Payment is due at the time of registration; all registration materials and payments 
– cash or money order – go through the assistant principal.  Students who are taking online 
courses for credit recovery are welcome to work on the courses during an academic tutorial 
period (period 1 or 9) or during their assigned study hall.  

Students/families are responsible for the cost of all online courses. Most full year courses cost 
$350 per course (language courses cost more); most semester courses cost $175 per course, 
and most quarter courses cost $90 per course.   

It is the students’/parents’ responsibility for registration and payment prior to the course 
enrollment deadlines referenced below. 

Students taking online Latin, as part of the district program, must register with the World 
Language Supervisor (Dr. Robles) by September 29.   

• Fall Online Cycle Deadlines: enrollment by September 29; completion by January 15 
for semester courses and May 15 for yearlong courses.  

• Spring Online Cycle Deadlines: enrollment by January 30; completion by May 15 for 
semester and yearlong courses. 

• Summer Online Cycle Deadlines: enrollment by June 29; completion by August 15 for 
semester and yearlong courses. 
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Adding a Class to a Student’s Schedule:  If a student wants to add a course during an 
assigned study hall, then the student should make a request to see their school counselor 
during the second week of school.  Changes to a student’s schedule in order to add a course in 
a different period (other than study hall) cannot be made.  

Students should stop by the guidance office on their way to lunch during the second week of 
school to request a meeting to discuss the possibility of adding a course. 

• Deadline to add a course: September 15 for semester 1 and yearlong courses and 
February 9 for semester 2 courses. 

Moving Down a Level:  All students had the opportunity to pick course levels during the 
course selection process.  Students had the opportunity to discuss their course levels as 
outlined in the letter that was mailed with their draft schedules in June.  There will be the 
opportunity to move down a level at the mid-point of the first marking period; however, 
in some cases the movement may not be possible due to courses not being available and/
or the student may lose an elective for another course due to re-scheduling into a 
different level course. 

• Deadline to request a meeting to drop down a level (we cannot honor requests to 
move up a level) is October 2; if the change is made, the student’s grade will be 
transferred to the new class.  

• Students can stop by the guidance office on their way to lunch to request a meeting to 
drop down a level anytime between September 11 and October 2.   

• No level changes will be made after October 2.  
• Not all requests may be honored due to scheduling constraints; if the request cannot 

be met, the counselor will discuss support systems with the student and family (e.g., 
academic labs during period 1 & 9; NHS tutors; Achieve tutors; Khan Academy, etc.)   

Withdrawing From a Course:  Students cannot withdraw from a required course (i.e., 
English, math, science, social studies, PE/health/Dr Ed).  In the event that a student must 
withdraw from an elective, the course and grade (W/P or W/F) will be recorded on the 
student’s transcript and the student’s schedule will NOT be changed.  The counselor will 
complete the grade change form and document the withdrawal.  If there is a semester 
elective available, the student may be scheduled for the semester elective; otherwise, a 
study hall will be assigned.  Dropping an elective may cause the student to be ineligible for 
athletics (30 credits) and it may prevent the student from graduating on time.  

• Last day to withdraw from a semester 1 elective: November 17 
• Last day to withdraw from a yearlong elective: February 9 
• Last day to withdraw from a semester 2 elective: April 18  

Incompletes: All incompletes must be converted to a numerical grade within two weeks of 
the end of the marking period in which the incomplete was issued.  Incompletes that are not 
resolved may result in the student being withdrawn from the course (W/P or W/F for elective 
courses) and/or loss of credit for the course.   

Option 2: This is currently only available for CHS Robotics Club Members.  Specific criteria are 
outlined in the option 2 packet available from the club’s advisor and/or the building principal.  
Students who are approved for this option will receive 2.5 career and technical education 
credits upon successful completion of course requirements. 
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• Application deadline: September 29; completion by June 1. 

Students who Transfer into the High School After the Start of the School Year: The 
counselor will inform the new student and teachers of the midterm and/or final exam 
exemption based on the timeline outlined below:   

• Enrolled after October 13, student is exempt from semester 1 final exams and 
midterm exams in yearlong courses. 

• Enrolled after December 22, student is exempt from semester 1 final exams and final 
exams in yearlong courses.  

• Enrolled after March 9, student is exempt from semester 2 final exams and final exams 
in yearlong courses. 

2017-18 Grading Breakdown for Semester and Full Year Courses: 

Semester:         

Full Year: 

   

Attendance and Grading 2017-18:  

Attendance: Parents need to contact the school or submit a PowerSchool Ecollect form to 
report the reason for each absence when their child is not in school.  The reported absence 
will be coded as excused or unexcused based upon the state and district attendance policies.  
If the parent does not report the absence, then the absence will be recorded as unexcused.   

Q1 Q2 End of Course final 
exam

45% 45% 10%

Q1 Q2 Q3 Q4 Mid-term exam End of 
Course final 
exam

20% 20% 20% 20% 10% 10%
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All absences, excused and unexcused, count toward chronic absences.  A student may be 
denied course credit if they miss more than 10% of any course (chronic absenteeism).  This 
means if a student missed more than 5 days in a Quarter Course, more than 9 days in a 
Semester Course or more than 18 days in a Year Long Course, credit may be denied. All 
unexcused absences count toward truancy.  

Students and parents can monitor attendance records in PowerSchool.   

• If a student/parent/guardian feels that an error in attendance recording or reporting has 
been made, the student/parent/guardian should address the concern to the teacher (if for 
an individual class attendance matter) or the school attendance secretary (if for daily 
attendance).  

• If the matter is not resolved, the grade-level Assistant Principal may be of assistance to 
rectify the error or confirm the attendance notation. Responsibility for accurate classroom 
attendance lies first with the student being present and on time and then with the 
teacher. Responsibility for accurate daily attendance resides first with the parent/guardian 
reporting through PowerSchool or the Attendance Secretary on the day of the absence and 
secondarily with the school.  

• Any questions/concerns regarding attendance records should be directed to the 
student’s grade level Assistant Principal listed below: 

o Mr. Ezell: Grade 12 and Grade 9 A-G; ext. 1129  
o Mr. Woolard: Grade 11 and Grade 9 N-Z; ext. 1016 
o Ms. Hewitt: Grade 10 and Grade 9 H-M; ext. 1022 
o Ms. Edith Alvarado, Attendance Secretary; ext. 1125  

• Students whose absences exceed the maximum allowable for credit at CHS may be eligible 
to participate in credit recovery. Information about credit recovery will be shared through 
meetings between the Assistant Principal, the student, and parent/guardian.  Credit 
recovery is for classes in which a grade was earned but student absences exceeded state 
law and therefore, no credit was issued.  Credit recovery is not an option for students who 
fail a class. If a student fails a required course for graduation, the class must be retaken 
for passing grade and credit.  

• Credit recovery programming may include but is not limited to after-school, Saturday, and 
summer hours.  

Grades: Any student who earned a grade of NC from a previous school year needs to 
understand that NO credit was awarded for the course and therefore, the student is not on 
track for graduation. The high school administration will offer credit recovery during the fall 
semester; it is the student’s responsibility to get the grade of NC resolved or to retake the 
course for credit recovery. Contact the High School Principal for information on credit 
recovery for grades of NC.  

In the past, 3 tardies were equated to a class cut and therefore could cause a student to be 
denied credit for a course.  Starting with the 2017-18 school year, tardies will be addressed by 
the teacher and administration and will result in disciplinary consequences (e.g., detentions) 
and if need be, family meetings with the administration.  

There is no longer a grade of “E”.    
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Student Meetings with School Counselor: Students may request a meeting with a school 
counselor at any time during the school year.  Students should stop by the guidance office 
before school or on their way to lunch to fill out a meeting request form.  The counselor will 
schedule the meeting within 3 school days. 

Students may be scheduled for check-in meetings and/or large group meetings throughout the 
school year with their school counselor.  Information will be provided via the PA system for 
grade level meetings (every effort will be made to hold these large group meetings during 
period 1 or 9; students scheduled for a class during a large group meeting will be allowed to 
attend) and individual passes will be distributed to students for check-in meetings. 

Student Assistance Counselor (SAC):  Students can see a SAC counselor at any time during 
the school day.  SAC counselors have many functions but their primary goal is to work with 
students and families to address social-emotional issues that may hinder academic and social 
success.  This can be separated into four areas: 1) Assisting families and students with alcohol 
and drug issues by connecting students and families to community resources; 2) Providing 
support for families, staff and administration for students who may have academic issues 
relating to social-emotional/mental health issues such as peer pressure, relationship 
difficulties, family problems, self-esteem and depression, among others; and/or at risk of 
school failure; 3) Assisting students with the adjustment to high school and open campus life 
and getting to the next step of college or career; 4) Serving as members of the high school 
student support teams (such as crisis, 504, I&RS, and emergency management teams) and 
assisting with staff development.   

• Judy Cohen (grades 11 & 12) and Michael Loupis (grades 9 & 10) are the SAC 
Counselors 

• jcohen@somsd.k12.nj.us (ext. 1043)  mloupis@somsd.k12.nj.us (ext. 
1044)  

Student’s Preferred Name: As per the transgender and gender nonconforming students 
policy, if a student is requesting a preferred name, they should speak with their school 
counselor.   

College Visits at CHS: All college visits are posted in Naviance.  Students can sign up in 
Naviance but they should also stop by the guidance office, at least two days in advance, for a 
pass in order to attend a college visit.  Attendance will be taken at the college visit meeting 
to ensure accurate student period attendance records in PowerSchool. Although the college 
visits are geared toward juniors and seniors, underclassmen may also attend.   

Senior College Application Workshops: Students can attend any of the workshops during 
August and September.  The purpose of the workshops is to assist the students with the 
college application process.  In addition, students should be working on their college 
applications outside of school!  The students/parents are responsible for completing and 
submitting the applications.   

• Dates of College Application Workshops: 
• September 11-15: 7:55-8:40 AM, **Classrooms: Library, A221, and D108**  

o Ms. Balassone, Ms. Mooney-Chavez and Mr. Berrios: Library  
o Ms. Martelli and Mr. Clyburn: A221 
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o Ms. Akinrolabu and Mr. Maietta: D108  
• September 18-20: 7:55-8:40 AM, **Classrooms: Library, A221, D108** 

o Ms. Hicks: Library 
o Ms. Conway: A221 
o Ms. Renelle: D108  

• September 25-29: 7:55-8:40 AM, **Classrooms: Library,A221, D108** 
o TBA 

**Classrooms will be posted outside of the guidance office for the September workshops and 
will include the specific counselors’ dates/locations for workshops.  Seniors can attend any of 
the workshops; however, they are encouraged to try to attend with their assigned counselor.  
Things covered during the college application workshops: 

• Review Transcripts (seniors will receive their unofficial transcript with current GPA)  
• Create accounts and complete applications (Common Application and/or Coalition 

Application)  
• Learn how to request transcripts and recommendations in Naviance 
• Get started on the items that need to be completed prior to scheduling your senior 

meeting with your counselor 
• Learn about the new Coalition Application  
• Get answers to general questions regarding the college application process, Naviance, 

Common Application and Coalition Application  
• Receive feedback from parent volunteers regarding college essays  

Individual Senior Meetings with School Counselor: Individual senior meetings may be 
requested beginning October 2, 2017.  If you are applying to schools with an October 15 
deadline, then you can request an earlier senior meeting.  Please contact your counselor via 
email to schedule your senior meeting.  Seniors must have completed the senior meeting 
checklist items outlined below (students are encouraged to be working on these items on 
their own; the college application workshops will provide directions and oversight, but the 
student needs to complete the applications on their own).   

Senior Meeting Checklist: (completed prior to meeting with your assigned counselor) 

• Individual senior meetings may be requested beginning October 2, 2017.  You must 
come to your senior meeting prepared with your application login information.   

• Please contact your counselor if you would like to schedule a senior meeting.  The 
following items must be completed prior to scheduling your senior meeting:  

o Created a Common App account and linked it with your Naviance account 

o If your college uses the Common App complete all sections  

o Created Coalition App account (if your college uses this application) and 
completed all sections 

o Drafted any required essays for your colleges’ applications 

o Received any required standardized test score reports (SAT/ACT) 

o Verbally requested any required teacher recommendations  
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Senior Meeting: (individual meeting with counselor) 

• Be prepared to discuss your college list and review your applications  

• Bring your login information for college applications  

After Senior Meeting: 

• Students need to know the application deadlines for the schools that they are applying 
to and adhere to the deadlines.  

• Students must submit applications and request all supporting documentation 
(transcript, standardized test scores and letters of recommendation).  Transcript and 
recommendations are requested through Naviance and standardized test scores are 
requested through the College Board and/or ACT. 

Students must request all supporting documents at least 10 school days prior to 
application deadlines 

College and Career Readiness Grade Level Meetings, Anticipated Plan for 2017-18: 

9th grade: Large group three times a year 

• Basic information on HS; introduction and log-in to Naviance 

• Building resumes / input 3 goals (SMART goals) 

• Save 3 career pathways 

• Complete Strength Explorer Assessment 

10th grade: Large group three times a year 

• Introduction/log-in to Naviance 

• Add goals/resume building 

• Complete strength explorer assessment 

• Complete career interest profiler assessment 

• Extra/can be done individually: complete a “what’s your road” in road trip nation and 
input a journal entry  

11th grade: Large group three times a year 

• Log-in to Naviance  

• Complete strength explorer assessment 

• Complete career interest profiler assessment 
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• Save 3 colleges that they may be considering 

• Add “favorite” careers to their list 

• Complete a college super match search 

12th grade: Large group two times a year 

• College application workshops  

• Complete a graduation survey to input end-of-year decisions into Naviance  

SAT/ACT Accommodations: Any student who qualifies for accommodations on the SAT or ACT 
should see their counselor for information.  Additional information on accommodations can be 
found on the guidance website: https://www.somsd.k12.nj.us/Page/4309  

SAT/ACT Fee Waivers: Students requesting a fee waiver should speak with their School 
Counselor.  

504 Questions: Please contact the student’s grade level Assistant Principal and/or the School 
Counselor.  

Home Instruction: Information on home instruction can be found in Policy 2412.  Given the 
wide range of students’ needs when placed on home instruction, the following generalizations 
will be used to develop the best educational plan for the student:  

o Online courses for students who have access to technology: The online provider 
Educere will be used for anyone who is on home instruction and has access to 
technology ! grades go directly to teacher from Educere  (core classes; 
numerical grades)  

o For students in a treatment facility, the counselor will serve as the liaison 
between the treatment facility educational consultant and the student’s 
teachers ! counselor will need to make sure teachers receive grades from 
treatment facility (core classes; numerical grades or P/F based on student’s 
situation)  

o Special education – all arrangements for home instruction are made through 
central office special education and the student’s case manager; the case 
manager will serve as the liaison between the student and teacher  ! grades 
go directly to the teacher from the home instructor (could be a special 
education teacher and/or online coursework pending student’s needs; 
numerical grades or P/F based on student’s situation)  

Concussions: The parent should make the school nurse and school counselor aware of any 
documented concussion.  Educational plans will be developed to support the student. If the 
concussion is more than 4 weeks, a plan will be developed to discuss grading (i.e., numerical 
grades or P/F based on student’s medical situation).  
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