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Dear Middle School Students and Parents, 
  
Whether you are a new or returning student- welcome back! 
 
The transition into and through middle school involves an impressive range of physical, 
cognitive, social, and emotional development. The CIS middle school program helps our 
students navigate this journey by providing a strong educational foundation that allows them to 
expand their ability to relate to other people. Students will also learn important life skills of 
getting along with others, problem solving in groups and giving back to the community through 
service. 
 
In the upper school, you will continue to build upon the strong educational foundation 
established in earlier grades, expand your ability to work cooperatively with others, and enhance 
your skills in athletics and the arts.  You also will have opportunities to explore other cultures 
and countries as well as participate in community and global service projects. A major focus of 
the upper school is career exploration, providing a rigorous college preparatory curriculum, and 
assisting you and your family with finalizing post-secondary plans. 
 
The relationships we build with students create a sense of ownership in our school. The 
opportunity to set high expectations for students requires an equivalent level of commitment 
from parents, teachers, and staff in our community. Ultimately, our goal is to engender an 
environment that fosters the growth of intrinsically motivated and resilient individuals. 
 
As we work with you each day, please remember that along with the privilege of attending CIS 
come responsibilities.  This handbook, which is updated annually, provides important 
information regarding your responsibilities and our expectations of you. Please read and discuss 
this handbook as a family. 
 
At the heart of our mission statement we value the transformation of our students as individuals 
and look forward to the opportunity to partner with families throughout this progression.  
 
 
I look forward to working with each of you over the upcoming academic year. 
 
Respectfully, 
 
 
 
 
Maegan Cooper  
Assistant Middle & Upper School Director  
 
Jason Bricker  
Middle & Upper School Director

Columbia Independent School 
A College Preparatory School 
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PHILOSOPHY AND CONTACTS 
 

CIS Mission 
To guide students in the pursuit of excellence through academic, physical, and creative 
achievement while exemplifying a commitment to integrity, trust, and responsibility; and to 
encourage students to realize the joy of living through personal achievement and service to 
others, in preparation for higher learning and community life. 
 
Motto 
Per Educationem – Sapientia, Humanitas, Civitas 
“Through Education – Wisdom, Humanity, Citizenship” 
 
School Anthem “CIS Forever Shining” 
CIS forever shining, 
Strong in mission through the years. 
With its vision still abiding, 
In our hearts always held dear. 
 
CIS we’ll always honor, 
And proclaim its fame with pride. 
Blue and Gold our own true colors, 
Lions we’ll be throughout all time. 
 
Philosophical Principles 
CIS is one school, JK-12, sharing a common mission that is implemented in an age-appropriate 
manner.  While identifying with a grade level, division, or discipline, the faculty shares a 
commitment to the entire school. 
 
CIS believes that learning is a lifelong process.  We feel that the best way to help students 
realize a passion for learning is for teaching and learning to be personalized.  Our faculty is 
supported in this by a student load and teaching schedule that allows for a high level of 
individual attention. 
 
CIS curriculum is designed by the faculty and based on the skills and content that a graduate is 
expected to possess.  It is integrated within departments and across divisions.  It is designed to 
promote depth of understanding rather than a superficial acquaintance.  Students demonstrate 
mastery in a variety of ways. 
 
CIS values its students as individuals.  CIS faculty engages students in multiple contexts (e.g., 
as teachers, advisors, coaches, etc.).  Each student is known and appreciated for who they are 
and what they bring to our community. 
 
CIS is attentive to the emotional and physical health of our students.  This includes creating an 
environment that is physically, intellectually, and morally safe. 
 
CIS constantly and consciously works to create a culture of integrity, trust, and responsibility.  
Specifically this culture includes: 

• High expectations – “I expect much of you, and I will do everything I can to support you.” 
• Trust – “I will trust you until you give me reason not to.” 
• Decency – “All members of the community must be treated with fairness and generosity 

of spirit.” 
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CIS and its families are engaged in a partnership to support the education of their 
students/children.  Families actively support the school not only through volunteer activities, but 
also by creating a climate at home that values education and supports the mission of the school. 
 
CIS appreciates the benefits of being an inclusive community and enables all members of the 
community to use their unique talents in support of our educational endeavor. 
 
CIS faculty models the lifelong learning that it aspires to for our graduates.  As an institution, 
CIS supports the faculty’s professional development both through fiscal resources and through 
time for collective planning and reflection.  
 
Goals for Graduates 
CIS graduates can . . . ! 

• Learn.  Educated in the classical liberal arts tradition, inspired by being part of a 
community of lifelong learners, they have a passion for learning and the skills to 
accomplish it. 

• Appreciate the possibilities open to them.  While confident that their education has 
given them the foundation to succeed, they understand that there are valuable lessons 
to be learned from perseverance in the face of adversity. 

• Research and analyze information from a variety of sources, recognize what is 
important and relevant, and synthesize it in ways that can be used to make decisions. 

• Think well, and communicate clearly, in the major disciplines of English, mathematics, 
science and history.  They are literate in technology, as well as the written and spoken 
word.  They are able to raise new questions and problem-solve to devise novel 
solutions. 

• Live in a global society.  Having studied world cultures and languages from the 
Classical Age, including study of Latin, to the most current geopolitical configurations, 
they are prepared to be members of an international community. 

• Understand differences among individuals and groups.  They can work cooperatively 
with others in academics, sports and extracurricular activities as leaders and group 
members. 

• Think beyond their own interests and reflect on the ways in which they can serve the 
broader community.  This reflection is informed by knowledge of moral principles 
common to the great philosophical traditions. 

• Independently navigate the complexities of everyday life in society.  Chief among 
these, they possess the understanding to responsibly discharge their civic duties in a 
democratic society. 

• Balance the interests of external achievement and internal equilibrium.  They appreciate 
those aspects of life that bring joy to living, e.g., the fine and performing arts and 
physical wellness. 
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Contacts – 573-777-9250 – CIS Telephone Number 
Front desk    CIS Receptionist  Trina Ferling  

Administrative Assistant  Hanna Gregory 
Routine Absences   CIS Receptionist  Trina Ferling 
Extended Absences  MS & US Director  Jason Bricker 

MS & US Assistant Director Maegan Cooper 
  

Academics    Teacher 
     Division Director 

Head of School  Adam Dubé  
Admissions   Director   Kari Dowell  
College Counseling  Director   Elizabeth Buko 
Athletics    Director   Wade Curtis   
Discipline                                     Division Director   Jason Bricker        

     Assistant Division Director Maegan Cooper 
Head of School  Adam Dubé  
  

Financial Aid   Business Manager  Beth Edwards  
Library/Media Center  Media Specialist  Elizabeth Mudrick 
Parent Association  President   Kelly DellaRocca 
         

 
Administration 

Head of School       Adam Dubé 
Director of Advancement      Bridgid Kinney 
Director of Lower School      Christine Sayers 
Director of Middle & Upper School    Jason Bricker 
Assistant Director of Middle School     Maegan Cooper 
Director of College Counseling     Elizabeth Buko 
Director of Admissions & Marketing    Kari Dowell  
Athletic Director       Wade Curtis 
Testing Coordinator       Elizabeth Buko 
Administrative Assistant       Hannah Gregory 
Executive Assistant      Jodee Ewalt 
Business Manager      Beth Edwards  
School Nurse       Lindsey Schlotzhauer 
School Receptionist      Trina Ferling 
Custodian        Julie Proctor 
School Security & Facility Coordinator    Trevor Fowler 
Center for Inspiration, Innovation, & Investigation  Wally Luther 
Communications & Advancement Assistant   Emma Caldieraro 
Facilities         Mick Corcoran  

 
Department Chairs 

Classics        Maegan Cooper 
English/Language Arts      Dawn Brown  
Mathematics       Cindy Bullard 
Modern Languages      Karen Davis 
Music, Visual & Performing Arts     Jeanne Tassi  
Science        Stephanie Golda 

  Social Studies     LS - Chris Sayers MS/US- Jason Bricker
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Middle and Upper School Faculty and Staff 
 
Classics   Maegan Cooper, Elizabeth Janda 
English  Elizabeth Buko, Lisa Montgomery, Brian Stuhlman, 

Maggie Dittmer 
Mathematics    Morched Ben-Ayed, Cindy Bullard, Victor Soria 
Media Specialist   Elizabeth Mudrick 
Modern Languages  Morched Ben-Ayed, Karen Davis, Wei Xu, Paula 

Zeitz, Monique Mendoza 
Music  Emily Edgington Andrews, Chris Vasquez, Colin    

Knoth 
Physical Education   Wade Curtis 
Social Studies   Mike Burden, Lisa McClary, Lisa Weil 
Science Stephanie Golda, John Hager, Christina Moore, 

Zoia Kopeikin 
 
Visual Arts   Jami Knight 
Performing Arts   Steve Dawson 
School Nurse   Lindsey Schlotzhauer, R.N. 
Center for Inspiration,   Wally Luther 
Innovation, & Investigation 
Learning Coach   Sarah Primmer 
School Counselors   Katy Faber, Courtney Perry 

 
Officers of the Board of Trustees  

Chair     Kate Cleavinger 
Vice Chair    Jack Miller 
Treasurer    Lisa Husa-Morrissey 
Secretary    Bridget Kevin-Myers 

 
ACADEMICS- CIS Graduation Requirements / Upper School Academic Program 

Department Requirement Freshmen Sophomore Junior Senior 
English 4.0 credits World 

Literature 
Modern 
Global 
Literature 

English 
Language or 
AP English 
Language  

English 
Literature or AP 
English 
Literature  
 

History 4.0 credits World 
History  

AP Human 
Geography 
 

AP Psychology  AP U.S. History 
 

Science 3.0 credits Students must complete Biology, Chemistry and Physics  
  

Mathematics 4.0 credits Math course sequence is determined by success in previous 
math courses and/or an assessment.  Students begin earning 
mathematics credits beginning with Algebra I; the required 
sequence continues with Geometry, Algebra II, and Pre-Calculus 
(with trigonometry).  

Modern 
Languages / 
Classics 

4.0 credits French, Latin, and Spanish are offered from level 1 through the 
AP level. Although the credits do not have to be in the same 
language, students are encouraged to study at least one 
language in depth.  Students earn credits for Latin courses in 
grades 7-8 and Spanish/French/Mandarin courses in grade 8. 

Fine Arts 1.0 credits Students choose to take courses from the following list: Studio 
Art II, Studio Art III, Chamber Choir, Jazz Ensemble, Performing 
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Service Hours Requirement  
Starting in the 2018-2019 school year all CIS US students were responsible for completing 40 
hours of service (minimum of 10 hours per year) as a part of their graduation requirements. At 
least half of these hours must be accrued outside of CIS sponsored activities.  
 Service hours may be accrued in a number of ways. In order to accrue service hours, students 
will submit online service completion forms with sponsor signatures. 
 Below are some examples: 

• Work with middle or lower school students will be offered on a number of occasions 
throughout the year.  

• Make-A-Difference Day- Students are required to sign up for at least one service 
oriented activity on this day.  

• Interact Club- Interact Club is available to US students. The group works on a variety of 
service initiatives that range in scope from local to global.  

• Completing volunteer hours with an approved organization.  
 
Advanced Placement Program 
Each year, CIS offers AP courses as listed in the Upper School Academic Program chart.  Many 
upper school classes offer non AP options and therefore students enrolled in AP classes are 
expected to take the AP exam in the spring. AP teachers and the College Counselor will advise 
students accordingly based upon progress and applicability of college course credit 
 Students may take AP exams for classes not offered at CIS; arrangements must be made 
with the Testing Coordinator by November 1 of the current school year. CIS recommends 
that students take no more than three AP classes in any academic year. Students wanting to 
take more than three AP classes are required to submit an AP Course Overload Appeal Form to 
be submitted along with course selection forms.  
 
 
Middle School Course Sequence 
Subject 6th Grade 7th Grade 8th Grade 
English English 6 English 7 English 8 

 
Latin/Classics Foundations 

of Latin→ 
Learn to 
Learn  

Latin I → 
 

Latin II 
 

Math Math 6 → 
Pre-Algebra → 

Pre-Algebra → 
Algebra I → 

Algebra I 
Geometry 

Science Life Science Earth Science Physical Science 
 

Social 
Studies 

World Geography 6  World Geography 7 
 

US History 
 

French French I A→ French I B→ French I C (daily) 

Arts. 
Physical Ed. 0.5 credits .50 credits are accumulated in 3 ways:  

1. Students may take a waiver-approved course. 
2. Letter in two CIS sports teams during one school year. 
3.  Take a semester CIS Fitness class. 

Electives 5.0 credits Students earn elective credits through aforementioned courses 
taken beyond department requirements. In addition, some 
students take online courses through approved programs; these 
are listed on a student’s transcript.  

Total Credits 25.5 credits  
Service 
Hours 

40  
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Spanish 
 
 
Mandarin 
 

Spanish I A→ 
 
 
Mandarin 1A 

Spanish I B→ 
 
 
Mandarin 1B 

Spanish I C (daily) 
 
 
Mandarin 1C 
 

Electives 
 

Band, Choir, P.E., Art 6 
*Orchestra before school 

Band, Choir, P.E. 
Art 7 *Orchestra  

Band, Choir, P.E. 
Studio Art I, Cube 
Essentials *Orchestra  

 
Grading Scale  
Your grades are primarily a reflection of your understanding of the information and material you 
cover in your classes. Grades also reflect how much effort you put into your work, how 
completely and legibly you complete your assignments, and if you have turned your work in on 
time.  
 
Your academic progress is assessed in a variety of ways. Homework, individual work samples, 
portfolios, projects, in-class work, quizzes, and tests, as well as teacher interviews, are all tools 
used to measure and monitor your academic progress. Your teachers use the following grading 
scale to assess your work: 

 
 

 
 
 
 
 
 
Grade Reporting System  
Grades are available via PowerSchool Learning electronic grading system throughout each 
semester as teachers enter them. Additionally, your grades are reported electronically four 
times a year through our school’s SIS (student information system). The school year is divided 
into two semesters. You will receive reports of your midterm grades and end-of-semester 
grades. Progress Reports are sent home mid-way through each semester and are followed by a 
Parent-Teacher conference. Teachers write comments about each student on the Progress 
Reports.  
 
Failure Policy 
A student who earned below a 70% in a class has failed the class for the semester.  If a student 
fails a class (first semester, second semester, or both semesters), a committee that may include 
the teacher, Department Chair, Head of School, and Directors will determine how that credit 
may be recovered.  Examples of credit recovery systems may include additional work, an online 
class, a summer class, or a repeat of the course in a subsequent academic year.  Students with 
failing grades at semester will be placed on Academic Probation.  Based on meetings with 
parent/s, teacher, and division director, a letter outlining a course of action will be provided to 
the student and parents.  
 
Homework Policy 
On a regular basis, middle and upper school teachers assign work to be completed outside of 
class.  There is no definite schedule of homework responsibilities; each teacher determines 
assignments based on the nature of the class and the material being covered.  If parents have 
questions about an individual teacher’s policy, they should contact the teacher for specific 
information.  Students and parents can access class information and homework schedules via 
PowerSchool Learning. 

Percentage Letter Grade GPA Points 
90% - 100% A 4.0 
80% - 89% B 3.0 
70% - 79% C 2.0 
0% - 69% F 0.0 
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The time spent on work at home depends on each student’s pace.  It may also vary depending 
on how efficiently students use available time at school (e.g., class time given to start 
assignments, Pride, lunch) as well as how efficiently students study at home, without 
distractions, (e.g. T.V., cell phone, Facebook, gaming, etc.)   If you are concerned that your 
child is consistently spending a longer time working on assignments than anticipated, please 
consider scheduling an appointment with the teacher.  Likewise, if a student regularly reports 
that he or she has no homework, a check with the teacher is in order. 
 
A) Purpose of Homework 
 

1) Homework is an integral part of the learning process. 
At CIS, homework is always purposeful and meaningful; it is never punishment.  Students 
should understand the goals and expectations for every homework assignment.  Some of 
the categories of homework that may be assigned include: 
• Additional practice to reinforce and/or strengthen skills introduced in the classroom 
• Review of terms and vocabulary 
• Guided reading of assigned literature or text materials 
• Research activities 
• Work on reports, essays, or projects of a long-term nature 
• Presentations 
• Group projects 
• Any creative extension or application of the daily work 

 
Some students will perceive that no written work means no homework; this is not the 
case.  Non-written assignments can be essential to successful demonstrations of skill 
development or content knowledge.  Reviewing vocabulary for modern languages is one 
example of a daily assignment that cannot be neglected.  Reading assignments must be 
approached with a seriousness of purpose in order for students to be prepared for class 
discussions the next day.  Studying for tests and quizzes should be done well before the 
evaluation. 

 
2) Homework is one method of evaluating student progress. 

Some homework assignments are designed to reinforce concepts that have already been 
discussed in class, while others (more so in the upper grades) are designed to preview 
and prepare for future concepts.  In either case, the teacher needs to see what the 
student’s understanding is in order to help him or her succeed at learning the concepts.  
Therefore, students should attempt every assignment even if, at the time, they are not 
fully confident that they understand all concepts.  Students are encouraged to email 
teachers with questions about assignments.  Students may expect that all homework 
assignments will be reviewed by their teacher and returned in a timely manner.  
Depending on the nature of the assignment, the review may result in a range of feedback 
from a simple acknowledgment of completion to extensive written comments and/or a 
grade.  Also, the nature of the review will determine the timeframe for returning the 
homework. When assigning and reviewing homework, quality, not quantity, is the primary 
consideration. 
 
3) Homework prepares students for more in-depth group discussions, debates, 
Socratic Seminars, labs, etc. In several upper level courses, students will gain first 
exposure learning prior to class (in assigned homework) and focus on the processing part 
of learning (synthesizing, analyzing, problem solving, or debate.) 
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B) Assistance with Homework 

Homework is a student-centered activity.  At times, parents may tend to become overly 
involved in the completion of homework tasks because they want to help their children 
demonstrate success; however, learning how to organize and prioritize tasks as well as 
taking responsibility for their own learning are essential skills for students. Being accountable 
for their own homework is one of the ways students learn these skills. 
 
There are many ways that parents can support their child’s learning.  Some of these include: 
• Establish a time and place for homework. 
• Keep distractions to a minimum, including electronic devices.  Having a quiet place to 

focus for a period of time, then taking a break for a short period helps to keep the priority 
on learning and helps students with time management. 

• Obtain supplies that your child needs. 
• Know the topics your child is studying.  Find him or her (or yourself) a book on the topic.  

Discuss at home the books your child is reading at school. 
• Read with your child, or encourage your child to read on his or her own. 
• Ask your child to re-read an essay he or she has written. 
• Help your child review for quizzes/tests. 

 
C) Due Dates 

Daily assignments usually lead into the class lesson for the next day.  A student who is 
prepared for class will make the most of the instruction of the lesson.  
 
Teachers should state when each homework assignment is due, post these assignments on 
Power School and should establish his or her policy regarding how late assignments will be 
treated in their syllabi. 
 
Students are responsible for making up assignments missed because of an absence.  If it is 
a planned absence, any assignment due on the date absent should be turned in prior to 
the absence, unless otherwise agreed upon with teachers in advance. 
 

D) Request for Homework 
Homework assignments should be posted on PowerSchool Learning daily and students 
should contact teachers with individual questions or concerns. 

 
Academic Dishonesty/Plagiarism 
Academic dishonesty is defined as intentionally using or giving unauthorized aid on any work for 
which a grade is given.  Students should observe the following guidelines: 
• Do not copy, or allow to be copied, homework or other assignments.  Working together on 

problems or making editorial suggestions on a paper is reasonable when the teacher allows 
it.  Loaning or making use of another’s finished work is academic dishonesty. 

• Do not use unauthorized notes or copy answers from another student on an exam, test, or 
quiz.  In addition, students are expected not to discuss an exam with students who have yet 
to take it. 

• Acknowledge all sources used in order to avoid plagiarism. 
 

Plagiarism is the unacknowledged borrowing from ANY source, be it oral or written.  Plagiarism 
can take many forms, including (but not limited to) the following examples: 
• Stealing someone's diction (exact word choice). 
• Stealing someone's syntax (the structure of a sentence, even when "re-worded"). 
• Stealing someone's ideas (even if rephrased). 
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• Recording, verbatim, the words and / or ideas of a tutor, parent, etc. 
• Copying homework from peers (in which case both parties are at fault). 
• Using Sparknotes or other popular study guides to write essays, research papers, etc. 
• Using online translators.  Online translators mechanically translate words out of social, 

cultural and linguistic context and do not deliver any quality work representative of your 
efforts or level.  

 
Each teacher should help his or her classes understand what constitutes cheating and 
plagiarism.  Each student is responsible for asking a teacher what aids, such as dictionaries or 
calculators, if any, are permitted for use during a test or examination.  If a teacher does not give 
specific permission for an aid, it may not be used during a test or examination.  When in doubt 
about how and when to acknowledge sources and what constitutes academic dishonesty / 
plagiarism, ask a teacher for assistance. 
 
A committee that may include the teacher, department chair, middle & upper school director, 
and head of school will discuss Acts of academic dishonesty/plagiarism.  Consequences may 
include: 
• A grade of 0% F for the work. 
• Required to redo assignment for partial credit. 
• Loss of special privileges. 
• Suspension or expulsion. 
 
Final Exams 
All students take comprehensive final exams.  Middle School exams count for 10% of the 
semester grade.  Upper school exams count for 15% of the semester grade.  Most of the exams 
are given during Finals Week in December for the first semester and in May for the second 
semester.  A more detailed schedule of final exams is provided near the end of each semester. 
 
Standardized Testing 
 
Middle School 
CIS administers the ERB Test each spring in grades 6, 7, and 8.  These tests are primarily tools 
for evaluating the CIS curriculum and for tracking the growth of students over time.  They may 
also be used to determine eligibility for special summer enrichment programs such as TIP 
(Talent Identification Program, Duke University).  Parents will receive the test results of their 
child via mail.  
 
Upper School 
The purpose of standardized testing in the upper school is for college preparation and college 
admissions. Freshmen and sophomores will take the Pre- ACT.  Sophomores and juniors take 
the PSAT (Preliminary Scholastic Aptitude Test).  Scores from the junior year PSAT are used to 
determine eligibility for the National Merit Scholarship Program.  During their junior and senior 
years, students should register for the SAT and/or the ACT. 
 
Study Halls 
When used wisely, a scheduled study hall is a wonderful resource for students.  MS students 
will be assigned to a supervised classroom. US Students will initially be assigned either to the 
College Counseling Center (structured) or US Student Center (unstructured).  US students with 
1st period study hall are expected to be at school by 8:30. Students receive no graduation credit 
for a study hall; they are not listed on student transcripts. 

 
Media Center 
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The Media Center is an integral part of the instructional program at CIS, providing access to 
print and electronic resources to enrich students’ research and reading interests. The Library 
Media Specialist and parent volunteers staff the area. Students frequent the Media Center on an 
individual, as-needed basis. Teachers may also schedule class visits to the Media Center for 
research projects and computer time. Each year, middle and upper school students participate 
in statewide reading incentive programs in which they read a list of award nominees and vote 
for their favorite through several different programs, including the Mark Twain Readers Award 
(6th), the Truman Reader’s Award (6-8th), and the Gateway Readers Award (9-12th). 
 
All students are expected to observe these guidelines from the Media Center Code of Conduct: 
 
Respect Others 
• Stay focused. The Media Center is a learning environment dedicated to reading, research, 

and quiet study. 
• Speak quietly. If people nearby or at the table next to you can hear you, you are talking too 

loudly. 
• Mute sound on all devices. Make sure they do not disturb those around you. 
 
Respect the Space 
• Keep food, drink, and candy outside. Gum is not allowed at CIS. 
• Leave it better than you found it. Pick up belongings and trash and push in chairs. 
• The Media Center may only be used for quiet study. Gathering socially or gaming on iPads 

is not permissible in the Media Center during instructional time.  
 
Respect the Resources 
• Print only what you need for school. 
• Use computers for academic purposes only.  The use of computers for social media, 

gaming, or non-school related internet searching are infractions of CIS’s Acceptable 
Technology Use Policy and disciplinary consequences. 

 
Pride 
Each middle and upper school student is assigned to a Pride, which is an advisory group of 
students of the same (MS) or varied (US) grade levels. Faculty members serve as Pride 
leaders.  Pride is a “home base” for student academic support, announcements, and social 
interactions.  It is also a place to discuss other pertinent topics specific to a grade level, e.g. 6th 
grade transition or 12th grade scholarships. Parents are encouraged to speak directly with Pride 
leaders if they have social concerns regarding their child.    
 
Pride time is an important part of the day and students should report directly to their Prides 
during the time period allotted except on assembly days. Attendance will be taken. The 
Upper School Student Center is closed during Pride time.   
 
Monday Meeting- On Mondays students will go over announcements and upcoming events of 
the week.  
 
Middle and Upper School Assembly – Assembly takes place on Fridays in the Performing 
Arts Center or Gym and is used for brief announcements, recognition, or whole group 
discussions. For items to be included, an email should be sent to the division director by 
Thursday afternoon of the previous week. Assemblies will be announced ahead of time.  On 
assembly days, students should report directly to the assigned location and sit at with Pride 
Leaders.  Phone, tablet, and laptop use is not permitted during assemblies. When assembly is 
complete, students should report to their Prides before their next class. 
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All School Assembly – Students will be reminded of All School Assembly days, which will be 
on the last Friday of each month that school is in session.  Middle and upper school will forego 
these assemblies during the months of December and May due to the scheduling of last period 
finals on the Fridays before finals week.  Additional assemblies may be added as the need 
arises. 
 
House Day and House System - All CIS students and faculty participate in the 
CIS House System. They are placed into one of 15 Houses composed of mixed grades, JK-
12th. Throughout the year Houses meet for meetings and compete together in challenges 
during All School Assemblies. The House system helps create stronger bonds among 
the members and increases school spirit. Our culminating event is House Day, held on the last 
day of school and all faculty and students are expected to attend. It is a day of fun, competition, 
and camaraderie. Additionally, everyone wears t-shirts in their own House color. 
 
Learning Coach 
The learning coach at CIS serves to help all students access curricula through teacher training, 
support, and professional development.  Students who are in need of additional support will be 
identified collectively by the classroom teacher and parents.  A referral for additional academic 
support or enrichment, and/or for educational/psychological testing will be directed to the 
learning coach. The learning coach coordinates communication between professionals, parents, 
and teachers 
 
Curriculum Night 
Curriculum Night is held in late August each school year.  On that night, parents follow their 
child’s schedule for shortened class periods.  This is a time to meet teachers, get an overview of 
the program, and sample their child’s daily routine.  Discussions about individual student 
progress should occur outside of Curriculum Night. 
 
Parent-Teacher Conferences 
CIS teachers will provide an assessment of each student’s academic progress twice per year 
during Parent-Teacher Conferences.  Pride leaders conference with Pride members to review 
grades the week of Parent-Teacher Conferences. Mid-term conferences are held, typically, on 
the Thursday afternoon and Friday following the posting of Progress Reports.  Classes are 
cancelled so that teachers may conduct conferences. Most conferences run from 3:45-5:30 p.m. 
on Thursday and 8:00 a.m.-3:30 p.m. on Friday.  Individual conferences typically last 15 
minutes.  Conference sign-ups will be sent to parents electronically a few weeks in advance. If a 
teacher's schedule becomes filled, and there is a demand for additional conferences, please 
make arrangements with the individual teacher for a conference the day before or after the 
conference date. Parents should attend conferences for any class their student is struggling in.  
 
Daily Schedule 
CIS uses a modified-block schedule.  Some elective courses only meet a part of a block.  
Students will receive a schedule template to assist them in reading their schedule of courses. 

Time Monday Tuesday Wednesday Thursday Friday 
7:45-8:25 
 

See below* See below* See below* See below* See below* 

8:30–9:15 
 

Period 1 Period 1 Block 1 Block 3 Period 1 

9:20-10:05 
 

Period 2 Period 2 Period 2 

10:10-10:20 
 

Pride/Break Pride Pride Pride Pride  

10:25-11:10 Period 3 Period 3 Block 2 Block 4 Period 3 
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11:15-12:00 
 

Period 4 Period 4 Period 4 

12:00-12:30 
 

US Lunch/ 
MS Pride 

US Lunch/ 
MS Pride 
 

US Lunch/ 
MS Pride 
 
 

US Lunch/ 
MS Pride 

US Lunch/ 
MS Pride 

12:30-1:00 MS Lunch/ 
US Pride 

MS Lunch/ 
US Pride 

MS Lunch/ 
US Pride 

MS Lunch/ 
US Pride 

MS Lunch/ 
US Pride 

1:05–1:55 
 

Period 5 Block 5 Block 6 Block 7 Period 5 

1:55–2:45 
 

Period 6 Period 6 

2:45–3:30 
 

Period 7 Period 6 Period 7 Period 5 Period 7 

3:30–4:00 
 
 

Tutorial*  
See below* 

Tutorial *  
See below 

Tutorial *     
See below 

Tutorial *   
See below 

Tutorial *    
See below 

4:00:  MS Students not in a supervised activity need to report to the media center for 
adult supervision (Lion’s Quest). US Students may remain in the US lounge after 4 p.m. 
as long as they are following school expectations. See more information in Arrival/Departure 
time of the handbook. 

* Before/after school:  Orchestra, jazz ensemble, and audition choir classes will meet in order to 
allow students more flexibility in their school schedule.  Some music classes may also have 
additional rehearsals as part of the lunch/club time.  
 
Student Schedules 
Students will receive their class schedules during supply drop-off or retreats in August.  The 
schedules are generated through BigSIS, the electronic grading and student information system 
that CIS uses.  A template of the middle and upper school schedule will also be emailed to 
students, should they wish to personalize their schedule and keep it on their school device for 
easy access. 
 
Schedule Changes 
It is important that students attend their first day of classes before requesting changes.  Due to a 
variety of factors, not every request can be granted.  Requests based on teacher preference or 
friendships will not be accommodated.  Students may add a class (if there is space) by the end 
of the first full week of school.  After that time, classes may not be added.   
 
Upper School Students may drop a non-required class prior to mid-semester progress 
reports without penalty.  Classes dropped after this time will receive a W/F (withdraw/fail) on the 
report card as well as the student transcript.  A class may be dropped at semester after grades 
are finalized.  It is strongly encouraged that upper school students maintain a rigorous and full 
academic schedule at CIS.  Online courses may be added in consultation with the director and 
college counselor. 
 
Technology Acceptable Use Policy 
It is our expectation that CIS technology resources are to be used in a reasonable, ethical, and 
legal manner in accordance with the mission and values of Columbia Independent School. 
 
This policy applies to all technology resources including, but not limited to, computers, tablet 
computers, phones, video equipment, copy machines and information devices.  The use of 
these resources is a privilege and carries with it certain responsibilities.  All technology 



CIS Middle and Upper School Handbook  13 

resources are to be used for educational purposes and with good manners.  Any user who 
violates this policy, or any applicable local, state, or federal laws, faces the loss of technology 
privileges, risks school disciplinary action, and may face legal prosecution.   
 
Best Practices 
CIS students will use technology resources in support of education.  
 
• Research must be consistent with CIS’s mission, policies, assignments, and activities. 
• Save all files directly to your CIS Google account. 
• Check your email for important announcements, homework assignments, and instructions 

every day before 8:30 a.m. 
• When in doubt, ask school personnel first. 
• Instant messaging, gaming, social media, and YouTube are prohibited during instructional 

time. 
• Do not use the still camera, video camera, or audio recording capabilities of your school 

device or any other device without consent of school personnel.  
• Do not waste network resources by downloading large files, hosting or joining a multiplayer 

game session, or by sending mass or chain emails. 
• All other devices should be turned off during instructional time. 
• Students will only use the “Students” wireless network. Any other wireless network is 

unauthorized on campus.  
• Students may not add or remove apps or content provided by the school.  In the event 

personal content prevents school apps from installation, that content will need to be 
removed. 

 
Internet Etiquette 
CIS students will abide by generally accepted rules of Internet etiquette. 
 
• Vulgar, obscene, or threatening language or material is prohibited. 
• No mean, insulting, embarrassing, or derogatory statements may be sent or communicated 

at any time. 
• Behavior on social media that violates the standards and expectations for CIS students, 

whether conducted during or outside of school hours, may face disciplinary action. 
 
Security 
CIS students will guard their identity, user accounts, electronic devices, and accessories. 
 
• Your device should be in your possession or in your locker at all times. 
• You should not reveal your password to anyone. 
• You should not allow others to use your account, device, or accessories. 
• You should not reveal or send any personal information about yourself to others. 
• Devices are allowed in the cafeteria during lunchtime, only after food and drink are removed 

from table. 
• If your device is missing, report it immediately to your division director. 
• You should not bypass the school web filter under any circumstances.  
• You should not communicate to others methods of bypassing or hacking the web filter. 
 
CIS Systems Accounts 
CIS will require the use of the following types of accounts. 
 
• Google Apps for Education access for email, calendars, and file storage. 
• Wireless network ID and password for access to CIS network. 
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• Students will also have access to PowerSchool Learning and Achieve for viewing their 
academic progress. 

 
Legal Issues 
CIS students should handle technology resources in a responsible, ethical, and legal manner. 
 
• Unauthorized or illegal use of copyrighted material is prohibited. 
• Use for any commercial activity is prohibited. 
• Students should not hide or tamper with another person’s equipment, even as a “joke.” 
• Students should not use another individual’s account, device, or accessories. 
• Students should not use any hardware or software used to bypass or interfere with network 

security is prohibited. 
• Changing/hacking the CIS network or administrator passwords is prohibited. 
• Vandalism and harassment are prohibited. See below.  

 
 

Definition of Vandalism 
Any intentional or careless attempt to damage, harm, or destroy data of another user or any 
hardware or equipment; any intentional or careless attempt to disrupt the Internet or other 
networks by installing or copying any program or introducing a virus to any technology resource; 
any attempt to access, delete, move, or alter another’s files without permission. 
 
Definition of Harassment 
The persistent annoyance of another user or the interference in another user’s work.  This 
includes, but is not limited to, sending unwanted emails, mass or inappropriate emails, posting 
anonymous messages, forging email messages and creating false social media sites in another 
person’s name.  
 
CIS has the right to restrict or terminate network and Internet access at any time for any reason.  
There will be no refund of tuition or technology fees if CIS determines it is in the best 
interest of the school to terminate or restrict a student’s access.  CIS also has the right to 
monitor network activities, student files, and student email in any form that it sees fit to maintain 
the safety and confidentiality of the school’s technology resources and to enforce the provisions 
of this policy.  
 
 
ATHLETICS AND EXTRACURRICULAR ACTIVITIES 
 
Athletic Philosophy 
The CIS athletic program is designed to provide to students in grades 7-12 the opportunity to 
participate in a competitive athletic program against other schools in the state of Missouri.  
 
All students are welcome to participate in the athletic program regardless of previous 
experience.  When a student-athlete joins a team, he/she is expected to be committed for the 
full season; choosing to drop a sport mid-season is inconsiderate to coaches and teammates.  
Coaches may establish practice attendance guidelines necessary for competition. Students who 
choose to skip practices may also forfeit their ability to compete.  It is left to the discretion of the 
coaching staff to determine the playing time of student-athletes on all teams.   
 
Students are expected to demonstrate and uphold the high standards of the CIS Honor Code 
during practices and competitions. CIS student-athletes are ambassadors of our school 
community, especially when visiting other schools and locations to compete. 
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CIS is a member of the Missouri State High School Activities Association (MSHSAA).  The 
school adheres to all rules and regulations set forth by MSHSAA regarding its athletic program 
and student-athletes. Students in grades 7-12 are eligible per MSHSAA to participate.  
 
Athletic Offerings 
CIS reviews athletic offerings on an annual basis.  Decisions are based upon available 
resources and student interest. 
 
Fall Winter Spring 
MS/US Cross Country (B/G) MS/US Basketball (B/G) MS/US Track (B/G) 
MS/US Soccer (B/G)  MS/US Tennis (B/G) 
MS/US Girls Volleyball   

 
Cooperative Sponsorships 
CIS has the ability to arrange cooperative sponsorships with other schools in the Columbia area 
for the purposes of expanded athletic opportunities.  Students who are interested in a sport not 
offered at CIS should speak with the Athletic Director about exploring cooperative sponsorship 
opportunities. Currently, CIS has cooperative sponsorships with Hickman High School. 
 
Academic Eligibility 
In accordance with MSHSAA guidelines, student-athletes must have earned a minimum of 3.0 
credits prior to the semester of participation.  In addition, the student-athlete must currently be 
enrolled in a minimum of 3.0 credits during the semester of participation.  Online and college 
courses count toward this minimum enrollment. 
 
Attendance Eligibility 
In accordance with MSHSAA guidelines, if a student misses class(es) without being excused by 
the MS/US Director, the student shall not be considered eligible for athletic competition on that 
date.  Furthermore, the student cannot be certified eligible to participate on any subsequent 
date until the student attends a full day of classes. 
 
Athletic Letters 
Student-athletes, who participate at the varsity level and fulfill requirements, as set forth by the 
Athletic Director, will receive a varsity letter.  Athletes, who participate at the junior varsity level 
and fulfill requirements, as set forth by the Athletic Director, will receive a junior varsity letter. 
 
Clubs, Competitions, and Organizations 
Getting involved in extracurricular activities provides fun, social interactions, competition, 
leadership, and stewardship opportunities for our students and is essential for a positive school 
culture. Clubs range from academic interests to recreational pursuits and include organizations 
that have requirements for membership, e.g. Student Council, NJHS and NHS.  CIS also has 
competitions that have limited time periods during the school year for preparation and academic 
events.  A complete list of clubs is revised each school year and communicated to students.  
Students who have an idea for a club may discuss with the division directors.  Each club 
should have a teacher sponsor who should be in attendance for meetings and functions. 
 
Here are some examples of existing activities.  Please refer to our website for a comprehensive 
list: 
Activity Description 
Language Clubs 
(French, Spanish,) 

Students of any grade are welcome to participate. Students enjoy 
language conversation and cultural experiences together. 

Math Team  Math team is open to MS students who meet to solve fun problems 
and logic puzzles.  They also have the opportunity to participate in 
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a variety of math competitions including regional Math Counts. 
Science Olympiad Students prepare for the regional competition in February.  Events 

range from building and calibrating mechanical items to preparing 
for exams. 

Student 
Ambassadors 

Students apply to work with the Admissions Department. 
Ambassadors provide assistance and tours at Prospective Student 
Open Houses. They also act as hosts for prospective students 
visiting CIS classes. 

Student Council 
(StuCo) 

Peers elect students to this organization. In addition to selecting a 
President, Vice-President, Treasurer and Secretary, students also 
elect two students from each grade to represent them. 

Middle school competitions include:  Academic Team, Math Counts, Spelling Bee, and Geo 
Bee.  Upper school competitions include:  Academic Team, Math Counts, Model UN, Interact, 
and Poetry Out Loud.   
 
National Junior Honor Society  
At the end of 7th grade, students in good academic standing (3.25 GPA) are eligible for 
induction. See NHS below for information on other criteria considered for membership. 
 
Service: Service is defined through the voluntary contributions made by a student to the school 
or community, done without compensation and with a positive, courteous, and enthusiastic 
spirit. 
 
Leadership: Student leaders are resourceful, good problem solvers, promoters of student 
activities, idea contributors, dependable, and exemplify positive attitudes about life.  Leadership 
experiences can be drawn from school/community activities while working with others. 
 
Character: The student of good character upholds principles of morality and ethics, is 
cooperative, demonstrates high standards of honesty and reliability, shows courtesy, concern, 
and respect for others, and generally maintains a lifestyle of integrity. 
 
Students should be notified of their academic eligibility along with an application process in early 
spring. A faculty council discusses each candidate with respect to these criteria in order to 
determine the final slate of inductees.  Students who are to be inducted into NJHS should be 
notified of their induction by the beginning of each May.  Students should continue to exhibit 
excellence in the areas of scholarship, leadership, service (at least ten hours/year) and 
character in order to remain a member of NJHS through ninth grade. 
 
 
RESPONSIBILITIES AND PRIVILEGES 
 
Arrival and Departure 
Arriving to and departing from school on time is extremely important for maintaining smooth and 
efficient school operations.  In order to prepare for your day, students should arrive at school by 
8:20 a.m. This allows enough time for students to visit their lockers to prepare for 1st period, 
which begins promptly at 8:30 a.m.  Doors open for students at 7:40 a.m.  Upon arrival, MS 
students may briefly visit lockers and then report to the cafeteria until 8:25. 
 
US students who drive to school should park in the NORTH parking lot.  Students who are 
driven to school should enter the NORTH parking lot.  Drivers should follow the cones around 
the outskirts of the lot and drive up to the front door via either drop off loop.  Following this 
process avoids unsafe back up on Stadium Boulevard.  Students--please be ready to depart 
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when your ride stops to avoid congestion in the loops.  Always check prior to crossing to the 
front door. 
 

 
Late Arrivals 
Students who arrive after 8:30 a.m. should first check in at the front office then proceed 
quickly and quietly to class. Documented tardies for late arrivals to class can have 
consequences that occur after repeated late arrivals (see discipline).   

 
Departures 
The last period of the day ends at 3:30 p.m.  Students who are picked up by someone 
are expected to remain on the CIS campus until their ride arrives.  Students may arrange 
to meet with a teacher for academic assistance until 4 p.m.  After 4 p.m., any middle 
school student NOT in a supervised activity should report to the media center and check 
in with the after school supervisor (Lion’s Quest).  See After School Supervision for 
more details.  Upper school students who are studying or working on a group project 
may work in the US Student Center. 
 
If a student is involved in a faculty-sponsored club or activity, he/she should make 
arrangements to be picked up after the activity ends. To avoid delays in the pick-up 
process, sponsors should communicate an ending time and request that all families 
arrange pick-up in advance of the activity ending. It is important that students depart on 
time, as a courtesy to teachers, sponsors, and coaches.  Students should wait inside the 
Main Entrance foyer near the North Parking Lot or in reception area for their ride.  

 
After School Supervision 
All middle and upper school students not involved in a supervised activity with a teacher should 
report to the media center at 4:00 p.m. This assists CIS with knowing who is left in the building 
(safety purposes) and provides supervision of those students until a parent can pick up.  This 
includes children who are here while a parent may be in a meeting or working in order to be fair 
and equitable for all remaining students. 
 

Middle School 
Lion’s Quest (for students in 6-8) is a supervised study hall in the media center from 
4:00-5:30 p.m. provided to CIS students for a small fee. Students may access the media 
center computers for homework only.  The same technology agreement applies after 
school with the use of these resources.  A student may use personal electronics, if done 
in a quiet manner, for non-school related purposes; however, students may not surf the 
internet, watch movies, or do gaming together on personal electronic devices as this 
may become distracting to others who are studying. Students should report to and be 
respectful of the supervisors in this area.  Parents may call the main number when they 
are on their way so a student can be waiting at the North entrance for pick up.  It is not 
necessary for MS parents to come in and sign out a child.   
 
Upper School 
Upper school students may remain in the Upper School Student Center to work quietly 
after school, once they check in with supervisors so they know who remains in building.  
Appropriate school behavior as well as the same technology rules described for middle 
school applies. It is also important that the Student Center is cleaned up before leaving 
in order to continue this privilege. The after school supervisors may also supervise this 
area, so it is important to be respectful and follow their guidelines.  US students should 
depart prior to 5:30 p.m. when the receptionist does the final sweep of the building. 
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Attendance 
Your daily presence at school is expected. School is more than assignments. It is the aggregate 
of countless experiences–group interaction and problem solving, dialogue, science labs, 
testing/exam practice, and more. While some assignments can be “made up,” much is lost when 
you miss the learning as it takes place at school. Please make every effort to come to school on 
time every day we are in session. Absences that exceed 10 in a year are considered excessive 
unless a student has medical documentation from a physician. 
 
The dates of school vacations are listed on the CIS calendar.  We strongly urge parents to plan 
family vacations within these dates.  Some vacation and travel experiences have educational 
value, but extending vacations into classroom time usually disrupts your child’s progress and 
interferes with planned learning.   
 
Teachers are not expected to do extraordinary preparation in providing homework or “catch up” 
activities for students who miss an excessive number of days of school without medical 
documentation.  Teachers need to remain focused on students in attendance. 
 
If your child is unable to come to school for an unplanned reason, please call the school office 
between 7:40 and 8:30 a.m. to let us know the reason for his/her absence. Homework 
assignments should be posted on Power School Learning daily and students should contact 
teachers with individual questions or concerns. 
 

College Visits 
To limit the number of absences from upper level courses, it is good to schedule these 
on non-school days or limit to no more than four per year.   

 
Emergency Procedures 
CIS has emergency procedures in place for fire, weather, and security purposes.  Drills will be 
held periodically during the year for each of these situations.  Students are expected to take 
drills seriously by following all directions given by school personnel.   
 
Food and Drink 
One of the ways we keep our school environment appealing and suitable for educational activity 
is to limit where people eat and drink.  Food and drink are not allowed in the Media Center or in 
Perry Hall.  Drinks/snacks may be consumed in the US Student Center, as long as trash is 
discarded appropriately and the floor remains clean.  Lunch should NOT be eaten in the US 
Student Center.  Always remember to dispose of your trash and recyclables properly.  
 
Guest Policy 
Students should not invite peers from other schools to attend classes or arrive unannounced on 
school days.  Likewise, CIS students should not show up at other schools in the community 
when we are not in session, without having permission from that school or attending student. If 
special circumstances arise and a school-aged guest is to be allowed to visit classes, 
arrangements must be made with the division director at least one week prior to the scheduled 
visit.  Most visits are approved for a partial day only.  Students should not invite students from 
other schools to visit during lunch.  Juniors and seniors who have off campus lunch privileges 
may join others for lunch.  On occasion, guests may be allowed to attend school-sponsored 
functions.  See the social events section for school-sponsored functions. 
 
Lockers 
Each student is provided a locker to use during the school year.  If a student chooses to place a 
lock on his/her locker, a copy of the combination or key should be provided to the division 
director.  All academic materials should be stored in lockers.  If necessary, only coats and 
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closed backpacks should be arranged in a neat fashion on top of the locker; these items should 
be removed at the end of the school day.  Lockers may be decorated inside with school-
appropriate items using magnets; no tape or glue should be used to attach items to lockers.  A 
student’s locker is school property and may be inspected at any time by a school official.   
 
Lost and Found 
When you discover misplaced books, supplies, electronic devices, or articles of clothing that do 
not belong to you, bring such items immediately to the division director. A Lost and Found area 
for middle and upper school is next to the south doors in the cafeteria.  Small items, jewelry, and 
electronics will be taken to the main office for retrieval.  Items in the lost and found area will be 
removed periodically for cleaning purposes.  If items are not claimed at these times, they will be 
donated to a charitable organization.  
 
Personal Electronic Devices 
Personal electronic devices are to be off during instructional time, this includes meetings or 
other activities before, during, or after the school day.  Students who need to make a phone call 
during class may use the phone in the school office.  Likewise, parents should not call or text 
their child’s cell phone during class time.  Students may check messages at lunch, but if a 
parent needs to contact at any other time, please call the school office (777-9250).  The only 
exception to this rule is that US students are free to use phones or music devices in the US 
Student Center provided that the sound is not distracting to others (use earbuds; no talking on 
phone).   
 
Posting Flyers/Signs 
Students should receive permission from a division director before posting any flyers or signs 
anywhere on campus.   
 
Social Events 
You may attend a variety of school-sponsored social events throughout the school year. Events 
may be strictly for one division or may involve middle and upper school together. Faculty 
chaperones are present at school social events. All school rules apply at school social functions, 
although the dress code may be modified to fit the tone of the event.  On occasion, guests are 
allowed to attend school-sponsored functions and are expected to abide by the same rules as 
CIS students.  Invited guests should complete a guest form at least 24-hours before the event. 
 
Stewardship 
Stewardship involves taking care of possessions, equipment, and facilities while at school. 
Students are expected to take proper care of possessions as well as school equipment and 
facilities. Students are also expected to clean up after themselves and keep the school looking 
neat and clean, including picking up trash from floors in the classrooms, hallways, US Student 
Center, and restrooms.   
 
Student Drivers 
Students are expected to drive slowly in the parking lot for safety purposes; they must be aware 
of other school families and students in the lot.  The school reserves the right to suspend the 
privilege to park on school property if safety guidelines are not followed. 
 
Lunch and Activity Time 
Lunch is catered for CIS students by Fresh Ideas and included in student tuition.  Lunch for 
upper school students is from 12:0-12:30 p.m. and lunch for middle school students is from 
12:30-1:00. Please use good manners while eating together.  When students are finished 
eating, they are expected to take silverware, trays, recycling, and trash to the drop off station, 
clean their table spot and chair with a spray bottle and cloth and push in their chair. 
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• Going outside:  Students in 6-12 may go outside (South Grounds) after eating in the 
cafeteria. Students in 8-12 may eat outside as long as they clean up their eating area.   

• Upper School: The Student Center should not be used for eating lunch unless students are 
attending a teacher directed meeting in this area.  All trash with food must be removed from 
the Upper School Student Center immediately after a meeting. 

 
Students may socialize in the cafeteria area or Stone Hall.  Students should not be in hallways, 
unsupervised classrooms, or changing rooms during this time until they go to lockers in 
preparation for their next class. 
 
Students in 8-12 Grades May Eat Outside.  Clean-up rules also apply outside in order to 
continue this privilege. 
 
Clubs/Organizations 
Students may get their lunch and go to a room for a club or organization meeting, e.g. Student 
Council, NJHS, Quiz Bowl. Please return trays before 1 p.m. to the cafeteria. 
 
Class Rehearsals 
In order to provide more options in music and band electives, these courses will meet either 
before or after school as well as lunchtime.  For example, students who opt to audition for 
Madrigal Choir will have a lunch rehearsal time.  Students should get in line immediately after 
class, then go to their respective classrooms for rehearsals. This allows for both middle and 
upper school levels to practice together, which can’t be done during the normal course 
schedule.  The teachers of these classes will provide more information. 
 
Lunch (off campus) 
Students at CIS in their junior and senior years are offered the privilege of an open campus.  
Open campus will be defined as the ability for a student to leave campus during lunch (12:00– 
12:30) and also after his or her last obligation of the day.  In order to receive the privilege, the 
student and his/her parent(s) are expected to agree and adhere to the following guidelines: 
• The student should be in good standing with respect to school rules and any subsequent 

disciplinary matters. 
• The student should sign OUT on the clipboard at the main receptionist’s desk each time 

they leave campus.  Students are expected to sign IN on the clipboard when returning to 
school. 

• The student may not take other CIS students or siblings that are not in 11th or 12th grade. 
• The student may not bring back food for others.  Students may not order food to be 

delivered, unless his/her parent brings in the food. 
 
In order to keep open campus privileges, students are expected to remain in good academic 
standing, exemplify the CIS Honor Code, and follow the above rules.  A student may lose open 
campus privileges temporarily or permanently. 
 
Textbooks 
When a course requires a use of a textbook, you are assigned one for a period of several days 
up to the full year. Textbooks are stored and managed through the media center. Students are 
expected to be responsible for the textbook and its condition. Students should not write in or use 
a highlighter in a school textbook. If a textbook is to remain in the classroom at all times, 
students should not take it to their locker or bring it home. Some consumable texts/workbooks 
are charged to students for their use.  If you damage or lose a textbook, you may be 
required to pay a fine prior to the release of your grades. If a textbook is not returned, 
you can be charged a replacement cost. 
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US Student Center 
 
The US Student Center is a privilege afforded to upper school students.  The Student Center is 
a place where students can go to work quietly or to socialize.  Food and drink are allowed in the 
student center but lunch should be eaten in the cafeteria, (or outside).  Students may also use 
electronic devices with headphones/earbuds (no talking on phones). 
 
It is the responsibility of upper school students to keep the Student Center clean and in good 
order.  In order to accomplish this, the following things must be done on a daily basis and upper 
school prides rotate through a weekly cleaning schedule 
 
• All trash is picked up. 
• Trash is emptied into the larger cafeteria trashcans or the dumpster. 
• The furniture is arranged in an organized fashion. 
• Personal items are stored in the student center. 

 
The following things must be done on a weekly basis: 
• The floor is vacuumed. 
• The tables and surfaces are wiped clean. 
 
The US Student Center may be closed to everyone if the cleaning tasks are not accomplished. 
 
Individual students can lose lounge privileges if they are students of concern, on academic 
probation, or behave in a way unfitting to deserve the privilege.  
 
Dress Code 
 
(Adapted from Pembroke Hill School Dress Code) 
While students are encouraged to express their creativity and individuality in many ways at CIS, 
the dress code is intended to provide equity that does not reinforce stereotypes or increase 
marginalization of any individual or group. We have a diverse student body, and the dress code 
should account for this diversity. We expect students to appear at school neat, clean, and 
presentably dressed per the dress code and guidelines for spirit days and special event days. 
 
Philosophy 
The dress code reflects our core values: Integrity, Trust, and Responsibility 

• The student dress code supports our goal of inspiring students to learn while leaving 
primary decisions around student clothing and style to students and their 
parent(s)/guardian(s). For this reason, the middle and upper schools do not have a 
school uniform. Our expectation is that students will be responsible and held 
accountable for abiding by the dress code and for compliance with the policy during 
school hours and school activities. 

• Enforcement of the dress code should not interfere with educational access. Teachers 
will focus on teaching without the additional and often uncomfortable burden of dress 
code enforcement. If a student is in violation, he/she will be electronically reported by the 
teacher and/or division director. 

 
Guidelines 
Private body parts must be covered for all students at all times. Clothes must be worn in a way 
such that they are not revealing and the fabric must be non-transparent. 
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Students Must Wear: 
• A shirt with non-transparent fabric in the front and back, and covers to the top of pants or 

equivalent at all times; AND 
• Pants, skirts, shorts, and dresses in good repair (no holes, cut-outs, rips, or tears) that 

extend past a student’s fingertips when arms hang loosely by their side; AND 
• Shoes. 
• Hair should be well-groomed, clean, neat and natural in color. 

 
Students Cannot Wear: 

• Blue jeans except on Spirit Days and other announced days during the school year; 
• Athletic wear of any kind including athletic shorts, shirts, yoga pants, or leggings worn as 

an outer garment; 
• Clothing with graphics of any kind other than logos smaller than 3” (approximately the 

size of a credit card); 
• Sleeveless shirts worn without an overshirt; 
• Clothing with words with the exception of authorized CIS spirit wear on CIS spirit days or 

clothing advertising colleges or universities; 
• Any clothing that reveals visible undergarments; or 
• Hats or headwear, except as a religious observance. 

 
These dress code guidelines  apply to regular school days and sponsored activities. Dances, 
semi-formals, ceremonies, and sporting events may have additional guidelines. 
 
 
PERSONAL CONDUCT AND EXPECTATIONS 
 
Disciplinary Process 
Infractions of the CIS Honor Code will be reviewed by a division director in consultation with any 
faculty members directly involved in the incident.  Repeated violations or those of a more 
serious nature will be discussed with the Head of School and may be subject to the disciplinary 
committee process. The disciplinary committee is comprised of teachers of the involved student, 
the division director, and the head of school. 
 
While it is impossible to address every situation or incident that may arise, the following 
information has been developed for the purpose of providing guidance to the students, parents, 
faculty, and administration.  Typically minor offenses start with lunch detentions.  Students who 
repeatedly violate the standards for conduct will meet with the division director along with 
his/her parents and possibly the head of school.  For instances involving serious offences, a 
discipline committee consisting middle and upper school faculty, the middle and upper school 
director, and the head of school will convene.  Completing a detention takes precedence over 
school sports or other activities.  School (community) service may also be a part of the 
consequence.  The nature and seriousness of a particular situation or incident may result in 
disciplinary action by the administration which is less than or which exceeds that set forth in 
these guidelines.   
 
Attendance Issues Consequences 
Absence  An intentional absence from school without the prior consent of parents 

and/or school officials 
 Minimum Maximum 
First Offense Warning/loss of work credit Suspension 
Repeat Offense Refer to the Discipline 

Committee 
Expulsion 

Tardy >5 /class in a 
semester 

Any student who is not physically present at the beginning of class, Pride, 
class meetings, or assembly. To provide some flexibility, each student 
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receives five tardies per semester without penalty.  After the fifth tardy to 
the same class, the following consequences occur:  

 Minimum Maximum 
First Offense Lunch Detention Lunch Detention and loss of work credit 
Repeat Offense Progressive detentions (after 

school) and loss of work 
credit 

Refer to the Discipline Committee 

Personal Conduct  Consequences 
Dress Code Violation Any violation of the CIS dress code  
First Offense A warning will be sent via email to the student by the teacher or 

administrator who notices the violation indicating the specifics of the 
violation. The student will be expected to address the violation. The 
division director will be copied on the email. 

Second Offense Same as 1st offense; however, the student’s parent/guardian will also be 
copied on the email indicating the violation. 

3rd, 4th, 5th Offense  In addition to the warning emails above and addressing the violation, the 
student will receive a lunch detention. 

6th Offense  A student may be referred to a discipline committee for repeatedly 
choosing to violate the dress code. 

Academic Dishonesty An act of representing another’s work as one’s own – this includes 
cheating and plagiarism.  Students who knowingly share their work with 
others are also guilty of academic dishonesty. 

 Minimum Maximum 
First Offense Loss of work credit Detention and loss of work credit 

Repeat Offense Refer to the Discipline 
Committee 

Expulsion 

Violation of 
Technology 
Acceptable Use Policy 

Any action that violates the Technology Acceptable Use Policy. A 
violation of the AUP could also be a violation of other student guidelines. 

 Minimum Maximum 
First Offense Warning Loss of access to network / suspension 
Repeat Offense Detention/Loss of access to 

network 
Suspension/Expulsion 

 
Behavior Issues Consequences 
Electronic Devices Cell phones or other electronics that are used or heard during class, 

causing a disruption to instruction or learning. 
 Minimum Maximum 
First offense Warning Phone/device returned end of school day 
Repeat offense Progressive detentions, 

phone returned end of day. 
Suspension 

Disruptions Intentional acts, behaviors, or conduct in the classroom, on school 
grounds, or at off-campus school events which interfere with an orderly 
environment or which are detrimental to the reputation of CIS. 

 Minimum Maximum 
First Offense Warning  Detention 
Repeat Offense Parent Meeting & Detention  Suspension/Expulsion 
Bullying  Repetitive, unwanted aggression, typically within the context of a power  

Imbalance (e.g. age, size, number of people, social capital). Bullying 
can take any of the following forms:  verbal (taunting, teasing), physical 
(hitting, shoving), relational (intentionally excluding from a group), 
 cyber-digital (use of social media to defame or emotionally harm),   
hate- motivated (bias based on ethnicity, religion, sexual orientation, 
gender identity, etc.) retaliatory in nature- physical or emotional abuse 
as a result of bullying being reported  

 
 Minimum Maximum 
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First Offense Teacher meets with student in 
question. Teacher meets with 
targeted individual separately and 
documents conversation. Division 
director notifies parents. Warning 
is given. 

Suspension 

Repeat Offense Disciplinary Committee  Expulsion 
Foul Language The use of any language, either verbal, written, or obscene gestures, 

which is offensive to modesty or decency (directed to self, peers or other 
students) 

 Minimum Maximum 
First Offense Warning Detention 
Repeat Offense Parent Meeting & Detention Suspension 
Serious Offenses Consequences 
Drug/Alcohol Use Any use or possession on campus or at any school activity on or off 

campus.   
 Minimum Maximum 
First Offense Refer to the Discipline 

Committee 
Expulsion 

Second Offense Suspension Expulsion 
Fighting/Aggressive 
behavior 

Any action that can be defined as scuffling (shoving or pushing), fighting 
or assault (intentionally, knowingly, or recklessly causing injury to 
another person) 

 Minimum Maximum 
First Offense Detention Suspension 
Repeat Offense Suspension Expulsion 
Stealing The unlawful taking or disposition of property of another. 
 Minimum Maximum 
First Offense Detention Suspension 
Repeat Offense Refer to the Discipline 

Committee 
Expulsion 

Vandalism The willful or malicious destruction or defacement of any property 
belonging to another student, faculty, staff, or the school 

 Minimum Maximum 
First Offense Detention and restitution Expulsion and restitution 
Repeat Offense Suspension and restitution Expulsion and restitution 
Weapon Possession / 
Use 

Possession at school or at any school sponsored event a knife, firearm, 
or other device, which by its nature or use can cause or is intended to 
cause injury to a person or property.  When legal items (i.e. scissors, 
pens, rulers, etc.) are used to threaten another person, they are 
considered to be weapons. 

 Minimum Maximum 
First Offense Refer to the Disciplinary 

Committee 
Expulsion and Police Report 

 
CIS reserves the right to suspend or dismiss a student at any time during the school year if, in 
the judgment of the Head of School, the student’s effort, progress, behavior, or influence is 
unsatisfactory, or the student’s physical or mental condition could endanger other students or 
staff members, or the student’s continued presence at the school threatens the financial well-
being of the school.  There will be no refund of tuition when a student is suspended or 
dismissed, and any unpaid balance is payable in full and in accordance with the payment 
schedule. 
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Student Search Policy 
 
Only a member of the Columbia Independent School Administration team will only conduct a 
search of a student. School lockers, desks and other district property are provided for the 
convenience of students and, as such, are subject to periodic inspection without notice. 
 
Student property may be searched based on reasonable suspicion of a violation of Columbia 
Independent School rules, policy or law set forth by Missouri Statute.  Reasonable suspicion 
must be based on facts known to the administration, credible information or reasonable 
inference drawn from such facts or information. The privacy and dignity of students shall be 
respected.  
 
CIS retains the authority if reasonable suspicion exists that a violation of CIS policy or a law 
violation has been committed, to search any vehicle parked on school grounds.  The scope of 
the search will be limited to the interior of a student's automobile that is in “Plain View” which is 
defined by Missouri State Statute on school premises.  
 
The administration may contact law enforcement officials to perform a search if the 
administration reasonably suspects that a student is concealing controlled substances, drug 
paraphernalia, weapons, stolen goods or evidence of a crime beneath his or her clothing and 
the student refuses to surrender such items.  Law enforcement officials may be contacted for 
assistance in performing a search in any case in which a student refuses to allow a search or in 
which the search cannot safely be conducted. 
 
 
ADDITIONAL INFORMATION FOR FAMILIES 
 
Communication 
CIS encourages open and honest communication between home and school. The school is a 
constant advocate for each student, and discussions about successes as well as concerns are 
encouraged. Parents and teachers working together as partners promote positive growth in 
children. 
 
When parents are going out of town for any period of time, we ask you to provide the following 
information to the school office: 
• Dates of departure and return. 
• Name of adult responsible for the child. 
• Telephone number (home and office) of responsible adult. 
• Updated emergency contact people including phone numbers and email. 
• Emergency telephone number for parents. 
 
Teachers are available to discuss parental concerns or observations.  Walk-in meetings are 
discouraged, out of respect for the teacher’s primary task of preparing for each school day.  
Parents are asked to email teachers to request a meeting. 
 
The division directors contribute to the Lion’s Letter sent electronically to parents each 
Thursday.  See Middle School/Upper School links from the main page.  The division specific 
pages include important information about upcoming events and activities. In addition, student 
groups or individuals may be recognized for achievements. If you are not receiving the Friday 
Lion’s Letter, please contact the school receptionist to resolve the problem. In addition, MS and 
US students are emailed announcements from division directors each Friday afternoon or 
Monday morning for a quick check of all events for the upcoming week.  
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Efficient and effective communication can be achieved by contacting faculty and administration 
in the following order: For Academic Issues: 
Teacher Contact the classroom teacher by email or phone for issues 

that pertain to an individual class. Walk-in meetings are 
discouraged out of respect for the teacher’s class preparation 
time. Teachers will return your calls and emails within one 
school day. 

MS/US Director Contact the director for academic issues that cannot be 
resolved at the department chair level. 

Head of School 
 

Contact the HOS for issues that cannot be resolved at the 
Director level. 

 
For Non-Academic Issues: 
  Pride Leader Contact your child’s Pride leader for issues that pertain to non-

academic concerns. Please follow the same guidelines as 
above. 

  MS/US Director Contact the director for issues that cannot be resolved at the 
Pride leader level. 

  Head of School 
 

Contact the HOS for issues that cannot be resolved at the 
director level. 

 
 
Parent Code of Conduct  
Success with our students relies on partnering with families. Effective communication is critical 
and parent concerns about students, teachers, or staff should follow the guidelines established 
above. All communications with school personnel should be respectful in tone and content, as 
children often learn through observing adults, and respectful communications may facilitate the 
type of partnership and cooperation CIS strives to achieve with parents.  Sharing concerns 
among the wider community or the spreading of gossip in the CIS community undermines the 
family-school partnership and is disruptive to the school community. This includes student 
behavior, the disciplinary process or teacher performance. Expectations of parent behavior 
mirror that of students, teachers, and staff.  

 
Columbia Independent School reserves the right to impose any of the following restriction to 
parent(s) who do not respect the boundaries of communication established above: 
 
• Limiting the number and types of communication with teachers, staff, and/or administrators.  
• Restrict or remove access to the building. 
• Dismissal of the family from the school. 
 
Mandated Reporting 

All Columbia Independent School faculty, counselors, and administrators are, by law, mandated 
reporters as provided by section 210.115. A mandated reporter is any person with the 
responsibility for the care of children. When a mandated reporter has reasonable cause to 
suspect that a child has been or may be subjected to abuse or neglect or observes a child being 
subjected to conditions or circumstances which reasonably result in abuse or neglect, that 
person shall immediately report to the children’s division in accordance with provisions of 
sections 210.109 to 210.183. We ask families to understand and support our school’s role as 
mandated reporters. 
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Dietary Restrictions 
Please notify the school of any food allergies your child may have by completing the dietary 
restrictions form on the downloads section of the CIS website (www.cislions.org/downloads). 
 
Emergency Contact Information:  Parents complete and update this information electronically 
each year through Achieve, our student information system. The information is provided to 
teachers during extended field trip activities for emergency information.  Additional information 
should be communicated directly to the school nurse. 
 
Health, Safety, and Wellness 
CIS is committed to promoting the health, safety, and wellness of every student.  We appreciate 
your cooperation and support as we care for your child while he/she is at school. 
 
Mental Health 

The role of the student counselor is to support students in the areas of social, emotional, and 
character development in collaboration with guardians, teachers, and administrators. The 
counselor is available to students by appointment as well as a drop in basis if available. The 
counselor may meet with students individually or as a member of a support group. The 
counselor works with classes and grade levels as an educator of social and emotional topics 
relevant to their developmental ages. 

When working with a student individually, the counselor will seek permission from the 
guardian(s) after a couple visits.  Guardians will be asked to complete a permission form. This 
allows the counselor to meet with the student regularly for a short period of time. CIS is not a 
therapeutic setting, therefore the counselor will share resources with families when a student is 
in need of ongoing counseling or when the need of the student extends beyond his/her 
professional level of competency. Our counselor will then work in conjunction with the outside 
therapist, when granted permission by the guardian(s) to support the student at school. 

Conversations with the counselor will be held in total confidence unless information is disclosed about 
plans to harm oneself or someone else, abuse is indicated, or illegal action is being planned. By law, these 
things must be reported, investigated, and proper action taken. 

 
Illnesses 
In accordance with the Department of Health, the following illness symptoms will be used as 
guidelines when determining if a student should be sent home from school: 

• Flu symptoms (headache, stiff neck, vomiting, diarrhea). 
• Severe coughing. 
• Pink eye:  tears, redness of eyelid lining, irritation, swelling and/or discharge. 
• Unusual spots or rashes. 
• Sore throat with trouble swallowing. 
• Fever over 100 degrees Fahrenheit by mouth. 

 
It is school policy that a student should remain home when ill, both for the benefit of the child 
and for the protection of other students and teachers. Students should be kept home for 24 
hours after fever or infection.  
 
Inclement Weather Policy 
For safety reasons, CIS may decide to delay or cancel classes, in case of inclement weather.  
Every effort will be made to announce a delay or closing no later than 6:00 a.m.  Please monitor 
the following sources for information: 
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CIS web site: www.cislions.org  
 
CIS Facebook Page: www.facebook.com/cislions 
 
CIS Main Office message: (573) 777-9250 

 
Television: 

KOMU, Channel 8 
ABC-17, Channel 17 

 
CIS will send out an email announcing school cancellations.  Parents may opt-in to receive text 
alerts as well through SchoolMessenger.  Information on how to opt-in can be found on the 
downloads section of our website (www.cislions.org/downloads). 
 
The school recognizes that parents must use their best judgment regarding the decision to 
travel during inclement weather.  If CIS is in session but you are concerned about getting your 
child to school, please contact the appropriate divisional office to notify us of your situation. 
 
Medical Restrictions 
If your child needs to be restricted from PE class, please notify the PE teacher and school 
nurse. 
 
Parent Association/Volunteering 
All current CIS parents are members of the CIS Parent Association.  The Parent Association 
exists to further the mission of the school through a combination of volunteer work, fundraising, 
education, and special events.  Becoming involved in the Parent Association is a great way to 
meet other parents, become an active part of the school’s life, and join the school community. 
 
Please feel free to contact the PA President for further information at cispa@cislions.org.  You 
may also want to check the CIS website under Parent Association for a complete list of officers 
and activities. 
 
School Safety 
All exterior doors are locked during school hours, except for the Main Entrance.  A school 
receptionist is always present at the Main Entrance.  All visitors must check in with the school 
receptionist prior to entering the building.  Safety drills (tornado, fire, lockdown) are practiced 
routinely throughout the school year. 
 
Conclusion  
Thank you for taking the time to read this important information.  We look forward to an 
outstanding year full of inspiring ideas, lively discussions, exceptional class work, and lots of 
school spirit!



CIS Middle and Upper School Handbook  29 

 
 
 

Columbia 
Independent School 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Middle and Upper School 
Addenda 

College Counseling 
 

2019-2020 
 



CIS Middle and Upper School Handbook  30 

 
	  
	  
	  
	  
	  
	  

	  
Columbia	  Independent	  School’s	  demanding	  and	  dynamic	  curriculum	  and	  our	  many	  
opportunities	  outside	  the	  classroom	  serve	  to	  cultivate	  introspective,	  innovative,	  and	  interesting	  
young	  people	  who	  become	  engaged	  participants	  in	  their	  collegiate	  careers	  and	  beyond.	  With	  
this	  in	  mind,	  we	  strive	  to	  demystify	  and	  humanize	  the	  college	  search	  process	  by	  placing	  the	  
focus	  on	  each	  individual	  student	  and	  his	  or	  her	  needs.	   
 
Our	  college	  counselor	  works	  with	  all	  students	  and	  their	  parents	  through	  the	  college	  search	  and	  
application	  process	  to	  develop	  and	  foster	  the	  following	  qualities	  in	  students: 
	   
·∙      Self-‐Awareness	  and	  Authenticity:	  	  Occurring	  over	  four	  years	  of	  high	  school,	  the	  college	  
search	  process	  ultimately	  rests	  upon	  the	  work	  of	  self-‐discovery	  and	  will	  focus	  on	  “fit”	  in	  a	  way	  
that	  helps	  students	  identify	  their	  own	  focus	  and	  goals	  in	  life.	  	   
·∙      Initiative	  and	  Independence:	  Students	  are	  responsible	  for	  labor-‐intensive	  tasks	  such	  as	  
researching	  colleges,	  knowing	  and	  meeting	  deadlines,	  and	  staying	  organized.	  They	  should	  take	  
responsibility	  for	  planning	  college	  visits	  and	  meeting	  all	  admission	  requirements.	   
·∙      Discernment	  of	  complexity:	  Navigating	  the	  many	  pathways	  through	  the	  college	  search	  
process	  is	  hard	  work	  and	  sometimes	  confusing.	  The	  process	  relies	  upon	  the	  student’s	  training	  in	  
how	  to	  think	  critically,	  ask	  good	  questions,	  and	  self-‐advocate.	   
·∙      Tolerance	  for	  uncertainty:	  The	  process	  of	  discovering	  colleges	  to	  which	  to	  apply,	  then	  
meeting	  the	  requirements	  for	  those	  applications,	  and	  finally	  receiving	  decisions	  occurs	  over	  
several	  months.	  Students	  work	  to	  grow	  comfortable	  with	  the	  long	  wait	  and	  the	  element	  of	  
uncertainty	  in	  the	  process. 
 
	   
	   
 
	  	  	  	  	  	  	  	   
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

	  
Columbia	  Independent	  School	  	  
College	  Counseling	  Philosophy	  and	  Curriculum 
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What	  we	  do: 

• Meet	  with	  students	  prior	  to	  their	  9th	  grade	  year	  to	  review	  graduation	  requirements	  and	  
discuss	  the	  course	  options	  (e.g.	  taking	  one	  or	  two	  languages,	  electives,	  etc.)	  

• Meet	  with	  students	  regularly	  both	  as	  a	  group	  and	  individually	  to	  discuss	  self-‐discovery,	  
initiative,	  independence	  and	  other	  essential	  skills	  for	  planning	  one’s	  future	  	  

• Administer	  the	  PreACT	  as	  an	  introduction	  to	  college	  entrance	  exams	  
	   
What	  parents	  do: 

• Support	  their	  child	  in	  his	  or	  her	  interests,	  while	  also	  helping	  them	  adjust	  to	  the	  
challenges	  of	  the	  upper	  school	  curriculum	  

• Attend	  parent	  meetings	  in	  the	  fall	  and	  spring	  
	   
What	  students	  do: 

• Read	  a	  book	  or	  a	  newspaper	  outside	  of	  classroom	  requirements 
• Get	  involved. 
• Stay	  balanced.	  Don’t	  feel	  like	  you	  need	  to	  do	  it	  all.	  Focus	  on	  depth	  over	  breadth	  when	  

choosing	  your	  extracurricular	  activities.	  	   
• Identify	  a	  select	  number	  of	  activities	  that	  are	  of	  high	  interest	  to	  you	  and	  invest	  time	  and	  

energy	  doing	  what	  you	  love 
• Meet	  with	  your	  teachers	  outside	  of	  the	  classroom 
• Begin	  developing	  relationships	  both	  with	  new	  friends	  and	  with	  new	  teachers 
• Eat	  well,	  exercise,	  and	  get	  enough	  sleep 
• Learn	  time	  management	  skills.	  Keep	  an	  organized	  calendar	  or	  agenda 
• Work	  hard	  in	  school	  and	  stay	  focused 
• Consider	  community	  service	  with	  an	  organization	  that	  supports	  your	  interests	  and	  

priorities 
• Explore	  Columbia	  and	  all	  that	  this	  great	  town	  has	  to	  offer	   
• Attend	  CIS	  College	  Fair	  in	  April 
• Use	  your	  summer	  to	  expand	  your	  horizons.	  Research	  fun	  and	  exciting	  summer	  

opportunities	  that	  offer	  a	  chance	  to	  learn	  something	  new	  or	  to	  deepen	  prior	  knowledge	  
on	  a	  subject	  of	  interest 

	  
	  
	  
	  
	  
	  
	  
	  
	  

9th	  Grade 
The	  goal	  for	  every	  9th	  grader	  is	  to	  adjust	  to	  the	  demands	  of	  high	  school,	  to	  begin	  
cultivating	  a	  strong	  sense	  of	  self,	  and	  to	  become	  involved	  in	  the	  life	  of	  the	  school	  and	  the	  
world	  around	  them.	  9th	  grade	  is	  a	  year	  to	  develop	  the	  skills	  necessary	  for	  taking	  part	  in	  
the	  college	  search	  process. 
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What	  we	  do: 

• Administer	  the	  PSAT	  in	  the	  fall	  
• Administer	  Pre-‐ACT	  in	  the	  spring	  	  
• Meet	  with	  students	  to	  review	  transcripts	  	  
• Review	  course	  options	  and	  graduation	  requirements	  
• Work	  with	  students	  in	  Naviance	  using	  a	  variety	  of	  college	  prep	  tools	  	  
• Meet	  with	  students	  to	  discuss	  personal	  goals	  and	  interests	  	  

	   
What	  parents	  do: 

• Attend	  parent	  meetings	  in	  fall	  and	  spring	  
• Help	  your	  student	  to	  maintain	  a	  healthy	  life	  balance	  
• Assist	  your	  student	  in	  creating	  interesting	  summer	  plans	  
• Consider	  incorporating	  a	  college	  visit	  or	  two	  with	  a	  summer	  vacations	  	  
• Review	  PSAT	  scores	  with	  the	  individual	  student	  and	  discuss	  study	  strategies	  for	  the	  

PSAT/NMSQT	  in	  11th	  grade	  
	  	   
What	  students	  do: 

• Maintain	  goals	  from	  freshmen	  year	  
• Get	  involved.	  You	  have	  time	  to	  try	  new	  things,	  but	  remember	  depth	  over	  breadth.	  You	  

can’t	  do	  it	  all.	  
• Give	  back	  to	  your	  community	  in	  a	  meaningful	  way	  
• Eat	  well,	  exercise,	  and	  get	  enough	  sleep	  
• Begin	  reading	  about	  colleges	  through	  Naviance	  or	  another	  search	  tool	  –	  if	  you	  are	  

interested	  in	  a	  particular	  school	  or	  program,	  read	  and	  understand	  the	  program	  
requirements	  this	  year	  and	  work	  towards	  accomplishing	  those	  goals	  	  

• Visit	  college	  campuses,	  if	  time	  permits.	  	  
• Meet	  with	  College	  Counselor	  to	  review	  transcripts	  
• Study	  and	  prepare	  for	  the	  PSAT	  and	  pre-‐ACT	  	  
• Continue	  to	  cultivate	  relationships	  with	  teachers	  and/or	  coaches	  at	  school	  
• Again,	  use	  your	  summer	  to	  continue	  to	  expand	  your	  horizons.	  Find	  a	  job,	  take	  a	  class,	  

continue	  with	  your	  art	  or	  music,	  attend	  sports	  camp,	  do	  a	  language	  immersion	  program,	  
find	  an	  internship,	  volunteer.	  

• Attend	  CIS	  College	  Fair	  in	  April.	  
	  
 

10th	  Grade 
In	  the	  sophomore	  year,	  students	  should	  continue	  to	  cultivate	  a	  strong	  sense	  of	  self	  and	  to	  take	  
advantage	  of	  the	  opportunities	  both	  at	  CIS	  and	  in	  Columbia.	  By	  10th	  grade,	  students	  should	  be	  
active	  participants	  in	  their	  own	  education.	  Strong	  academic	  and	  extracurricular	  involvement	  is	  
crucial. 
	   
The	  college	  process	  gently	  begins	  when	  the	  sophomores	  take	  the	  PSAT	  for	  practice	  in	  the	  fall	  
of	  the	  sophomore	  year.	  This	  marks	  the	  beginning	  of	  taking	  the	  standardized	  tests.	  Although	  
the	  scores	  from	  the	  PSATs	  are	  NOT	  used	  for	  admissions,	  scores	  do	  help	  students	  begin	  to	  
gauge	  testing	  strengths	  and	  weaknesses.	  
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What	  we	  do: 

• Administer	  PSAT/NMSQT	  in	  October	  
• Host	  PSAT	  and	  ACT	  practice	  tests	  in	  fall	  and	  spring	  
• Meet	  with	  parents	  and	  students	  individually	  in	  January/February	  	  
• Meet	  weekly	  with	  students	  to	  prepare	  the	  fundamental	  elements	  necessary	  for	  the	  

admissions	  process	  (i.e.	  resume,	  college	  list,	  etc.)	  
• Meet	  regularly	  with	  juniors	  in	  second	  semester	  to	  begin	  building	  college	  list	  	  
• Offer	  mandatory	  college	  counseling	  course	  in	  the	  spring	  

	   
What	  parents	  do: 

• Help	  your	  student	  to	  register	  for	  the	  ACT	  or	  SAT	  (or	  both)	  	  
• Write	  a	  letter	  of	  recommendation	  for	  your	  son	  or	  daughter	  with	  college	  counselor	  as	  

your	  audience	  
• Have	  a	  frank	  and	  honest	  conversation	  about	  financing	  college	  (with	  your	  student	  and/or	  

partner)	  
• Attend	  the	  Junior	  Parent	  College	  meeting	  in	  January	  
• Make	  and	  attend	  an	  appointment	  with	  our	  College	  Counselor	  for	  February	  of	  junior	  year	  
• Work	  with	  your	  student	  to	  plan	  college	  visits	  in	  the	  spring	  of	  junior	  year,	  and	  in	  the	  

summer	  before	  senior	  year.	  Plan	  to	  have	  all	  college	  visits	  completed	  before	  the	  
beginning	  of	  senior	  year.	  	  

• If	  your	  son	  or	  daughter	  plans	  to	  compete	  in	  college	  athletics,	  assist	  him	  or	  her	  in	  signing	  
up	  for	  the	  NCAA	  Clearinghouse	  or	  the	  Play	  NAIA	  Center	  

What	  students	  do: 
• Eat	  well,	  exercise,	  and	  get	  enough	  sleep	  
• Meet	  regularly	  with	  our	  College	  Counselor	  to	  discuss	  resume,	  teacher	  recs,	  college	  list	  	  
• Prepare	  for	  and	  take	  your	  standardized	  tests:	  PSAT	  (in	  October),	  SAT	  and/or	  ACT	  	  
• Being	  researching	  scholarship	  opportunities	  	  
• Second	  semester,	  formally	  ask	  two	  teachers	  to	  write	  a	  recommendation	  letter	  for	  you	  	  
• Begin	  building	  your	  college	  list.	  Your	  goal	  is	  to	  identify	  schools	  that	  will	  be	  a	  good	  fit	  for	  

you	  and	  to	  make	  sure	  that	  you	  apply	  to	  at	  least	  two	  schools	  in	  which	  you	  are	  likely	  to	  be	  
accepted	  based	  on	  objective	  information,	  with	  a	  full	  complement	  of	  possible/middle	  
schools	  (roughly	  a	  50:50	  chance)	  and	  reach	  schools	  (roughly	  less	  than	  a	  30	  percent	  
chance	  of	  admission	  based	  on	  objective	  data).	  Refining	  this	  list	  comprises	  much	  of	  the	  
work	  of	  the	  spring	  semester	  junior	  year	  and	  even	  first	  semester	  senior	  year	  with	  your	  
college	  counselor. 	  

• Begin	  marinating	  on	  college	  essay	  topics	  and	  ideas	  	  
• Attend	  CIS	  College	  Fair	  in	  April	  

	  
	  
	  

11th	  Grade 
As	  students	  head	  into	  the	  junior	  year,	  they	  should	  continue	  to	  strive	  for	  balance	  in	  their	  

young	  lives.	  The	  junior	  year	  is	  the	  most	  crucial	  for	  college	  admissions. 
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What	  we	  do:	  
• Host	  a	  meeting	  for	  parents	  in	  the	  fall	  	  
• Host	  a	  college	  essay	  writing	  workshop	  evening	  in	  August	  
• Host	  a	  Financial	  Aid	  Evening	  in	  September	  	  
• Help	  students	  manage	  deadlines	  of	  upcoming	  applications	  	  
• Meet	  weekly	  with	  seniors	  to	  finalize	  college	  list	  and	  begin	  application	  process	  through	  

Naviance	  and	  Common	  App	  	  
• Offer	  mandatory	  college	  counseling	  course	  in	  the	  fall	  

	   
What	  parents	  do: 

• Attend	  Senior	  Parent	  College	  meeting	  in	  fall	  
• Attend	  the	  Financial	  Aid	  Education	  Evening	  in	  the	  fall	  
• Beginning	  October	  1st,	  complete	  FAFSA	  and	  CSS	  Profile	  
• Discuss	  financing	  college	  with	  your	  student	  (if	  he	  or	  she	  will	  play	  a	  role)	  	  
• Discuss	  your	  student’s	  list	  of	  colleges	  
• Ensure	  your	  student	  has	  completed	  either	  the	  ACT	  or	  SAT	  with	  a	  satisfactory	  score	  	  
• Make	  sure	  your	  student	  is	  working	  on	  college	  essays	  and	  applications	  by	  checking	  in	  on	  

deadlines	  and	  reminding	  student	  of	  upcoming	  due	  dates	  
	   

What	  students	  do: 
• Work	  with	  your	  college	  counselor	  to	  refine	  and	  finalize	  your	  list	  of	  schools 
• Manage	  deadlines	  and	  stay	  on	  top	  of	  due	  dates	   
• Continue	  to	  research	  and	  apply	  for	  scholarship	  opportunities	   
• Finalize	  and	  polish	  college	  essays 
• Complete	  college	  applications	   	   

	   
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

12th	  Grade 
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Regular	  Admission:	  
These	  colleges	  have	  a	  firm	  application	  deadline	  and	  notify	  the	  applicant	  of	  her	  admissions	  decision	  in	  late	  
March/early	  April.	  Admissions	  decisions	  fall	  into	  three	  responses:	  admit,	  deny,	  or	  wait	  list.	  This	  acceptance	  
decision	  is	  NON-‐binding	  -‐	  the	  student	  may	  choose	  whether	  or	  not	  to	  attend.	  Admitted	  applicants	  have	  until	  May	  
1st	  to	  decide	  whether	  they	  will	  submit	  an	  enrollment	  deposit.	  
	  
Rolling	  Admission:	  
These	  colleges	  accept	  and	  reject	  applicants	  until	  their	  freshman	  classes	  are	  full.	  They	  usually	  publish	  a	  final	  
deadline	  by	  which	  all	  applications	  are	  due,	  or	  they	  may	  have	  a	  priority	  deadline	  for	  scholarship	  consideration.	  It	  is	  
best	  to	  apply	  to	  universities	  with	  rolling	  decision	  fairly	  early,	  as	  they	  may	  deny	  competitive	  applicants	  who	  apply	  
late	  in	  the	  admissions	  cycle.	  Admitted	  applicants	  have	  until	  May	  1st	  to	  decide	  whether	  they	  will	  enroll.	  This	  
acceptance	  decision	  is	  NON-‐binding.	  
	  
Priority	  Deadline:	  
Many	  state	  universities	  have	  established	  a	  priority	  deadline	  in	  October	  or	  November,	  and	  students	  whose	  
applications	  are	  received	  by	  that	  date	  are	  considered	  for	  admission	  as	  a	  group.	  Decisions	  of	  admit,	  deny	  or	  defer	  
and	  usually	  released	  in	  December	  or	  January.	  Students	  applying	  after	  the	  priority	  deadline	  may	  have	  diminished	  
chances	  of	  admission	  if	  many	  spaces	  in	  the	  freshman	  class	  have	  already	  been	  filled.	  
	  
Early	  Action:	  
These	  colleges	  typically	  require	  application	  by	  early	  November	  to	  mid-‐December	  with	  an	  admit,	  deny,	  or	  defer	  
response	  by	  late	  December,	  January	  or	  February.	  Admitted	  applicants	  have	  until	  May	  1st	  to	  decide	  on	  enrollment.	  
This	  acceptance	  decision	  is	  NON-‐binding.	  
	  
Early	  Action	  Single	  Choice:	  
A	  few	  colleges	  have	  chosen	  to	  restrict	  their	  early	  action	  applicants	  from	  concurrently	  applying	  to	  any	  other	  
college's	  early	  action	  or	  early	  decision	  program.	  This	  program	  is	  NON-‐binding.	  Students	  admitted	  under	  Single	  
Choice	  Early	  could	  still	  apply	  under	  the	  Regular	  Decision	  plan	  to	  other	  colleges.	  
	  
Early	  Decision	  I:	  
These	  colleges	  typically	  require	  application	  in	  early	  November,	  with	  notification	  of	  the	  admissions	  decision	  by	  the	  
end	  of	  December.	  The	  decision	  may	  be	  to	  admit,	  defer,	  or	  deny.	  In	  exchange	  for	  being	  considered	  early,	  the	  
student	  agrees	  to	  withdraw	  all	  other	  college	  applications	  and	  commit	  to	  attend	  that	  college	  if	  admitted	  at	  early	  
decision.	  This	  decision	  is	  BINDING*.	  
	  
Early	  Decision	  II:	  
A	  relatively	  new	  option,	  these	  college	  typically	  require	  application	  in	  December	  or	  January	  and	  notify	  students	  of	  
their	  decision	  in	  February	  or	  March.	  At	  this	  point,	  the	  student	  is	  usually	  admitted	  or	  denied.	  Upon	  acceptance,	  a	  
student	  needs	  to	  withdraw	  all	  other	  college	  applications	  as	  this	  decision	  is	  BINDING*.	  

*BINDING	  means	  a	  student	  makes	  a	  commitment	  to	  go	  to	  the	  college	  if	  they	  accept	  her.	  	  
	  
Applications	  to	  all	  other	  colleges	  MUST	  be	  withdrawn.	  
	  
The	  enrollment	  deposit	  deadline	  of	  May	  1	  is	  shared	  by	  U.S.	  colleges	  and	  universities.	  Students	  may	  only	  deposit	  at	  
one	  institution,	  and	  violation	  of	  this	  policy	  can	  result	  in	  both	  institutions	  withdrawing	  their	  offers	  of	  admission.	  
"Double-‐depositing"	  is	  also	  a	  violation	  of	  the	  Principles	  of	  Good	  Practice	  of	  the	  National	  Association	  of	  College	  
Counseling	  (of	  which	  Columbia	  Independent	  School	  is	  a	  member)	  and	  therefore	  cannot	  be	  supported	  by	  the	  
school.	  
	  

Types	  of	  Application	  Options	  Offered	  by	  	  
U.S.	  Colleges	  and	  Universities.	  
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1.	  Emphasize	  inherent	  value	  of	  college	  education	  versus	  prestige	  value	  of	  particular	  colleges.	  
	  
2.	  Be	  open	  from	  the	  start	  regarding	  your	  expectations,	  biases,	  and	  geographic	  or	  financial	  
restrictions.	  
	  
3.	  Seek	  balance	  between	  under-‐involvement	  and	  over-‐involvement	  as	  parent.	  Your	  role	  is	  
supportive;	  child's	  role	  is	  central.	  
	  
4.	  Assist	  your	  son	  or	  daughter	  with	  a	  preliminary	  investigation	  of	  colleges	  and	  admissions	  
requirements;	  she	  or	  he	  will	  focus	  attention	  during	  spring	  of	  junior	  year	  and	  narrow	  a	  list	  of	  
colleges	  during	  the	  summer	  of	  eleventh	  grade	  and	  fall	  of	  twelfth	  grade.	  
	  
5.	  Provide	  a	  role	  model	  of	  open-‐mindedness,	  curiosity	  and	  discovery	  throughout	  the	  college	  
search	  process.	  (Thoughtful	  questions	  vs.	  quick	  answers	  and	  assumptions).	  
	  
6.	  Encourage	  your	  son	  or	  daughter's	  self-‐appraisal	  (interests,	  abilities,	  social	  needs,	  values)	  as	  
the	  key	  to	  finding	  a	  good	  fit.	  (Larger	  school	  or	  smaller;	  more	  urban	  or	  more	  rural;	  spirited	  or	  
quieter;	  more	  intellectual	  or	  social;	  more	  liberal	  or	  conservative;	  etc.).	  
	  
7.	  Discuss	  your	  son	  or	  daughter's	  standardized	  test	  results	  and	  initial	  college	  interests	  with	  the	  
college	  counselor.	  Then	  encourage	  your	  son	  or	  daughter	  to	  work	  closely	  with	  the	  college	  
counselor	  throughout	  the	  process,	  informing	  her	  of	  any	  changing	  needs	  or	  concerns.	  
	  
8.	  Be	  sure	  your	  son	  or	  daughter	  visits	  campuses	  -‐	  if	  possible	  while	  colleges	  are	  in	  session	  and	  
before	  applying.	  Spring	  vacation	  of	  junior	  year	  is	  a	  great	  time.	  Summer	  visits	  can	  be	  good	  for	  
interviews.	  
	  
9.	  Try	  to	  reduce	  pressure	  about	  college	  admission	  rather	  than	  add	  to	  it.	  Do	  not	  make	  college	  
choice	  the	  daily	  dinner	  topic.	  
	  
10.	  Remember	  that	  highly	  selective	  colleges	  look	  for:	  

• Rigorous	  curriculum	  in	  secondary	  school	  
• Strong	  motivation	  and	  performance	  (grades,	  class	  standing,	  teacher	  recommendations)	  
• Test	  scores	  "in	  range"	  of	  their	  enrolled	  students	  
• Special	  talents,	  service	  to	  others,	  personal	  qualities,	  potential	  for	  growth.	  

Candidates	  will	  be	  compared	  within	  the	  applicant	  pool	  and	  the	  number	  admitted	  will	  depend	  
on	  the	  ratio	  of	  applicants	  to	  spaces	  in	  the	  freshman	  class,	  even	  if	  most	  candidates	  are	  
"qualified."	  
	  

The	  above	  is	  taken	  from	  Holton-‐Arms	  School:	  https://www.holton-‐arms.edu/scholar/college-‐
counseling	  

For	  Parents!	  	  
Help	  Your	  Child	  Find	  a	  Good	  College	  Match	  

 


