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CDS is a welcoming environment where young people come to learn how to be 
independent learners. Our teachers honor the natural intellectual curiosity of children 
by creating classroom environments that are engaging, challenging, and student-
centered. We also prioritize compassion and cooperation amongst our students.  
 
As such, we ask that all our students know and enact our Honor Code: 
“I am attending Capital Day School in order to engage, to learn, and to gain the skills 
necessary to be successful in life. Therefore, I will strive to not do things that prevent the 
teacher from teaching or prevent myself or anyone else from learning. I will show 
respect for others, the environment, the larger world community, and for myself.” 
 
This student handbook is meant to help all our students know the norms and systems 
that help our community run smoothly. There are some general points that apply to all 
students, and a number of specifics that apply to students in each division.  
 
ALL SCHOOL TOPICS 
Lunch: 
All students can order from B’s Bakery by telling their homeroom teacher what they 
want. It’s important to get that order in first thing in the morning.  
 
Pizza Fridays:  
Each Friday, students have the opportunity to order DaVinci’s Pizza, which is delivered 
to campus. Each homeroom teacher has a system for collecting pizza money ahead of 
time and submitting an order to the office.  
 
The Playground:  
We have a lively playground with lots of places to play. If it is not raining or snowing, we 
go outside down to 25 degrees (considering wind chill). When it is muddy, everyone 
stays on the asphalt or the wood chip areas so that we don’t make the hallways muddy. 
Students are not allowed behind the Superkids building, and the toys in the sheds are 
only to be taken out by adults.  The small fort is built for little kids, so students over first 
grade are not to play on it. Only second graders and above are allowed on the big play 
structure. 
 
Electronics:  



We use Chromebooks for learning tools, so no game playing or video/music streaming 
during the school day (7:45am-3:15pm). Personal electronics are to remain in 
backpacks, lockers, or cubbies, except when a teacher has asked them to be used in 
class.  During Extended Day, iPads or phones are to be used only during designated 
times while indoors. 
 
Respect for others: 
Because all kids at CDS want to enjoy learning and all teachers want to enjoy teaching, 
our students need to be respectful. Some of the ways we show each other respect are 
by playing nicely with others, being quiet in the halls, keeping our lockers and cubbies 
neat, being helpful, not bothering other students in the restroom, not taking other 
peoples’ belongings, and putting things away. In class, respect is shown by being 
focused on the teacher’s lesson and not distracting your classmates from being able to 
learn.  
We adhere to the ideas in the document Types of Connections with Others included in 
the appendix of this Handbook. 
 
After school activities: 
We have lots of fun after-school activities that are run by our teachers and other staff. 
Students can expect to follow the school rules during after-school activities. Students 
are always to be under the supervision of a staff member when on campus, so after 
school, students proceed directly to the location of their after-school activity. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 

PRESCHOOL SPECIFIC INFORMATION 
 

Lunch: 
For children who bring their lunch, no sugary drinks are allowed, and there is no trading 
lunches. Children getting lunch from B’s Bakery are required to have 1 Healthy Protein, 
1 Healthy Carb, 2 Fruit/Vegetable. State regulations require that all lunches include 1% 
milk to drink.  The only exception to drinking milk is a written notification from the 
parent or physician stating a medical reason the child cannot have milk.  Missing state 
required components will be ordered from B’s Bakery and charges will be added to your 
monthly bill. For Pizza Friday, pizza money must be turned in by Thursday of each week. 
All meal requirements will be provided for children eating pizza. 
 
Playground:  
The 3 and 4 year-olds stay on the Superkids side of stairs when playing on the mulch 
area; the big fort is not appropriate for them. We have some rules we will go over with 
them; most have to do with physical or emotional safety:  
 -no playing with sticks/rocks/mulch 

-no pretend weapons 
-no pretend fighting 
-no climbing up slides 
-no picking flowers unless teacher led 
-balls on blacktop only 

 
Dress Code: 
Please send your preschooler to school in comfortable and weather appropriate 
clothes; remember, we go outside on most days. Avoid sending them in really nice 
clothes so that they can get dirty, and make sure there is seasonally appropriate extra 
set of clothes, just in case. A few hard and fast rules: All clothes should be easy to 
manipulate by your child, as this encourages independence and helps prevent 
bathroom accidents; no pajamas; Velcro or slip on shoes ONLY- and they must include a 



strap around the heel (no shoelaces, please, unless your child can tie shoes on their 
own); no jewelry (except religious, medical, or ear rings) 
 
Hallway Etiquette: 
Preschoolers are just learning how to use public spaces, and needs lots of practice. They 
cannot be in the hallway alone and they must be in line when transitioning. We will 
expect them to do the following: no talking in line; no running; keep voice levels low; 
stay in line and stop when line leader stops; no food in the hall. There is a lost and 
found box next to sign-out sheet in hallway. 
 
Sign out sheets: 
Parents picking up children after 3:00 need to come into the building and sign their 
child out of school.  The sign out sheet is located outside the middle classroom with the 
large red arrow pointing the way. 
  
Classroom rules: 
Our preschool teachers are always working with the children on how to function as part 
of a community of learners, so there are a number of things they will go over with 
them. We have a few hard and fast rules we ask you to help your child follow: toys are 
only allowed on share days; no electronic devices at school; all personal belongings 
should be labeled with your child’s name; during nap time, children must rest quietly on 
their cot for at least 45 minutes.  
 
Enrichment classes: 
Each week, preschoolers leave their classroom for PE, music, and library. These 
enrichment classes bring variety to the preschoolers’ day, introduce them to new 
worlds, and help prepare them to be able to learn in different settings and from 
different adults. Enrichment classes last 20 minutes. 
 
Absence/Tardy: 
Prechoolers are excited to get to school and start the day and are ready to learn at 8:00 
when the teachers are ready to teach. But they need their parents help to get them 
there on time. Our tardy policy for the SuperKids building is that your child must be 
headed up the stairs by 7:55 when the teacher on dropoff duty heads up. If you are 
unable to get them there by then, please park and come to the main office with them.  
There, you will wait at the office with your child for Ms. Harris to escort them across 
campus. She makes two trips each morning, at 8:05 and 8:15; parents are to wait with 
their child until Ms. Harris heads out of the building. 
Families that anticipate extended absences from school should notify the classroom 
teacher and the office.  



 
 
 
 
 
 
 
 

LOWER SCHOOL SPECIFIC INFORMATION 
Lunch: 
Lunch is an important social and nutritional time for lower schoolers. For drinks, no 
soda or flavor packets are allowed, and students are encouraged to bring their own 
personal reusable water bottle (they can order water from Adelias’s, but must recycle 
their bottle before leaving the lunchroom). Lower schoolers are not allowed to trade 
lunches and they often have to be reminded to finish their lunches so that they have 
energy for the rest of the day. They also help clean up the multipurpose room after 
lunch.  
 
Playground:  
The lower schoolers have two recesses a day and make great use of the playground. 
Building with rocks, dirt and sticks and playing in the bushes are allowed, except on wet 
days. Teachers will always remind students of common sense rules for the playground, 
but we have a few hard and fast rules- most have to do with physical or emotional 
safety:  
 -be inclusive 

-no sticks 
-no pretend fighting 
-no climbing up slides 
-keep your hands to yourself 

 
Dress Code: 
Please send your lower schooler to school in comfortable and weather appropriate 
clothes; remember, we go outside on most days. Avoid sending them in really nice 
clothes so that they can get dirty. A few hard and fast rules: no flip-flops, no hats in 
class, no clothing with distracting or inappropriate images/messages (homeroom 
teachers will work with their students on this as needed) 
 
Hallway Etiquette: 



Lower schoolers share the hallways (and some classrooms) with preschoolers and the 
middle schoolers. Because their passing times are different, it is important for everyone 
to be mindful of their noise level in the hall; lower schoolers should keep voice levels 
low and they should be quiet while waiting to enter a class. Everyone should keep 
personal belongings off the hallway bench. A few hard and fast rules for the hall: No 
running; no food in the hall; please wave instead of high-fiving other students you are 
passing in the hall schools; enter through front door after recess; stay in line and stop 
when line leader stops. 
 
 
Classroom rules: 
Each lower school classroom has its own set of rules that the homeroom teacher will 
work with students on. To help build the community of each classroom, the students 
are involved in the establishment and justification of these rules. We have a few hard 
and fast rules we ask you to help your child follow: toys are only allowed on show and 
tell days; any electronic devices that come to school must remain in the cubbies, unless 
designated by the homeroom teacher; no gum allowed; no playing in the restrooms. 
Each teacher establishes his or her own homework, grading, late work, and Classroom 
Dojo point system policies.  
 
Enrichment classes: 
Each week, lower schoolers leave their homerooms for art, PE, library, music, Spanish, 
and computer classes. These enrichment classes bring new abilities to the students, 
introduce them to new worlds, and help prepare them to be able to learn in different 
settings and from different adults. Enrichment classes last 40 minutes. Enrichment 
teachers communicate with homeroom teachers to integrate their curricula and to 
have consistency of academic and behavioral expectations.  
 
Absence/Tardy: 
Kids love to be in school at CDS, so when they miss days, they miss fun and 
engagement- and important content. The logistics of making up missed class time is 
pretty burdensome to kids and families. Help your child get the most out of school by 
avoiding unnecessary absences. Students have two days to make up missed 
assignments without penalty, and each teacher has a policy about how late work is 
handled. If you anticipate and extended absence for travel, please notify the office and 
give ample notice to the classroom teacher so she can prepare advance work.  
After 10 absences, a meeting between parents and the Head of School will be arranged 
to discuss the impact on the student.  
 
 



All kids want to be on time to school, so please help your child do so. The lower school 
curricular day starts at 8:00 am. Our tardy policy for both buildings is that your child 
must be headed up the stairs by 7:55 when the teacher on dropoff duty heads up. If 
you are unable to get them there by then, please park and come to the main office with 
them. For K-2 students, you will wait at the office with your child for Ms. Harris to 
escort them to the Superkids building. (She makes two trips each morning, at 8:05 and 
8:15; parents are to wait with their child until Ms. Harris heads out of the building.) For 
children grades 2-5 who come to the main building, simply escort your child up the 
stairs and sign them in at the office. You may not drop off your child and send them up 
the stairs on their own. 
Excessive tardies- more than 2 per week- will result in Friday detention. After 5 tardies, 
a meeting between parents and the Head of School will be arranged.  
 
Field Trips: 
We go on numerous field trips where our students get the chance to interact with lots 
of engaging activities. Kids should wear CDS red shirts on field trips, and they are 
expected to be attentive and respectful in all situations.  
 
Restrooms: 
Restrooms are for washing up and using the toilet, not for playing. In the main building, 
the restrooms are shared by children of all ages, so older children should be aware of 
taking care of younger ones. Children should always report restroom problems- with 
other children or with the actual facilities- to their homeroom teacher or Mrs. Reid. 
Some homeroom teachers will have rules for how many children may go to the 
restroom at a time. 
 
Behavior: 
The best thing about being at CDS for kids is how much fun the learning is. When a 
student’s behavior gets in the way of classmates’ learning, that is disrespectful. The 
adults at CDS work really hard to help kids treat each other well and not make it hard 
for each other to enjoy learning. Each lower school classroom builds a culture of 
respect and has ways for addressing situations in which students behavior is 
disrespectful of others.  
 
Some of the behaviors we ask all our students to avoid are: excluding others from play; 
making fun of others differences, based on skin color, or physical or intellectual 
abilities; physically or verbally overpowering other children; disrupting class for the 
sake of gaining attention. Making fun of others is not acceptable at Capital Day. 
 



We all know that young people are learning about boundaries, consequences, and 
unintentional meanness, and teachers help them navigate this as a classroom 
community. Sometimes, behavioral issues need to come to Mrs. Renner or Mr. Corkran 
and are brought to the attention of parents.  
 
When a student has been warned about disrespectful behavior, that student can expect 
to be removed from the current activity if the behavior persists. Each teacher reserves 
the right to send a student to the office for discipline by the Head of School, who may 
counsel, reprimand, discipline, or send home the student. Please see the CDS school 
discipline policy in the Appendix. 
 
Dismissal: 
Students leave their homeroom together and are escorted to the pick up line or the 
extended day room at 2:55 (2:50 in the Superkids Building). Students waiting in the 
pick-up line should be attentive, sitting on the sidewalk and steps. At 3:15, all students 
not yet picked up report to extended day in the multi-purpose room.  
Parents need to communicate clearly to the office if their child is attending an after 
school activity. Students staying after school need to report directly to their destination. 
When their activity ends, they need to stay with the instructor until picked up by their 
parents.  
 
Extended Day and Afterschool activities: 
Students staying after school are escorted to their destination. When their activity 
ends, they need to stay with the instructor until picked up by their parents.  
 
Extended day is available Monday-Friday till 5:00 for $10.00 per day. Parents will be 
asked to inform the office that their students will be in Extended Day on a regular basis. 
If a drop in is expected, or if a student expected to attend will not be there on a given 
day, parents must notify the office.  
 
We have a few engaging activities after school for our lower school students. Just as 
they can expect the same sort of challenge as they get during the school day, we expect 
the same attentiveness and buy-in we get from them in their academics. After school 
activity offerings differ each quarter, as does their timing.  Most have a participation 
fee. Most athletic activities happen off-campus with families being required to provide 
transportation.  
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

MIDDLE SCHOOL SPECIFIC INFORMATION 
The School Day: 
The middle school schedule is very student-friendly. Students check into their 
homeroom for attendance and lunch orders by 7:55. They then have to be in their 
elective by 8:00. There are two 15-minute recesses per day and a 25-minute lunchtime. 
There are seven 45-minute periods following the 40-minute elective period, but 
students never have more than two academic classes without a break. Students collect 
their books for their upcoming classes and leave them at their desks before going to 
elective, then have a chance to visit their lockers after morning and lunch recess to get 
their books for the next two classes. On Tuesday and Thursday, students have a double 
period in science or social studies, with the other not meeting. Monday and Wednesday 
end with 45-minute study halls, Tuesday, Thursday, and Friday end with a rotation 
class. There is a brief morning meeting to begin the week and a longer one during 3rd 
period on Wednesday. It is followed by Advisory. 
 
Academic classes: 
Middle schoolers have 5 periods of math, science, and social studies each week and 4 
periods of Spanish. English meets for 7-9 periods each week, depending on grade level, 
with several double periods. PE meets 2-3 times per week.  
 



Dress Code: 
Our dress code is practical. We want students to be comfortable and able to focus and 
not be distracting to others.  
 
Dress Code Specific Requirements (for boys and girls): 
 -no athletic shorts (exception on Fridays) 
 -no flip flops 
 -no exposed shoulders/stomachs 
 -no shorts/dresses/skirts shorter than fingertips 
 -no hats or other headwear indoors (includes hoodies) 
 -no heavy coats in class 
 
Lockers: 
Middle schoolers get two lockers, one for their classroom materials and one for their 
backpacks, coats, lunch, etc. Lockers get messy, so every month or so advisors facilitate 
a locker clean out. Our lockers do not need locks. 
 
Attendance/Absences: 
Our enriched curriculum means kids miss a lot of instruction and class/working time 
every day they are absent. A phone call to the office is expected for excused absences. 
When a student is absent, an absentee sheet on a clipboard is started by the teacher in 
their second period class and added to throughout the day (a classmate takes it with 
them to each academic class.) The absentee sheet will be turned into the office at the 
end of the day. The assignment sheet and any single-page documents that teachers 
have included will be scanned and emailed home by 4:00 unless a parent or sibling 
picks it up. The absent student is responsible for checking email and reading the 
absentee assignments, and must collect the hard copy at the office when he or she 
returns to school. 
 
Homeroom: 
After going to their lockers to get their books, students go to their homeroom. Students 
start the day in homeroom, where attendance and lunch orders are taken by the 
homeroom teacher. At 7:55, the homeroom teacher dismisses them to their elective 
class. 
 
Tardies: 
Students who do not make it to homeroom by 7:55 are tardy. They must still report to 
their homeroom teacher and give their lunch order unless they arrive at school after 
8:00. At that time, they check in directly to the office and give their lunch order there. If 



the secretary is not in the office, the tardy student must wait for her to return. Two 
tardies in one week results in Friday detention. 
 
Electives: 
Every day in middle school starts with elective classes. That means 40 minutes of a non-
academic activity of their choosing. Each quarter, kids get to choose their elective from 
3-5 offerings. Physical fitness, KYA/KUNA, academic team, science, Math Counts, 
Yearbook, knitting, creative writing and others rotating through. Sign-ups take place at 
school the week before the beginning of each quarter. Since space is sometimes limited 
in some of the classes, priority goes to 8th graders during 1st and 4th quarter, 7th during  
 
2nd quarter, and 6th during 3rd quarter. Most kids get their first choices most quarters. 
Electives are not graded classes and usually have no homework. Some, such as KYA and 
KUNA have a cost associated with them, thus parent approval is required. 
 
Advisory: 
Each student has an advisor with whom they stay throughout their middle school years. 
This group is the basis of some school-wide activities, some affective education, and 
some important cross-grade socializing. Advisory takes place after morning meeting 
during third period on Wednesdays.  
 
Snack: 
Students should have a snack each day when recess begins at 10:10. It can be brought 
from home or purchased at the School Store. All cost $.50, cash only. Students open 
the store each day from 10:10 to 10:15, and customers are expected to be polite and 
respectful to the store operator. Snacks are to be consumed in the picnic table area or 
in a classroom; no food in the hallway or on the playground. 
 
Recess: 
We have two recesses per day. The library is an option during lunch recess, except on 
Friday. Students can only be in a teacher’s room during recess to work on something 
academic under direct teacher supervision. 
Students can expect to be reminded of common sense behavior by the teachers on 
recess duty, but there are a few hard and fast playground rules: 

-No climbing up slides or going down backwards 
 -No playing on small fort 

-No balls or tag on big fort 
-No pulling on clothing 
-No hardcore physical contact 
 



We go outside provided it is not precipitating and it is above 25 degrees (including 
windchill). Under 45 degrees, two top layers are required for all middle schoolers on 
the playground; coats are required when it is under 30. When indoor recess is called 
for, morning recess takes place in the multipurpose room or the math room and library. 
Rainy day lunch recess happens in the homeroom classrooms. Students are expected to 
pick a classroom and remain there, with a limit of 10 kids per room. 
 
Lunch:  
We encourage kids to bring healthy lunches. No soda, drink mixes, sports drinks or tea 
are allowed. Please bring your own refillable water bottle. Students can order anything 
from the B’s Bakery menu with the exception of drinks, and they are limited to one 
dessert.  Friday is pizza day. Kids can pay $1.50 per slice of cheese pizza if they bring 
cash on Thursday and place their order in their homeroom on Thursday morning. Pizza 
day is a student initiated and run program; orders cannot be taken by the office. 
Lunch is 20 minutes long, which gives kids plenty of time to socialize and eat. Each day, 
2 students are responsible for cleaning up the multipurpose room after lunch. 8th 
graders can eat at the picnic tables and take care of that space.  
 
Hallway etiquette: 
The hallways are where kids of all ages mix, so there are some safety and practical 
considerations: 

-No running 
 -Keep voice levels low- especially while waiting outside a classroom  
 -Keep personal belongings off the hallway bench 
 -No food in the hall 

-Do not distract lower school students who are lined up for class 
 
Homework: 
Middle school students can expect about 20 minutes of homework per academic period 
per night, though having homework from every class on a given day is unusual. 
Teachers do not double up on homework on days preceding a day their class does not 
meet. Homework is due at the beginning of class, unless a teacher tells students 
otherwise. Homework that is not completed at the beginning of class is recorded as 
late; it will be accepted for 90% credit the next day, then 50% credit thereafter. 
Students can expect collected homework to be graded by their teacher and returned 
within 2 days, unless it is a test, paper, or major project.   
 
A total of three late assignments in a week results in detention, which meets from 3:00 
to 4:00 on Friday afternoon. After 2 late assignments in a week, a warning will go home 



from the office. During detention, electronic devices are not to be used. Students may 
work or read. 
 
When students are absent, the office will email their homework sheet by 4:00. After an 
excused absence, students have 2 days to complete their assigned work for each day 
they were out, but are encouraged to complete it sooner.Teachers will spend extra 
time with students so that they can get the material missed.  
After an unexcused absences, homework can be completed for a regular grade, but 
classwork cannot be.  Teachers are not expected to reteach what is missed outside of 
study hall times. 
 
 
Study Hall: 
On Monday and Wednesday, the day ends with a 40 minute Study Hall. Students work 
quietly in the library under the supervision of a teacher, with the ability to get 
homework done, seek extra help from teachers, and use the computer lab.  
 
Technology and Social Media: 
All middle schoolers have a Google account that provides them with an email address 
and place to store their documents. All CDS email addresses use the simple format 
firstname.lastname@capitaldayschool.net .  Student email accounts can only receive 
in house email. Electronic communication with teachers is to be through this system; 
texting teachers about academic matters is not permissible.  
 
Middle schoolers are loaned iPads for schoolwork, and they need to work hard to take 
care of them. iPads are not allowed at recess and should always have covers. iPads that 
are not in covers will be held by Mr. Rojas until one is provided by the family.  Families 
are responsible for all repairs to student iPads. 
 
All middle schoolers sign an Acceptable Use Policy (AUP) in the first week of school that 
outlines how they should be interacting with technology. A copy of the AUP goes home 
as well. Students found to be in violation of the AUP will be given detention and can 
expect a conference with their parents and Mr. Corkran. There will always be an adult 
in the computer lab when students are present. 
 
Cell phones are to remain in student lockers throughout the school day. Cell phones 
that are misused will be held in the office until the end of the school day. No music or 
gaming is allowed between 7:45 and 3:15 on any device, unless facilitated by a teacher.  
 
Rotation Classes: 



Students rotate through technology, health, art, music and engineering instruction, 
depending on their grade level. These are graded classes with little or no homework 
that meet once a week (except for Health, which meets three 45-minute periods each 
week for a single quarter). On Fridays, 6th grade Rotation period is devoted to middle 
school skills: using the iPad and our network, study skills and organization, and research 
skills are covered with 6th graders during this time period.  
 
Jupiter Grades: 
Our online gradebook is a great resource for students. They can find their short and 
long term assignments there and check on their grades in each class. A link to it is on 
each iPad. 
 
The office: 
The office is the place to come for band-aids and answers, or to check in when tardy. 
Use of the office phone is limited to 1 minute, as the office is a place where Mrs. 
Roberts and Mr. Corkran are working (chances are the person you are calling is busy 
also). Excessive dependence on the availability of the office phone is discouraged and a 
respectful phone voice is expected.  
 
Student Discipline at CDS 
By and large, CDS students enjoy being at school because they are in an engaging 
academic setting overseen by compassionate adults and are receiving supportive 
messages from their families about the value of that setting. When students are 
temporarily unable to follow the rules set forth for their school environment, they can 
expect age-appropriate, proportionate discipline.  CDS teachers do not use discipline to 
punish children, rather to mitigate disruption to the teaching environment.   
 
For our discipline system to have the desired impact on our students- to help them 
understand that the norms of their society are sensible, valuable, and enforced- the 
cooperation of 4 parties is integral. Teacher, students, administrators and parents each 
play an important role.  
 
The role of the student: 
Students are expected to do their best each day to be positive members of their 
classroom and school community. When they are temporarily unable to do that, there 
will be consequences. 
 
Students can expect immediate classroom consequences for the following behaviors: 
Distracting other students from instruction 



Disrespectful behavior towards classmates or teachers (this includes social and minor 
physical aggression)  
Defiance of teacher directives 
Academic dishonesty/misuse of technology/breaking of school rules  
 
Students can expect immediate referral to the Head of School- accompanied by a 
referral note- for the following behaviors: 
Repeated occurrence of the above behaviors 
Physical altercations 
Hate language 
Inappropriate touching 
Intentional harm to others or school property 
 
Students can expect the following consequences to possibly be employed for those 
behaviors: 
Removal from activity 
Lowering of academic grade 
Loss of classroom privileges 
Email or phone call home to parents 
Removal to Head of School’s office 
Incident report sent home 
In-school suspension 
Loss of out of classroom privileges (recess, field trips, school events, etc) 
Out of school suspension 
Expulsion 
 
Dismissal: 
Students leave their study hall or rotation class at 3:00 and head to their lockers to pack 
up. They need to be done at their lockers by 3:05. Students staying after school need to 
report directly to their destination. When their activity ends, they need to stay with the 
instructor until picked up by their parents.  
 
Students waiting in the pick up line should be attentive and not too physically active. At 
3:15, all students not yet picked up report to extended day in the multi-purpose room. 
Note this is a change from last year. 
 
Extended Day: 
Extended day is available Monday-Friday till 5:00 for $9.00 per day. Parents will be 
asked to inform the office if their students will be in Extended Day on a regular basis. 



Parents must notify the office if a drop in is expected, or if an expected student will be 
absent. Families who pick up between 5 and 5:30 will be charged an additional $5. 
 
Extracurriculars and Sports: 
We try to have some really engaging on-campus activities after school for our middle 
school students. Just as they can expect the same sort of challenge as they get during 
the school day, we expect the same attentiveness and buy-in we get from them in their 
academics. After-school activities offered differ each quarter, as does their timing.  
Most have some participation fees. Most athletic activities happen off-campus with 
families being required to provide transportation.  
 
   
 
 



Appendix 
 
 

Types of Connections with Others 
 

We can be friends. That means: 
 We hang out/spend time together 
 We help each other 
 We play with each other 
 We stick up for each other 
 We like each other 
 We trust each other 
 We respect each other’s property 

 
We can be classmates, but not friends. That means: 

 We do not have to like each other and that’s OK 
 We are polite to each other 
 We are not mean to one another 
 We help each other with school work and in emergencies 
 We may choose to stay away from each other 
 We may choose not to play with each other, but we do not stop the other person 

from having friends 
 We do not make other people choose between us 
 We do not try to hurt the other person 

 
We MAY NOT be enemies. 

If we act like enemies, we prevent others from learning and we get consequences. 
Acting like an enemy includes: 

 Trying to hurt the other person’s body or feelings 
 Making fun of another person’s body, skills, family, beliefs, or classroom input 
 Stopping the other person from having friends 
 Lying about the other person to get them in trouble for something they did not 

do 
 Spreading rumors about the person 
 Making it look like the person intentionally hurt you when they did not 
 Intentionally leaving someone out of an activity and making sure they know they 

have been excluded 
 Destroying or stealing another’s property 

 



 
Acting like an enemy will not be tolerated at Capital Day School 

You have the power to choose the type of connections you have with others. 
 

Adapted from Stan Davis’s stopbullyingnow.com 
 



                Student Discipline at CDS 
 
 
CDS Lower and Middle School Discipline Policy: 
Students can expect to be punished for 4 things at CDS: 
1. Distracting other students from instruction 
2. Disrespectful behavior towards classmates or teachers (this includes social 
aggression)  
3. Physical aggression towards classmates or teachers 
4. Academic dishonesty/misuse of technology/disregarding school rules 
 
For distracting other students from instruction: 
 
Underlying philosophy:  
Class time is learning time and not a socializing time. Distracting classmates is a 
socializing activity. 
 
Disciplinary Progression 
1. Before any offenses:  
Students know the classroom policy and the affect that such behavior has on their 
grade.  They know examples of the kind of behavior you are talking about: you have to 
set and discuss the norms. Students know that if they choose to socialize in class they 
lose the right to socialize at recess or lunch- or to be at school at all. 
Parents know your policy about distracting class- because it appears in your class 
overview. 
 
2. First notable offense in your class:  
at your discretion per what you have covered with them 
Teacher action:  
Teacher informs student of effect on grade, communicates with parents about behavior 
and academic consequence (cc TC on email).  
warns student about future consequence 
Admin action:  
acknowledges email to both parties; does not speak to student 
 
3. 1st offense to office from your class:  
at your discretion per what you have covered with them 
punishment: impact on daily grade; loss of next recess; written apology to teacher; 
stays late after school to make up missed classwork.   
Teacher action:  



Immediately: teacher sends student to office, emails office about reason. 
Later that day: informs student of academic consequence; informs parent of 

student action and academic consequence, punishment, and staying late after school to 
make up classtime(cc’s TC on email) confirms receipt; completes incident report for TC,  
Admin action:  

Immediately: TC speaks to student, informs them of punishment, returns student 
to next class; imparts and monitors punishment 

Later: informs family by email that student will be staying late after school to 
complete missed classtime.confirms receipt 
 
4. 2nd offense to office overall (from any class): 
punishment: impact on daily grade; miss two recesses and next lunch; written apology 
to teacher and class; stays late to make up missed classwork. 
Teacher action:  

Immediately: teacher sends student to office, emails office about reason. 
 Later that day: informs student of academic consequence; informs parent of 

student action and academic consequence, punishment, and staying late after school to 
make up classtime (cc’s TC on email) confirms receipt; completes incident report for 
TC,  
Admin action:  

Immediately: TC speaks to student, informs them of punishment, informs family  
Later: imparts punishment, monitors punishment TC communicates with family 

by phone and informs them of next offense consequences. 
Parent Action: 
 
5. 3rd offense to office overall (from any class): 
punishment: impact on daily grade; next day home suspension; written apology to 
teacher and class; parents come in for meeting   
Teacher action:  

Immediately: teacher sends student to office, emails office about reason. 
Later that day: informs student of academic consequence; informs parent of 

student action and academic consequence (cc’s TC on email) confirms receipt; 
completes incident report for TC,  
Admin action:  

Immediately: speaks to student; returns them to class at end of class  
Later: contacts parents by phone to inform them of next day home suspension; 

arrange meeting at school 
Parent Action: 
Monitor student at home; attend meeting with TC 
 



 
For disrespecting other members of the community: 
 
Underlying philosophy:  
We are at CDS to learn, grow and work. Individuals are unable to do this effectively 
when others are being disrespectful of them. Thus it is inappropriate.  
 
Disciplinary Progression 
1. Before any offenses: 
Students know the school policy towards being respectful to all members of the 
community. They know examples of the kind of behavior that is disrespectful: we have 
set and discussed the norms. Students know that if they choose to be disrespectful, 
they run the risk of not being at school. 
Parents know the school policy about not being disrespectful because it they have read 
it in the parent handbook.  
 
2. First notable offense observed by you: at your discretion per what we have covered 
with them 
Teacher action: Teacher speaks with student about behavior and informs TC about 
action and conversation 
Admin action: makes note of event and interaction 
 
3. 2nd offense reported to office  
Admin action: 
Asks teacher to write incident report 
Speaks to student 
Emails parent about incident and informs of incident report coming home; informs 
them of next step (immediate suspension) 
Facilitates reconciliation between students (can kids perform this?) 
 
4. 3rd offense reported to office  
Admin action: 
Asks teacher to write incident report 
Calls parents to pick up Student; goes home for remainder of day 
Parent and student meeting before returning to school 
 
5. 4th offense reported to office  
Admin action: 
Asks teacher to write incident report 
Calls parents to pick up Student; goes home for remainder of day 



Expulsion considered 
 
Physical aggression towards classmates or teachers 
 
Underlying philosophy:  
We have a zero tolerance for physical aggression because of the emotional impact it 
can have on members of the community. We are at CDS to learn, grow and work. 
Individuals are unable to do this effectively when they fear for their physical safety. 
Thus it is inappropriate.  
 
Disciplinary Progression 
1.Before any offenses: 
Students know the school policy about physical aggression. They know examples of the 
unacceptable kinds of physical contact: we have set and discussed the norms. Students 
know that if they are physically aggressive towards others that they run the risk of not 
being at school. 
Parents know the school policy about physical aggression because they have read it in 
the parent handbook.  
 
2. First notable offense observed by you: at your discretion per what we have covered 
with them 
Teacher action: Teacher intervenes and calmsstudent; escorts student to office; explain 
incident to TC while student is kept in a calm state 
Admin action:depending on severity 
Asks teacher to write incident report 
 
Speaks to student; gets assurance that student is calmed 
Contacts parents to pick up student 
 
OR:  
Emails parent about incident and informs of incident report coming home; informs 
them of next step (immediate removal from class for the remainder of the day) 
Facilitates reconciliation between parties (can kids perform this?) 
 
3. 2nd offense reported to office  
Admin action: 
Asks teacher to write incident report 
Calls parents to pick up Student; goes home for remainder of day 
Parent and student meeting before returning to school 
 



4. 3rd offense reported to office  
Admin action: 
Asks teacher to write incident report 
Calls parents to pick up Student; goes home for remainder of day 
Parent and student meeting before returning to school 
Expulsion considered 
 
 
Academic dishonesty/misuse of technology 
 
Underlying philosophy:  
Students are learning to navigate the world of academic integrity and proper 
technology usage.  This is a world of new information and practices which present novel 
challenges, thus our approach to related student transgressions has to be patient and 
with an eye for educating.  
 
Disciplinary Progression 
1.Before any offenses: 
Students know the class or divisional policy regarding these topics. They are familiar 
with the idea that their teachers are helping them understand appropriate rules, 
guidelines and limits- and that failing to adhere to those can result in consequences.  
Teachers are working to create an environment that supports regular reassessment of 
these topics and supportive enforcement of set guidelines. 
 
2. First offenses in a classroom will come with academic impact, a warning from the 
teacher to the student, and an email home to parents explaining the situation. TC is 
cc’d and will respond to all parties with a reference to 2nd offense punishment. The 
degree of the transgression may warrant more serious measures. 
 
3. A second offense (in any setting will) result in student next day suspension and 
parent visit to TC (possible suspension of technology privileges also)  
 
 
 
 
 
 
 
 
 


