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Welcome to NDLA!!                                                                     5 
 
Welcome students!!  We are happy you have chosen New Directions Learning Academy to 
assist in your educational journey.  Our purpose is to help you accomplish, in a timely manner, 
the personal and academic goals you have set for yourself.  We ask that you put forth the time 
and effort necessary to achieve success by establishing positive work habits and developing 
self-motivation and continuous commitment.  Please review the contents of this handbook to 
remain aware of program policies and the scheduled academic progress expected of you.  
 

 
 
 
 

Join our online community, 
where virtually anything is possible! 
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About Us                                                                                      6 
 
New Directions Learning Academy (NDLA) is a service of South Central Kansas Education 
Service Center (SCKESC) in Clearwater, Kansas (www.sckesc.org).  We are a diploma 
completion program for adults 18 & over whose class has already graduated without them. 
NDLA partners with 7 school districts in Topeka and the surrounding area who provide high 
school education opportunities to people 18-80 years of age.  

 

 

 

Vision & Mission Statement 
 
OUR VISION is to be the innovative leader in educational solutions. 

 
OUR MISSION is to provide relevant, cost-effective solutions that inspire lifelong learning and 

strengthen communities. 

Core Values, Beliefs, and Behaviors 
 
ACCOUNTABILITY - we believe in responsible actions that influence the lives of our customers 
and fellow workers. 
 
INTEGRITY - we believe in honesty, dependability, respect and consideration of others. 
 
LEADERSHIP - we believe in empowering people to make extraordinary things happen through 
progressive and innovative actions.  
 
SERVICE EXCELLENCE - we believe in the commitment of each team member to contribute to 
the individual needs of our customers in a manner that exceeds their expectations.  
 
STEWARDSHIP - we believe in responsible planning and management of resources.  
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Location and Hours of Operation                                             7 
 

NDLA West 
4123 SW Twilight Dr 

                                       Phone: 785-228-2336 
FAX: 785-228-9278 
8:00 am- 8:00 pm 

Monday - Thursday 
                                     Friday  9:00 am - 4:00 pm 

Saturday 9:00 am - 4:00 pm by appointmen 
CLOSED Sunday 

 

 

 

Faculty & Staff Directory 

Dr. Brad Pepper, Executive Director 
SCKESC  
Email: bpepper@sckesc.org 
Call:   (620) 584-3300 
 
Suzi Lindstrom 
NDLA Program Coordinator 
Certified English Teacher 
Email: slindstrom@sckesc.org 
Call:  (785) 228-2336 x101  
Text: (785) 251-3553 
 
 
NDLA Administrative Assistant, 
Student Records 
Email: 
Call:  (785) 228-2336 x100  
Text:  (858) 876-2515  Fax: (785)228-9278 
 
 

Bob Cockerham 
Part Time Math Teacher 
Email: bcockerham@sckesc.org 
Call: 785-228-2336 x103 Text: (405) 276-3262 
 
Sarah Finan 
Advisor:  Math Teacher 
Email: sfinan@sckesc.org 
Call:  (785) 228-2336 x105  
Text:  (913) 214-6352 
Schedule:  sfinan.appointy.com 
 
Odysseyware Technical Support  
(877) 251-6662 Mon-Fri  7 am-5 pm 
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What is Virtual Learning?                                                           8 
The advances in computer technology have had effects on society as a whole, but computers 
and the internet have totally transformed the way students learn.  Virtual learning eliminates the 
need for teachers and students to share a classroom. Specifically, virtual learning utilizes 
computer software, the internet, or both to deliver instruction to students.  
 
The Educational Software NDLA uses is Odysseyware. We purchase licenses so that our 
students can access the courses they need to complete to graduate.  Virtual learning allows 
students with part-time or full-time employment, young families of their own, or ill or elderly 
family members they are responsible to care for the opportunity to work at their convenience, 
24/7 and 365 days per year to access classes to complete for credit.  
 
Students work at their own pace, in their own homes, the homes of family, at the library or other 
locations where internet can be accessed once program policies and expectations are given, 
and deadlines have been communicated.  
 
The coursework is delivered and graded online, progress is checked and reports are made 
available of time spent, lessons completed, percentages received, and communication between 
teacher and student can all take place within the Odysseyware program.  The staff at New 
Directions Learning Academy continuously monitors student work and schedules quarterly 
consultations with students to discuss goal setting, student progress and new coursework, while 
providing assistance, motivation and encouragement. One-on-one tutoring is available by 
appointment and technology is available onsite if for some reason student internet access is 
interrupted.  

● Admission To the New Directions Program is FREE   
The diploma completion program for 5th year seniors does not charge fees for 
qualified students to enroll or take classes. 
 

● Orientation & Enrollment is Accessible Online  
Students may also come to either of our computer labs during business hours. 
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Legalese                                                                                       9 

Notice of Non-Discrimination 
New Directions Learning Academy is committed to maintaining a learning environment free from 
discrimination, insult, intimidation or harassment due to race, color, religion, sex, age, 
nationality, gender preference, or disability.  The Human Resource Director at SCKESC has 
been designated to coordinate compliance with nondiscrimination requirements contained in 
Title VI and Title VII of the Civil Rights Act of 1964, Title 1X of the Education Amendments of 
1972, Section 501 of Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990. 

Special Education  
During our enrollment process, NDLA identifies students who have received Special Education 
services during their traditional high school years of attendance.  As an extension of our 
sponsoring school districts, New Directions is capable of notifying district spED staff to complete 
IEP updates and yearly reviews if students are still within the age parameters.  

Academic Dishonesty 
New Directions Learning Academy has a zero tolerance policy for academic dishonesty where a 
loss of all points for the assignment is the first warning consequence, a second infraction 
warrants a loss of credit for the course, and if a third instance is found, removal from the 
program is the final action.  NDLA spends a good amount of time during orientation clearly 
defining plagiarism, stressing the importance of students doing their own work, explaining how 
to summarize and paraphrase, instructing how to download material, warning against copying 
and pasting, and how to properly document sources, when we feel plagiarism has occurred, 
immediate action is taken, a refresher lesson on What is plagiarism? is delivered, and the 
consequences once again are firmly communicated. 
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Student Records                                                                        10 

Transcripts  
Transcripts will be requested from the student’s previous school by NDLA staff. A student may               
be asked to request their own records as well. Student records belong to the student and the                 
student has a right to them under FERPA laws (See Appendix D). 
 
Graduation Requirements & Transcript Review 
When transcripts are received, we will request a review from the sponsor school.  The sponsor 
school will tell us what classes are needed to complete the requirements to earn their high 
school diploma.  

Sponsoring School District 
NDLA contracts with 7 school districts that sponsor diplomas for students completing courses.  

● USD 341 Oskaloosa 
● USD 343 Perry Lecompton 
● USD 345 Seaman 
● USD 372 Silver Lake 
● USD 437 Auburn Washburn 
● USD 450 Shawnee Heights 

 
Students get to choose their 1st and 2nd choice sponsors, but if they choose 2 sponsors                
that will not sponsor them … a sponsor will be chosen for them. 

Graduation Plan 
When the transcripts are reviewed, the advisor will complete a grad plan. Students may refer to                
the graduation plan online at anytime and progress will be discussed in Advisor Consultations              
by appointment.  
  

 .   
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Expectations For NLDA Students                                       11-12 

Orientation 
Orientation is mandatory to begin the school year as a student at New Directions Learning               
Academy. There are operational and policy changes every school year.  
Orientation is completed online.  Inquiry, orientation, and enrollment (3 step process) must be 
Complete by NOON on Thursday, September 14, 2017. No enrollment 2nd, 3rd, or 4th quarter! 

Attendance 
● 5th Year Senior - Will be required to meet with Program Coordinator at our location on                

Twilight Dr. before their first scheduled day of school. Students must spend 6 hours              
virtually before the 20th of September in order to be counted for funding. Then, another               
6 hour day spent working from their home computer between 9/21-10/4 must be             
recorded. OdysseyWare provides the reports necessary. This is how the cost your            
place in the program is covered.  To you, the program is free!  Please complete those 2  

            long days virtually, so that our program can continue to assist in educational endeavors. 
  

● Final Exams 
Because we are a virtual program and final exams must be proctored, students are 
required to come onsite at Midtown to complete tests.  Students are welcome to bring 
and use notes they have taken while doing coursework.  There may be occasions where 
using Google Hangouts for proctoring tests could be scheduled. If Wednesdays and 
Thursdays, 11 a.m.- 6:00 p.m. are not convenient, students may make arrangements via 
email to complete finals at Midtown or West, Monday-Friday during hours of operation. 

● Clock In/Sign In 
When students come to NDLA for any reason, they should be clocking in and out, by use 
of time-clock and writing in daily onsite log. 

● Emergencies/School Closings 
○ Tornado/fire information is posted in the computer labs.  
○ Severe weather/snow day closings will follow USD 501 closings. If USD 501 is             

closed due to inclimate weather, so is NDLA. WIBW 13 will be notified and our               
program will scroll with other businesses. 

Communication 
● Valid Email Address 

Students must have and maintain a valid email address and phone number or they will               
be blocked from accessing classes.  

● Changes to Contact Information 
Students should report address changes, phone number changes, and email changes           
within 10 days. Advisors should be able to reach students at all times. These changes               
should be communicated with student’s advisor in person, by phone, text, or email.  

Cell Phones 
Cell phone use should be kept to a minimum.  Keep phone on vibrate to alleviate disrupting 
other working students. If conversation is needed, students should clock out and step outside, 
then return when finished.  It is not appropriate to text or check Facebook while working onsite. 
After a warning for too much phone use, students may be asked to leave for the day. 
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Smoking 
As of July 27, 2016, all NDLA locations are 100% nicotine-free environments: inside, on the               
grounds and in parking lots, in any method of delivery. Thank you for honoring this policy                
change. 

Loitering 
Students should not bother neighboring businesses or their customers. When coursework is 
finished please leave the location.  If taking a break, be respectful of those people and 
businesses close by. 

Food  
There is to be no food or drink at the computers. Students may store lunches in refrigerator and 
use microwave at their will and should sit at tables available in break area. 

Appropriate Behavior 
Any behavior deemed inappropriate or that interferes with any student learning will be dealt with 
on an individual basis by the teacher and/or the coordinator. 

● respect for self and others 
● use of appropriate language 
● productive use of time 

Sexual, racial, or disability harassment will not be tolerated and will be dealt with immediately by 
teacher and/or coordinator. 

Dress Code 
Personal appearance that attracts undue attention and disrupts learning will result in students             
being asked to leave. 

● shirts and tops that do not cover the midriff should not be worn 
● shirts or hats should not be worn that advertise drugs, violence 
● undergarments should not be showing 
● no sagging pants 

Contingency Plan  
Students should have a plan B and know where to work on classes if internet service is 
interrupted or device is not compatible with program. 

● The computer labs at NDLA (See locations and hours) 
● A friend or family member’s house 
● Work, with supervisor’s permission 
● The public library 
● A community center computer lab 
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NDLA Curriculum: Odysseyware                                            13 
The NDLA curriculum is provided by Odysseyware. A complete list of courses offered is 
available on the NDLA website (at new_direction.getmydiploma.org) under the ‘Forms’ tab.  
 
A course syllabus is available for each course offered at New Directions Learning Academy. 
This syllabus describes course objectives, lists individual assignments, and is helpful for 
planning time and attendance.  

Minimum Technical Requirements     
A desktop computer or laptop is preferred for accessing courses and completing assignments.  

● On some mobile devices, such as tablets and smartphones, please be aware that 
Odysseyware may not function correctly.  

Internet access 
Web browser - Firefox or Chrome are preferred 
Valid Email - gmail is preferred 

Contingency Plan-Your computer and internet service issues are not our issues!! 
Students are required to submit and maintain a contingency plan prior to starting online              
coursework. This plan will outline what each student will do in the event that his/her Internet                
service is interrupted or computer stops working, etc. These interruptions do not exempt             
students from finishing coursework by deadline. Communicate problems with advisor          
immediately! 

Technical Support 
In the event that the website is not working correctly, technical support is offered by               
Odysseyware at (877) 251-6662 Monday - Friday from 7am -5pm. 

 

Learner Time Requirements & Pacing   
Course Length 
Courses completion is approximately 60 hours. Someone that is required to be working on              
classes 20 hours a week to maintain benefits should be completing classes every 3-4 weeks. 

Weekly Time Requirement 
Students are required to work on courses a MINIMUM of 10 hours each week in order to stay on                   
track with course completion deadlines.  
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Course Completion Deadlines                                                  14  
Each quarter is approximately 10-11 weeks long. Course completion deadlines are the final day 
of each quarter at 12:00pm (noon)!   SEE DEADLINES BELOW!! 
 
Students are required to complete a minimum of 2 courses (1 full credit) during each 
quarter. Failure to meet course completion deadlines results in students losing enrollment 
status and course progress. The following are the course completion deadlines by quarter: 
 

Quarter 1 Noon, Thursday, November 2, 2017 

Quarter 2 Noon, Thursday, January 25, 2018 

Quarter 3 Noon, Thursday, April 12, 2018 

Quarter 4 Noon, Thursday, June 28, 2018 

 
 
 

Mark your calendars, set your alarms! 
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Odysseyware Basics                                                           15-17 
Odysseyware supports the initiatives of our partner schools and districts with course and lesson              
customization, real time progress monitoring and assessment, and flexible learning options that            
meet Kansas state standards. 
 
When completing work in Odysseyware, students will encounter a variety of assignments 
including: lessons, projects, quizzes, and tests.  
 
Features Within Assignments 

1) Note-Taking & Printing Notes 
In Odysseyware,click on the blue “How To” box to for directions on taking notes: 

● To add a note, move your mouse to the left of the text in the assignment box. 
Gray boxes will appear in the left margin. Click on any of these boxes to add a 
note (up to 1,000 characters). 

● Students can also color-code notes or create blank notes to use as tabs to mark 
important areas. 

● When you are done typing a note, click Save; if you want to get rid of a note, click 
“Delete”. 

When students complete a lesson, they are able to print notes created within that 
assignment (students must print at home, students are not able to print at NDLA). 

2) Ask For Help 
Students can click on “Ask for Help” to ask a teacher for help before submitting an 
assignment for grading. 

3) Submit Answer/Turn It In 
● Click “Submit Answer” (bottom left) after each question to save your response. 
● When you finish all questions, click “Turn It In” (bottom right) to send to your 

teacher when completed. 
 
Important note: Be sure to hit “Submit Answer” on the left for the last question 
before clicking on “Turn it In.” If you fail to “Submit Answer,” your answer will not 
be saved when you turn in your assignment. 

4) Open-Ended Questions 
A few important notes regarding open-ended short answer and essay questions: 

● If at all possible, try to use a computer when completing lessons with 
open-ended questions. Issues tend to arise when students attempt to use cell 
phones to answer open-ended questions (short answer/essay questions). 

● Odysseyware times out (logs students out) after about twenty minutes of 
inactivity. To avoid losing work, compose longer pieces of writing in a word 
processing document (such as Microsoft Word) outside of Odysseyware. Save 
the file to your computer, and then upload the file to OdysseyWare when you are 
ready to submit your work. 
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5) “Writer Box” 
Sometimes, a “Writer Box” will appear for responses that require a minimum word count. 
Students can type directly in the “Writer Box,” or they can upload a document that they 
have typed in Word (or some other word processing software) on their computer. 
 
Features Available When Typing Directly Into the “Writer Box” 
 
Odysseyware offers a video tutorial on using the “Writer Box.” You can access the 
tutorial from the following link: 

 
http://glnvideos.s3.amazonaws.com/odw/pd_and_t/OW/OW%20Tutorials/OW-Student-W
riter.mp4?video=Using-ODYSSEYWARE-Writer 
 

● Error Correction: 
Spelling errors are highlighted in red; grammatical suggestions are highlighted in 
blue. Students can right-click over highlighted text for an explanation of the error 
and a suggestion for correcting the error. 
 

● Refresh: 
Use the “Refresh” icon to view current word count. When you edit your work, click 
the “Refresh” icon to view ongoing word count and improvement in overall score 

 
A few reminders: 
 

● Students might want to compose longer pieces of writing in a word 
processing document! Students should be mindful of the time they use to 
answer open-ended questions. 

● Odysseyware times out (logs students out) after about twenty minutes. 
● Always save a backup file of your completed essay on your computer!  

6) Uploading a Document 
Instead of typing directly into the “Writer Box,” documents can be uploaded into 
Odysseyware. To do this, open Microsoft Word or similar program, then type your 
response to the question. Save the file on your computer, and be sure to remember 
where you saved it!  
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Directions For Uploading a File                                                17 
 

● Click on the button, “Choose a File.”  

 
 

● After you find the file you need, click “Open.”  
○ The filename will appear next to the upload button, which appears to 

the right of the “Choose a File” folder. The upload button looks like an 
arrow with a line under it. 

● The last step is to click the upload button to upload it to the assignment.  
○ You will know the upload is successful when you see your file name 

in green. 
 

Odysseyware Support & Help Desk                                                       17 
 

If you need assistance, students can contact the Odysseyware help desk 
by calling  (877) 251-6662 Monday - Friday from 7 a.m. - 5 p.m. central standard time. 
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NDLA Grading System                                                              18 

Assignment Category & Weight 
Assignments within Odysseyware fall into four categories: 
 

Assignment Type Minimum 
Score 
Threshold 

Max Attempts Weighting 

Lesson 70% 2 25% 

Quiz 60% 2 25% 

Test 60% 1 25% 

Project 60% 2 25% 

 

Grading Scale 

Credits earned through New Directions Learning Academy are based on the following scale: 
 

Percentage Letter Grade 

90-100% A 

80-89% B 

70-79% C 

60-69% D* 

Below 60% F - No credit 

 
*Washburn Rural students receive no credit for a letter grade lower than a C.  

 
Credits earned by each student are sent to sponsoring districts on a quarterly basis. It is the 
responsibility of the sponsoring districts to add credits earned to each student’s transcript.  
 
In case of a failing grade, students will be offered an alternate unit test after providing and 
discussing notes with his/her advisor. If still failing, retake unit. If still failing, retake course.  
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Writing Guidelines                                                                     19 

How to Format Essays 
● Use 12-point font that is easy to read. 
● Double-space throughout 
● Leave margins of one inch (2.5 cm) at the top, bottom, and sides unless your instructor 

specifies larger margins 
● Place your name, class, assignment number and title, advisor’s name, and date 

submitted on five separate lines in the upper left-hand corner of the first page. 
● If you would like to use page numbers, please put them in the upper right-hand corner.  
● Include a title for your paper and center it on the page. 
● Begin the text of the essay on the line below the title.  
● Indent the first sentence of every paragraph. Do not insert additional spaces between 

paragraphs.  
● Be sure to save and backup the file of your completed essay 

Proofreading Final Drafts 
In Odysseyware, spelling errors are highlighted in red; grammatical suggestions are highlighted 
in blue. Students can right-click over highlighted text for an explanation of the error and a 
suggestion for correcting the error. 
 
If you are working outside of Odysseyware, most word processing software has proofreading 
tools like those in the Odysseyware “Writer Box.” 

Revision Checklist 
1. Check for common mistakes such as: 

● comma splices, run-on sentences, and sentence fragments  
● punctuation errors 
● spelling/word errors--some errors may not be highlighted in red as the 

word may be spelled correctly but used incorrectly. Use of “to” instead of 
“too,” for example. 

2. Be sure to indent the first sentence of every paragraph. Do not insert additional 
spaces between paragraphs.  

3. Organize ideas clearly, separating topics into separate paragraphs. 
4. Use enough details to answer the question and support your position. 

● Be sure you are meeting the minimum word count requirement 
● Be sure to answer all parts of the question 
● Give examples from the assignment to support your opinions 

5. Use proper citations and documentation of sources for any quoted or 
paraphrased material--see section on Plagiarism in “Appendix B” 

6. Be sure to save a backup file of your completed essay. 
7. Upload your file to OdysseyWare.  
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Testing Protocols                                                                      20 

Unit Tests 
Most NDLA semester classes include 5 units of 
coursework.  
 
At the end of each unit is a unit test 
Students can complete unit tests online from 
home computer unproctored.   
 
 

Course Final Exams 
At the end of the course, in the final unit, there is a final course review and a final exam.  

● The course review may be taken from home.  
● The final exam remains locked until the student is ready to complete it.  

○ Final Exams should be taken onsite. 
○ Final Exams can be proctored using Google Hangouts by appt. 
○ Final Exams must be completed on or before deadline date 
○ Final exams are proctored by NDLA staff. 

 
 
 

Use of Notes on Exams 
Exams are open note, so students are welcome to 
bring any handwritten or typed notes taken during 
completion of coursework. 
Notes will be turned into advisor before leaving.  

 

Completion Deadlines 
Deadlines are always at NOON on the quarter deadline date, but can be completed ahead of                
deadline if students are ready. Students should plan time accordingly.  
 
Exams should be completed in a reasonable amount of time. If students are properly prepared               
with well organized notes, it should take no longer than 2 hours to complete any NDLA                
final.  Coming prepared is key to success. 

 

Back to: Table of Contents        20  



Graduation Information                                                             21  

 

Participation in Sponsor School Graduation 
NDLA contracts with 6 sponsoring school districts that sponsor diplomas for students completing 
all required courses. 

 
Some of our sponsoring schools allow NDLA students to participate in graduation ceremonies. 
Students will need to make arrangements with their sponsor high school early if they know they 
will be graduating and wish to participate. 

 
● USD 341 Oskaloosa 785-863-2539 

○ Oskaloosa High School  785-863-2281 

● USD 343 Perry Lecompton 785-597-5138 
○ Perry Lecompton High School 785-597-5124 

● USD 345 Seaman 785-575-8600 
○ Seaman High School 785-286-8300 

● USD 372 Silver Lake 785-582-4026 
○ Silver Lake High School 785-582-4639 

● USD 437 Auburn Washburn 785-339-4000 
○ Washburn Rural High School 785-339-4100 
○ Washburn Rural Alternative High School 785-339-4900 

● USD 450 Shawnee Heights 785-379-5800 
○ Shawnee Heights High School 785-379-5880 

 

NDLA Graduation 
New Directions Learning Academy holds a graduation reception each May in which adult high 
school graduates can participate. RSVP’s are required and guests are limited. Information goes 
out in April so students can prepare to attend. 
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Appendix A: Odysseyware Student Quick Start Guide    22-23 
 
This guide is meant to help you quickly get started with your schoolwork. Please see the 
Student User Guide on the ‘Forms’ tab of our website for additional instruction and information. 

Odysseyware Login Page 
On the New Directions Learning Academy home page, 
getmydiploma.org/NDLA, scroll down to the “Quick Links” section near the 
bottom. Click “ODYSSEYWARE”.  
 

 
 

Login Information  
Your USERNAME in most cases will be your first name followed by the 
first two letters of your last name, all lowercase, no spaces. Your 
PASSWORD will be your first and last initial followed by the last four digits 
of your social security number. If no social security number, then use 
month and day of birthday (MMDD).  

Example Name:  Jay’lin Smith-Jones 
USERNAME = jaylinsm 
PASSWORD = js1234 

Learn / Assignments 
This page allows you to see the Title, Due Date, Status and Info of each current assignment. 
Click anywhere on an assignment line to go directly into that assignment. You CANNOT open 
future assignments.  
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Learn / Courses 
This page shows you a list of your courses, your score in each course (unit or assignment 
depending on the view), your progress, and other information might include Start Date, Teacher, 
Status, and assignment Type.  

● Click any course Title to display the units in that course.  
● Click anywhere on the Unit row to see a list of all assignments in the unit.  
● Click anywhere on the assignment row to go directly into that assignment.  
● Click the left-facing arrow on the top row to go back to the unit or course view.  
● You can only open already completed assignments or those in “Assigned” status.  

 

 
 
Completing Assignments 
Read all sections of the lesson, view the videos, slideshows, and listen to the audio clips. Do the 
practice exercises, including vocabulary practice. Take or type notes as you read through a 
lesson.  
 

● Click the Printer icon to print this assignment with or without your notes.  
● Click the Reference icon after you highlight text you want more information about.  
● Click the Translate icon to see the highlighted text in a different language.  
● Click the Text-to-Speech icon to hear highlighted text read aloud.  
● Click Work on Questions at the bottom of the assignment.  
● Click Next Question after you answer each question to save your answer and continue.  
● Click the Section button at top of screen to return to the lesson.  
● Click the Turn It In button when finished with all questions in all sections.  
● Click Assignments or Courses (top of screen) to leave lesson without completing it.  
● Click Ask For Help to send a message to your advisor about a particular question.  
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Appendix B: Avoiding Plagiarism/Citing Sources                  24 

What is Plagiarism? 
● To plagiarize is to present another person’s words or ideas as if they were your own.  
● Plagiarism is a form of cheating and will not be tolerated at New Directions. 

How to Avoid Plagiarizing 
Summarize the work of others in your own words. This means creating unique sentences of 
your own. Using an author’s sentence and changing a few words is still plagiarism!! 

● You might even give credit to the author in your summary. For example: According to 
Lori Caldwell in her book, Leadership Styles, students respond well to flexible guidelines. 

When Using Someone Else’s Exact Words . . . 
○ Don’t copy large segments—use only the most important details. 
○ Use quotation marks when using someone else’s exact words. 
○ Provide a “Works Cited” page at the end of the paper with all sources used. 

  
Tips for Citing Sources 

● Titles of books and other (major) works must be underlined or italicized. For example: 
Romeo & Juliet or The Adventures of Huckleberry Finn. 

● Titles of shorter works (and those that appear within larger works, like short stories, 
poems, essays, songs, and newspaper or journal articles) are put in quotation marks. 
For example: “My Daughter’s First Tooth.” 

● Try using EasyBib if you need help creating citations: http://www.easybib.com/ 
 
You can find additional helpful information on how to format a paper and how to create citations 
at the following link: https://owl.english.purdue.edu/owl/resource/747/01/ 

 

NDLA has a zero tolerance policy concerning plagiarism!! 

NDLA Consequences of Plagiarizing  
● first offense – warning, conference with advisor, opportunity to redo assignment 
● second offense – a zero will be issued for the assignment that was plagiarized 
● third offense – the student will be dropped from the course and will receive a zero 
● fourth offense – the student will be dropped from the NDLA program for a minimum of 

one year 
 
Please note - Each time evidence of plagiarism is identified, students are required to              
meet with their advisor and/or the NDLA Program Coordinator. Advisors and/or the NDLA             
Program Coordinator may decide to skip steps or impose other penalties at their             
discretion. 
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Appendix C: Acceptable Use Agreements                         25-27 
 
SCKESC/NDLA Computer Usage 
 

Student Access to Networked Information Resources 
 
Please read and/or discuss the following with your student. 

 
The Internet  
The internet, a collection of interconnected computer networks around the world, 
expands classroom and library media resources by providing access to information, 
images and even computer software from places otherwise impossible to reach.  
 
These resources can yield individual and group projects, collaboration, curriculum 
materials and idea sharing.  Internet access also makes possible contacts with people all 
over the world, bringing into the school, into the classroom, experts in every content area 
and adults from other nations and cultures. 
 
Responsibilities  
With this access come responsibilities. SCKESC will provide access to and integrate a 
thoughtful use of such information throughout the curriculum and will provide guidance 
and instruction in the appropriate use of such materials in a community setting. 
 
Parents and guardians are responsible for agreements their children make or actions 
they take and, outside of school, for setting and conveying the standards their children 
should follow when using any media or information service.  
 
Students are responsible for good behavior on these electronic resources. Appropriate 
access is the shared responsibility of the school, the student and the family. 
Communication on networked information resources is often public.  
 
People receiving messages have the ability to redistribute them for many others to read. 
It is very important that students understand the importance of appropriate and polite 
behavior and of avoiding the sharing, transmission or distribution of personal information 
that you would not want any stranger to have -- such as, but not limited to, addresses, 
telephone and/or social security numbers.  
 
If at any time you feel you can identify a security problem in the program’s computers, 
network, or Internet connection, you must notify a system administrator immediately. Do 
not demonstrate the problem to others. Doing so could result in the cancellation of 
network privileges. 
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Restrictions The following activities are not permitted on SCKESC electronic resources: 
● Accessing, uploading, downloading, transmitting displaying or distributing 

obscene or sexually explicit material or language. 
● Damaging computers, computer systems or computer networks; vandalizing, 

damaging or disabling the property of another person or organization; debilitating 
or disabling computers, systems or networks through the intentional misuse or 
overuse of electronic distribution or storage space, or the spreading of computer 
"viruses" through the inappropriate use of files or diskettes. 

● Violating copyright, or otherwise using another person's intellectual property 
without his or her prior approval or proper citation; using another person's 
passwords; trespassing in another person's folders, work or files. 

● Using the computing resources for commercial purposes, product advertising, 
political lobbying, or political campaigning. 

● Violating local, state or federal statute. 
● Checking personal e-mail or participating in online chat rooms. 

 
Rights and Privileges The student user has full rights 
(within the limits of these guidelines, responsibilities and 
prohibitions) to the instructional-networked resources 
provided by SCKESC. The student's network account 
may provide for personal storage space on the SCKESC 
resources, which may be treated as a student locker and 
should be cleared periodically. It is important that the 
students keep passwords secure and private. However, 
users should not expect that files would always be 
private. SCKESC network administrators have the right 
to review files to maintain system integrity and to be sure 
that the system is being used within the stated limits. 
 
Disclaimers SCKESC makes no warranties of any kind, either expressed or implied, for 
the provided access. SCKESC is not responsible for any damages incurred, including, 
but not limited to, loss of data resulting from delays or interruption of service, for the loss 
of data stored on SCKESC resources, or for personal property used to access SCKESC 
resources; for the accuracy, nature, or quality of information stored on SCKESC 
resources or gathered through corporation-provided access; for unauthorized financial 
obligations incurred through SCKESC-provided access. Further, even though SCKESC 
may use technical or manual means to limit student access, these limits do not provide a 
foolproof means for enforcing the provisions of this policy. All provisions of this 
agreement are subordinate to local, state and federal statute. 
 
Sanctions Violations of SCKESC Networked Information Resources policies could result 
in the loss of access to electronic resources. Additional disciplinary action may be 
determined at the building and/or classroom level in line with existing practice regarding 
language and behavior. When appropriate, law enforcement agencies may be involved. 
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Personal Electronic Device Usage  
A “personal electronic device” means any device that a student is in possession of which 
electronically communicates, sends, receives, stores, reproduces or displays voice and/or text 
communication or data. These include, but are not limited to cellular phones, pagers, smart 
phones, music and media players, gaming devices, and personal digital assistants. 

Student Rights and Responsibilities 
● The student who possesses a personal electronic device shall be solely 

responsible for its care. 
● Student possession of personal electronic devices on school grounds, while the 

student is under the supervision and control of NDLA staff shall be permitted.  
● These devices shall be kept out of sight and powered off or silenced during the 

student’s academic day. The requirement that personal electronic devices be 
turned off may not apply in the following circumstances when the student obtains 
prior approval from NDLA personnel:  

○ The student is using the device to listen to music. 
○ The student is using the device for an educational or instructional purpose 

with the teacher’s permission and supervision. 
● Students shall not use personal electronic devices on school property to access 

and/or view Internet websites that are otherwise blocked to students at school. 
Blocked sites include, but are not limited to, social networking sites and 
YouTube. 

Unauthorized Use of Personal Electronic Device 
Unauthorized use of personal electronic devices includes, but is not limited to, the  

● Possessing, viewing, sending or sharing video or audio information having 
sexual, violent or threatening content on school grounds. 

● Videotaping, audio recording, or taking pictures of NDLA students or school 
personnel. 

● Transmitting school materials for unethical purposes such as cheating.  
● Any activity which may be in violation with NDLA’s policies and procedures 

outlined in their student handbook. 
District Staff Rights and Responsibilities 

● NDLA shall not be responsible for the theft, loss or damage to  personal 
electronic devices brought to school by a student while the device is under the 
student’s care. 

● NDLA staff may confiscate personal electronic devices and examine the content 
of a student's personal electronic device when there is reasonable suspicion of 
unauthorized or illegal use of the devices and may turn the devices over to the 
proper authorities for further investigation when warranted. 

Corrective Action  
Corrective action shall be determined by the number of previous acts, the nature of the 
act, and the context in which the alleged act occurred. Consequences may include but 
are not limited to being clocked out of school for the day, prohibited from bringing a 
personal electronic device to school, dismissal from the program for repeated and/or 
severity of the violations.  
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Appendix D: Family Educational Rights & Privacy Act (FERPA) 28 

FERPA Rights & Student Records 
http://www2.ed.gov/policy/gen/guid/fpco/ferpa/students.html  
 

● Access to Education Records Under FERPA, a school must provide an eligible student with an 
opportunity to inspect and review his or her education records within 45 days following its receipt 
of a request. 

● A school is required to provide an eligible student with copies of education records, or make other 
arrangements, if a failure to do so would effectively prevent the student from obtaining access to 
the records. A case in point would be a situation in which the student does not live within 
commuting distance of the school. 

● A school is not generally required by FERPA to provide an eligible student with access to 
academic calendars, course syllabi, or general notices such as announcements of specific events 
or extracurricular activities. That type of information is not generally directly related to an 
individual student and, therefore, does not meet the definition of an education record. 

● Under FERPA, a school is not required to provide information that is not maintained or to create 
education records in response to an eligible student's request. Accordingly, a school is not 
required to provide an eligible student with updates on his or her progress in a course (including 
grade reports) or in school unless such information already exists in the form of an education 
record. 

Student Recourse Complaint Regarding Access  
If an eligible student believes that a school has failed to comply with his or her request for access to 
education records, the student may complete a FERPA complaint form and should include the following 
specific information: 
 

● the date of the request for access to the education records 
● the name of the school official to whom the request was made (a dated copy of any written 

request to the school should be provided, if possible) 
● the response of the school official, if any; and 
● the specific nature of the information requested. 

 
This guidance document is designed to provide eligible students with some general information regarding 
FERPA and their rights, and to address some of the basic questions most frequently asked by eligible 
students. You can review the FERPA regulations, frequently asked questions, significant opinions of the 
Office, and other information regarding FERPA at our Website as follows: 
www.ed.gov/policy/gen/guid/fpco/index.html 
 
If, after reading this guidance document, you have questions regarding FERPA which are not addressed 
here, you may write to the Office at the following address: 
 

Family Policy Compliance Office 
U.S. Department of Education 

400 Maryland Avenue SW 
Washington, DC 20202-8520 
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Appendix E: SCKESC/NDLA Facebook Comment Policy      29 
SCKESC and NDLA encourage interaction from Facebook users but are not responsible for 
comments or wall postings made by visitors to the page.  Comments posted also do not in any 
way reflect the opinions or policies of SCKESC and/or NDLA. 
SCKESC and NDLA ask that people making comments on the page show respect for their 
fellow users by ensuring the discussion remains civil, especially since Facebook allows 
individuals 13 and over to join.  Comments are also subject to Facebook Terms and Code of 
Conduct. 
 
Remember that your name and photo will be seen next to your comment, visible to the tens of 
thousands of visitors to the page.  We reserve the right, but assume no obligation, to remove 
comments that are racist, sexist, abusive, profane, violent, damaging, obscene, spam, contain 
falsehoods or are wildly off-topic, or that libel, incite, threaten or make ad hominem attacks on 
SCKESC and/or NDLA employees, guests, member school districts or other districts or 
individuals. 
 
We also do not permit messages selling products or promoting commercial or other ventures. 
Facebook encourages all users to utilize the “Report” links when they find abusive content.  If 
you have questions about the NDLA Facebook Page, please e-mail slindstrom@sckesc.org. 
 

  https://www.facebook.com/newdirectionslearningacademy/ 
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Appendix F: Downloading Chrome/Using Google Hangouts       30 

How to Download Chrome (To Run Odysseyware)  
1. Go to https://www.google.com/chrome/browser/desktop/ 
2. Click on ‘Download Chrome - Free’ 
3. Once downloaded click on Preferences, Under On Start Up, Select Open a Specific 

Page or Set of Pages. 
4. Click on Set Pages and then type in the following URL: getmydiploma.org/NDLA.  
5. Now click OK. 

Using Google Hangouts 
You can use Hangouts to send messages, make voice and video calls, and share photos. 
Hangouts are synced automatically across devices, so you can start a Hangout on your 
computer and continue on another device, like your phone. 

 
What You Can Do With Google Hangouts 

● Send Hangouts messages: You can start a Hangout with only one person or 
have a group chat with several people. 

● Make video calls: You can have face-to-face video calls with up to 9 other 
people. 

● Make phone calls: Almost all calls you make to the U.S. and Canada are free 
from all countries where Hangouts calling is available.  

● Send text messages: You can send text messages using Hangouts with your 
Android device or your Google Voice phone number. 

● Share photos, locations, and stickers: You can share photos, stickers, and 
emoji in conversations. On mobile devices, you can also share your location with 
other people. 

 
What You Need to Get Started Using Google Hangouts 

● A Google Account 
● Access a mic and camera (built in on most laptops, cell phones and tablet 

devices and available as accessories for devices that don’t have them) 

Three Ways to Access Hangouts 

● Computer: 
○ https://support.google.com/hangouts/answer/2944865?co=GENIE.Platfor

m%3DDesktop&hl=en 
● Android: 

○ https://support.google.com/hangouts/answer/2944865?co=GENIE.Platfor
m%3DAndroid&hl=en&oco=1 

● Iphone/Ipad: 
○ https://support.google.com/hangouts/answer/2944865?co=GENIE.Platfor

m%3DiOS&hl=en&oco=1 
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