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EPIC Academy - PROMOTION AND GRADUATION REQUIREMENTS

EPIC Academy Graduation & Promotion Requirements

Year Freshman Sophomore Junior Senior Graduation 
Requirements

Literature American Literature 
and Writing

African-American & 
Latino Literature

Comparative 
Literature with 
Community Focus

Advance Literature & 
College Access

4 credits 

Mathematic Algebra 1 Geometry 
Algebra & 
Trigonometry 

Statistics or Pre-
Calculus/ Calculus 

4 credits 

Sciences Biology
Environmental 
Science Chemistry Physics

4 credits 

Social Sciences United States  
History

Social Science with 
community focus X

Comparative 
Government or World 
History

3 credits 

College, Careers 
and Skills

Organizational Skills 
& Soft Skills for 
Success  

Skills and Workforce 
Preparation 

ACT Preparation X
3 credits 

Fitness Fitness & Health X Fitness & Drivers 
Education

X 1 credit

Fine Arts X Fine Arts X Fine Arts
1 credit

World Language X X World Language I World Language II
2 credits 

Mikva Challenge 
and Club Projects

Choice of 1 of 7 
projects

Choice of 1 of 10 
projects

Choice of 1 of 10 
projects

Choice of 1 of 10 
projects 

2 credits

Promotion and 
Graduation

 5 Credits for 
Promotion

 All 4 Core Classes
 Meet 21st Century 

Skill Standards

 11 Credits for 
Promotion

 All 4 Core Classes
 Portfolio Meets 

Requirements 
 Meet 21st Century 

Skill Standards
 20 hours 

community 
service

 18 Credits for 
Promotion

 All 4 Core 
Classes

 Take PSAE 
 1 successful 

internship 
experience

 24 Credits to Graduate
 Portfolio Meets Requirements 
 Meet 21st Century Skill Standards
 Accepted to 1 college 
 Job if not attending college 
 40 hours of community service 

Promotion:
 Freshmen not meeting promotion criteria will develop an on-track plan with their Crew teacher and parent and 

complete this plan before the start of the next school year.  If they do not or cannot complete the plan prior to the start 
of the year, they will repeat freshman year.

 Sophomores not meeting the promotion criteria will not move on to any junior level coursework.
 Juniors not meeting promotion criteria will develop an on-track plan with their Crew teacher and parent and complete 

this plan before the start of the next school year.  If they do not complete the plan, they will repeat sophomore year.
 NOTE: A core course is defined as Math, Language Arts, Social Science, or Science

Recovering Credits
 Winter & Spring Intensives: Students may make up 1 trimester of credit for one class during each intensive week.
 EPIC Summer School:

o Students may make up two classes during our summer school (The cost is $75 per course).
o Students that did not meet 21st Century Skills must come for a 2 day 21st Century Skill workshop ($10)
o Students must attend a traditional CPS summer school program to complete other required credits or courses 

not offered during the summer school session at EPIC.
 EPIC & CPS Credits: 2 trimesters @ EPIC = 0.5 @ CPS; 3 Trimesters @ EPIC = 1.0 @ CPS
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• Grading Policy •

Grading periods
EPIC Academy operates with three trimesters per year in all classes.

 Grades are stored and credit is awarded on transcripts at the end of every trimester.  These final grades are the important 
grades that count for college admissions.

 Students will receive progress reports during the trimester that will go home to parents so parents will stay informed.
 At the end of each trimester, students will invite their parents and guardians to a required Student-Led Conference hosted 

by the student’s Crew Leader.  At this time, grades for the trimester will be distributed and students will take time to 
explain their how their grades show the skills and abilities they acquired for college and career success.

Earning Credit 
The chart below explains what grades in each class at EPIC mean, and how students earn credit towards graduation.

If the percent 
is… 100-90% 89-80% 79-70% 69-60% 59-0%

A student’s 
grade is… A B C D F

This means 
they are… Exceeding Meeting Approaching Developing

Not Enough 
Work 

Submitted
GPA Points 

Earned 4 3 2 1 0

Credit 
Awarded Yes Yes Yes No No

How are Grades Calculated for a Class?
Each grade includes 3 parts: learning targets, habits of work, and notebook organization.

% of Grade Definition Examples

Learning 
Targets 85%

Learning Targets go deeper than assignments and tests 
to measure what a student truly understands and is 
able to do.  Grades come from a teachers’ 
measurement of students’ learning targets.   Student 
work – like a test, quiz, essay or project – is always 
linked to at least one learning target in the class.   
Often teachers use many approaches to see what a 
student understands and can do. 

Algebra: I can solve a simple 
one-step equation with one 
variable.

Habits of Work 10%
Habits of work grades come from a student’s work 
habits – Are his or her assignments completed on 
time?  Does he or she participate in class?  Does he or 
she put effort into the class?

Responsibility: I turn in work on-
time.
Cooperation: I contribute my 
share in groups.

Binder 
Organization 5%

Students keep a binder in each course and be 
evaluated on their organization of their notes, class 
work, and graded work.  

All notes are included
I can use a table of contents.
I keep track of my grades in class.
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How are Learning Targets Scored?

Here are the options a teacher has when grading student work:

A
Exceeding
I know it without a doubt on an advanced level and I can help others on it.  I could even teach 
people about it.

B Meeting 
I got it!  I know this and can do it for sure. I want to make it even better.

D
Beginning 
I have gotten a good start.  I‘m getting there, but need more practice and explanation. I know what 
this is about, but I definitely couldn’t do it alone.

F No Work
No work was turned in, and the teacher cannot assess if the student

How will you show my progress?
For a student, (let’s call her Karla), the Algebra teacher might have given a few tests to Karla and have recorded 
something like this:

Learning Target:
I can solve a simple one-step equation with one 
variable.

Quiz 1 
9/13

Quiz 2 
9/18

Quiz 3 
9/22

Learning Target 
Status

Karla’s Algebra Quiz Scores D D B B

Karla received 3 scores from 3 different quizzes on the same learning target.  Karla’s current score is a B because her 
highest score was a B – meeting.  She showed she learned it and so her score shows that.  Progress is important!

What if I get an A or B on the 1st measure of the learning target, do I need to do the next?
Each assignment that assesses a learning target counts for more, so students will need keep working for on the next 
assessment.   If students are up and down, their learning target will be an average of their scores.  This will push 
student who writes well to keep writing.  Consistency is important!  Here is an example:

Learning Target:
I can make eye contact throughout the speech to help 
draw in an audience.

Speech 1 
9/13

1 grade

Speech 2 
9/18

2 grades

Speech 3 
9/22

3 grades

Learning 
Target Status

Karla’s Speech scores F D D B B B B
Rob’s Speech Scores B D D ? ? ? ?

Karla showed improvement each time from being shy and not giving a speech, to giving a speech but not having strong 
eye contact to finally showing she had good eye contact and earning a B.  As always, EPIC rewards progress.

Rob, however, met the eye contact target on his 1st speech, but didn’t take his 2nd speech seriously and did not meet 
the target.  Since he went backwards, we average his grade, which is a 71% or a C average.  This means Rob has a C 
going into his next speech.  Since the next speech is worth 3 grades, he must take it seriously.  If he does not meet the 
learning target on the final speech, he will receive a D.  If he does, he will earn a B.

What if I have a bad day and gave a poor speech or performed poorly on a test that I could have done better on?:
Students always have a right to improve a class project or learning target assignment during that trimester to show they have 
learned the skills for this assignment. 
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Extra Credit: There is no extra credit at EPIC Academy.  If students need to improve a grade, they must improve a learning target.

Make up or Late Work: If a student had an excused absence, they can make up work with no penalty.  If it is unexcused or 
students have just not completed work to turn it, they can turn in work late, but you lose the Habit of Mind Responsibility Points, 
affecting their overall grade in the course.  This is within reason (for example, it is not reasonable for a student who did not do any 
work on a learning target in September to do it in December).  

What does an F mean?:  It means that no work was turned in.

Honors Credit:  Teachers will setup Honor’s Learning Targets in each core class and give honors assignments towards the learning 
target.  Any student can attempt the Honor’s work.  To receive honors credit for a class, they must have an A, B or C average on the 
Honor’s Learning Targets.

21st Century Skills
Colleges and employers require that employees are able to find information, write, speak, work in teams, use technology, and are 
highly organized.  In order to ensure that our students are prepared for college and careers, we will focus on these six areas every 
day of the year.  

Every 5 weeks one of your teachers is responsible for focused instruction on writing, speaking, technology, academic, teamwork, or 
research skills. Students will receive a score for this and work to improve it each new 5 week period.  By the end of the year, your 
21st Century Skill grade must be a C or better to move on to the next grade level.

Attendance

Attendance: Absences may be excused only for illness, or for a verifiable family emergency.  These absences can be excused only if 
a written note from the legal guardian is received in the main office within 48 hours of the student’s returns to school.  A 
doctor’s note or other official documentation is required for an absence period of more than 2 consecutive days.  Notes from the 
doctor must come from the doctor on their letterhead.

Students who are absent for all or part of any day may not participate in any extra-curricular event or sporting event on that day or 
night except with written permission of the principal

Students who are absent for all or part of any day for “cut days”, “senior cut days”, “skip days”, “ditch days”, or any similar events 
may be denied participation in any extra-curricular event or sporting events such as prom, luncheon, or graduation and/or given 
multiple detentions. 

For excused absences and absences due to suspension, make up work must be allowed and generally, students are given as many 
days to turn in work as they were absent.  For example, if a student is absent for two days, they would have to turn in make-up 
work by the second day they are back.   

For unexcused absences, make-up work does not have to be given.  

Leaving campus (school):  Students are not permitted to leave campus once they are inside the building.  Leaving the campus 
(school) without authorization will result in detention.  Parents should be aware that students are permitted to leave campus once 
the school day ends.

Early dismissals or late arrivals:  If at all possible, students must make medical or other appointments after school hours or on 
weekends.  If a student is to be out sick, the parent/guardian should inform the student's main office before 8:00am if 
possible. In the rare event that a student needs an early dismissal or late arrival, the following procedures must be followed:
.

1. The legal guardian must come and sign the student in or out of school.
2. The student must make up all missed work.
3. Only early dismissals or late arrivals for verified doctor’s appointments will count as excused absences in class or gym.  All 

others are considered unexcused.  Doctor’s notes should be brought upon arrival to school.  
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Merit System
Students can earn merits for everyday acts of kindness as well as doing incredible things that improve the 
school climate.  Here are a few areas that adults will take notice and award merits to students:

Courage 
4 Preventing a fight from occurring or stepping in to help stop a fight

4 Letting an adult know about a conflict that could turn into a fight

4 Standing up to someone  to whom they are close to and respectfully telling that person when he or 
she is wrong in order to keep them out of trouble

2 Making a personal choice to go to conflict resolution vs. being put out of a class by the teacher for 
arguing

1 Asking a teacher for a reflection sheet and working with them to get on track if you are having rough 
day, instead of disrupting the class

Collaboration 

2 Making a personal choice to go to conflict resolution vs. being put out of a class by the teacher for 
arguing

1 Staying after school to help a teacher

Perseverance

1-4 Determined by teachers for going above and beyond in sticking with something when it gets hard

Progress

1-4 Consistently showing achievement in test scores, grades, etc. that is above the normal

Responsibility 
4 No uniform violations for 1 month

10 On-time to school for 1 month

10 No homework  detention for 1 month

10 1 month perfect attendance (attending all classes)

25/
35

Trimester grades are > 3.0
Trimester grades are > 3.5

How many merits to I have, and how do I spend them?
 Students have access to the google doc Merit Tracker.  Check your email.
 Crew teachers will have a New Merit Report each Monday with new merits you earned 
 Students can spend merits by filling out a merit form.   You can get these from your Crew teacher, the 

main office, or Mr. King’s office
 Mr. King will review these each Friday, and award the merit the following Monday
 Requests to spend merits can be cancelled by staff in the event that really poor behavior occurs 

between the time of request and getting the reward (i.e. fight, disrespect to teacher, etc.).  You will 
not lose your merits - they will be “refunded”.
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Students’ Rights
Student Bill of Rights 

1. Right to Present Student Point of View - If a student is accused of a violation, they have a right to be heard and 
administration should collect witness accounts

2. Student ideas are heard and respected by adults 
3. Right to healthy food and options (i.e. vending machines, increase lunch options)
4. Right to support when students are struggling academically (students have options for support – after school, 

in-school, etc.)
5. Right to evaluate teachers and administration 
6. Right to make up work for excused absences 
7. Request a student-teacher conference

The right of students to freedom of expression shall not be abridged, provided that such right shall not cause 
any disruption or disorder within the school. Freedom of expression shall include without limitation, the rights 
and responsibilities of students, collectively and individually, (a) to express their views through speech and 
symbols, (b) to write, publish, and disseminate their views, and to assemble peaceably on school property for the 
purpose of expressing their opinions. Any assembly planned by students during regularly scheduled school hours 
shall be held only at a time and place approved in advance by the Principal (or designee).

No expression made by students in the exercise of such rights shall be deemed an expression of school policy, 
and no school officials shall be held responsible in any civil or criminal action for an expression made or 
published by students.

Freedom of Speech. Students' right to free speech comes with the following restrictions:
 What a student says may not disrupt the work and discipline of the school in a material or substantial way.
 A student's words may not incite others to disrupt the work or discipline of the school or disobey the laws.
 No students may be obscene.
 Students may not say (slander) or write things about (libel) another person that damage that person's reputation 

and are not true, if they know the statement to be false or don't care whether it is true or false.
 Students may not use fighting words, that is, words which when spoken are likely to produce a violent action. 

Included in this category would be racial, sexual, ethnic, or religious slurs.

Freedom of Press. Students may express their opinions in publication and other written material as long as it follows 
standards of good taste. Unofficial or underground publications distributed at school will not be censored so long as 
they are signed by the author(s), and are not disruptive, defamatory, obscene, or containing "fighting words." EPIC 
Academy reserves the right to regulate the content of "school sponsored express activities." A sign posted must be 
signed by the person who puts it up and must be posted in the designated area in the school.

                                                 

Freedom of religion. Students have the right to be absent from school for observance of the holy days of their religion. 
Parents/guardians must notify Crew Leader and school office in writing prior to absence. An absence for religious 
reasons does not count as an official absence from school.

Search and Seizure. Any searches of lockers will be conducted solely for the safety and well being of the EPIC Academy 
community.  Mass searches of lockers is permitted when the Principal deems that a threat to the safety of the school 
exists. Ownership of lockers is maintained by EPIC Academy and student use is subject to the right of the school 
administration to have access to the lockers at any time for cleaning or to search for illegal or dangerous materials.

Right to equal education. EPIC Academy students cannot be prevented or discouraged from participating in any school 
activity because of race, gender, sexual preference, religion, national origin, or handicap.

What to do if rights are violated. Students are encouraged to talk to your Crew Leader, your teachers, your Principal
and determine if you wish to file a complaint, The Principal will make a determination in the matter.
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Student Code of Conduct
EPIC Academy follows the Chicago Public Schools Student Code of Conduct.  Each student was given the CPS Student Code of 
Conduct at the start of the school year.

This code applies to actions of students during school hours, before and after school, while on school property, while traveling on 
school vehicles funded by EPIC Academy, while participating on any team or group representing the school or attending such an 
activity, at all school-sponsored events, during fieldwork and while using the school network or any computer or IT Devices.  This 
code also applies to actions of students before or after school hours and off school property if those actions disrupt the learning 
environment in the school. 

Teacher Chain of 
Consequences

Removal from Class + 
Consequence Suspension Expulsion

For the following 
actions . . . 

 Playing around
 Talking while others 

are talking
 Distracting 

others/off-task
 Out of seat around 

classroom
 Throwing objects 

across room
 Writing on school 

property (no 
damage)

. . . Teachers will take 
the following 3 steps:
1. Warning
2. Demerit
3. Removal to Dean’s 

Office

 Exceeding Teacher 
Chain of Consequences

 Defiance = Repeatedly 
refusing a adult’s 
request that stops 
learning from going on

 Walks out of classroom 
without permission

 Yelling conflict with 
another student 

 Harassing another 
student (fighting words)

 Pushing, shoving 
another student (not 
play)

 Yelling/Cursing at an 
Adult 

 Walking away from an 
adult while talking to 
them

 Arguing loudly with a 
teacher that stops class 
moving forward [after 
being asked to address 
it at a later time in class]

 Emotional Outburst/Out 
of Control Behavior 
Jeopardizing Classroom 
Safety

10 Days Automatically:
 Fighting 
 Gang affiliation displays
 Battery (or aiding/abetting) 

= no injury

Days on Situation:
 Bullying
 Threatening words or body 

language
 Repeated Level 1 behaviors 

[Groups 1-3 in CPS SCC, 3-5)
 Any behavior not listed that 

seriously disrupts the 
educational process (3-6)

 Gambling
 Forgery
 Unauthorized use of cell 

phones 
 Activation of fire alarm (no 

evacuation)
 Extortion
 Vandalism < $500
 Fireworks (possession/use)

 Physical contact with an adult
 Throwing something at an adult 
 Intimidation/Severe Bullying
 Possession of a Dangerous Object 
 Gross disobedience to the authority 

of adults 
 Inappropriate, minor physical 

contact with adult
 Consensual sexual activity or 

inappropriate sexual conduct

Expulsion & Police 
 Vandalism/property damage > $500
 Knowingly hacking or spreading 

computer viruses on CPS 
computers/network

 Aggravated assault (using deadly 
weapon, on adult, or concealing 
identity

 Theft/possession stolen property > 
$150

 Gang activity & overt display of 
affiliation

 Any illegal behavior disrupting 
educational process

 Sexual harassment 
(severe/persistent)

 Pulling fire alarm where school is 
evacuated 

 Battery or aiding in battery that 
results in injury

 Possession of weapons or look-a-
like weapons (bb guns, air/paintball 
guns, toys that reasonably 
resemble gun)

 Arson
 Bomb threat
 Robbery
 Illegal drugs (possession or selling 

of)
 Attempted murder/murder
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Demerit System 
 Adult must notify student of demerit and reason at the time it given.  Please be discreet if possible
 Dean of Students must give list of demerits as a reason for detention 
 Accumulating 4 demerits over the course of the week will result in a detention on Friday.  

Issue 1 Demerit 2 Demerits 4 Demerits
Late to class I am not seated when the 

bell rings or get to class less 
than 1 minute after the bell 
rings

I get to class between 1-3 
minutes after the bell rings  

I am more than 3 minutes late 
to class 

Cell Phone, 
Electronics, Food

I have a cell phone in class I refuse to give it to the 
teacher after they ask for it

The Dean of Students or 
security is required to come 
get the cell phone

Hall pass In the hallway with an 
expired pass or going the 
wrong direction (i.e. 
roaming the hall)

In the hallway with no pass 

Dress Code I can fix it right now (i.e. 
need to put on my uniform, 
change my shoes, tuck in a 
necklace, remove an 
earring, etc)

Non-fixable: have to borrow 
EPIC gear to be in uniform 
code

Removal from Class If a student is removed from 
class, and is found to be out of 
line by the Dean of Students, 
it is an automatic detention

Language Cursing –
accidental/random

Teasing, Play-Fighting, 
Name-calling, 
Annoying/Play-Bullying

Cursing with the intent to 
degrade, insult, injure, etc. 

Cutting a Class Taking an extra lunch or 
cutting class

Detention Policy
Each week, we will hold detention on Wednesday from 2:30 to 3:30pm where students will make up for 
offenses.  Detention may include community service, homework in silence, or other restorative acts.  
Students serve detention for the following reasons:

 4 or more demerits in a week
 Being removed from class
 Late to school more than once in a week
 Missing a required academic assistance session or teacher 10 minute detention

Non-compliance during detention will result in extended time; if it persists it will result in additional 
detention or suspension.  Consequences for failing to serve a detention will result in additional detention or 
suspension

Detention Points 
 Each detention is worth 1 point 
 After your 5th point, it will require an individual contract to determine how you can improve behavior

Teacher Detention: your teacher has the right to require you to serve a detention of 10 minutes after school 
that day without parent notification, or up to 1 hour after notifying your parent.  If you do not show up for 
this detention, you will be required to serve a 1 hour detention on Friday with the Dean of Students.
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Disciplinary Consequences besides Demerits and Detentions

Good Standing- Students who break school rules or fail to serve the penalty for breaking them may lose their good standing status 
at school. For those who are not in good standing, this could result in not eating lunch with classmates and in not being eligible for 
sports, dances, proms, camp, activities, field trips, night school classes, promotion or graduation.

Student Conference- Student is informed of consequences that will be recommended or assigned if inappropriate behavior 
continues. 

Parent Conference- Parent informed by phone or in person with conference documented, incident explained, and future 
consequences reviewed. 

Suspension- A suspension is when a student is removed from school due to the serious nature of the inappropriate behavior for up 
to 10 school days. Students who have been suspended may not appear on campus nor attend any school functions (before school, 
after school or evening) while suspended. They may, however, enter the school to take or prepare for state assessments.  
Suspended students must be assigned homework and given the opportunity to make-up missed assignments, quizzes or tests. 

Peer Jury – the Dean of Students can refer students to a peer jury if both students agree to going to peer jury.  If a student violates 
their contract, they will serve the consequence the Dean of Students would have normally given.

Arrest- Police may be called to arrest students if there is reason to believe they are involved in any illegal activity.   This includes, 
but is not limited to; involvement in a physical altercation or for bringing weapons or illegal substances of any kind to the school. A 
weapon is defined as anything that can inflict harm including, but not limited to; a firearm, a stick, brass knuckles, a knife, box 
cutters, bullets, screw drivers, saws, metal pipes, BB guns, toy guns, slingshots, or broken bottles. A campus official must call the 
parents immediately after the police are called. 

Expulsion- When a EPIC determines that a student has committed an offense(s) which is (are) grounds for expulsion, the student 
will be suspended for up to 10 school days pending an expulsion hearing conducted by a hearing officer designated by the 
Superintendent.  

EPIC Student Created Non-Violence Plan 9/2/2009
What students will do to prevent violence:

1. Talk to an adult 
2. Don’t gossip/spread negative things about people (true or untrue) and don’t create rumors 
3. Don’t instigate 
4. Be proactive and look to solve issues 
5. Walk away 

What adults must do to prevent violence:
1. Act immediately – don’t wait!!!
2. Create peer counseling options 
3. Meet with students to work things out; let someone higher up know if the issue is not being resolved 
4. Do weekly community meetings 
5. Main office anonymous box for students to put information or problems 
6. Model examples on how to handle conflict (skits, etc.)
7. Teacher check in with students and then check in with Principal 

How EPIC will celebrate consecutive days of non-violence:
On the 25th Day: Ice cream party in Crew 
On the 50th Day:  Grade level pizza party 
On the 100th Day:  Spirit week
On the 150th Day:  All school ball/dance
Entire School Year:  Trip to 6 Flags 
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Student Dress Code
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Electronics & Property Policy
Cell phones
We expect students to turn off their phones and keep them in their lockers.   If they need to contact you during the day, they can 
schedule to make a phone call from the office.  If you need to contact your student during the school day, please call us and we will 
relay any messages to your child immediately.  If a student is using a phone in the building during or after school hours, or it rings in 
their locker, we hold the cell phone until the parent comes to the school to pick it up.   We are also not responsible for lost or 
stolen items.   

Electronics  
IPods, PSPs, or other electronic devices are not permitted at EPIC.  If students have any of these devices, we will hold them until the 
parent comes to the school to pick them up.   We are also not responsible for lost or stolen items.   

Jewelry 
If students have expensive jewelry on (earrings for boy) and any type of visible chains for either young men or ladies, we will hold 
on to until them until the parent comes to the school to pick up the jewelry.    We are also not responsible for lost or stolen items.  

Lockers, Locks and Searches
Searches:  Personal property of a random group of students can be searched with reasonable suspicion or if the group of students 
searched is chosen at random.  Searches of a student themselves may also be done with reasonable suspicion. A staff member who 
is the same sex as the student must do the search and there must always be a second staff member present as a witness.

Lockers and locks: Students and parents must be aware that a student's locker is school property and may be searched by school 
officials at any time without notice or warning.  All locks must be school locks; any other lock will be removed without notice. 

Additionally, students must keep a lock on their lockers at all times.  If a locker is not secure, the items in a locker are subject to 
theft or destruction by others.  Failure to keep an assigned lock on an assigned locker will result in loss of locker usage.

No locker contents should be visible when the locker is closed.  Each student is responsible for any item found within his/her 
locker.  Students are not permitted to share lockers or provide their locker combination to other students.  In doing so, the student 
assumes responsibility for anything another student leaves in his/her locker, or for items that are missing because of such a breach 
of security.

Academic Dishonesty
We want students to learn that in order to grow academically, they will be judged on their own work. We expect students to honor 
other people's work by giving credit in the form of reference and/or footnote for any borrowed words, ideas, or opinions, and by 
including quotation marks when copied exactly. When working on a team project, credit must be given to each person who 
contributes.

Students must understand that copying the words, ideas, or opinions of someone else without giving credit to that person in the 
form of footnotes or references is considered plagiarism. Whether deliberate or accidental, plagiarism is a serious and punishable 
offense. Students must always be responsible for their own work and not engage in any manner of cheating.

These types of academic dishonesty below will result an F for the assignment as a placeholder.  In order to earn credit 
for the assignment, the student must do the assignment afterschool, write a one page paper on plagiarism or 
cheating, and lower the student‘s habit of work grade for perseverance or responsibility.  The teacher must 
then grade the student’s work and assess it fairly.
.  
Deliberate plagiarism:
 Copying of a phrase, sentence or a longer passage from a source and passing it off as one’s own.
 Summarizing or paraphrasing someone else's ideas without acknowledging that the work is not one’s own.
 Buying an essay and handing it in as one’s own.
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Accidental Plagiarism
 Forgetting to place quotation marks around another writer's words.
 Omitting a source citation for another's idea because one is unaware of the need to 
       acknowledge the idea.

Cheating:
 Obtaining a copy of tests or scoring devices.
 Copying another student's answers during a test.
 Providing another student questions or answers to, or copies of, actual test questions.
 Having or using non-permitted materials during tests.                                                                                                                                   
 Duplicating another student's project or work for submission as one's own work.
 Having someone other than the student prepare the student's homework, paper, project, laboratory report or take-home test.
 Permitting another student to copy one’s own homework, paper, project, laboratory report, or take-home test. Representing 

as one's own work the product of someone else's creativity. 

Computer Use
The goal of computer access at school is to build technology skills, information gathering skills and communication skills. 
Students have the privilege to use computer workstations, the school network, e-mail, and the Internet for school 
assignments only.

Student Responsibilities: In order for the school to provide sound educational opportunities via its computer network, 
each student must use computers and the network responsibly. 

Responsible students use computers, other hardware, and printers carefully. Students will leave a computer working in 
the same condition as they found it; namely, making no setting changes that alter the computer’s appearance or function; 
avoiding damage to the mouse, keyboard, printers, and furniture; and keeping the computer, monitor, keyboard, mouse, 
and furniture clean.

Responsible students use the Internet appropriately. The student is responsible for all web pages accessed. 

Students are not allowed to access, use or possess pornographic, gang-related, violent, or illegal material; inappropriate or 
offensive text via e-mail, chats, blogs, or other means; or files deemed dangerous to the integrity of the EPIC Academy 
network system (e.g., viruses, worms, or other harmful programs designed to disrupt or alter a computer’s functions). In 
addition, students may not access, use, or possess unauthorized or illegally obtained hardware, software or data.

Students must comply with the following safety rules for Internet use.  Students should not give out any personal 
information such as address, telephone number, parent’s work address or telephone number, or any other person’s address 
or telephone number without parental permission.  Students should tell their teacher, principal, or parent/guardian 
immediately if they experience an uncomfortable situation.  Students should never agree to meet or to send any picture to 
someone they have communicated with on-line.

Students must check their e-mail accounts on a regular basis. Teachers often communicate to their students and request 
assignments via e-mail.

Responsible students respect the privacy and rights of others. Students must keep their computer account and password 
private; if students have a group project, they will arrange with their teacher to create a shared folder for that particular 
assignment. Students may not access student records of other students. Students may not alter any network address or 
identifiers. Students may not copy software from computers, or destroy or damage another person's files or messages. 
Students must not attempt unauthorized entry to any area of the network or interfere with or disrupt any computer, 
network, source or equipment, regardless of who may own, operate or supervise it. Students must create their own work 
and properly cite research sources. Copying someone else’s work is plagiarism and will result in disciplinary action. 
Students may not use school computers, the school network, or the Internet to make inappropriate about other students, 
teachers, administrators, or the school.
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Responsible students maintain the integrity of the school network. Students have the responsibility to report all violations 
of privacy. Students are accountable for all e-mail sent or received under their user accounts. Students may not use the 
network or labs for wasteful or frivolous purposes including, but not limited to; playing games, using chat programs, 
listening to music, watching videos unrelated to a school assignment, participating in “chain letters,” writing blogs, 
participating in online chats, or engaging in any for-profit commercial activities including advertising or sales. It is the 
student's responsibility to follow all computer lab rules and obey supervisors of the labs.

Students should not expect that files stored on school-based computers or servers will be private.  Electronic messages 
and files stored on school-based computers or stored outside the school using the school’s Internet account may be treated 
like school lockers. The school reserves the right to monitor any and all emails/messages sent on or within school property
or from a student’s EPIC Academy email account. All administrators and teachers have access to stored files and e-mail. 
Administrators and teachers may review files and messages at any time to maintain the integrity of the system, to ensure 
that students are acting responsibly, to conduct the business of the school, and to comply with legal requirements.

Failure to comply with the Code of Conduct for Computer Use may result in loss of computer privileges as well as other 
penalties.  Students observing or knowing of any violation of these guidelines or of a security problem on the 
network/Internet must notify a teacher or the principal.

Snow Days
EPIC Academy follows the Chicago Public Schools (CPS) with respect to snow days or other weather related issues. If CPS 
cancels school because of weather, so will the EPIC.  Call CPS at 773-553-1000 to find out if they have cancelled school.  

After-School Supervision
Students are not to be in the building or on the school grounds after the regular school day unless under the direct supervision of a 
school staff member.   Students are to exit the building or be in a classroom with staff supervision and permission within 10
minutes of the dismissal of school.  After these 10 minutes from dismissal, students are not to be in the hallway without an adult.

Personal Safety Outside of EPIC
To maximize personal safety outside the building, we recommend that students stay in groups if possible and do not wear 
iPods/talk on cell phones while walking down the street.  Follow your safe route home from school.                                                                                      

Fire Drill
Posted in every room is a map detailing the evacuation protocol required. Students are to follow their teacher according to 
that map and to stay with their class. In the event of a fire drill or fire, students must not stop at bathrooms or lockers. They 
must go directly downstairs and stay as a class in the designated outside location until given further instruction. Any student 
violating this procedure is jeopardizing the safety of the school and will face consequences including possible suspension.  
There is to be no talking whatsoever during a fire drill.

Textbooks and Materials
Students are responsible for keeping their textbooks, binders and materials in the condition in which they received them.  
                                         

Student Fees
There may be student fees, books fees, detention fees, fees for sports participation and other fees.  Students whose families 
cannot afford any of the fees may see the office or the principal for assistance.
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Sports Eligibility
Students are eligible to be official members of a school sports team only if:

 They have a cumulative GPA of at least 2.0.
 They have failed no more than 1 class in the previous trimester.
 They meet additional requirements that an individual coach or campus requires, if any.

Guests
Guests must always obtain a visitor’s pass from the Main Office and must be authorized by a staff member.  Guests should 
be greeted politely in the hallways or when knocking on the door of a classroom.

Medical Policies
Records and Physical Exams - In order to enroll at EPIC Academy every student must have an up-to-date physical, health 
records, including immunizations. Students will be excluded from school until that record is provided or until record of an 
upcoming medical appointment is provided by parent/guardian. 

Medications - If a student requires medication during school hours, the distribution of the medications will be supervised 
by the Office Manager under the following guidelines required by state law:

 Prescription medications must be supplied in the original pharmacy container.
 The container must be identified with the following information: Student name, Name of Medication, Doctor’s Name 

and Phone Number, Pharmacy and Phone Number.
 Parents/guardians must sign the appropriate administration forms.
 Non-prescription medications must also be supplied in the original container and must be accompanied by written 

instructions from a physician and consent from parent/guardian.

EPIC will designate one person as the primary person and a back-up person authorized to administer medication.  All medication 
must be placed in a locked box in the main office.  In order to administer any prescribed medication to a student or child, there 
must be a doctor’s note on file. For any over the counter medication, a note signed by the parent with directions must be present.  
Furthermore, a log will be kept on file that indicates the following:  Name of Student/Child, Name of Medication, Date, Time, and
Who Dispensed Medication.

Students are responsible for coming to the main office to receive their medications at the appropriate time.

Students are not allowed to have medications in their possession or in their lockers.  This includes any over the counter 
medications.

Mandated Reporting of Abuse or Neglect
All school personnel are mandated reporters of suspected abuse and/or neglect.  Mandated reporters are required to report 
suspected child maltreatment immediately when they: “have reasonable cause to believe that a child who is under 18 years old
known to them in a professional or official capacity has been harmed or is in danger of being, harmed-physically, sexually, or 
through neglect and that a caregiver either committed the harm or should have taken steps to prevent the child from harm". 

1. Once any staff member becomes aware that a student may be the victim of abuse or neglect, they must:
a. Call the DCFS hotline at (800) 25-ABUSE,
b. Notify the Social Worker, and
c. Complete an incident report.
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2. When calling the hotline, the staff member must have the following information (or as much as is known): the name, birth date, 
and address of the alleged victim; the name, address, age or birth date, and relationship of the alleged perpetrator; what type of 
injury or harm was allegedly done to the victim; and a description of the incident (time/date, place in which it occurred, and 
indication of intention to harm).  The staff member should also have the names and ages of other children in the household, 
information as to whether or not English is fluently spoken by the parents and the work phone number of the alleged perpetrator.

3.  While these steps are taking place, the social worker will assist both the faculty member and student in understanding the 
ramifications of the call.  The social worker will debrief the student and, when appropriate, will contact the parent(s)/guardian.

4.   No one in the workplace, even a supervisor, is permitted to suppress, change, or edit a report of abuse.  A mandated reporter 
who willfully fails to report suspected incidents of child abuse or neglect is subject to license suspension or revocation, and 
commits a misdemeanor.  Falsely reporting information to the hotline is also a misdemeanor.

5. Physical abuse is defined as occurring when a parent or person responsible for the child's welfare "inflicts or allows to be 
inflicted upon such child physical injury, by other than accidental means".  Common injuries include bruises, human bite marks, 
bone fractures, and burns.  Physical abuse also occurs when the caregiver or parent 
creates a substantial risk of physical injury by shaking,  throwing, choking, smothering, or pushing the child into fixed objects.  Act 

of torture are defined as "deliberately or inflicting cruel or unusual punishment which results in physical or mental suffering".  
When reporting physical abuse, it is important to document the presence of any injuries.

6. Sexual abuse is defined as occurring when a person responsible for the child's welfare commits sexual penetration, sexual 
exploitation, sexual molestation, or when a young child contracts a sexually transmitted disease.  A child's disclosure of sexual 
abuse will be handled sensitively. When a student attempts to disclose sexual abuse, the teacher or staff member will listen 
attentively while maintaining a calm demeanor. The mandated reporter will pay very careful attention to the disclosure of 
sexual abuse, but will not encourage the student to disclose information in addition to what is being given voluntarily. Staff 
will take very careful notes, writing the student's words verbatim as much as possible.  The student will be referred 
immediately to the school social worker and the Dean of Students will be informed.

7. Neglect occurs when a person responsible for the child "deprives or fails to provide the child with adequate food, clothing, 
shelter, or medical treatment", or when an adult "provides inadequate supervision of a child (particularly small children)".

Policy on Student Records
The following policies and procedures were developed in compliance with the Illinois School Student Records Act and the 
rules and regulations to govern school student records, effective March, 24, 1976, issued by the Illinois State Board of 
Education.

Definition of Student Records

1. "Student Records" shall mean any written or recorded information concerning a student by which a student may be 
individually identified and which the EPIC Academy maintains.

2. Recorded information maintained by a staff member for his or her exclusive use, or his or her substitute, shall not be 
considered a part of the student records.

Student Permanent Record

The Student Permanent Record shall consist of:
1. Basic identifying information, including student's name and gender
2. Academic transcript, including grades, class rank, graduation dates, grade level achieved and scores on college 

entrance examinations
3. Attendance records
4. Health records and accident reports
5. Honors and awards received
6. Record of release of permanent record information
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Temporary Records
The Student Temporary Records shall consist of all information not required to be in the student's permanent record and 
may include:

1. Family background information
2. Intelligence test scores, group and individual
3. Aptitude test scores
4. Reports of psychological evaluations including information on intelligence, personality and academic information 

through test administration, observation or interviews
5. Elementary and secondary achievement level test results
6. Participation in extracurricular activities
7. Teachers’ anecdotal records
8. Disciplinary information
9. Special education files including the reports on which placement or non-placement was based and all records and 

tape recordings relating to special education placement hearings and appeals
10. Any verified reports or information from non-educational persons, agencies or organizations
11. Other verified information of clear relevance to the education of the student
12. Record of release of temporary record information to individuals not on the school staff

Inspection of Student Records
1. Parents shall have the right to inspect, challenge and copy student records of that parent's child until one of the following 

events occurs:
      a) The student attains 21 years of age; or 
      b) The student attains 18 years of age-and declares himself or herself financially independent of his or her parents.

2. Students shall have the right to inspect and copy their permanent record.  Students shall not have access to 
            their temporary records until they: 
            a) Attain 18 years of age
            b) graduate or, 
            c) Assume financial independence.

3. Student records shall be made available to parents and eligible students within fifteen (15) school days of the time a written 
request for review is submitted to the records custodian.

4. Whenever access to student records is granted to parents or students, a qualified staff member shall be present to interpret 
information contained in these records.

5. Copies of student records shall be provided to eligible parents or students at a cost of 25 cents per page. No parent or student 
shall be denied a requested copy of student records due to inability to bear the cost of such copying.

6. Whenever a parent or student desires a copy of information contained in the student's records, he or she shall:
                   a) Submit a written request to the student's counselor; and
                   b) Pay the school 25 cents per page of copy.

Right to Control Access of Student Records
School officials shall release student records to the official records custodian of another school in which the student has enrolled or 
intends to enroll upon the written request of such official or student, provided that the parent receives prior written notice of the 
nature and substance of the information to be transferred. Parents may, upon written request, inspect copy and challenge such 
information.

Once parents have been notified of their right to inspect, copy and challenge information to be transferred to another school and 
the parents do not respond within ten (10) school days, the records shall be forwarded to the requesting school.

Access to Records without Parent Consent
1. School staff members who have a current and legitimate educational interest in the student records shall have access as 

needed for professional purposes to both the student’s permanent and temporary records.
2. School officials shall release student records without parent permission pursuant to a valid court order or subpoena presented 
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by local, state or federal officials. However, the school officials shall notify the parents in writing regarding the judicial order 
and the information so provided.

3. Student records may be made available to researchers for statistical purposes, provided that: a) Permission has been received 
from the State Superintendent of Education; and b) No student or parent shall be personally identified from the information 
released.

4. Information may be released without parental consent in connection with an emergency to appropriate persons if the 
knowledge of such information is necessary to protect the health or safety of the student or other persons.

5. If a student is 18 years of age and the student is financially independent of parents, the student may request the parents be
denied access to his or her records.

6.    A student who desires to declare himself or herself financially independent of his or her parents shall submit a request in 
writing to the school's records custodian.

Challenge Procedures
1. A parent shall have the right to challenge the accuracy, relevance or propriety of any entry in the student records of his or her 

child, exclusive of grades. A request to challenge the contents of a student record shall be made in writing to the school by the 
parents and shall state in specific terms what entries in their child's record are being challenged.

2. The Principal shall conduct an informal conference with the parents within fifteen (15) school days of the receipt of the written 
challenge.

Maintenance of School Records
1. Student permanent records and the information contained therein shall be maintained for a period of sixty (60) years after the 

student has transferred, graduated or permanently withdrawn from school.
2. Student temporary records shall be maintained until August 1st of the year the student transfers, graduates or permanently 

withdraws from school. The records 
   of special education students shall be maintained for a period of three (3) years. Information maintained by staff members for 

their exclusive use shall be destroyed by the staff member maintaining the information no later than the student's transfer, 
    graduation or permanent withdrawal from the school.
3. The Principal shall be responsible for having all student records verified and to eliminate or correct all out-of-date, misleading, 

inaccurate, unnecessary or irrelevant information on all students’ files.


