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Lee High School

1200 S McDuff Avenue, 32205
Phone: (904) 381-3930

Site Designee: Felicia Skipper
skipperf1@duvalschools.org

DVIA Site Lead: Kai Thompson
            
Mobile: (904) 274-2430
thompsonk3@duvalschools.org 



Southside Middle School

2948 Knights Lane East, 32216
Phone: (904) 739-5238

Site Designee: Stephanie Oliver
olivers@duvalschools.org

DVIA Site Lead:   Leslie Jones              

            
Mobile: (904) 274-2438
jonesl9@duvalschools.org 





8th and 12th Grade 
Secondary Credit Acquisition Summer Program 
LOCATIONS AND CONTACTS
First Coast High School

590 Duval Station Road, 32218
Phone: (904) 757-0080

Site Designee: Tonya Rowan
rowant@duvalschools.org

DVIA Site Lead:    Willie Lewman
	
Mobile: (904)-290-1770 (904) 370-0064
lewmanw1@duvalschools.org   


 
Sandalwood High School				

2750 John Prom Boulevard, 32246
Phone: (904) 990-3614

Site Designee: Dr. Sandra Rocquin 
	rocquins@duvalschools.org


DVIA Site Lead:     Kelly Fanning     
            
Mobile: (904) 990-3614
cassidyk@duvalschools.org 




Summer Information

PROGRAM HOURS		Students 	7:30 AM – 12:30 PM
				Teachers	7:15 AM – 12:45 PM

DATES: June 15th-July 24th (No School July 3rd)

Online Registration at current school of enrollment. 

Eligibility: Seniors needing 2 or less credits to graduate and 8th graders needing 1 credit to promote to high school.


DVIA CONTACT INFORMATION 

	Name
	Phone Number(s)
	Email Address

	Mark Ertel, DVIA Principal
	(904) 390-2037
	ertelm@duvalschools.org

	Dawn Elkins, DVIA Assistant Principal- Sandalwood Site Administrator
	(904) 638-2920 (904) 390-2037
	elkinsd@duvalschools.org

	Scott LeHockey, DVIA Supervisor of Part-Time Program- Lee Site Administrator
	(305) 979-4227 (904) 390-2133
	lehockeys@duvalschools.org

	Kristin Ramscar, School Counselor- Southside Middle Site Administrator
	(904) 742-7168 (904) 390-2037
	smithk11@dyvalschools.org

	Elyce Garceau, School Counselor- First Coast Site Administrator
	(917) 576-9134
	garceaue@duvalschools.org

	Avery, Gary
	(904) 290-3791
	averyg@duvalschools.org

	Barrett, Justin
	(904) 853-1252
	Barrettj2@duvalschools.org

	Bogan, Stacie
	904-701-3377
	bogans@duvalschools.org

	Cardenas, Ramon
	(904) 701-8857
	cardenasr@duvalschools.org

	Cecil, Kara
	(904) 479-9246
	cecilk@duvalschools.org

	Chung, Rae
	(904) 337-9867
	chungr@duvalschools.org

	Fanning, Brandon
	(904) 257-6743
	fanningj@duvalschools.org

	*Fanning, Kelly- DVIA Site Lead Facilitator (Sandalwood)
	(904) 990-3614
	cassidyk@duvalschools.org

	Harland, Kara
	(904) 373-8422
	harlandk@duvalschools.org

	*Jones, Leslie- DVIA Site Lead Facilitator (Southside)
	[bookmark: _Hlk41987012](904) 274-2438
	jonesl9@duvalschools.org

	*Lewman, Willie- DVIA Site Lead Facilitator (First Coast)
	904-290-1770(307) 370-0064
	lewmanw1@duvalschools.org

	Maranto, Katie
	(904) 242-6833
	marantok1@duvalschools.org

	McDowell, Alpha
	(904) 314-0470
	mcdowella@duvalschools.org

	Mitchell, Sharon
	904-600-4146
	mitchells2@duvalschools.org

	*Thompson, Kai- DVIA Site Lead Facilitator (Lee)
	[bookmark: _Hlk41986956](904) 274-2430
	thompsonk3@duvalschools.org

	Vermes, Jenn
	(954) 803-0243
	vermesj@duvalschools.org





2020 Secondary Credit Acquisition (SCA) Roles 

Current School of Enrollment Designee – Designated individual who is responsible for approving courses and monitoring the progress of enrolled students. School of enrollment designees will only be responsible for their students.

SCA Site Designee – Designated individual who is responsible for coordinating the summer school program at the summer school site. This is usually an assistant principal at the summer school location. The site designee will only be responsible for one summer site and their students needing summer school.

DVIA SCA Site Administrator – Designated DVIA team member that will serve as a support to the DVIA Summer Site Lead Facilitators and the Summer Site Designee. This DVIA role will aid in the administrative processes of the summer program.

DVIA SCA Site Lead Facilitator – Designated individual DVIA team member that will serve as a liaison between the summer site and DVIA. The lead facilitator will only be assigned one summer school site and will report to that site daily.

Classroom Facilitator – Certified teacher hired by the summer school site to oversee the day to day classroom functions. Facilitators will also monitor the students’ progress throughout the summer. The Facilitator will only be assigned one classroom at one summer site.

Virtual Instructor – Certified teacher hired by DVIA as the teacher of record for courses offered through the program. Virtual teachers will be responsible for students at all summer site locations. Virtual teachers will also be responsible for the Virtual Campus during summer school hours. 

DVIA Staff – All grade entries will be submitted to DVIA’s data entry clerk. The clerk will then add the final grades to the student’s record as directed by the district. 

SCA School Site Staff – Inputs daily attendance at physical Summer School site.


Understanding Course Names and Edgenuity Course Titles

Sem 1 = CT 1, Content Term 1, CT 3 A, Content Term 3A, Half Credit, 1st Semester, Sem. 1, 0.5, 1st half of full credit course 
Sem 2 = CT 2, Content Term 2, CT 3B, Content Term 3B, Half Credit, 2nd Semester, Sem. 2, 0.5, 2nd half of full credit course

*Course dates vary by student and course names vary by design. 
DVIA Acronyms and More
DVIA – Duval Virtual Instruction Academy. DCPS’ only virtual school.

SIS – The Student Information System that contains the enrollment and basic information exported from the Edgenuity LMS. This is the location for basic progress monitoring, course requests, reports and messaging. ALL students and designees log in to the SIS only. For students, there is a connection from the SIS to the LMS. 

LMS – The Learning Management System for Edgenuity that contains the course. This is where the student will complete the actual course work. The LMS will then send updates to the SIS with current performance data. There may be a delay of 12-24 hours with this synchronization.

Actual Grade – The Actual Grade value is based on work completed by the student, taking expected pace into account, including incomplete work (will be lower than Overall Grade if student is behind pace). 

Overall Grade – The Overall Grade value is based on work completed by the student to date. This grade is an average of all work submitted and does not take pace into account.

Course MapAssignment Calendar – Contains the pacing calendar, This calendar, located in the LMS, auto –populates daily activities that need to be completed for the student to finish a course according to the Start and End dates, and also contains the progress overview, scores and feedback, guided notes, eNotes, course report, and other important information about the lessons.  .  

Communications – This area is located under the individual student account and can be viewed by designees, mentor/facilitator accounts, and virtual instructors. This area contains all communication from the message center and also pertinent information logged by DVIA teachers and staff.  All student communications should be logged in the communication log for the student.  

Message Center – A communication system located in the SIS that will be a central hub for all instructor/student communication. This feature can also be used by designees and mentors/facilitators.

Pacing – Pacing is determined by the Start and End Dates in each individual course and takes into consideration all completed course work. Pacing with a positive number indicates the student is on or ahead of pace. Pacing with a negative number indicates that the student is behind pace. A student who is on pace is where he/she should be to complete the course on time.

Course Start and End Dates – Course Start and End Dates are determined upon enrollment into the program. Course dates may be set according to district semester dates, adjusted to meet individual student needs, or to fit a summer program.

Percent Complete – The Percent Complete is the percentage of the course that has been completed by the student. Keep in mind that courses may be listed as a yearlong or semester courses. 

Progress Report Overview – A reporting feature that is located in the LMS that indicates the most current course completion data and category averages. 


Systemic Information
ATTENDANCE
Students participating in the SCA program are expected to attend school every day.   This will be verified by checking into the SCA school site Team Portal and by working in the Edgenuity platform.

Virtual course attendance is determined by the student working in the assigned virtual course on a consistent basis and by maintaining the required progress needed to complete the course. Site attendance is recorded daily at each SCA location via the Team Portal for FOCUS.  SCA  students will be dismissed from the program after 4 absences or excessive tardiness.

	Summer Credit Acquisition Program 
Course Completion Notice

Student: John Smith

Course: Economics

Teacher: Fedders

Course Grade: 78, C

This report indicates that the student has completed the course listed above with the grade indicated. This is not an official transcript. Official grades can be confirmed by the individual teacher and will be available in Focus upon completion of the full course required credit.

NOTE: Your final grade may be dependent on your State EOC exam.  Please contact your current school of enrollment for your final grade. One credit……

	Summer Credit Acquisition Program 
 School Completion NoticeStudent: John Smtih                                 
This report indicates that the student has completed all approved Summer Re-Take Program courses with the grade of a D (60%) or higher. Official grades can be confirmed by the individual Virtual Instructor and will be available in Focus at the close of the SCA program. This student no longer needs to report daily to their SCA school site. However, if the student was enrolled in M/J Civics, Geometry, US History, or Biology during the summer session,

	
Summer Credit Acquisition Program 
 8th and 12th Grade Summer Re-Take Program

Student:	Martin Fitzwater					
This notice indicates that the student has been dismissed from the SCA  program for the following reason(s):

Student has missed 4 days of the SCA program. School of enrollment indicated student no longer needed approved course.



COURSE COMPLETION NOTICES
Upon completion of an enrolled course, the teacher of record will use the SIS message center to send a Course Completion Notice.  Semester completion notices will NOT be sent for yearlong courses. The virtual instructor will send the notice to the student and will also copy the parent/guardian and counselor/mentor of record. A record of this notice is saved in the individual student’s communication log.

SECONDARY CREDIT ACQUISITION COMPLETION NOTICES 
When a student has completed all courses required, Site Designees will review the course status to determine if student is eligible to exit the program. If a student has completed all requirements and has no more courses pending in the SIS, the Site Designee will send a DVIA SCA Completion Notice through the SIS. This electronic notice will be emailed to the guardian, School of Enrollment Designee, and any mentor listed in the learning platform.

SECONDARY CREDIT ACQUISITION DISMISSAL NOTICES 
When a student is dismissed, a notice will be sent through the SIS by the Site Designee or the Lead Facilitator. This electronic notice will be emailed to the guardian, School of Enrollment Designee, and any mentor listed in the learning platform. Reasons for dismissal include, but are not limited to, 4 or more absences, excessive tardiness, Code of Conduct violations, ineligibility, school request, or duplicate enrollment.

GRADE REPORTING
After a student has completed AND passed a course, the teacher of record will submit an End of Course Report to the DVIA records office. For half credit (0.5) courses, the final grade will be added as soon as that section is complete. For one credit (1.0) courses, the final grade will be reported when the course is complete. Semester (0.5) grades will not be reported for Yearlong courses. In certain cases, a student may only need one half of a yearlong course. In this situation, the designee should notify DVIA. This is a unique situation and will be handled on a case-by-case basis. 


Overview of SCA Roles
1. Current School of Enrollment Designee
a. Ensure both designees understand the process and collaborate in the registration process.
b. Create a record of students and course needs with the Enrollment Roster and submit to the Summer Site of Enrollment Designee. 
c. Use records to approve courses in the Edgenuity system. 
d. Notify students of SCA enrollment, Start-Date, and other requirements.
e. Be available to the school sites if needed. 
2. [bookmark: _Hlk43194549][bookmark: _Hlk43195237]Summer Site Designee
a. Prior to the SCA session, have a plan in place for your Classroom Facilitator training for Day 1 procedures. This training should include but is not limited to: directions to distribute/assign to “classes” in Teams.
b. Use roster from current school of enrollment to create facilitator “classes” in Teams.
c. Ensure the Facilitators understand how to use the Teams for daily attendance and monitoring student progress.
d. Collect enrollment and attendance data for the first week.
e. Upload IEPs/504s to students’ accounts under the “external files” tab on the left-hand side of a student’s main page. Then, add that the student has an IEP on the sticky note by
i. Clicking on the “edit information” tab on the left-hand side of the student’s main page
ii. Scrolling to the “Basic Information” section and adding a note about student having an IEP in the “Notes” section.
iii. Scroll to the bottom of the page and click “Save.”
f. Provide discipline and academic integrity support to facilitators and teachers.

3. [bookmark: _Hlk43194650]“Classroom” Facilitator 
a. Ensure that all students assigned to your Teams class are enrolled in courses.  These are listed in the students “Academic Snapshot” or “Course Requests” section of the SIS. If a course is listed in the “Course Request” section, it MUST be listed as “Approved.” If the course is listed but not “Approved”, please notify the Summer Site Designee.
b. Identify all Seniors with a GPA issue, ELL, IEP or 504.  
i. Compile a list for your records of all students identified above.
ii. For GPA Concerns, email the teacher of record (as indicated in the learning system) the following student information: Student Name, Name of Course, Grade Needed. 
Follow this sample when notifying the teacher of record:
John Zak – GPA Issue, Environmental Science Sem 1, Needs C.
iii. For IEP, 504, or ELL, please reference the “sticky note” that should auto-populate at the bottom right corner of the student’s main page in the SIS, and check the “external files” link on the left-hand side of the page to locate the student’s IEP/504. 
c. Course Completion Verification – When the student completes a semester course. Classroom Facilitator should look in the LMS for 100% complete or look for a course completion notice in the student’s message center for verification. 
d. When a student completes a semester course, notify the Site Lead Teacher.



e. When a student has completed all course requirements approved in the SIS and you have confirmed this information in the system, notify the Site Designee to be processed for dismissal.

Current School of Enrollment Designee
This section contains specific directions for the creation of student accounts, requesting courses, setting dates, approving courses and additional responsibilities/procedures for each of the following: School Counselor, Current School of Enrollment Designee, Classroom Facilitator, SCA Site Designee, and Student.

The Secondary Credit Acquisition Program is for rising 8th grade students for promotion to 9th Grade, needing 1 credit and current 12th Grade students needing 2 or less credits for graduation. All students will be working in a virtual learning curriculum. The 2020 SCA Program will have be supported at four sites that offer core academic courses for graduation or promotion from middle school.  

Registration
· School Counselors or School of Enrollment Designee will need to complete account registration for each student. A record of students and their course should be retained at the school of enrollment by the designee.
· Students who are eligible to attend the SCA session should have a registration and completed course request and account creation processed at their 19-20 school of enrollment. (The course request process should be completed prior to the start of the SCA session.) Students with existing DVIA Edgenuity accounts will not need to create a new account. 
· Once registrations and requests are completed, Designees will review/adjust start and end dates if necessary and approve/deny all course requests prior to the start of the SCA session. 
· DVIA will enroll students into their first approved courses with a start date of June 15th. As students complete an enrollment, they will be enrolled in the next course accordingly either by DVIA staff or system generated start dates. 


ACCOUNT CREATION AND COURSE REQUESTS
To be completed by the School of Enrollment Designee

STEP 1:  Go to: www.duvalschools.org/dvia/courserequest 
Click “Course Request Link” 
 


STEP 2:  Account Creation 
Students WITH DVIA Edgenuity Accounts: If the student already has a DVIA account, then simply enter the Username and Password and login on the left “Already have an account” box then click “Continue” – GO TO STEP 3. Do not create another account if the student does not have the Username and Password. Please follow the directions on the site to recover the credentials. 

Students WITHOUT DVIA Edgenuity Accounts: Students who are new to DVIA will need to create an account by clicking the “Click here to create a new account” button in the box on the right “Need an account?” 
Select School: “DVIA – PART TIME” from the “School” drop down list. 
Enter student information for: 
FIRST NAME, LAST NAME,  
DATE OF BIRTH 
STREET, CITY 
EMAIL (DCPS),  
PRIMARY PHONE 
STUDENT ID (DCPS Student Number) 
GRADE LEVEL 
SELECT CURRENT SCHOOL OF ENROLLMENT (Choose Assistant Principal’s Account)
GUARDIAN 1 INFO 
CREATE STUDENT USERNAME: (Student DCPS Login) 
CREATE STUDENT PASSWORD: (Student DCPS Password)   
CLICK “Save” 
 
STEP 3:  Select course(s). 
 Select the course or courses in which the students need to be enrolled by  
               filtering or searching and checking the box to the left of the course(s). 

	Secondary (8th & 12th) Credit Acquisition Program Course Offerings

	Course
	Credits
	Department

	Algebra 1-A Semester 1-PT-FL-1200370-001
	0.5
	Math

	Algebra 1-A Semester 2-PT-FL-1200370-001
	0.5
	Math

	Algebra 1-PT-FL-1200310-001
	1
	Math

	Algebra 2-PT-Sem 1-FL-1200330-002
	0.5
	Math

	Algebra 2-PT-Sem 2-FL-1200330-002
	0.5
	Math

	Biology 1-PT-FL-2000310-002
	1
	Science

	Chemistry 1 Sem 1-PT-FL-2003340-002
	0.5
	Science

	Chemistry 1 Sem 2-PT-FL-2003340-002
	0.5
	Science

	Earth/Space Science Sem 1-PT-FL-2001310-002
	0.5
	Science

	Earth/Space Science Sem 2-PT-FL-2001310-002
	0.5
	Science

	Economics with Fin Lit-FL-2102335-001
	0.5
	Social Studies

	Economics-FL-2102310-001
	0.5
	Social Studies 

	English 1 Sem 1-PT-FL-1001310-002
	0.5
	Language Arts

	English 1 Sem 2-PT-FL-1001310-002
	0.5
	Language Arts

	English 2 Sem 1-PT-FL-1001340-002
	0.5
	Language Arts

	English 2 Sem 2-PT-FL-1001340-002
	0.5
	Language Arts

	English 3 Sem 1-PT-FL-1001370-001
	0.5
	Language Arts

	English 3 Sem 2-PT-FL-1001370-001
	0.5
	Language Arts

	English 4: FL College Prep Sem 1-PT FL-1001405-004
	0.5
	Language Arts

	English 4: FL College Prep Sem 2- PT FL-1001405-004
	0.5
	Language Arts

	Environmental Science Sem 1-PT-FL-2001340-002
	0.5
	Science

	Secondary (8th & 12th) Credit Acquisition Program Course Offerings Cont.

	Environmental Science Sem 2-PT-FL-2001340-002
	0.5
	Science

	Financial Algebra Sem 1-PT--FL-1200387-002
	0.5
	Math

	Financial Algebra Sem 2-PT-FL-1200387-002
	0.5
	Math

	Geometry-PT-FL-1206310-002
	1
	Math

	Liberal Arts Mathematics 1 Sem 1-FL-1207300-001
	0.5
	Math

	Liberal Arts Mathematics 1 Sem 2-FL-1207300-001
	0.5
	Math

	Liberal Arts Mathematics 2 Sem 1-FL-1207310-001
	0.5
	Math

	Liberal Arts Mathematics 2 Sem 2-FL-1207310-001
	0.5
	Math

	M/J Civics-PT-2106010-002
	1
	Social Studies

	M/J Comp Science 1-PT-FL-2002040-002
	1
	Science

	M/J Comp Science 2-PT-FL-2002070-003
	1
	Science

	M/J Comp Science 3-PT-FL-2002100-003
	1
	Science

	M/J Grade 6 Math-PT-FL-1205010-003
	1
	Math

	M/J Grade 7 Math-PT-FL-1205040-002
	1
	Math

	M/J Grade 8 Pre-Algebra-PT-FL-1205070-003
	1
	Math

	M/J Language Arts 1 - PT FL-1001010-003
	1
	Language Arts

	M/J Language Arts 2-PT-FL-1001040-003
	1
	Language Arts

	M/J Language Arts 3-PT-FL-1001070-003
	1
	Language Arts

	M/J United States History-PT-FL-2100010-003
	1
	Social Studies

	M/J World History-PT-FL-2109010-002
	1
	Social Studies

	Math for College Readiness-PT- Sem 1-FL-1200700-002
	0.5
	Math

	Math for College Readiness-PT- Sem 2-FL-1200700-002
	0.5
	Math

	Physical Science Sem 1-PT-FL-2003310-002
	0.5
	Science

	Physical Science Sem 2-PT-FL-2003310-002
	0.5
	Science

	United States Government-FL-2106310-001
	0.5
	Social Studies

	United States History-FL-2100310-001
	1
	Social Studies

	World Cultural Geography Sem 1-FL-2103300-001
	0.5
	Social Studies

	World Cultural Geography Sem 2-FL-2103300-001
	0.5
	Social Studies

	World History Sem 1-FL-2109310-001
	0.5
	Social Studies

	World History Sem 2-FL-2109310-001
	0.5
	Social Studies

	
	


STEP 4:  Select Start and End Dates 
i. Course Requirements LISTED IN PRIORITY ORDER for summer
ii. Use the Course Date Table Below


 





HIGH SCHOOL COURSE DATES

	Students Needs
	Course Type
	Course Dates

	(0.5) Credit
	Course 1 (0.5)
	June 15-July 24



	(1.0) Credit
	Course 1 (1.0) Yearlong
	June 15-July 24

	
	        OR
	

	
	Course 1 (0.5) 
	June 15-July 6

	
	Course 2 (0.5) 
	July 7-July 24



	(1.5) Credits
	Course 1 (1.0) Yearlong
	June 15-July 24

	
	Course 2 (0.5) 
	June 15-July 24

	
	     OR
	

	
	Course 1 (0.5)
	June 15-June 26

	
	Course 2 (0.5)
	June 29-July 10

	
	Course 3 (0.5)
	July 13-July 24



	(2.0) Credits - SENIORS ONLY
	Course 1 (1.0) Yearlong
	June 15-July 24

	
	Course 2 (1.0) Yearlong
	June 15-July 24

	
	     OR
	

	
	Course 1 (1.0) Yearlong
	June 15-July 24

	
	Course 2 (0.5)
	June 15-July 6

	
	Course 3 (0.5)
	July 7-July 24

	
	      OR
	

	
	Course 1 (0.5)
	June 15-June 24

	
	Course 2 (0.5)
	June 25-July 6

	
	Course 3 (0.5)
	July 7-July 14

	
	Course 4 (0.5)
	July 15-July 24



*Note: If the course dates are not set prior to enrollment, the student pacing chart and assignment calendar will not create properly. All designees must ensure these dates are set according to the SCA Pacing Chart. DVIA staff will not be able to reset course dates prior to the opening of the SCA session. Course Start Dates set to prior to the first day of the SCA session will not be enrolled. Designees should contact appropriate DVIA staff for assistance if needed. 

STEP 5:  Course Summary - Review the request(s). 
   Click “Change Course” to return to the course selection screen, or click  
               “Next” if your selections are correct. 
 
STEP 6:  Course Confirmation – Click “Confirm”  
 
STEP 7:  Click “Done” – Course requests are sent to the Designee’s account at the student’s current  
    school of enrollment for review and approval/denial as appropriate. 
i. GPA Issue. For students with a GPA issue, you will need to post the minimum grade needed for completion in a “sticky” attached to the student’s profile
   		Click “Edit Info” on the student’s profile page
    		Click on the “Note” section and post the notice
    		Click “Save” when done. 




APPROVE/DENY COURSE REQUESTS
To be completed by the School of Enrollment Designee

Once all students have had courses requested, the designee must approve or deny each course request. Before a course request is approved, the designee must also review the course/s requested and their enrollment dates. This is a required step to ensure that each student has the correct course/s and adequate time to complete courses. ALL COURSES FOR SCA PROGRAM MUST BE REQUESTED AND APPROVED PRIOR TO THE START OF THE SESSION.

DIRECTIONS:  

Locate Student Course Requests:
1. Login to Edgenuity – www.edgenuity.com/SIS-Login
2. Click on the “Enrollments” tab
3. Click on “Public Course Requests” on the left menu.
4. In the “Search Criteria” box, select “DVIA – PART TIME”
5. In the “Search Criteria” box, select your name in the “Counselor” drop down menu.
6. In the “Search Criteria” box, select “WAITING_REVIEW” from the “Approved” drop down menu.
7. Click “Get Data”
8. You may sort by name, date of request, etc. by clicking on the column title. 
9. When the students are displayed, review each request to ensure that each student has selected the correct course/s and date/s.

Date Correction
If the student has selected a CORRECT course but there needs to be start or end date change.  To do this;  
a. click the “paper/pencil” icon in the Edit column of each individual course request. 
b. Set the start and end dates as directed in the chart below, 
c. then, click “Save”. 
d. To confirm course dates, click “Get Data” to refresh the view. 
*Make sure to follow the Student Course Pacing Chart above  

“Approve” or “Deny” 
To Deny Course Request(s) If the student has selected an INCORRECT course, click in the box to the left of the incorrect course, then click “Deny” at the bottom of the page. You can select all of the incorrect courses then “Deny” them all at once.
To Approve Course Request(s) When the course dates are set, click in the box to the left of the correct course, then click “Approve”. You can select all of the correct courses then “Approve” them all at once. Do not approve courses until the dates have been set. 

Enrollment
DVIA will enroll all students into their 1st priority approved course (with a start date of June 15th), prior to the first day of the SCA session.  After this date, courses will be enrolled by the DVIA Site Lead Facilitators assigned to the SCA site.




Withdrawal
To withdraw a student from an SCA course, the Current School of Enrollment needs to email the assigned DVIA Site Lead Facilitator for the SCA site the student is scheduled to attend. Include the name, student number and course that needs to be removed.

ADDITIONAL SCA RESPONSIBILIES

Day 1-3 SCA Session
Designees will be available for:
· following up with students who do not start their courses.
· registering and approving additional students from their school of enrollment. 
· providing additional information/documentation as requested by the SCA site.

Day 4- Day 29
Designees will continue to be available at their school of enrollment for:
· any and all student change requests. 
· to monitor their students’ progress in the SIS throughout the SCA session.
· Supporting the SCA site designee with student discipline or attendance.
Success Strategy: It is highly recommended that the current school of enrollment maintain contact with your students to support their work.  Weekly check-in by email or teams will help let the student’s know they still have your support as they progress towards completion, certain schools experienced great success with this strategy! 

PROGRESS MONITORING
Mentor/Counselor View

To be completed by the School of Enrollment Designee, and Summer School Site Designee, and Facilitators

Each Designee/school of enrollment is expected to monitor the progress of their students during the session. This can be done easily in the SIS. We encourage each Designee to explore the reporting features in the SIS. For basic progress monitoring, follow these directions after you login to Edgenuity at www.edgenuity.com/SIS-Login:

TO VIEW GENERAL STUDENT INFORMATION

1. Single Student From the dashboard, click the “Students” tab in the top row and click the name of an individual student to see individual student information.
2. Student List From the dashboard, click the “Students” tab. Click “Customize Columns” on the right side of the screen to specify the information displayed. Common selections include: Requests, Enrollments, Grade, Phone, Guardian Phone.




TO VIEW SPECIFIC ENROLLMENT INFORMATION

1. From the dashboard, click on the “Enrollments” tab in the top row to view all active students.
2. In the “Affiliation” drop down, select “DVIA – PART TIME”
3. In the “Mentor” drop down box, select your name.
4. Click “Get Data” (data may be exported to excel by clicking the “excel” icon on the top right corner)
Note: First time users go to Column Customization for “Enrollments” for next steps.

COLUMN CUSTOMIZATION FOR “ENROLLMENTS” 

1. From the “Enrollments” tab, click on the “Customize Columns” link in the top right of the student list.
2. Select as follows:
a. Col 2: Grade Level
b. Col 3: Section
c. Col 4: Start Date
d. Col 5: End Date
e. Col 6: PercentCompleted
f. Col 7: PercentageBehind
g. Col 8: Grade
3. Click “Save” (Once saved, this table will always open with the selected columns.)
Note: Designees may also choose other columns as needed for their individual progress monitoring needs.

Monitor SCA students’ progress by viewing the information in your customized list to determine which students need additional support and which are ready for the next course.

Communications

SIS Message Center        
The SIS has an internal message center that counselors, mentors/facilitators, virtual teachers and students can access to communicate. Certain messages can be sent to external email addresses. To access the message center, the designee should login to their SIS account (http://www.edgenuity.com/sis-login/). Classroom Facilitators do not have access to send and receive messages.
[image: ]
To view past messages: 
In the left side menu, click on “View Communication” while on an individual student’s information page. 

To add a communication: While on an individual student’s information page: 
· Click on “Add Communication”
· Select the type of communication
· Type in the subject of your contact or note regarding student 
· Type in the information you would like to log
· Click “Save”
[image: ]
To send a message: While on an individual student’s information page: 
· Click on the “Messages” tab
· Click compose 
· Type in the recipient’s name 
· Click on correct name
· Type message
· Click “Send”
[image: ]
 To send an email: While on an individual student’s information page: 	
· Click on “Send Email” listed under “Actions”(by using this email feature, you will send directly to the student’s email address and message center in the system)
· Copy appropriate individuals by clicking in the box(es)
· Type the message in the box
· Click “Send” (these emails will be logged in the Communication Log)                    

SCA Site Designee Guidelines
The Online System:
1. Watch Edgenuity Orientation Video - www.duvalschools.org/dvia/orientation
2. Familiarize yourself with the Edgenuity SIS.
General Summer School Policies/Procedures:
1. Read through the Classroom Facilitator Guidelines to understand the expectations of the teachers. 
2. After 3rd day of summer school, there should be no additional middle school enrollments. 
3. Any student exceeding 3 days of absences need to be dismissed from the program. 
4. Review Attendance, Course Completion Notices, and Grade Reporting information on page 7 of this handbook. 
Preparation for Day 1
1. Facilitate set-up for first day of enrollment
2. Ensure students are assigned appropriately in Teams and Facilitators have needed functionality.  
3. Ensure equipment needed to facilitate is available to students (Computers, headphones, etc.)
Check Computers (Ensure that someone with STC rights is available daily throughout the session).
4. 
General Summer Guidelines/Practices

1. Facilitate communication between your site and the DVIA Summer Site Lead Facilitators assigned to assist your school for the session.
2. Check page 3 of this handbook to see your assigned DVIA SCA Site Lead Facilitators and to see site names, addresses, and other information regarding the summer program.
3. Be a Cheerleader for the students at your site. Celebrate their successes and follow up with those who are behind pace.
4. Provide directions for how to access Teams/contact information for Site Lead Facilitator. 
5. Provide a list of all Classroom Facilitators names, Teams account, email addresses, and phone to the DVIA Lead Facilitator.


Daily Attendance Reporting (First 5 Days)

Designees will need to report daily attendance to a DVIA representative on a daily basis. On the first day of school, please be prepared with a spreadsheet that includes the following columns:
Column 1: Student Number
Column 2: Last Name, First Name
Column 3: Grade Level
Column 4: Current School of Enrollment

A specific spreadsheet may be given to you to fill in. You will be able to copy and paste into the required sheet. It is recommended that your classroom facilitators fill in this information on a spreadsheet and email to you on the first day of school. After the first day of school, facilitators will need to email you additional names. A sample spreadsheet is in the summer school webpage for your use.

Daily Attendance Example
[image: ]

New Student Roster Example
[image: ]

When this attendance information is submitted, a district report Overall Attendance will be created.
 
Overall Attendance Example
[image: ]




How to Exit an SCA Student

Summer Site Designees will need to send a Completion/Dismissal Notice when a student leaves the Credit Acquisition program. Directions for sending these notices are below.  

COMPLETED SUMMER SCHOOL 

When a student has completed all courses required for promotion or graduation, Site Designees will review the course status to determine if they are eligible to stop attending. Before a student is excused from summer school, Site Designees must do the following:
1.  Check Summer Course Completion Verification the SIS or LMS. The Course Completion notices that are copied via email to the designees will also serve as a reference.
2 Check high school GPA concern. If a student is a GPA concern, ensure the grade has been achieved. A contact may need to be made to the Current School of Enrollment Designee to review. 
After your review you have determined that the student is finished and approved to exit the program, the Designee will then:
3 Email the DVIA Summer School Completion Notice from the SIS.* Login to the SIS using your Summer Site Credentials.
· Under Students, find and click the student’s name you are sending the report to. 
· Under the Actions section, click “Send Email”. 
· Click the dropdown for templates and select “DVIA Summer School Completion Notice”. 
· Check “Copy Guardian” and “Copy Counselor”. 
· Click “Send”.
DISMISSED/WITHDRAWN

If a student is being withdrawn/dismissed from the summer school program due to lack of attendance, behavior issues, or summer school is not needed, then the site designees should use the following system to notify all interested parties are notified of the dismissal.
Email the DVIA Summer School Dismissal Notice out of the SIS.* Login to the SIS using your Summer Site Credentials.
a.  Under Students, find and click the student’s name you are sending the report to. 
b. Under the Actions section, click “Send Email”. 
c. Click the dropdown for templates and select “DVIA Summer School Dismissal Notice”. 
d. Check “Copy Guardian” and “Copy Counselor”. 
e. Type in the reason for the dismissal. i.e. Excessive Absences, Summer School not Required According to Current School of Enrollment, etc.
f. Click “Send”.
*BEFORE YOU SEND AN SIS NOTICE: Update your signature in the SIS. Click “Settings” in the upper right hand corner. For the signature, include Name, Title, Site Name Address, Phone Number. Click “Save”.
Site Designees will receive the Summer School Completion Notice and individual Course Completion Notices by email. These notices may be printed and attached to the Entrance/Exit Ticket.

THE NOTICE WILL BE SENT WITH STUDENT INFORMATION AND DESIGNEE SIGNATURE AUTOMATICALLY ADDED.


CLASSROOM FACILITATOR GUIDELINES
Procedures and Information 

In addition to daily attendance check-ins with Teams, SCA “Classroom Facilitators” have additional duties/expectations. Please become familiar with the following policies, procedures and information listed below.

Before the first day of summer school:
1. Reach out to your students and ensure all of the computers are working.
2. Ensure you have access to the files in Teams or links to the following forms:
· Attendance Sheet (2-4 per classroom)
· Classroom Facilitator Progress Monitoring Sheet (2-4 per classroom)
· Student Checklist (to be loaded into the class Team for student use)and Course Information Sheet (1 per student)
· 
· Student Progress Monitoring Sheet (to be loaded into the class Team for student use) (1 per student)
· Virtual Course Progress Report (1 per course per week)
3. Share this information with your students:
a. Your Name and Email Contact Information
b. School Name
c. School Phone Number 
d. Website to Login to Courses: sislogin.edgenuity.com
4. Ensure you understand how to navigate the SIS and LMS so you can direct your students. 
5. Ensure you know the attendance taking procedures.
6. Review the role you have with course completions and student monitoring.
Student Rituals and Routines:
A. Check your Announcements and Messages Each Morning
B. Check your Assignment CalendarCourse Map
C. Meet with your Classroom Facilitator in Teams as directed 
D. Complete Required Work
E. Before you leave every day, review your Couse Map of upcoming assignments.

***Message Your Virtual Teacher AND Inform Your Classroom Facilitator:
F. Before you take a Prescriptive Test/begin a course
G. If you are going to be absent from school
H. If you have any questions or need some help
I. If you will need a Test or Check-Point the next day (Schedule it)
J. When you take your Final Exam
K. When you have completed your Final Exam

Day 1 of Secondary Credit Acquisition Program
1. Follow directions from your site designee for attendance and student support.
2. Once students have entered Teams and are ready to begin working in their course, make sure students:
a. Have the Student Checklist.
b. Know where to login.
c. Know their username and password.
d. Have courses ready for them to work.
e. Have a quiet environment.

f. Complete the checklist before they start working.
g. Understand that they cannot save and exit the prescriptive test.
h. Understand the amount of course work depends on how well they do on the prescriptive test. 

Day 1 Prescriptive Testing: Ensure the students are working in an environment that is conducive to testing. This is a very important test and it will determine which topics the student will bypass and therefore create their customized assignment calendar. There should be minimal movement and noise.

Day 2 – 29 of SCA Session

1. Identify and notify required parties for any ESE, 504, ELL or GPA Issue students. Refer to page 8 of this guide for specific directions. 
2. Monitor the individual daily progress of the students. 
3. Know what percentage the student must complete daily based on the number of .5 Credit hours necessary to promote or graduate. 
a. This can be determined by reviewing each student’s assignment calendar with him/her.
4. On a daily basis, complete the Classroom Facilitator Progress Monitoring Sheet by individually meeting with students in Teams and viewing their LMS screen. 
5. Recommended to Ccomplete progress monitoring conferences with parents weekly in whatever means available.  Progress reports will be emailed by DVIA staff on for students on Wednesday and Friday of each week. 
6. Complete Specific Interventions for students daily.
7. Complete Course Completion Verification as needed throughout the summer.
8. Send notice to Site Designee when a student has completed all requirements.
Notify your Site Designee regarding a student:
· If a student has log in or technical issues on Day 1.
· When a student finishes a course and there is NOT another course ready in the system.
· If you believe a student has an incorrect course assignment.
· If a student is in severe danger of failing. (50% or more behind pace)
· If a student makes little or no progress over the course of a week.
Virtual Campus
DVIA’s Virtual Campus will be open during SCA hours. Students who need ANY type of assistance with the online virtual course can log in to this blackboard collaborate session from the link located in the announcement section of their LMS. Facilitators should ensure that all students can log in to this campus on the 1st day of the session. Instruct students to click yes and trust any pop up that generates from downloading and opening this program. The first time a student logs in may take several minutes. 

Assignment CalendarCourse Map/Course Report
For students scheduled to prescriptive test, an assignment calendar will populate into their course map after students take the prescriptive test. Depending on course set up, it will continue to change as they work through lesson pretests. For students without a prescriptive test, a calendar will already be generated based on the start date.  This course map also contains the scores and feedback, details about the lessons, progress overview, guided notes (when available) and eNotes.  







Course Completion
Time and communication are very important in this virtual school program! If a student has completed 80% of the course with a passing grade, the student can begin the process to request the next course if needed. All middle school and yearlong EOC courses are assigned as one course (1.0 credit) in Edgenuity. See the explanation on the “Understanding Credit in Course Titles” for further details regarding course terms, timing, and credits.

New Course Needed
If a student needs their next course, instruct them to log in to the Virtual Campus. Any teacher can help them enroll in the next course. A link to the Virtual Campus is located in the student’s announcement area in the LMS. 

Contacting Absent Students
When a student is absent, they are missing valuable work time! Contact the parent and/or student the day they are absent.  Consider using phone, text AND email every time a student is absent.
Escalate your contact as absences increase and if no contact is made with a previous attempt.
Make a note to the SCA Site Designee that you contacted the student regarding the absence and share totals each time. He/she will need encouragement and accountability. Each student is different and every situation is unique. Before giving specific advice to a parent or student, ensure that you understand their situation. Consider their assigned courses. Some students will have to work MUCH faster than others to get the credits they need!

Logging Student Contact
All pertinent student communication should be logged in the SIS communication log.  All communication logged here is visible to the virtual instructor and all counselor/mentor accounts linked to the student.  

Progress Reports/Scholarship Warnings
DVIA admin/staff will send electronic progress reports each Wednesday and scholarship warnings when students are in danger of failing.  These reports from the Classroom Facilitator will go home each Wednesday and Friday during the session. Make sure you have confirmed parent emails!  Electronic Progress Reports and Scholarship Warnings should be sent electronically through the Edgenuity system.   Progress monitoring parent conferences are recommended between the facilitator and parent/guardian weekly via phone, text, or email as appropriate for the family.  

Email Communications
Facilitators should monitor their email during the session hours.

Specific Interventions
As a Classroom Facilitator, you will need to identify when specific interventions are needed for student success. Each Facilitator will bring their own interventions into their “classroom’ group. It is important to combine your interventions and practices with proven strategies that work in the blended virtual setting.

      Identify when interventions are needed:
· Overall grade is 59% or below.
· Student is 20% or more behind pace.
· Quiz/test scores are consistently unsatisfactory (59% or below).
· Student is working too fast with unsatisfactory grades.
· Student is working too fast and has unrealistic high grades. (Academic integrity issue)










      Interventions include, but are not limited to:
· Observations: Use a Team meeting to interact with a student during the completion of an entire assignment. Make recommendations that will help him/her be more successful.
· Parent Contact: Reach out to the parent about the lack of student academic success.
· Note Taking: Review or explain basic note taking skills. Ensure student has a copy of the two column notes page.
· DVIA Support: Contact Virtual Instructor via phone, message center, or email.
· Progress Checks: Daily personal progress checks.
· Virtual Campus: Log in to Virtual Campus

Navigating the SIS and LMS 
Accounts have been added to the system for personnel to login and learn to navigate the system. These training accounts will be provided for you at training. You may complete assignments, use the message center and click on anything in the courses! Please be patient, there may be a delay with multiple people logging in at the same time.




PROGRESS MONITORING
Student View 

To be completed by Classroom Facilitator
School Counselors, Parents, and Designees can also use this system to monitor student progress.

Each Classroom Facilitator is expected to monitor the progress of their students. This be done by looking at the student view in the SIS and LMS.  We encourage each Facilitator to become familiar with the features for progress monitoring. Classroom Facilitators should use the training credentials to login to the system and become familiar with the system.



















For a description of features listed below, see the DVIA Acronyms and More page located earlier in this handbook.


	SIS Features
Classroom Facilitators should become familiar with the following in the SIS: 
	LMS Features
Classroom Facilitators should become familiar with locating the following in the LMS: 

	· actual and overall grade, 
· message center,
· course information, and 
· the transcript. 

	· the virtual campus link, 
· progress report, 
· actual and overall grade, 
· percent complete, 
· course reportassignment calendar,
· assignment scores, and
· the course map.  







	LMS FEATURES in the Course Map
	DIRECTIONS/
TO ADJUST VIEW: 

	SCREEN SHOT OF FEATURE

	
	From the LMS, click the circular icon in the top right corner of the course tile.


	 [image: ]

	Due DatesAssignment Calendar
	Auto-populates when icon is clicked (mentioned above) with actual progress and target progress.
	[image: ]

	

Progress DashboardOverview
	
Click on the icon to see progress overview and grades by category.
	[image: ]              [image: ]

	Course Report
	Opens a PDF of student data including estimated time and actual time worked on assignments, date of completion for each assignment, and grade. 
	   [image: ] [image: ]

	eNotes
	Adjust course name and click lesson to see notes taken by student during lesson.
	[image: ] [image: ]

	





Teacher Feedback
	1) Click on the notification to view feedback on teacher graded assessments such as projects, essays, etc.
2) Click the speech bubble next to the assessment score. Scroll through assignments to view feedback on additional assessments.
	[image: ]
Step 1





[image: ]
Step 2

	Guided Notes
*Not available for all lessons or all courses

	1) Click the + symbol next to the lesson title. 2) Click the View Guided Notes link to open notes as a PDF in a new tab.
	[image: ]
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