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Success doesn't come to you…you go to it!” 
 

~ Marva Collins 

 

 

 

 



 

School Dress Code 
 

The  purpose  of  Capital Academy’s Dress  Code  is  to  facilitate  a  school  culture  that 
promotes student learning.  A copy of the Dress Code will be provided to the parent/guardian as 
an addendum to this Handbook. 

 

Reasonable Search and Seizure 
 

To create and maintain a safe learning environment that promotes a positive peer culture 
and provides for personal, cognitive, and behavioral growth all Students are subject to search in 
a reasonable and appropriate manner by Staff upon entering the school facility.  Prohibited Items, 
defined below, will be confiscated at this time. 

 
Professional Staff also have a right to search students or their property whenever there 

is a reasonable suspicion that the Students have something that violates Anthony Wayne 
Academy’s rules and norms or endangers others. Students may be searched to maintain the 
ongoing educational process, to maintain order, and/or to protect people and property.   
Searches may include the Student and his/her locker, desk, automobile, or personal belongings. 

 
 

Prohibited Items 
 

The following items are prohibited in the Capital Academy program:  
 

 

• Jewelry  of  any  kind,  including  watches,  rings,  earrings,  necklaces,  bracelets,  and 
piercings 

 

•   Displays of any kind of gang affiliation 
 

•   Clothing or apparel with lettering or pictures of any kind 
 

•   Book bags and backpacks 
 

•   Hats, hoods, sunglasses and headphones 
 

•   Phones or other electronics devices 
 

•   Students many not bring more than $10.00 to school.  No Change is allowed. 
 

•   Wallets or purses 
 

•   Outside food or drinks 
 

 
 

Any clothing or items deemed inappropriate will be confiscated.   During the school day, items 
will be stored in a locked and secured area.  Parents or guardians may come to the school to 
retrieve any confiscated items.  Capital Academy is not responsible for any lost or stolen 
items.  Items will be returned only to parents or guardians within 48 hours. 



 

Food 

CAPITAL ACADEMY provides a nutritious breakfast and lunch to all students.  Food 
sharing is not permitted.  Special dietary needs will be addressed on an individual basis. 

 

Attendance 

CAPITAL ACADEMY abides by all laws, rules and regulations related to attendance.   The 
specific attendance policies for the Capital Academy Program in which a student participates will 
be included as an addendum to the Student Handbook. 

 
 

Excused Absences 
 

CAPITAL ACADEMY recognizes excused absences in certain cases.  A listing of the most 
common situations for excused absences includes: 

• Religious holidays and religious instruction. 
 

• Health care, where service is not available outside of school hours. 
 

• Temporary excusals due to illness or other urgent reasons (a doctor’s note is required) 
 

• Court ordered or other verified legal appointments (proper documentation from court 
or probation officers is required) 

 

• A death in the immediate family or funerals for close relatives 
 

• Other cases, as provided in policies adopted by Catapult Learning schools.  

In all cases, a parent or guardian must verify any excused absence in writing.   In cases where 
the absence is not anticipated, the student’s parent or legal guardian must notify the school by 
telephone, and appropriate documentation verifying the student’s absence must be provided to 
the school when the student returns. 

 

Unexcused Absences 
 

CAPITAL ACADEMY Schools will attempt to notify parents or guardians regarding 
unexcused absences from school.  If a student is on probation, CAPITAL ACADEMY will attempt 
to contact the student’s probation officer. 

 

 



 

Tardiness 
 

All students are required to enter the school on time.  Any student who comes to school 
after such time will be required to provide documentation that identifies the student’s name, 
reason for tardiness, and the telephone number and signature of his or her parent or guardian. 
Students reporting to school 15 minutes after the prescribed start time may be subject to 
consequences and/or disciplinary action procedure. Repeated tardiness could result in additional 
consequences. 

 

 
 

Inclement Weather 
 

School may be closed due to inclement weather.  Local television and radio, and/or the 
school district’s website will have information about school cancellations or delayed schedules 
due to inclement weather.  Parents or guardians are asked to follow any announcements made 
by the school district in the event school is closed because of inclement weather.  Students will 
be required to attend school on scheduled make-up days for the same number of days school was 
closed. 

 
 

Make Up Work Procedures 
 

All students will be given the opportunity to complete work missed or make-up computer 
time resulting from absences.   It is the responsibility of each student to approach his or her 
teacher to make-up missed work. 

 

 
 

Media/Photographs 
 

From time to time CAPITAL ACADEMY may photograph or video its Students to document 
their successes within the Anthony Wayne Academy Program. Anthony Wayne Academy may use 
the Students’ images (the “Images”) for lawful purposes, including, but not limited to, illustration, 
advertising, promotion, display and publication. CAPITAL ACADEMY may also interview and 
use quotations from the Students in accompanying the photographs and videos.  The Images 
may be used in print, on the internet, and in all other forms of media.  These Images may be 
cropped, edited, digitalized, converted or otherwise altered.  CAPITAL ACADEMY may also use 
the Student’s name and any biographical data that the Student provides in connection with use 
of the Images. 



 

Norms 
 

CAPITAL ACADEMY utilizes norms to operate its program.  A norm is the expected 
behavior of a group. Implementing this method establishes high expectations for CAPITAL 
ACADEMY students which promotes a positive-peer school culture. 

 

CAPITAL ACADEMY has five foundational behavioral 
norms: 

 

1.  Education and the classroom are sacred. 
 

2.  No one has the right to hurt or threaten another person. 
 

3.  We will never behave in any way that will discredit ourselves or our school. 
 

4.  A Capital Academy student is always a lady or gentleman. 
 

5.  We take pride in CAPITAL ACADEMY. 
 

Students failing to adhere to the Norms are subject to consequences, including, but not limited 
to: (a) student conference; (b) loss of status; (c) parent conference; (d) restitution; (e) out-of- 
school suspension; (f) expulsion; (g) referral to probation officer; (h) appropriate legal action. 

 

 
 

Student Responsibilities 
 

To comply with the foundational norms of CAPITAL ACADEMY, Students are responsible for: 
 

1.   Following the school code of conduct, procedures, schedules and directions of 
school personnel while at school. 

 

2.   Showing respect to other Students and Staff at all times. 
 

3.   Conducting themselves lawfully by not accepting or passing contraband, and by 
not violating the law. 

 

4.   Requesting necessary medical care. 
 

5.   Maintaining good personal hygiene. 
 

 

 

 



 

Assembly 
 

Assembly is a formal group process that utilizes positive peer relationships to change 
behavior. It also serves multi-purposes in regard to the development and implementation of our 
desired school culture. Everyone on campus participates in the student-facilitated daily assembly. 
Staff supports the assembly process to help promote positive behavior. Peers provide appropriate 
feedback, intervention and support for each other. Staff also uses this as a forum to deliver 
information and expectations pertinent to the day’s schedule on campus. 

 
 

Group 
 

Each day a home period begins with student groups. This Guided Group Interaction 
(GGI) is a structured environment, facilitated by students under the supervision of a Professional 
Staff member trained to implement the Program.   Students are encouraged to discuss school 
issues that might be interfering with their ability to focus on their educational program. 

 
GGI’s foundation is the “Boys Town Model.”   This accepted and proven social skills framework 

gives Staff strategies to redirect and change Student behavior.   This model also provides students 
with the tools necessary to succeed in the Capital Academy Program.  During GGI, the following 
social skills are reinforced: 

 
1.   Following Instructions 
2.   Accepting “no” for an Answer 
3.   Talking with Others 
4.   Introducing Yourself 
5.   Accepting Criticism or a Consequence 
6.   Disagreeing Appropriately 
7.   Showing Respect 
8.   Showing Sensitivity to Others. 



 

Student Process 
 

To help foster a safe and conducive learning environment, CAPITAL ACADEMY utilizes a 
tiered student process (“Process”), as outlined below, to address Student concerns.  This Process 
instills an operating ‘chain of command’ that a Student can follow when he or she needs support, 
clearly outlining the individuals who a Student can approach for such support.   To promote 
independence and peer relationships at school, CAPITAL ACADEMY empowers Students to start 
at the peer level.  If a Student feels that his or her concern has not been resolved, the Process 
dictates the next steps a Student can take.  In addition to providing a support network for 
Students, the Process is designed to facilitate sharing of information from the Student level to the 
Staff level. 
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! 
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! 
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Parental Process 
 

CAPITAL ACADEMY believes that parents/guardians are instrumental in the educational 
and behavioral development of its Students and welcomes parents/guardians to contact Anthony 
Wayne Academy if they have any concerns about the Program and a Student’s development 
within the Program.  To efficiently address any questions or concerns, parents/guardians should 
first contact the Student’s Team Leader.   If the parent/guardian is not satisfied with the Team 
Leader’s efforts to address his or her questions or concerns, the parent/guardian should contact 
the Program’s Resource Manager and Program Director.   An addendum identifying the 
Professional Staff and their contact information will be provided with this Handbook. 



 

Student Rating System 
 

CAPITAL ACADEMY utilizes a student rating system (The “Rating System”) to support a 
continuum of increased positive recognition.   The Rating System promotes positive behaviors 
with privileges and status, and addresses negative behaviors with reduced privileges and a loss in 
status.  Student “Ratings” occur weekly based on individual Student behavior, attendance, and 
academic progress.  These ratings serve the purpose of assigning Students to one of the six levels 
on the continuum for the following week.  Students can move up or fall back relative to the six 
levels depending on their demonstrated ability to adhere to school norms.   Professional Staff 
meet weekly to discuss and rate individual Students and adjust status, as warranted.  The status 
is publicized within the Student cohort and each Student participates in the discussion of 
improving or maintaining his or her rating.  The six interrelated levels of the Rating System are: 

 
 
 
 

Program Executive 
 

Students earn the highest status of Student Government by becoming an officer, known as an 
“Executive.”  As an Executive, the Student has arrived at the highest trust level he or she can 
achieve in the Ratings System.   A Student with Executive status should be redirecting and 
enforcing the normative culture at CAPITAL ACADEMY.  This Student should lead by example and 
consistently assist other Students with their problems.  All Executives must have strong decision 
making skills.  Executives are relied upon by Professional Staff to make good decisions and to 
ensure all Students are treated fairly.   Generally, Executives are expected to demonstrate the 
following: 

 
•   Vocal in redirecting peers 

 

•   Supports and maintains the normative culture at CAPITAL ACADEMY 
 

•   Mentors new students and lower level students 
 

•   Supports Staff 
 

•   Provides leadership 
 

•   Ensures Student Processes are followed 
 

•   Communicates with Staff about school related issues 
 

•   Serves as a role model for his/her peers 
 

•   Sets a positive standard of conduct on campus and at off campus events 
 

 



 

 

Student Government 
 

Student Government is a vital component of CAPITAL ACADEMY.  The purpose of this group is to 
support personal growth, encourage responsibility, promote academics, facilitate social 
interaction, and create a positive peer culture.  To become a member of Student Government a 
Student must demonstrate positive growth through academic achievement, attendance, and 
positive behavior.   Members of this group are Student leaders who promote the positive peer 
culture.  Students that attain Student Government status must demonstrate the following: 

 

•   Completion of pledge log 
 

•   Promotes positive behavior 
 

•   Supports the normative culture of CAPITAL ACADEMY 
 

•   Provides mentoring for new students and lower status students 
 

•   Supports Staff 
 

•   Ensures Student Processes are followed 
 

•   Communicates with Staff about school related issues 
 

•   Serves as a role model for his/her peers 
 

Student Government is responsible for the development of positive leadership, the support 
of positive norms, and provides students with the opportunity for recognition of positive 
behavior. Executive Officers are elected by the student body and serve as the Student 
Government leaders. All students are eligible to become members of Student Government.   
Student Government exemplifies the philosophy of Capital Academy by providing support to 
one’s peers to develop and maintain the positive peer culture. 

 
Students that attain Student Government status enjoy certain privileges, which may include: (1) 
monitoring Student Systems; (2) coordinating school events; (3) uniform exceptions; (4) use of 
Student Government lounge; (5) walk out of protocol; (6) alternative lunch options; and (7) high 
trust level with Professional Staff. 

 

 

 

 

 

Pledge 



 

 

Once a Student has earned pledge status, the Student is issued a pledge log.  Completion of the 
Pledge log is required for a Student to move to the next status level.  A Pledge should model 
appropriate school behavior.  A combination of the pledge log and the Student’s behavior will 
determine if the Student attains a higher rating.  Pledges must demonstrate the following: 

 
•   Consistency in redirecting negative behaviors of other Students 

 

•   Pride in his or her Pledge Log 
 

•   Consistent support of normative culture at CAPITAL ACADEMY 
 

•   Appropriate mentoring to new Students, with Staff guidance 
 

•   Leadership in all areas relating to CAPITAL ACADEMY 
 

•   Grows personally, cognitively and behaviorally while at CAPITAL ACADEMY 
 

•   Appropriate redirections documented in the pledge log. 
 
 

 
Positive 

 

Students at this status demonstrate the ability to redirect negative behavior and support the 
normative culture at CAPITAL ACADEMY on a consistent basis in the following ways: 

 
•   Vocal in redirecting the negative behavior of his or her peers 

 

•   Supports and maintains the normative culture at CAPITAL ACADEMY 
 

•   Grows personally, academically, and behaviorally while at CAPITAL ACADEMY 
 

• Demonstrates appropriate behavior consistently while on campus or at off-campus 
events. 

 

A Student with a positive rating has the ability to consistently promote positive behavior and to 
redirect negative behavior.  At this status, Professional Staff are evaluating if the Student has the 
leadership qualities and decision-making abilities to become a school leader.  Professional Staff 
are  also  observing  the  Student’s  ability  to  interact  appropriately  with  other  Students  with 
minimal or no Staff direction. 



 

Neutral 
 

Students that may be unsure of the process and methods used at CAPITAL ACADEMY but are 
able to demonstrate the ability to adjust to the normative culture in the following ways: 

 
•   Becomes more vocal in redirecting the negative behavior of their peers 

 

•   Demonstrates support for and maintenance of the normative culture At CAPITAL 
ACADEMY 

 

•   Grows personally, cognitively, and behaviorally while at CAPITAL ACADEMY 
 

 
 
 
 

Concern 
 

Reserved for new Students and Students with documented behavior problems: 
 

 

• Understand that eye contact, “yes” “no” and “excuse me” is how they address all 
school personnel and visitors 

 

•   Study and understand their task package (student manual and code of conduct) 
 

•   Learn all school personnel and student names, and understand the daily school schedule 
 

•   Understand how norms and redirection are utilized at CAPITAL ACADEMY 
 

•   Demonstrate conformity to the normative culture 
 

•   Grows personally, cognitively and behaviorally while at CAPITAL ACADEMY 

 

 
 

 

 

 

 



 

Behavioral Intervention Plan 

 
 

Student Intervention 
 

 

The following is a list and description of acceptable techniques a Student may use when 
addressing a peer’s negative behavior.  The purpose of addressing behavior is to help one’s peer 
change his or her behavior from negative to positive. 
 
 
 
Friendly Non-Verbal 

 

When a Student observes his or her peer involved with a problem or acting anti-social, the 
Student may give the peer a friendly non-verbal gesture.  These gestures are made with the eyes, 
hands, head, or other body parts.   The Student’s goal is for his or her peer to change their 
behavior at the immediate time of the problem.  If the Student’s peer does not accept the friendly 
non-verbal, the Student may try another technique. 

 
Concern Non-Verbal 

 

This can be accomplished by utilizing stern and forceful facial gestures, hand gestures, or other 
non-verbal gestures.  A Student’s goal is to help one’s peer change his or her behavior.  If this is 
not successful, a Student may try another accepted technique. 

 
Helpful Verbal 

 

If the peer the Student is trying to help does not understand the non-verbal communication or 
the non-verbal communication is otherwise unsuccessful, a Student may attempt a helpful verbal 
by respectfully and cordially addressing the peer’s behavioral problem.   The Student should be 
specific when helping his or her peer.   If this is not successful, a Student may try another 
accepted technique. 

 
Concern Verbal 

 

To help a peer change his or her behavior, it may be necessary to utilize a Concern Verbal.  This 
concern verbal should inform a peer that his or her actions are fast becoming a major concern to 
everyone.  A Student may apply this technique by using different voice levels, facial expressions 
and non-physical actions.  If this is not successful, a Student may try another accepted technique. 

 
Staff/Student Support 

  



 

 In the event that all other techniques have failed, it may be necessary for a Student to seek the 

 assistance of his or her peers.   Peer support can be given with both verbal and non-verbal 

 communications.  If at any time during an intervention a Student believes that his or her peer may 

 lose control and injure the peer or others, a Student should immediately request Staff assistance.   

 A Student is never permitted to touch or restrain his or her peer when attempting to redirect 

 behavior. 

   

 

  Staff Intervention 

Staff will use their best judgment to select appropriate intervention techniques based on the 
individual circumstances where Staff intervention is deemed necessary. In making such 
determinations, Staff is trained to begin redirecting student behavior with the least intrusive 
technique. The least intrusive technique available, however, will vary based upon the 
circumstances of the intervention. 

 
Friendly Non-Verbal 

 

The Friendly Non-Verbal is first in the order of Behavioral Intervention.  When Staff observes a 
Student involved with a problem, Staff will give that Student a helpful non-verbal gesture. 
These gestures are made with the eyes, hands, head or other body parts.  These gestures, often 
given with empathy, are used to change the behavior of the Student at the immediate time of the 
problem.  If a Student does not change his or her behavior, a Concern Non-verbal technique may 
be utilized. 

 
Concern Non-Verbal 

 

A Concern Non-Verbal is given by Staff through stern and forceful facial gestures, hand gestures 
or other non-verbal gestures.   Concern Non-Verbal gestures are used to change behavior or 
actions of a Student at a particular time.   If a Student does not respond to this level of 
intervention, a Helpful Verbal technique may be utilized. 

 
Helpful Verbal 

 

A Helpful Verbal is given by Staff through verbally communicating, in a cordial manner, the Staff’s 
concern with a Student who requires redirection.  If a Student does not respond to this level of 
intervention, a Concern Verbal technique may be utilized. 

 
Concern Verbal 

 



 

A Concern Verbal is given by Staff by informing a Student that his or her actions are becoming a 
major concern to the Staff.  Concern Verbal gestures are made by using different voice levels, 
facial expressions and non-physical actions.   If a Student does not respond to this level of 
intervention, Staff Support may be utilized. 
 
Staff Support 

 

Staff Support is used to alert a Student that his or her actions have reached a high level 
of concern.   Staff support is given through both non-verbal and verbal communications such 
as different voice levels and facial expressions.   In addition, supporting Staff also observe the 
redirection to ensure that all Staff act professionally and to maintain a safe physical environment 
in the event that the student becomes a threat to himself/herself or others. 

Staff Escort 
 

If the first five redirection techniques fail in motivating the Student to change his or her behavior 
from anti-social to pro-social, a Staff Escort may be used.  The sole purpose of the Staff Escort is 
to provide the Student with a final attempt to gain self-control.   The Staff Escort shall be 
conducted by Staff by placing one hand on the Student’s wrist and the other on the Student’s 
elbow.  The purpose of this is to communicate to the Student that his or her behavior is becoming 
a major concern to Staff.  The Student’s response will determine if the intervention will require a 
less intrusive technique or if a manual hold will be necessary.  If at any time during the Staff Escort 
the Student becomes out of control and a threat to injure themselves and/or others, a manual 
hold will be utilized. 

 
Manual Hold 

 

If all redirection techniques have failed and the Student becomes a threat to himself and/or 
others, Professional Staff will place the Student in a Manual Hold.   Staff will use the least 
amount of physical force as possible.  When the Student is no longer out of control or a threat to 
himself/herself or others, Staff will talk with the Student and discuss the incident to help the 
Student mature and grow. 

 

 

 

 

 



 

 

ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING OF HANDBOOK 

By signing this Acknowledgment Form, I hereby acknowledge that I have received the Capital   

Academy Handbook.  I have completely read and understand the provisions and terms of this 

Handbook and consent to the provisions and terms contained herein. 

 
I understand that the purpose of this Handbook is to provide Capital Academy Students and their 
Parents/Guardians with general information regarding the policies and procedures CAPITAL 
ACADEMY attempts to follow in most cases, but I also understand that neither this Handbook 
nor any provision of this Handbook constitutes any type of contract.  I also understand that 
because of the nature of the Capital Academy operations and the variations inherent in individual 
situations, the policies and procedures set out in the Handbook may not apply to every Student 
in every situation. 

 
I understand that compliance with this Handbook is essential for my Student’s success in the 
Capital Academy Program.  The Handbook was reviewed during my Student’s admission, and I 
understand it may also be reviewed at Assembly Meetings, and with my individual counselor.  I 
understand that my Student is responsible for his or her own conduct and for following the norms 
while attending the Capital Academy Program.   I understand that my Student should accept 
redirection, including the use of Manual Holds, when warranted. 

 
I understand that this Handbook supersedes any other handbooks, manuals, memoranda, 
statements or pronouncements that I may have received or heard of in the past.   I further 
understand and acknowledge that CAPITAL ACADEMY may, in its sole discretion, interpret, 
modify, revise, delete, or add to any of the policies or procedures contained in this Handbook.   I 
understand that Anthony Wayne Academy may do this at any time, with or without notice, 
and that Anthony Wayne Academy decisions in this regard will be final. 

 
I represent and warrant CAPITAL ACADEMY that I have the full, complete and unrestricted right 
and authority to execute this Acknowledgement on behalf of the Student, and that I am over 
eighteen (18) years of age. 

 
I HAVE READ THE ABOVE STATEMENTS AND I HAVE READ AND UNDERSTAND THE STUDENT 
HANDBOOK. 

                 

  Student’s Signature                                                        Parent/Guardian’s Signature 
 
 
 

Capital Academy Staff                                                     Parent/Guardian Phone # 


