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INTRODUCTION
This TOPS Handbook sets forth some general guidance for parents and students enrolled in the Texas
Online Prep’s high school program.

2016-2017 ADMINISTRATIVE STAFF
Dr. Sara Baker……………….Head of K12 Texas Schools
Dawn Kaiser…………………Deputy Head of School
Leslie Smith………………….Principal (Grades 3-12)
Forrest Smith……………….Assistant Principal (Grades 3-12)
Katie Skillrud……………….Operations Manager
Nolan Martin……...…………Registrar
Paula Mobley………………..School Accountability Manager
Tricia Hamilton…………….Testing Coordinator
Teri Heims……………………Special Programs Manager
Debby Hester…………………504 Coordinator
Shannon Peacock…………..RTI / Dyslexia Coordinator
Stephanie Makulinski…….ELL Coordinator
Tom Troxell..……………….Special Education Curriculum Coordinator
Alisha Valdez………………..Lead Teacher, Grades 3-8
Megan Freeman……………Curriculum Coordinator, Grades 3-8
Allyson Arnwine……………..Lead Teacher, Grades 9-12
Christy Brewer……………...Curriculum Coordinator, Grades 9-12
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MISSION STATEMENT
TOPS is a partnership of families, teachers, and administrators that empowers students in a
flexible learning environment with challenging curriculum, regardless of geographic, financial, or
demographic circumstance.
Our continuing mission is to provide Texas students with an excellent education that is
grounded in high academic standards, in order to help our students achieve their full academic
and social potential.
The core philosophy of TOPS is that all young people can achieve academic excellence if they
are provided rigorous instruction, high standards, informed guidance, and individual attention.
Although we use the computer as a learning tool, we believe that education is primarily a human
endeavor that relies on caring individuals – specifically, involved parents and committed
teachers and administrators.

MOTTO / VISION
Today we learn. Tomorrow we lead!
Mascot: Tigers
Colors: Green and White
GETTING STARTED
Whether you are first starting with TOPS or just reading through this guide as a refresher before beginning
the new school year, the sheer volume of the material can often be daunting. We are here to help
support you.
If you are having trouble getting started, you can always contact your student’s Homeroom Advisor and
she will be happy to answer any questions you may have.
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ADMISSION AND ENTRANCE REQUIREMENTS





Student must reside in the state of Texas
Student must have been enrolled a Texas public school in the preceding school year*
Students who have been expelled are not eligible for enrollment
State Tests
 Student must have met Level 2 on the previous school year’s STAAR scores.
 3rd Grade applicants must take and pass a Reading Assessment (Scantron) provided by
us
 Attendance Record
 Students must have been in attendance at least 90% of the enrolled time in the
previous school and provide official attendance records.
 Transcript/Final Report Card
 High school students must be on track to graduate with their cohort year as verified by
the student’s transcript.
 Grades 3-8: Final report card stating student promoted to the next grade level
*Texas Education Code Sec. 30A.002. STUDENT ELIGIBILITY
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ACADEMIC / TESTING CALENDAR FOR 2016-2017
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General Education
2016- 2017 CLASS CONNECT SCHEDULE (fall semester only)

Teachers hold regularly scheduled Class Connect (CC) Instructional Sessions. Typically, these
sessions are an hour in duration. This is a time of direct instruction. TOPS encourages all students
to attend Class Connects LIVE. Being present for class connect is the same as being in school. Attending
school is a requirement and we take this very seriously. If a student is failing a course, he/she MUST
attend LIVE sessions and also may be required to attend remediation sessions.
If for some reason a student misses a LIVE session, the parent/student must contact the teacher with the
excuse (dr. note, etc). It is the responsibility of the student to review the recording and follow up on any
missed assignments/information that was presented during the class connect session.
Teachers also offer Tutoring/Target teach sessions. This time is dedicated to additional instruction,
material review, and question/answer sessions. Additionally, teachers have open Office Hour times
where students/parents may drop in for support and/or get questions answered.
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** Note ** Some courses are taught via 3 rd party providers (TXVA, TxVSN, etc.). This is mainly
for electives. Students must follow the requirements of each teacher for each course.

HOMEROOM ADVISORY TIME
TOPS staff members want our students to feel actively engaged in the events and exciting online
experiences that take place at the high school level. Homeroom Advisory is a universal time set aside
each week for all TOPS high school students to gather together and learn about school events. This
should be treated like any other class; therefore, students need to attend and participate in this
unique weekly experience.
During Homeroom, students will engage in a variety of activities. Every meeting will include:
student updates, club and school information presentations, trivia games as well as opportunities for
students to share their own talents. While this time is not mandatory for students, attendance is
encouraged.

OUTINGS
TOPS sponsors optional outings for students and families on a regular basis that enhance the K12
curriculum/learning activities. While attendance is not mandatory, it is a wonderful opportunity to
meet other school participants and share information about programs and successful practices.
Outings are opportunities for both the students and parents to socialize. This year, we will host schoolwide outings each month across the state. If a student is not able to attend an outing, there will be
virtual field trips offered on these dates. Please check the events calendar

http://TOPS.k12start.com/ for more information.
TOPS expects students to dress appropriately when attending outings. Examples, of inappropriate
dress include:
 Clothing, apparel, or jewelry that by words, signs, pictures, or any other combinations
thereof, advocates or promotes sexual activity, violence, death, suicide, or the use of




alcohol or drugs, or demeans, degrades, or intimidates another because of race, sex,
religious persuasions, national origin, disability, or gang membership.
Apparel that reveals or exposes the midriff/lower back or sides of the upper body or torso
and/or undergarments.
Any clothing that is excessively tight, is of transparent material, see through material, or that
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is ripped or torn, or has suggestive signs or symbols.
Any clothing through which underwear or any type of undergarment may be seen.
Spandex, clothing that does not cover backs, clothing that permits viewing of
cleavage, halter tops, tank tops with open sides, spaghetti strap tops, and
muscle/tank shirts.
Spikes, dog chains/chokers, ball bearing chains, wallet chains, or other jewelry that
increases the risk for accidents.

TOPS parents and students are expected to conduct themselves appropriately at all optional
outings. Parents are responsible for supervision of their children at all times. Students may not
be dropped off at any outing or event.
Please refer to your homeroom advisor and/or the online calendar for a list of outings being held
across the state.
K12 offers a large selection of national virtual clubs for all grade levels. You can ask your
homeroom teacher for more information about these great opportunities!
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HIGH SCHOOL CLUBS
A variety of online clubs are offered to students. TOPS teachers and staff volunteer to facilitate these clubs in
which any TOPS student may participate. K12 also offers numerous national clubs for students enrolled in any
K12 school.
Further information regarding club offerings and schedules can be found through school announcements,
advisors and club sponsors.

ATTENDANCE POLICY
Texas statute requires all public schools offer a minimum of one‐hundred‐eighty (180) days of instruction.
Additionally, TOPS requires an average of 7 hours of instructional time per day as stated in the TEC §25.082
(SCHOOL DAY; PLEDGES OF ALLEGIANCE; MINUTE OF SILENCE. (a) A school day shall be at least seven
hours each day, including intermissions and recesses.).
For a student to receive credit, TEC §25.092 requires that a student be in attendance 90% of the scheduled school
days. Following the schedule set forth in each week’s course plan will ensure that your student meets this
requirement. TOPS students may log instructional time anytime during the day and on any day of the week
between the first day of school, August 22, 2016, and the last day of school on May 26, 2016. Students are required
to go to school through the very last day. Attendance cannot be logged after May 26, 2016. Instructional time must
directly relate to lesson objectives which are aligned to the standards set forth in the Texas Essential Knowledge
and Skills (TEKS). Live attendance and participation in remediation is required and counts towards
attendance
Attendance for TOPS students is accounted for in the following ways:
1.
Student working in coursework whether on or offline in the Online School (OLS) or Learning
Management System (LMS);
2.
Student participation in assigned virtual online sessions with state-certified teachers.
Attendance credit will be submitted for each approved student to the Texas Education Agency two ways:
full day present or full day absent. Full day present and full day absent are determined based on the total
minutes below, which are logged by the Learning Coach:
Attendance Credit Chart
Grades 3-8:
420 minutes or greater daily = Full day present
Grade 9-12:
420 minutes or greater daily = Full day present
12

Excused Absences
When a parent/legal guardian knows that their student will be absent, it is requested that the parent/legal
guardian give the school prior written notice of the upcoming absence.
Texas Online Preparatory School considers the following factors, as defined by Texas Education Agency (TEA),
to be a “reasonable” excuses and will result in an “excused absence” for time missed from school:
 Personal illness (a written physician’s statement verifying the illness may be required);
 Observance of a religious holiday;
 Death in the immediate family; shall mean: parents, legal guardians, spouse, brothers, sisters, children,
grandparents, parents-in-law, brothers-in-law, sisters-in-law, aunts and uncles;
 Family emergency; circumstances which cause reasonable concern to the parent or legal guardian for the
safety or health of the student (the reasonableness of the parent’s or legal guardian’s concern is subject
to evaluation by the Head of School, Head of School’s designee, on a case-by-case basis);
 Other situations beyond the control of the student as determined by the Head of School, Head of
School’s designee, on a case-by-case basis, including, but not limited to, homelessness and its attendant
difficulties.
When it is necessary for a student to be absent, it is the parent’s responsibility to call or email the student’s
Homeroom Teacher/Advisor. The will send the information to the attendance clerk.
Required sessions
Failure to attend required Class Connects, Intervention, Target Teach, Remediation or Tutoring sessions is
considered absence from school and may result in truancy being filed. Each student’s grades and standing in the
course will determine their individual expectations for attending sessions. Teachers will notify students if they are
required to attend a session.
Accumulated Unexcused Absences and Truancy Process
Students who do not attend required online sessions or fail to log attendance within the Online School when
required, will be considered absent for the required amount of time unless a valid written excuse is provided to
the Attendance Clerk. Absences not identified as “reasonable” above will be considered “unexcused.” Families
who fail to log a full day in the Online School are subject to unexcused absences (see Attendance Credit Chart
above).
A student is deemed truant when he/she is absent from school without an acceptable excuse when three (3)
unexcused absences are accumulated. The parent/legal guardian must submit a Dr.’s note or a written excuse
for absences that are deemed as excused. (See 1-7 under excused absences).
(5) Unexcused Absences: Students who accumulate a total of five (5) absences will be sent a warning letter via
personal email/email by their Attendance Clerk.
(10) Unexcused Absences: Students who accumulate a total of ten (10) absences will be sent an invitation to
attend a Truancy Mediation Hearing via personal email/email. Parents and students (if necessary) will be
required to attend a meeting with school personnel in Blackboard Collaborate, which is subject to include;
teachers, Administrators, Truancy Officer, and anyone else designated by the Head of School, to discuss the
absences and a truancy plan for improvement. Failure to attend the meeting can result in truancy charges will
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be filed at the student or parent’s local court.
In the event that a TOPS student’s chronic truancy results from homelessness, the student’s enrollment rights at
TOPS shall be based on the McKinney-Vento Homeless Assistance Act, 42 U.S.C. 11431 et seq., and the Texas
Education For Homeless Children Act Sec 721
(15) Unexcused Absences: After a total of fifteen (15) or more total absences are accumulated for any student,
the student will be withdrawn and ineligible for return for the current school year.

Student Engagement and Non-Compliance Policy
The Texas Online Preparatory School is a full-time, tuition-free public, online, college preparatory school.
TOPS is designed to be a personalized and more flexible schooling option for families who prefer to
educate students in the home. The curriculum is approved by the Texas Education Agency and teachers are
certified by the Texas Education Agency in the subject areas in which they teach.
Requirements for schooling with TOPS are:
1. Actively participating in courses by completing course assignments in all courses.
2. Actively engaging in instruction.
3. Attending required in-person state assessments, such as STAAR, TELPAS and STAAR EOCs.
Enrollment and active engagement:
Based upon the Texas Administrative Code 70.1015(a)(1)*, students are not considered to be enrolled until
they begin receiving instruction and actively engage in instructional activities.
Failure to log in to courses and actively engage in instructional activities (coursework and class
sessions) for a period not to exceed ten days will be considered rejection of enrollment into the
program and the seat may be revoked and given to the next eligible student.
Continued enrollment with Texas Online Preparatory School requires that students actively participate in
courses and engage in instructional activities. Students who are not completing coursework and who are
not engaging in instructional activities will be considered to no longer be enrolled and will be reported to
the Texas Education Agency as withdrawn from TOPS as required by the Texas Administrative code TAC
70.1015(a)(3)*. The student’s district of residence will be notified that the student is no longer enrolled
with TOPS.
*TAC 70.1015 TXVSN Enrollment, Advancement and Withdrawal
(a) A student taking a course through...a TxVSN Online School (OLS) program is considered to:
(1) be enrolled…when he or she begins receiving instruction and actively engages in instructional
activities in a …course;
(2) have successfully completed a course if the student demonstrates academic proficiency and
earns credit for the course, as determined by the TxVSN teacher; and
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(3) be, and must be reported as, withdrawn from the TxVSN when the student is no longer actively
participating in the TxVSN course or program.
This will apply for all students, including those served by special programs. School officials may make
exceptions for students in extraordinary circumstances.

When students are withdrawn from TOPS for the reasons notated above, TOPS will notify the school district in
which the student resides within three business days of withdrawing a student from TOPS, per Texas
Administrative Code §100.1211.
Students who are not actively participating will be referred to the Homeroom Teacher or Advisor for the
development of a Back On Track Plan (BOT). The BOT Plan will be individualized for the student and will set goals
to foster reengagement, active participation, and progression in coursework. Students successfully meeting Back
on Track goals will be considered to be making progress and actively participating.
Campus administration will hold a final meeting with families prior to considering withdrawal. Families/students
who have not progressed on Back On Track goals (actively engaged and making progress) and do not attend the
required meeting with campus administration, may have their seat revoked and be reported to the state as
withdrawn from TOPS.
____________________________________________________________________________________________

VACATION POLICY
Texas Online Preparatory is a public school. Learning Coaches should try to plan vacations during the
student’s time off of school but we are aware that this is not always possible. Assignments due during a familyscheduled vacation MUST be completed prior to the vacation. Before leaving for vacation, the Learning Coach
must:
1. The Learning Coach must obtain approval from their Advisor for vacation time planned outside of
the normal school calendar
2. Mark the days off in the student’s calendar in the OLS.

FINAL EXAMS
Students must take final exams at the end of both fall and spring semesters. Excused absences are not
allowed for these exams. In order to protect test confidentiality, all exams must be taken on assigned days. If
it has been determined that a student has cheated and/or plagiarized in any way on the final exam or final
project, he or she will not be allowed to resubmit the assignment for a second chance.
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State Testing
STAAR/EOC EXAMS
High School students must participate in and pass the STAAR End of Course Exams for the following 5 subjects:
 English I
 English II
 Biology
 Algebra I
 US History
As a condition of accepting enrollment, students and parents agree to attend all testing, including the EOC tests,
which are in person.

ADDITIONAL TESTING
Students will participate in other testing throughout the year such as Study Island, USA TestPrep, course tests,
quizzes, and exams. They may also be required to complete various Interim Assessments. We expect all students
to complete any assigned testing that occurs during the school year. The data we receive from testing provides
us with very valuable information that is needed to serve our students in the best way possible. Not only may
grades be negatively affected if students don’t complete testing but we will not have the data we need to help
students gain critical skills for success.
Failure to participate in these assessments may result in the student being required to attend mandatory
tutorials, interventions or Class Connect sessions. Additionally, not complying with this requirement may result
in your curriculum being locked until completed.
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Grades
GRADE DETERMINATION
TOPS High School grades are determined by the sum total of points a student earns on all graded assignments
and tests. Points earned by student/Total points possible = Grade
Example: In his or her math class, the student earns 563 points out of the 700 points possible. The student’s
earned grade would be 80%.
563/700*100 = 80%

GRADING SCALE
90-100

=A

80-89

=B

75-79

=C

70-74

=D

Below 70 = Failing
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EVIDENCE OF MASTERY
Grades are determined based on how well a student performs on graded activities within each course. Graded
activities include but are not limited to:
Practice Lessons
Threaded
Discussions
Web Explorations
Labs
Journal
Entries
Class
Discussions
Quizzes
Tests
Some assignments are teacher graded and others are computer graded. During the semester, students and
parents can always view grades in the grade book for each course. It is important to note that these grades
are updated every time an assignment is graded.
Warning: If a deadline has passed and the teacher has not entered a zero for that assignment, the student’s
grade may be temporarily inflated. Teachers may enter zeros for missing assignments on the day an
assignment is due, and should have all zeros entered as early as every Friday and no later than Monday for the
work from the week before.

LATE WORK POLICY
Corrections/ Re-dos

Corrections will be handled by subject area. Please refer to each course syllabus for information with regards
to the correction policy in that particular course.
Late policy

Teachers will accept late assignments up until six weeks from the original due date. Assignments will be locked
at that time and no more submissions accepted.
Turn in all late assignments on time.
Under extreme circumstances, due date extensions can be granted on assignments – not past the late date.
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It should never be assumed that these will automatically be granted. Due date extensions must be requested
before the due date of the assignment and on a school day. Requests received on or past the due date or on a
non-school day will most likely not be granted.

DETERMINATION OF GRADES AND CREDITS
Work missed because of any absence may be made up. A student may make up class work within a length of
time to be determined by the total number of consecutive days missed, plus one (1) day. Extenuating
circumstances may necessitate an extension of time and/or awarding of an incomplete grade as determined by the
principal. It will be the teacher’s responsibility to communicate to the student the appropriate deadline and the
work that is essential for the student to make up to progress in the course. It will be the student’s responsibility to
consult with the teacher upon return to class about the work to be made up and to make appropriate arrangements
to complete the work missed. Tests and assignments scheduled and communicated before an absence are generally
due on the day of return.
A student must attend 90% of the days a course is offered in order to receive credit. Credits are earned on a
semester basis. Credit for an individual semester shall be earned by a student who earns a passing grade for one
semester but who’s combined grade for the two semesters is lower than 70. In this circumstance, the student shall
be required to retake only the semester in which the failing grade was earned. HISD EI (Local)-B2. HISD FEC (Local).

DETERMINING SEMESTER GRADES
A student in grades 9–12, or in a lower grade when a student is enrolled in a high school credit-bearing course, will
earn credit for a course only if the final grade is 70 or above. For a two-semester (1 credit) course, the student’s
grades from both semesters will be averaged and credit will be awarded if the combined average is 70 or above.
Should the student’s combined average be less than 70, the student will be required to retake the semester in
which he or she failed.

S.O.A.R (Students on a Roll) Re-teach Sessions
Re-teach/Re-Testing
Re-assessment must be offered to allow a student another chance to show mastery on an exam after he/she has
scored 74 or lower on an exam. After re-teaching/remediation occurs, the re-assessment option may include a
formal or informal measure deemed appropriate by the teacher/course level for evaluating the skill or concept.
The teacher should make every effort to allow the student to be re-assessed as soon as possible. The opportunity
to be re-assessed should be provided within one week after the failing grade is received. A re-assessment must be
completed prior to the next exam.
SOAR Sessions
In an effort to encourage all students to get the best grade possible, this year, teachers will hold SOAR sessions to
give any student a chance to earn a higher grade, even if they already passed. Please note: These sessions will be
set up at the discretion of each teacher and will be based on the course content and needs of the students. No
two SOAR sessions may look alike. The teacher reserves the right to determine which assignments apply to earn a
higher grade for those who have already passed (may not include every assignment in the course).
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ACADEMIC PROBATION/ BACK ON TRACK PLANS
When students are failing a course, TOPS guidelines mandate that they must attend all instructional sessions with
their teacher(s) to receive additional help. Students must also demonstrate weekly improvement in their class
grade. We want students to be successful at TOPS; these extra sessions with teachers will help ensure that they
are given additional help to complete their academic assignments.
Students who show signs of struggling will be placed on Academic Probation by the Advisor and a Back on Track
Plan (BOT) will be implemented. Any meetings that are scheduled in regards to Back on Track Plans are
mandatory for both the student and parent/guardian/Learning Coach. Once students are notified about being
on Academic Probation, they will be required to work on the BOT Plan to remain enrolled and become
successful.
Students who do not comply with this action plan may be administratively withdrawn from TOPS.
We want all of our students to be successful at TOPS and will do all we can to help you with lessons and courses.
However, we expect students to actively participate in school and their education by attending live sessions,
turning in assignments, and asking for help when necessary. This plan is designed to assist students with that
goal and, if followed, students can experience academic success, pass their classes, and earn course credits.

HONORS & ADVANCED PLACEMENT (AP) CLASSES
All students at TOPS are placed into either Honors or AP level courses. As a college prep school, TOPS does not
offer comprehensive (general level) courses. The difference between the honors courses and regular credit
courses is typically the honors project that must be completed. If a student completes the full honors project
(all parts must be submitted) and passes the course, the student will receive honors credit. If a student does
passes the course and does not complete the honors project, he/she will be awarded regular credit for the
course.
For more information, please contact your assigned counselor.
___________________________________________________________________________________________

ACADEMIC INTEGRITY
Assessments, such as quizzes and tests, are a critical part of any academic program. They offer important
information about the student’s progress toward mastery. This information is helpful only if accurate. It can be
accurate only if the assessment represents the student’s work and only his or her work.
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Unless otherwise instructed by the teacher or by a specific assessment, the student is expected to honor the
following principles while taking assessments:

The student:
The student alone will take the assessment (in other words, the student will take the assessment
independent of any assistance).
Will not copy or redistribute any part of the assessment in any way—electronically, verbally, or on paper.
Will treat the assessment as “closed book”—meaning that he or she may not use any textbooks,
references, or other materials (printed or electronic) during the assessment—unless the teacher or the
specific assessment otherwise instructs (for example, the student is specifically told to refer to certain
pages in a book as part of the assessment).
Will treat the assessment as “single browser”—meaning that during the assessment you may not log in a
second time to your course, or open your course or related materials on another browser on another
computer.
Answers will represent his or her work and only his or her work, free of any outside assistance. The
student will not plagiarize in any way.
Not confer with other students, family members, or acquaintances, either in person or through
electronic communication, during the assessment.

The student will be asked to submit written assignments for teachers to grade. The student’s written work
should be completely free of plagiarism. Plagiarism is copying another person’s work without providing direct
reference to the author, original print material or website. Put simply, always give credit where it is due. The
student must ask his or her teacher if he or she has questions regarding citing sources. Remember that TOPS
utilizes web tools to check for student plagiarism.
Students are responsible for their own work on unit tests and final exams. Students are not allowed to use
notes, quizzes, or textbooks on unit tests or on the final exams. Students are not permitted to share work with
other students on unit tests or final exams. If a student does not complete his or her own work or shares work
with others on unit tests and/or final exams, he or she will not receive credit for the work and is at risk of
suspension or expulsion from TOPS.
Unless the teacher or the assessments specific directions state exceptions, the student is expected to follow
these principles while taking assessments and completing written assignments. Only by honoring these
principles can the student assure both academic and personal integrity.

PLAGIARISM
The definition of plagiarism is copying or imitating the language, ideas, and thoughts of another writer and
passing them off as the student’s own original work. Specific examples of plagiarism that will not be tolerated are
Copying, paraphrasing or summarizing another person’s work without citing that source.
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Using material, including photographs, from the internet or any other source and representing as the
student’s own, even if he or she has changed some of the words.
Having someone else write the assignment or rephrase any portion of that assignment.
Directly copying or rephrasing student aids (Cliff Notes, for example), critical sources, or reference
materials in part or whole without acknowledging those sources.

SOURCE CITATION
Many courses require written work where students need to cite sources. Any direct quotations from a
textbook can simply be cited as (author, page number). Any quotations from outside sources require full
citations, including author, title, publisher, date of publication, and page number. If a student cites
information found on a website, he or she must provide the complete web page or site title, URL, author (if
known), page number (if applicable), publication date of the site (if available), and date of access.
Students must cite sources in all assignments, tests, and exams. Students do not receive credit for work that
does not appropriately cite sources.
All assignments are assumed to be the student’s original work. Therefore, if the student utilizes any ideas that
are not his or her original thoughts, the student must cite his or her sources using MLA format. A student who
fails to abide by these standards will be reported to the high school principal and will be subject to disciplinary
action.

Consequences:
First Offense- The parent is informed and the student will have the opportunity to redo the assignment with a 25point deduction.
Second Offense- Conference with teacher and lead teacher. The student will receive a zero on the assignment with
no opportunity to resubmit.
Third Offense- The student will receive a zero on the assignment and will be required to do a presentation over
plagiarism at a mandatory meeting with the teachers, parents, and Assistant Principal.
Fourth Offense- Possible expulsion hearing with the Principal.

TOPS Scholar Code & Pledge
As a student at TOPS High School, I take personal ownership of my education and behavior. I understand and
embrace the scholarly traits which will lead me to college and career success.
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Scholarly traits:
·

Goal Oriented – I have goals and I strive every day to reach them.

·

Perseverance – I don’t give up. If I have struggles, I seek to resolve them.

·

Pride – I always take pride my school and my work.

·

Curiosity – I have questions and I look for answers.

·

Resourcefulness – I use resources and references to the best of my ability.

·

Organization – I have a personal system for organizing and collecting ideas.

·

Academic Integrity – I practice honesty in all aspects of my learning.

______In addition, I know the unethical behaviors of cheating and plagiarism are NOT tolerated. I understand
that these behaviors will damage my chances for success and also impact the success of others.
Plagiarism includes, but is not limited to:
·

Failing to provide proper credit and citations when:






Copying another person’s actual spoken or written words
Using another person’s idea, opinion, or theory
Using facts, statistics, graphs, drawings, and pieces of information that are not common knowledge
Paraphrasing another person’s spoken or written words
Downloading papers or excerpts from a website and turning them in as your own

Cheating includes, but is not limited to:








Copying, stealing, borrowing, or turning in as one’s own, the work of another student
Loaning your work to another student to help him/her complete an assignment
Collaborating on assignments without instructor’s permission and submitting as your own work
Getting or giving questions to other students in another section to help with a test
Purchasing, downloading or copying software programs, documents, graphic designs, papers, assignments,
tests or answer keys from the Internet to complete any part of an assignment
Copying or taking pictures of tests, test questions or answers and posting on internet websites like Facebook
or sharing test information in any public forum
Multiple submission or using work previously submitted for course credit at TOPS or any other school, even if
it is revised or altered

______I understand the consequences for plagiarism and cheating listed below.
First Offense- The parent is informed and the student will have the opportunity to redo the assignment with a 2523

point deduction.
Second Offense- Conference with teacher and lead teacher. The student will receive a zero on the assignment with
no opportunity to resubmit.
Third Offense- The student will receive a zero on the assignment and will be required to do a presentation over
plagiarism at a mandatory meeting with the teachers, parents, and Assistant Principal.
Fourth Offense- Possible expulsion hearing with the Principal.
______Finally, I realize my scholarship, academic honor, and integrity is an important part of all future endeavors
and the consequences of my actions may also result in the loss of scholarships, recommendations, and college
admissions as well as internships and job opportunities.
_____________________________
_____________________________
______________
Student Name
Student Signature
Date
_____________________________
_____________________________
______________
Parent Name
Parent Signature
Date
** The TOPS Scholar Code & Pledge should be signed by all parents and students and returned to the
school Homeroom Advisor by the end of the 9th week of school.

PROGRESS REPORTS / REPORT CARDS
Fall semester report cards are issued in February, and spring semester report cards are issued in June.
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Parents and students are able to access the gradebook in each course at any time. Advisors will send out progress
reports by email for those students who are failing a course Report cards are also sent via Email.

STUDENT RECORDS
Student records are maintained at the TOPS office. Please contact the office at 972-420-1404 to obtain a copy
of student records. A copying fee may be assessed. If families change their address, telephone, or place of
employment, they must notify the school immediately by contacting the office with the new information.
Parents are responsible for keeping contact information current within the “My Info” section of the Learning
Management System.

GRADE PROMOTION AND AWARDING OF CREDIT
Students are promoted based on the number of credits earned. Credit is not awarded for courses in which a
student earns less than a 70% as a final grade. Students may repeat a course in which they have earned an F.
The student will have to either wait until the course is available to retake or may seek credit recovery outside of
TOPS. If the student passes the course on the second attempt, they will receive that grade but the previous
failed course will remain on the transcript. Grade-level classification is based on the number of credits earned
and is reviewed at the end of each year, unless you are moving from 11th grade to 12th grade mid-year.

GRADUATION REQUIREMENTS
Graduation requirements vary according to the year of entry into 9th grade and the graduation plan selected by
the student and parents. Please see the school counselor for a specific listing of requirements.
Participation in Graduation Exercises
In order to participate in graduation exercises, a student must meet the following requirements:
 Have earned the sufficient credits and shown mastery of all sections of the Exit Level testing.
 Be in compliance with the student code of conduct and is in good standing with the requirements of
the code.
 Have completed all financial commitments to the school.
 Be in compliance with the grooming code as well as any additional dress requirements established by
the principal for the graduation ceremony.
 Have attended graduation rehearsal. Students who are not in attendance at graduation practice
should not expect to participate in the graduation ceremony. The principal is the only administrator
who may approve absence from graduation practice.
 Students are subject to removal from the graduation ceremony for inappropriate behavior before or
during the ceremony as a consequence of inappropriate behavior related to the graduation
ceremony.

Valedictory and Salutatory Honors
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The graduate having the highest scholastic rating determined by grade point average shall be declared
valedictorian of the graduating class. The second ranking student shall be declared salutatorian under the
same conditions. To be eligible for valedictory/salutatory honors, the student must have been continuously
enrolled in TOPS for the three (3) semesters preceding graduation and must have completed the Recommended
Program or the Distinguished Program for graduation.
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Technology Policies
INSTANT MESSAGING POLICY
TOPS staff is available through Skype (IM) from 8:00 a.m. to 5:00 p.m. Monday-Friday. The subject matter of
staff/student instant messages should be limited to discussions about school policies and academic issues
such as classwork and grades. Students and families are encouraged to use Skype to contact their teachers, but
it is not required. E-mail is the preferred means for contacting teachers. Please be aware that teacher
computers have monitoring software installed in order to maintain an account of activity. Students are
expected to show the same level of respect to teachers in IM as they are in any other communication. Note:
Teachers are in live class sessions for a minimum of 20 hours per week. They will not be available while in
classes, meetings, and other sessions.

STUDENT INTERNET SAFETY
Students must never reveal on the internet personal information about themselves or other persons.
For example, a student should not reveal his/her name, home address, telephone number, or display
photographs of him/herself or others to persons outside of TOPS.
Students cannot agree to meet in person anyone they have met only on the Internet and who is not
affiliated with TOPS. First meetings with TOPS affiliated students should be at school-sponsored
events.

NETWORK ETIQUETTE
TOPS students are expected to follow the rules of network etiquette or “netiquette”. The word "netiquette"
refers to common-sense guidelines for conversing with others online. Students are encouraged to abide by
these standards:
Establish Instant message user names and E-mail addresses that are appropriate for the school setting.
These should most often include the student’s first and last name.
Avoid sarcasm, jargon, and slang. Swear words are unacceptable.
Avoid using abbreviations or inappropriate contractions.
For example:
Appropriate
Inappropriate
“you”

“u”

“your”

“ur”
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“see you later”

“cya”

Never use derogatory comments, including those regarding race, age, gender, sexual orientation,
religion, ability, political persuasion, body type, physical or mental health, or access issues.
Focus your responses on the questions or issues being discussed, not on the individuals involved.
Review your messages before sending them. Remove easily misinterpreted language and proofread for
typos.
Respect other people’s privacy. Do not broadcast online discussions, and never reveal other people's E- mail
addresses.
Be constructive with your criticism, not hurtful.

Internet Service Provider (ISP) Reimbursement Policy
ISP checks are issued automatically to those families who qualify twice per year; after the end of each
semester. Typically, this is in the February/March timeframe for the 1st semester and the August/September
timeframe for the 2nd semester.

In order to be eligible for the ISP supplement, each TOPS student in the family must meet all of the following
criteria:







Meet income eligibility requirements
Participate in the Online School for sixty (60) calendar days
Be enrolled on the last day of the semester
Participate in all required standardized testing including Scantron and Study Island benchmarking, and all
State required testing including STAAR assessments
Successfully complete assigned coursework (pass all courses with either a “P” or a “C” or better)
Have an average of at least 6 hours of attendance per day

Families enrolled prior to the 15th of each month will be eligible for the supplement for that month’s ISP. Families
enrolling after the 15th of the month will qualify for the supplement beginning the 1st day of the next month.
The amount of the supplement for those families who qualify is $12.00 per eligible month per family.
Families with Two or More Students
Families with two or more students will receive the supplement at the rate of $12.00 per eligible month.
Lost Checks
Please be aware if an ISP check is lost, TOPS does not automatically reissue a check to that family. If a check is lost,
parents need to notify the Finance Coordinator (Sherrill Johnston shjohnston@k12.com or 972.420.1404 ext. 2016)
within 90 days for a replacement check to be issued.
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MONITORING
TOPS reserves the right to review any material transmitted using TOPS instructional computing resources or
posted to a TOPS instructional computing resource to determine the appropriateness of such material. TOPS
may review this material at any time, with or without notice. Email transmitted via TOPS instructional
computing resources is not private and may be monitored.

TOPS INDEMNIFICATION PROVISION
TOPS assumes no responsibility for information obtained via the Internet, which may be illegal, defamatory,
inaccurate, or offensive. TOPS assumes no responsibility for any claims, losses, damages, costs or other
obligations arising from the use of instructional computing resources. TOPS also denies any responsibility for
the accuracy or quality of the information obtained through user access. Any statement, accessible on the
computer network or the Internet, is understood to be the author’s individual point of view and not that of
TOPS, its affiliates, or its employees. TOPS assumes no responsibility for damages to the user’s computer
system.
Nothing in this policy negates any obligation the student and parent have to use the instructional computing
recourses as required in the Use of Instructional Property Agreement.
The parent or guardian signed a Use of Instructional Property Agreement as part of the student's enrollment
packet. In the event that this Code conflicts with the Agreement, the terms of the Agreement shall prevail.

FAMILY EDUCATION RIGHTS AND PRIVACY ACT (FERPA)
The Family Educational Rights and Privacy Act (FERPA) gives parents and students over 18 years of age
(“eligible students”) certain rights regarding the student’s education records. These rights are
(1) The right to inspect and review the student’s education records within 45 days of the day the school
receives a request for access.
To request an inspection and review, the parent or eligible student should submit a written request to the
Program Director that identifies the record (s) they wish to inspect. The Program Director makes
arrangements for access and notifies the parent or eligible student of the time and place where the
records may be inspected.
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(2) The right to request an amendment of the student’s education records that the parent or eligible student
believes is inaccurate.
Parents or eligible students may ask the school to amend a record that they believe is inaccurate. They
should write the Program Director, clearly identify the part of the record they want changed, and specify
why it is inaccurate. If the school decides not to amend the record as requested by the parent or eligible
student, the school notifies the parent or eligible student of the decision and advises them of their right to a
hearing regarding the request for amendment. Additional information regarding the hearing procedures is
provided to the parent or eligible student when notified of the right to a hearing.
(3) The right to consent to disclosures of personally identifiable information contained in the student’s
education records, except to the extent that FERPA allows disclosure without consent.
One exception, which permits the school to disclose information without consent, is when the School
discloses information to school officials with legitimate educational interests. A school official is a person
employed by or contracted to provide services to or designated by the contractor to provide services to
the school as an administrator, supervisor, instructor, or support staff member (including health or
medical staff and law enforcement unit personnel); a person serving on the Board of Directors of the
school; a person or company with whom the school has contracted to perform a special task (such as an
attorney, auditor, medical consultant, or therapist); or a parent or student serving on an official
committee, such as a disciplinary or grievance committee, or assisting another school official in performing
his or her tasks.

A school official has a legitimate educational interest if the official needs to review an education record in
order to fulfill his or her professional responsibility.
Upon request, the school discloses education records without consent to officials of another school district
in which a student seeks or intends to enroll.
(4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by the

school to comply with the requirements of FERPA. The name and address of the Office that administers
FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Ave., S.W.
Washington, D.C. 20202-4605
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(5) FERPA requires that the school, with certain exceptions, obtain a parent’s or eligible student’s written
consent prior to the disclosure of personally identifiable information from a child’s education records.
However, the school may disclose “directory information” without written consent, unless you, the parent
or eligible student, have advised the school in writing that you do not want all or part of the directory
information disclosed. The method for objecting to disclosure of directory information is specified below:
(6) The primary purpose of directory information is to allow the school to include the following information
from education records in certain school publications or disclose it to certain parties. Examples include:
Shipment of computer and school materials to and from student’s home,
Entry of student enrollment information into a computer database for use by school officials,
Honor roll or other recognition lists,
Sports activity sheets, such as for wrestling, showing weight and height of team members, and
School yearbook.
Directory information, which is information that is generally not considered harmful or an invasion of
privacy if released, can be disclosed to outside organizations without a parent’s prior written consent. In
addition, federal laws require the school to provide military recruiters, upon request, with three directory
information categories – names, addresses and telephone listings – unless parents or eligible students
have advised the school in writing that they do not want their student’s information disclosed without
prior written consent.
The school has designated the following information as directory information:
Name
Address
Telephone number
E-mail address
Photo
Athletic Info
Honor Roll Info
Grade level
Activities and clubs
Awards
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Behavior Expectations
READ THE CODE
Prior to the start date for each school year, students must read the Student Code of Conduct and Acceptable
Use Guidelines and agree to abide by its terms.

TOPS Student Code of Conduct and Acceptable Use Guidelines
This document describes the policies and guidelines for the use of the TOPS High School and exists to ensure
that all TOPS students are aware of and understand their responsibilities when accessing and using TOPS
resources.
TOPS reserves the right to update or alter this agreement at any time. Such revisions may substantially alter
access to TOPS instructional computing resources. TOPS instructional computing resources include any
computer, software, or transmission system that is owned, operated, or leased by TOPS.

Students enrolled in TOPS should be aware of the following guidelines and expectations. Any activity that is
not listed here, which violates local, state, or federal laws, is considered a violation of the Student Code of
Conduct and Acceptable Use Guidelines.

Failure to follow these guidelines could result in the:
Removal of student access to TOPS instructional computing resources, which could result in his/her
inability to complete learning activities.
Suspension or expulsion from TOPS.
Involvement with law enforcement agencies and possible legal action.

Accountability
Posting anonymous messages is not permitted unless authorized by the course’s online teacher.
Impersonating another person is also strictly prohibited.
Students must use only their own user names and passwords, and must not share these with anyone.
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Students must log into Class Connect sessions not scheduled via the Class Connect link within the OLS
with first name and last initial only.
Students may not interfere with other user’s ability to access TOPS or disclose anyone’s password to
others or allow them to use another user’s account. Students are responsible for all activity that is
associated with their usernames and passwords.
Students s h o u l d c h a n g e t h e i r p a s s w o r d s f r e q u e n t l y , a t l e a s t o n c e p e r s e m e s t e r
o r c o u r s e i s encouraged.
Students must not publicly post their personal contact information (address and phone number) or
anyone else’s.
Students must not publicly post any messages that were sent to them privately.
Students must not download, transmit or post material that is intended for personal gain or profit,
non-TOPS commercial activities, non-TOPS product advertising, or political lobbying on a TOPS owned
instructional computing resource.
Students may not use TOPS instructional computing resources to sell or purchase any illegal items or
substances.
It is not allowed to upload or post any software on TOPS instructional computing resources that are
not specifically required and approved for student assignments.
Students may not post any MP3 files, compressed video, or other non-instructional files to any TOPS
server
.

Inappropriate Behavior
Inappropriate behavior includes:
Insults or attacks of any kind against another person
Use of obscene, degrading, or profane language
Harassment (continually posting unwelcome messages to another person) or use of threats
Posting material that is obscene or defamatory or which is intended to annoy, harass or intimidate
another person. This includes distributing “spam” mail, chain E-mail, viruses, or other intentionally
destructive content.
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Optimizing the High School
Experience
COURSE MATERIALS
Students are provided with materials and tools to use with the high school courses. Parents and students are
advised to take care of the materials. Materials are to be returned at the end of the school year (except for
consumable materials and optional materials families purchase on their own). One of the tools that students
will see and use frequently is a web-based BlackBoard Collaborate (formerly known as Elluminate) program.
This is live interaction that helps engage students in hands-on learning.

GETTING STARTED WITH HIGH SCHOOL
Student and parent usernames and passwords are unique and must not be shared with anyone. Each will
have separate usernames and passwords, one for the Learning Coach and one for the student.
Attending an orientation session is a key to success with the high school program. Live orientation will be
provided online at the beginning of the school year. You will be notified of these orientations via e-mail.
Should you miss any of the live course orientations a recorded link will be provided. You should attend or
view the course orientations before getting started in each course. Students should log in daily using the
student account to all of their courses and complete the assignments listed on the course calendar. It is
recommended that students study at least one hour, per course, per day. All work listed for the week is due by
Sunday night.

Student Actions to Ensure Success
1.
2.
3.
4.

Follow the daily assignments in the announcements section of each course.
On the first day of school, make sure you can access all your courses and send/receive e-mail
Contact your Advisor if you have any questions.
Log into your courses in the Learning Management System every day and spend 60 minutes in each class
reading and completing the daily assigned coursework.
5. Organize yourself each week by determining what you need to complete for each course and set
up a plan to complete the assignments by their deadlines. Use the course tools (Announcements,
Calendar, Grade Book) to help set up your personal plan.
6. Log into your e-mail daily to read and respond to e-mail from your teachers and other high school
staff.
7. Attend class sessions as often as you can to ask questions, discuss course topics, and reinforce
online learning.
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8. Communicate regularly with your teachers and Advisor. Ask questions often!
9. Work with your Learning Coach/parent at home - having a cheerleader or a support system at home
helps when the going gets tough!
10. Connect with other students through homeroom, clubs, outings and Chill-n-Chat.

CREATING A CALENDAR
TOPS has provided a calendar based on each classes course syllabus. The calendars are specific to each course
and cannot be adjusted to individual paces. To stay on track, students are advised to check the calendar
provided for each class and the course announcements daily. The calendar can be found in the LMS on the
course page under the “Plan” link.

TIME MANAGEMENT
In an online course, time management is critical to success because most activities can be accomplished
asynchronously (this means that the students do not have to be online at the same time as the instructor or
other students). As with any traditional course, there is a risk of receiving a lower grade if a student falls
behind. If your student struggles with time management, then he or she should contact his or her Advisor for
assistance.
A proven way to manage time is to create a schedule of daily activities and stick to it. Below is an example of
managing and planning a busy schedule (students are not required to follow this but instead encouraged to
create a schedule that works for each individual).
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SAMPLE SCHEDULE
Monday
8:00 – 8:30

Check e-mail and answer any that require responses

8:30 – 9:30

Art CC

9:30 - 10:30

Complete Algebra daily assignment

10:30 – 10:45

World Geography CC

10:45 - 11:45

Complete English reading for the week

11:45 - 12:30

Lunch

12:30 - 1:30

Biology CC

1:30 - 1:45

Break

1:45 - 2:00

Check e-mail and answer any that require responses

2:00 - 3:00

Complete Biology daily assignment

3:30 - 4:30

Karate class
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Parent/Legal Guardian
Parent Actions to Help Ensure Student Success
1. Attend an orientation session for a general overview of the high school program. These dates
and times will be communicated via Email.
2. Log into the Learning Management System with your child so that you can learn the systems
together.
3. Help your student organize and prepare for this virtual setting. Arrange a designated area
where the student has space to work. Also make sure that the computer and
p r i n t e r /scanner are all in good working order. Help your student create a personal calendar
each week to ensure that he or she has a plan to complete those weekly assignments. Monitor
your student’s organization plan each week until your student has his or her routine in working
order and is experiencing academic success.
4. Log into the Parent account daily to read/check Emails.
5. Log student attendance each day in the Learning Management System. Don’t forget to
include time spent offline that entails academics, such as reading a novel, visiting a museum,
or watching a history documentary. (These are just a few examples)
6. Stay in continuous communication with your student’s Advisor.
7. Take advantage of parent trainings, meetings, and informative sessions that are communicated via
Email.

CHECKING STUDENT PROGRESS
There are tools within the Learning Management System that allow parents, Learning Coaches, and students to have
access to student records such as current grades, student work, missing assignments, midterm exam and final exam
deadlines. If you need help navigating the LMS/OLS, please contact your student’s Advisor.

FAMILY DIRECTORY
Building a sense of community within our schools is very important to all of us here at TOPS. One of the tools
available to our TOPS families is the family directory. The family directory is a searchable data base that helps TOPS
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families connect with other TOPS families in their area. Families may have their contact information listed if they
choose to do so. Please contact your Advisor for more information.

Special Programs
TOPS is responsible for providing a free and appropriate education under the federal Individuals with Disabilities
in Education Act (IDEA). Documentation of the student’s disability must be secured; including a previous
Individualized Education Plan (IEP) and a Full and Individual Evaluation. Special Education professionals assist
parents in accessing and coordinating services pursuant to a current Individualized Education Plan. TOPS offers a
wide continuum of services which may include: adaptations and modifications to the general education
curriculum, specialized instructional strategies, and adjustments in pacing.

What to expect:
•
•
•
•
•
•
•
•

Every special education student will be assigned a special education teacher in addition to their regular
education teacher.
The special education teacher will work with the learning coach on IEP goals; how to modify and adapt
the learning environment; and curriculum paths for success.
The special education teacher, the regular education teacher, and the learning coach will meet together for
a conference via Blackboard once every quarter.
The special education teacher will hold Class Connects online to assist students with their specific
learning needs.
The special education teacher is available to be used as a resource for instructional strategies and
adaptations and modifications to the curriculum.
ARD meetings will be held either online or through the use of a conference call line.
The special education teacher will provide a progress report at the end of each grading period noting the
progress on the student’s IEP goals.
Special Education students are required to meet the same attendance policies as their peers. The home
environment, one on one instruction, and flexible schedule can help the students create a learning
environment that meet their specific needs.

TOPS Response to Intervention (RTI)
Response to Intervention (RtI) Services at TOPS is available for students who have been identified as academically
“at-risk”.
A student can be determined as “at-risk” by looking at data we accumulate; this can include:
 Significantly below on assessments,
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 Struggling with the current curriculum
 At-risk identifiers on the Scantron or benchmarks
 Low performance on the STAAR exams
 Some other need found on the Child Find screening
RtI is based on the concept of providing evidence-based instructional and behavioral strategies by highly qualified
personnel that are matched to the student’s needs, and those needs are monitored on a frequent scheduled basis.

The goals of RtI at TOPS:
•
•
•
•

Create a productive learning experience for all TOPS students
Support students in reaching grade level performance
Use prevention rather than reaction to student difficulties
Exhaust all general education options before making a special education referral.

How to request RtI assistance and what to expect:
1st: Students can be placed into the RTI program through a referral of a teacher, administrator, or learning
coach. The learning coach can make a request though the teacher for RTI support.
2nd: The teacher will make a tier 1 plan based on the student needs. This will include gathering data from whole
group and small group interventions and the effectiveness of those interventions. Monitoring of the RTI plan
should take place every two weeks.
3rd: If after the first 30 days the tier 1 plan shows not to be effective, a tier 2 referral can be requested by the
teacher. A Response to Intervention team member will set up an initial tier 2 meeting with the learning coach and
the regular education teacher to review the needs of the student and develop a tier 2 plan for interventions.
4th: The Response to Intervention team will review the case after the student has had ample time to work
through the coursework with appropriate interventions to determine whether the student will need ongoing
interventions or a referral for a tier 3 intervention plan.
The process for RtI requires the student to move through three tiers of intervention (for a minimum of 30 days in
each tier). The process includes monitoring meetings and RTI sessions that are mandatory for the student and/or
Learning Coach. Our goal is to support the student’s needs without placing a learning disability label on them.
The entire process of intervention before a possible referral will take a minimum of 90-120 days depending on the
outcome of each tiered plan.

39

You may contact Shannon Peacock, RtI Coordinator, at speacock@k12.com if you have further questions.

Child Find
TOPS Child Find Program is a program that identifies children who have special needs, provides a Service
Coordinator, offers screening/evaluation services and helps families to find services. It is funded by and
based on the Individuals with Disabilities Education Act (IDEA), Part C. Services include but are not limited to
audiology, family counseling and home visits, nursing services, nutrition, occupational and physical therapy,
psychological services, special instruction, transportation, speech and language pathology, vision services,
and others. These services are designed to help children become ready to learn.

Related Services
Related services, placement and goals are determined by the ARD Committee. TOPS provides related services
through contracts with service providers (speech pathologists, occupational therapists, etc.). It is important for
students and parents to attend all related services appointments in order for the student to receive maximum
benefit and achieve IEP goals.
We understand that it is our responsibility to provide a free and appropriate public education to each enrolled
special education student. Because TOPS is a virtual school of choice, we strive to provide speech and other related
services virtually whenever possible. However, we understand that each student’s needs are different and the virtual
model for related service delivery may not be appropriate for all. Face to face therapy can be considered based on
the needs of the individual student. When face to face services are necessary, they will be offered at the nearest
office to the family’s home or virtually with a licensed provider.

Communication between General Education and Special Education Staff is extremely important. Any questions
regarding Special Education services for a specific student should be directed to that student’s Special Education
Teacher. General questions about Special Education programs can be directed to any of the following:

Teri Heims, Special Programs Manager, theims@k12.com
Tom Troxell, Special Education Curriculum Coordinator, thtroxell@k12.com
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TOPS Dyslexia Services
Children learn to read in different ways. When conventional instruction is not working, we must intervene on behalf
of that child’s future education. Students who show signs of dyslexia may need intervention to be successful in
school. The TOPS Dyslexia Intervention Program is offered for those students who meet program specifications
according to the State of Texas. CLICK HERE to view an online copy of the Texas Dyslexia Handbook (revised 2007,
updated 2010).
Response to Intervention (RtI):
Students showing academic difficulties are referred to the RtI program. A child can be referred to the RtI program by
a parent, teacher, or administrator for State Testing difficulties. Preventative measures and remedial strategies are a
part of the intervention process. After working with a teacher(s) in the RtI program, students still showing academic
difficulties can be referred for a dyslexia screening.
Referral to Dyslexia Program:
Students should be referred to the Dyslexia Program after being identified through RtI as showing characteristics
associated with dyslexia.
From The Dyslexia Handbook (2007, 2010); Common Evidence of Dyslexia can include:














[Student who] Fails to understand that words come apart; for example, that snowman can be pulled apart
into snow and man and, later on, that the word man can be broken down still further and sounded out as
/m/ /ă/ /n/
Has difficulty learning the letter names and their corresponding sounds
Has difficulty decoding single words (reading single words in isolation)—lacks a strategy
Has difficulty spelling phonetically
Reads dysfluently (choppy and labored)
Relies on context to recognize a word
Has a history of reading and spelling difficulties
Avoids reading aloud
Reads most materials slowly; oral reading is labored, not fluent
Avoids reading for pleasure
May have an inadequate vocabulary
Has difficulty spelling; may resort to using less complicated words in writing that are easier to spell (The
Dyslexia Handbook, pp 11-12)
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The referral should consider that the Texas Education Code (TEC) §38.003 defines dyslexia in the following way:
(1) Dyslexia means a disorder of constitutional origin manifested by a difficulty in learning to read, write, or
spell, despite conventional instruction, adequate intelligence, and sociocultural opportunity.
(2) Related disorders includes disorders similar to or related to dyslexia such as developmental auditory
imperception, dysphasia, specific developmental dyslexia, developmental dysgraphia, and developmental
spelling disability. (http://www.statutes.legis.state.tx.us/Docs/ED/htm/ED.38.htm#38.003)
Evaluation
Students can receive services for Dyslexia remediation under the umbrella of Section 504. If a student is
referred for a Dyslexia Evaluation, the District must gain signed permission to evaluate from the student’s legal
guardian. This permission allows the student to be assessed in the suspected deficit areas and allows those
assessment results to be used to determine eligibility for an accommodation plan provided through Section
504.
Trained personnel administer the Dyslexia assessment face to face with the student. This assessment typically
takes place close to the student’s residence and arrangements are made with the student’s parents and the
assessor.
When the evaluation is completed, a Section 504 meeting will be scheduled in a timely manner with the
parent/guardian and school staff to discuss the assessment results and determine eligibility. The 504
committee will discuss a plan of action based on the assessment results and the documented needs of the
student. This may include a 504 Accommodation Plan with Dyslexia services.
Dyslexia Program
TOPS’ Dyslexia program is much like the pullout classes that are offered for students in a traditional school
setting. We offer class connects and an online reading program based in phonics instruction. Dyslexia classes
are offered throughout the grade levels (3-12). The dyslexia teacher coordinates office hours and optional
classes to help students in other courses as well.

Section 504 Program
Section 504 is a federal law designed to protect the rights of individuals with disabilities in programs and
activities that receive Federal financial assistance from the U.S. Department of Education (such as a public
school like TOPS). Under this law, individuals with disabilities are defined as persons with a physical or mental
impairment which substantially limits one or more major life activities. Individuals who have a history of, or
who are regarded as having a physical or mental impairment that substantially limits one or more major life
activities, are also covered.

42

Major life activities include caring for one's self, walking, seeing, hearing, speaking, breathing, working,
performing manual tasks, and learning. Some examples of impairments which may substantially limit major
life activities, even with the help of medication or aids/devices, are: AIDS, alcoholism, blindness or visual
impairment, cancer, deafness or hearing impairment, diabetes, drug addiction, heart disease, and mental
illness.

“No otherwise qualified individual with handicaps in the United States... shall, solely by reason of his or her
handicap, be excluded from the participation in, be denied the benefits of, or be subjected to discrimination
under any program or activity receiving Federal financial assistance..." 9 U.S.C. 794(a)
What does this mean? This means if your student has a physical or mental impairment, they may qualify for
services under Section 504. This allows the District to provide accommodations to help your student better
access the curriculum if their physical or mental impairment is preventing them from being successful.
To determine if your student is eligible for Section 504 services, we will need to conduct an evaluation which
includes gathering information from teachers, medical professionals, and you as the parent. If you would like
to further investigate your student’s eligibility for accommodations provided under the umbrella of Section
504, please reach out to our 504 Coordinator, Debby Hester, at dhester@k12.com .
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Glossary
Advisor: The student’s contact for school-wide issues. The advisor is the first point of contact
for any non-instructional questions.
Asynchronous: Instruction that does not require students and teachers to be in a common
place at the same time. Discussion boards are an example of an asynchronous type of
instruction.
Tutoring: A regular time set by teachers each week during which they are available to answer
questions or assist students.
Target Teach: A tutoring session where specific students are invited by the teacher based on
data received from passing rates, assessments, or state testing scores.
Office Hours: A set time each week where the teacher is available in Blackboard for students or
parents to drop in and ask questions/get help.
Blackboard Collaborate: (formerly known as Elluminate) The online synchronous meeting
platform where live class instruction and reviews take place for each course.
K12: TOPS’ primary curriculum provider.
LMS: Learning Management System. The platform used for TOPS courses and instruction.
Learning Coach: A responsible adult who assists students and monitors student progress in the
home.
Power Speak: Foreign language curriculum provider.
Synchronous: Instruction that requires students and teachers to be in a common location at the
same time. Class Connect sessions are examples of synchronous interaction.
TOPS: Acronym for Texas Online Preparatory School.
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ACKNOWLEDGEMENT OF THIS DOCUMENT
Dear Parents and Students:
You have just reviewed the Texas Online Preparatory School Handbook. We have
attempted to cover all the important rules, regulations, and procedures for which you
are responsible during this school year. Your success at the school is equal to your
effort and desire. Please complete the survey at the link below in order to
confirm your acknowledgement of this document and all information included.

https://docs.google.com/forms/d/1far_AyCaXCQEfZqDst3F7o9YFcEGMml2PEgO4sgt
zZ0/viewform
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