QUICK START
REFERENCE GUIDE

Fall 2018
Welcome to Hart @ Home!
We are pleased that you have decided to join our “family” and we look forward to
assisting you and your family with your student’s academic journey.
This Quick-Start Reference Guide is a very helpful tool in providing you with the
necessary information to be successfulf in our program. We invite you to read
through it so you will have an overview and familiarity with some of our
terminology before meeting with your Supervising Teacher.
There is sometimes an adjustment period when learning how to maneuver
through Apex. Please take advantage of our teacher’s expertise in guiding you
through the process.
Please don’t be shy if you are not understanding something. You are not alone,
and we are more than happy to work with you until you are comfortable with
our requirements.
Thank you, and again, welcome!
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QUICK START REFERENCE GUIDE
GENERAL HOUSEKEEPING:
Office Hours – Our office is open from 7am-3:30pm. Teachers are available between the hours of 8:00am3:00pm. Students are asked not to arrive prior to 8:00am, and all students must be picked up by 3:00pm.
After 3:00pm, students will either need to wait outside for a parent, or can wait in the lobby of the district
office. The exception to this rule is on Thursdays when there is typically a teacher on campus until 5:00pm
(ASB Meetings).
Signing-In – All students and parents are asked to sign-in at the front desk before going upstairs. Upon leaving
everyone must sign-out as well. This is an important component for student safety so we can know who is on
campus at any given moment.
Scheduled Appointments - If a student needs one-on-one time with a teacher, please make a
scheduled appointment. This will ensure that your student receives the attention he/she needs. Please be
mindful that there are many students who may need assistance, so teachers may not be able to provide
extended one-on-one “tutoring” sessions.
Late Start Mondays – Every Monday we will be open from 11am-3pm. The staff takes advantage of this time
for staff meetings & professional development. Our staff is unable to meet with students at this
time. Additionally, unless previous arrangements have been made, students may not work unsupervised in
our classroom.
Workload Expectation – As a rule of thumb, students should expect to work at least one hour, per subject, per
day.
Parents on Campus – Parents are always welcome on our campus, however, we ask that parents remain
downstairs unless they have a specific teacher appointment upstairs. If a parent needs to speak with his/her
student, we will be happy to call for your student to come downstairs.

MEETINGS WITH YOUR SUPERVISING TEACHER
It is required that you meet with your Supervising Teacher at least once every 20 days. At this time you will
turn in your Attendance/PE Log. This is where you will indicate the subjects that you worked on for each
school day. During these meetings, you can expect the following interactions to take place:
1.
2.
3.
4.
5.
6.
7.

Turn in your SIGNED attendance/PE log.
How is everything going?
Review graded work.
Check progress – are you working on schedule?
Discuss any concerns or questions.
Teachers may refer students to other teachers, if needed.
Review the game plan for the next 20 days.
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Attendance / PE Log

1.
4.
2.

3.
5.

1. Parent will fill in the upper section, as well as the subjects studied on each of the available school days.
2. If a student is sick or unavailable on a school day, but makes up the work on a weekend, it is ok to post
the work on a weekday.
3. Parent MUST sign the document and the date must match the last school date on the form. ESignatures (typewritten) cannot be accepted, however, we can accept a scanned copy of a “wet”
signature (until you can come in).
4. PE – If a student is taking PE with HH, please indicate the number of hours and at least one hour of
physical activity per day.
5. The Supervising Teacher will fill out the # of days claimed, # of PE hours, Pass/Fail, and sign it.
Students are expected to do coursework every day. If attendance forms are not submitted in a timely
manner, your student will be in jeopardy of being considered “truant”.
If you misplace your forms, you can either re-print them from the website, or stop by our office and we
will provide you with a new one.
We have a very limited window with which to turn in our state attendance reports, so we appreciate you
giving this your prompt attention.

Contract / Teacher Grading Policies
When you have your first meeting with your Supervising Teacher, you will need to sign a contract. This is a
required document for all students who are engaged in our program. Items covered in the agreement include:
 Duration of Agreement, Objectives, Methods of Study, Methods of Evaluation & Resources
 Scheduled Instructor / Student Meeting, Equitable provision of resources and
services/voluntary statement
 Conditions of Enrollment, Academic Integrity, Consequences if violations occur

 Grading Policies - Each teacher has a specific set of grading policies. Please make sure that you
spend time with each teacher to learn what his/her grading policies are regarding: Homework
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Due Dates, Late Assignments, Quiz Re-Sets, Extra Credit, Moving ahead in a subject. If you need
any clarification, please reach out to each individual teacher.

Academic Integrity
Any online program presents a temptation to students to take shortcuts, or copy information from an online
source to help them complete their assignments “quickly”. The following actions are deemed violations of
Academic Integrity and/or board policy:






If a student takes credit for work that is not their own or allows someone else to copy his/her work.
If a student looks at another student’s paper or sends or receives test data during, before, or after a
test.
If a student uses materials on a test or quiz that has not been approved.
If a student plagiarizes someone’s work, whether it is another student’s or reference material.
If students collaborate either verbally or via shared data on a test, including accessing other websites
and/or search engines during the completion of a test.

Consequences for breaching academic integrity
Student will receive one documented warning if plagiarism occurs. Additionally, he/she will receive a score of zero on
the paper. If it occurs a second time, it will be noted on the student’s permanent school record and the student will
jeopardize his/her placement in our program.

Homework / Turning in Assignments








Assignments should be turned in as they are completed. Please do not “save-up” assignments and turn
them all in at once.
Homework is to be emailed/scanned as a .pdf via APEX to your teacher. Please do not simply take a
picture (jpeg) of your work. It must be converted to a .pdf.
To Scan Homework – There are many options for scanning your work into your computer. You can use
a scanner, Google Drive, Cam Scanner (free phone app), iPhone or Android to scan your assignments &
save them in your computer. You can then attach them to your Apex emails.
A special note for MATH (unless otherwise instructed): Tests (TST’s) MUST have all unit check-ups
attached in numerical order. Think of the TST’s and Check-ups as being “married”, and do not send in
one without the other. If you are unable to attach the check-ups to your TST via Apex, please send in
the TST through Apex, with an immediate email to your teacher attaching the check-ups.
Please see attached “Work Submission Using Apex” for reference on how to send in your work.

Communication
A very important component for a successful experience at Hart @ Home is to please keep the lines of
communication open. If you have extenuating circumstances that are preventing a deadline from being met,
contact your teacher AHEAD OF TIME to see if you can work something out. With advance notice, our
teachers are very willing and able to work with you! In contrast, if a student falls behind THEN offers an
excuse, the teachers may be less inclined to work with the student.
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Whenever you send an email to a teacher or staff member, please use your Hart District G-Mail
email address. In the past we have had difficulty with personal emails not identifying the sender,
therefore, it is a blanket policy that we ask you to USE your google account to send and receive
messages.
If students are struggling with the curriculum or workload, please reach out to the teachers. They can
offer valuable assistance. Please do not hesitate to schedule a time with your teacher when needed.

Please be in the habit of checking your APEX ANNOUNCEMENTS for time sensitive information.

Dual Enrollment
Students who have dual enrollment may take up to two classes at his/her residence comprehensive site,
based on availability. Students should plan to attend the registration process at the comprehensive site as well
as Hart @ Home.








Students are expected to attend classes at the comprehensive site every school day.
We will do our best to accommodate requests, but it is not always possible to request a specific
teacher or class time.
Students at Hart @ Home may enjoy activities at his/her residence comprehensive school site. This
includes any dances, prom, clubs, or extra-curriculars.
You will be provided with a Hart @ Home ID Card. This will reference your comprehensive school site
name, and will be required for your on/off privileges at the school site.
If a student wishes to participate in ASB sponsored events at the comprehensive site, he/she will need
to purchase an ASB card through the comprehensive site.
SENIORS, please stop by the counseling office at your comprehensive site to pick up the Senior Bulletin
which outlines all the activities planned for seniors.
Anything related to Dual Enrollment should be coordinated via your Hart @ Home Counselor, Jillian
Edmonson.

Testing
Each year, Jr. High and High School students are required to participate in state mandated testing.
The required tests are administered in the spring, and include the California Assessment of Student
Performance and Progress (CAASPP). The SBAC (Smarter Balanced Assessment Consortium Digital Assessment
(English, Math, Science) will require a total 4 or 5 individual sessions for each student. This test is typically
administered to grades 7, 8, 11 and/or 12. The entire month of April 2019 (following spring break) will be
dedicated to testing.
PE Testing - Education code 60800 requires school districts to administer the physical fitness test. Students
will need to pass this test in Aerobic Capacity (1 mile run), Abdominal Strength and Endurance (curl-ups),
Upper Body Strength & Endurance (push ups), Body Composition (height and weight), Trunk Extensor Strength
and Flexibility (Trunk Life) and Flexibility (Back-Saver Sit and Reach). Grades 7 and 9 only.
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AP Tests (Advanced Placement) -Students who pass the AP Test in their chosen subject may receive college
credits for these classes. These tests are typically paid for in the early part of the calendar year, and
administered in May.
Final Exams – Written finals are supervised by teachers, and they MUST be taken in our classrooms. They will
occur in December and May and are for grades 9-12, plus any Jr. High students who are taking Algebra,
Geometry or Spanish. Computer finals may be taken at home, if supervised by a parent or guardian. Students
must finish and turn in all coursework by the required due date prior to taking the final exam.

Science Labs
There are approximately 3-4 Science Labs that students must attend, per semester, if they are taking Biology,
Chemistry, Physics or AP Environmental Science. This is an A-G requirement.



The labs are held on the COC (Valencia) Campus, Boykin Hall, Room 208. Specific times are provided
on our website, as well as throughout the HH school and via a handout to all new students.
Students may be dropped off or can park in the parking lot.

 Parking permits are required at a cost of $3.00 exact change in cash only. Permits may be purchased at
a parking kiosk conveniently located in each of the parking lots on the campus.

Foreign Language Labs







Students taking Spanish are required to physically come in to our classrooms to do their spoken
assignments with the teacher. They may not be able to move forward until they complete these
assignments.
This allows any mistakes to be corrected early on, and provides an opportunity for the teacher to make
sure the student understands the material.
Spoken assignments have a written component that should be prepared ahead of time.
The teacher can provide helpful instruction and supplemental materials that may benefit your student
greatly.
One-on-one instruction provides your student with the tools he/she needs to be successful in learning
a new language.

A.S.B. (Associated Student Body)






ASB meetings are held every Thursday from 3:00-5:00.
Students will develop leadership skills, interpersonal connections, community awareness, cultural
events, staff support, student recognitions, fundraisers, social events, school spirit and more.
As an ASB member, you will represent the student body of Hart @ Home. We are looking for
individuals that are interested in planning social and charitable activities for our Hart @ Home families
and local community. Please see Mrs. Craig for additional details.
Be on alert for email “blasts” about upcoming events.
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C.S.F. (California Scholarship Federation)


CSF is an organization that recognizes students in the state of California who achieve high standards in
academics, community service and citizenship. Dues are $10 per semester ($5 for Jr. High) for qualified
students. Students who qualify must join during the announced enrollment drive. Please see Mrs.
Craig for additional details.

Academic Counseling


Our knowledgeable counseling staff is here to serve your needs as it relates to creating a successful
path for your high school years, as well as college and career planning. Ms. Edmonson will work with
your student to ensure he/she is on track for graduation and/or A-G compliant. She will assist your
student through the fascinating world of Naviance, a success system that is designed to help students
and parents plan for college and build a successful career path.

Business Office
We are here to assist you with any of your miscellaneous needs such as:







Entertainment Work Permit – We can fill out the school portion of your application for students who
are in good standing in terms of academics and behavior. If a student has grades lower than a “C”, we
are not able to sign off on permit requests until grades are brought up. Please be sure you have filled
out and signed the top portion of the form before making your request.
Regular Work Permit – These permit applications are issued only on “The Post” campus.
Official Transcripts – we can provide transcripts upon your written request. If you need transcripts
sent to a University, please coordinate with our counselor, Jillian Edmonson.
Enrollment Documentation / Withdrawal Instructions – Please visit our office staff if you need
assistance in either of these areas.
Address Changes – If you move, have a new phone number or email address, please let us know so we
can update your information across all platforms. We don’t want you to “miss” any important news!

Apex
Your curriculum is delivered through Apex, our online provider. By now you should have watched the tutorial
If not, please be sure to view it. General instructions are attached.

Student Handbook Please visit the website (www.learningposthighschool.com) Click on “Students” then
“Student Handbook” for additional important information.
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APEX
Apex Tutorial:

www.LearningPostHighSchool.com Click on “Academics”, then “Apex Tutorial”

Signing on to a Hart @ Home Computer:
 CTRL+ALT+DEL to sign on
 USER NAME: HartAtHome
 PASSWORD: *Learning
 Click on the Apex icon
From your home computer, go to: www.apexvs.com. (Please be sure you are going to Apexvs.com, not
Apex.com). If you are at home, the first time you log in, you will need to click on “run system check-up”.

LOG-IN INFORMATION:
Username: lower case wsh followed by your 8-digit ID# (wsh12345678)
Password: 5 or 6 digit birthday: MDDYYYY
MONTH: If your birthday falls between January-September use a one-digit month 1-9. If your birthday
falls between October-December, use a two-digit month 10-12).
DAY: Use the two-digit day (such as 01, 08 or 13).
YEAR: Use the 4 digit year (such as 2003)
Your Dashboard
When you sign-in you will see your “dashboard” pop up. It will list all of your classes. In the upper right hand
corner, you will see your name. Click on your name and you will see a drop-down screen. Please click “My
Profile”.
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My Profile:
Enter your Hart District g-mail email address and be sure that you frequently check it. Also, please provide
your cell phone number. Hit “SAVE” in the lower right hand corner. If you ever forget your password, let us
know and we can re-set your password. View the student tutorials under the support link. Verify that your
classes are correct. Parents and students can be set-up as a Coach to receive weekly progress reports. This
will need to be added by your teacher during your first meeting.

Opening a class. Click on the COURSE Name to open a class. You will then read/listen to each unit in
chronological order. It is recommended that you complete all study sheets. (In Spanish, you can use your
notes during your finals). In English & History you can either take your own notes, or use the study guides. In
Science you must do the study guides, and in Math you are required to turn in all “check-ups”.
You are required to complete all Practice Sheets, Computer Scored Tests (CST’s) and Teacher Scored Tests
(TST’s). Some teachers might have specific requirements, for example in math you need to do non-graded
check-ups in addition to the other materials. Graded items will have an orange box next to them on your
screen.
Be sure to click on the icons to the right of your lessons. This will reveal additional guides, information or
resources for you to review or study.
You will initially only see the first unit. As you complete units, you will see previous ones, but not future ones.
Once you take your first quiz, you will see a percentage under the “grade to date” column. You can click on
this to reveal a “Pacing Calendar” which will show you when all of your assignments are due.
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Pacing Calendar: The Pacing Calendar is designed to help keep you on track. The dates are “cascaded” to the
end of the semester (or otherwise agreed upon due date). It provides you with the due dates and lets you
know which assignments have been turned in and which ones are outstanding. It provides a status update to
inform you whether or not assignments have been completed. It might show some dates with nothing
due…then 5 things due on one day. We suggest that you spread this out more evenly amongst your days.

END OF UNIT
At the end of each unit, you will see a CST (Computer Scored Test) and in most cases a TST (Teacher Scored
Test).


Computer Scored Tests (CST’S): Please note that when you are taking computer tests, even if APEX will
allow you to take a test multiple times, only your first score will be recorded. These tests cannot be reset, so be sure you have reviewed material.



Teacher Scored Tests (TST’S): New in 2018-19, we may be able to provide TST’s online, available to
your parent when you are ready to take the exam. The teacher will verify that you have turned in all of
the coursework for the unit before sending the TST. Your parent or guardian will administer your
TST’s. When you are ready to finish a unit, ask your parent for the TST. Or, you can take TST’s at Hart
@ Home. You are not allowed to have notes or other computer screens open while you are taking this
exam.

**Teachers may lock units or assignments until prior ones have been completed. If you find yourself “locked
out” and unable to progress, please let your teacher know immediately. **
TURNING IN ASSIGNMENTS:
When assignments are completed, please email/scan them directly to your teacher through Apex.
Locked out? If you are "locked out" and blocked from moving forward, it is likely due to one of the following
reasons:
A. You have not submitted your TST for the unit
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B. You scored below the passing grade on a quiz
C. You are missing one or more assignments in that unit
When you send in a complete TST for a unit, your next unit should be unlocked. If it has not been unlocked
within 24-hours, please contact your teacher directly. If you have scored below the passing grade, please
contact your teacher to discuss it. Your teacher may review the concepts with you, then allow you to
progress.
If you believe your progress should be "unlocked", please contact the teacher or office assistant A.S.A.P.
instead of just waiting for it to happen.
Announcements – From your DASHBOARD, please make it a “habit” to frequently check the announcements
section in Apex. This is located in the upper right hand corner of your Apex dashboard. This is our primary
way of communicating time-sensitive information, such as changes in class times or teacher availability.
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Work Submission Using Apex
1. On your Dashboard, click on the “+” symbol next to Messages.

2. For To: and Subject: Select the class teacher and enter the class name for which you wish to send the
assignment. (If needed, you may also enter a short message to the teacher.)

12

3. Click Submit Homework.

4. For Course: Select the class for the assignment.
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5. For Activity: Select the specific activity you wish to send.

6. For File: Click the

symbol to select your file/document from your computer to send.
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7. After selecting the file/document from your computer, click Send.
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8. You are finished. The email will be saved in your messages and the teacher will receive an email with
your assignment attached.
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