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Welcome to The Virtual High School 

 

Welcome to The Virtual High School! 

Since its inception in 1996, The Virtual High School has expanded opportunities for high school and 

middle school students through innovative programs that prepare them for college and beyond. 

Today, The Virtual High School unites hundreds of schools from around the world to share resources and 

ideas, offer new educational options to students, and prepare educators with the technological skills 

necessary to enhance learning experiences both online and in the classroom. 

Through our unique collaborative approach to learning, we are helping schools, students, teachers, and 

families. At our non-profit organization, our team is dedicated to education first. Our goal is to provide 

every student with the opportunity to reach his or her fullest potential. At VHS, there is no one-size-fits-

all model. We work closely with each school, student, and teacher, to provide a personal and custom 

educational experience. We believe in the value of student-centered learning, where students learn with 

and from one another. We also believe in the value of teacher-led instruction to help deepen and 

expand discussions and learning and provide students with guidance and support throughout the 

educational process. 

On behalf of the entire VHS team, I invite you to explore The Virtual High School (VHSLearning.org) and 

discover how we can help you achieve your educational goals. 

Sincerely, 

Carol Ribeiro 

President & CEO 

The Virtual High School (VHS) 
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VHS Overview, Mission, and Beliefs 
 

The Virtual High School: An Overview 
The Virtual High School (VHS) is a nonprofit organization providing online courses to schools and 

students across the country and around the world. Course offerings include a wide variety of high school 

and middle school level courses, as well as professional development courses for faculty. VHS offers 

courses for students at all levels, including Advanced Placement, honors, and credit recovery courses. 

Courses can be customized to meet a school’s specific needs. VHS also offers a fee-based summer 

program for student enrichment, initial credit, or credit recovery. It is each school's responsibility to 

understand any local requirements for participation in online courses within their state/local district.  

 

The hallmark of VHS courses is the collaboration between students, teachers, and administration. 

Students learn with, and from, their instructor and the other students within their online classroom. 

Districts participating with VHS receive not only courses and instruction, but also the infrastructure 

necessary to operate a robust online program, including ongoing professional development for on-site 

mentors and teachers, orientation for students, assistance with course selection and registration, and 

technical support.  

 

VHS Mission and Beliefs 
The mission of VHS is to provide students and teachers with collaborative and engaging learning 

opportunities.  

 

Our vision is to prepare students to be successful  

in college, careers, and life. 

OUR BELIEFS: 

• VHS believes that student-centered online courses can be designed and delivered to promote a 

high quality, collaborative learning environment where student exchange and interaction is a 

valued component of the instructional process. 

 

• VHS believes that education need not be limited by barriers of time, place or availability; and 

that online learning should offer students the benefits of highly-qualified faculty and an 

innovative curriculum made up of diverse, exciting learning opportunities in a global classroom. 

 

• VHS believes that online teaching should enhance, rather than replace, traditional classrooms to 

provide solutions for schools needing an expanded curriculum, teachers seeking the latest skills, 

and students looking to stay competitive through cutting-edge, quality instruction. 

 

• VHS believes that the goals of education are advanced best by putting value and service first, 

and that a collaborative network of schools can become part of an abundant and generous 

educational community that promotes the affordable sharing of professional resources. 
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Enrollment Policies 

Add/Drop Period and Withdrawals 
The first week of each VHS semester in the fall and spring is the add/drop period. Students may add 

courses within the first week of class start. Add/drop deadlines are outlined in the VHS Calendar.   

 

After the fall semester add/drop period ends, all fall and full-year seats are considered used and should 

a student in a fall semester course (1 seat) or full-year course (2 seats) drop his/her course after the fall 

add/drop period, these seats may no longer be used. 
 
Before the add/drop deadline, students who withdraw from a course will not receive a grade for the 

course. After the add/drop deadline, students who withdraw will receive a grade of 'W' for Withdraw, 

which will be reported to their school’s administrative office.  

 

Tuition reimbursement, if applicable, is dependent on the date the student dropped. The official student 

drop date is the date in which the student was dropped from his or her VHS course as noted within the 

VHS Student Information System. Refer to the Tuition Refund Policy documented in the VHS Handbook 

for more information on tuition reimbursement. 

General Enrollment Protocol 
Site coordinators enroll students in VHS courses by accessing the Student Information System. It is the 
site coordinator's responsibility to manage their school's enrollments in VHS courses, and to understand 
the local requirements for enrollment in online courses at his/her school district. 

• Student adds are only processed through the end of VHS week one; students cannot be added 
to courses after this time. 

• After the fall semester add period, all fall and full-year seats are considered "used." Should a 
student in a fall semester course (worth 1 seat) or full-year course (worth 2 seats) drop 
his/course after the fall add period, these seats may no longer be used. 

• Drops and withdrawals (drops after week 3) are processed by the site coordinator, after 
communication with the student. If assistance is needed, please visit the VHS Contact Center 
and submit a Service Ticket. 

• Registration is always the most current source of enrollment information; to see current class 
lists teachers should view VHS registration in the Student Information System. 

• There may be differences between the class roster in the course and VHS registration during the 
add/drop period, because there is a delay between registration updates and class roster updates 
within the VHS Student Information System. 

• Each class will be updated periodically to reflect registration. 
• Registration for school-year courses occurs between May-September (fall courses), and May-

January (spring courses).  
• Site coordinators may register students for spring courses in the fall. 
• Students participating in Virtual High School courses must be age 21 or younger.  

Registration Dates 
Registration dates are available on the VHS web site. Visit the VHS Calendar to see all current 

registration dates and general semester dates, including deadlines for grade posting. 

https://vhslearning.org/academic-calendar
https://my.vhslearning.org/
http://www.govhs.org/vhs/ticket.nsf
http://vhslearning.org/academic-calendar
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Seat Allocation 
A "seat" is defined as one confirmed or wait listed enrollment in one VHS class during a given 15-week 

semester. If a student enrolls in two courses in the same semester, that counts as two seats for that 

semester. If a student enrolls in a full year (33 week) course, that counts as one seat *each* semester 

(two in total). Students placed on waiting lists are counted as utilizing a seat.  Flex courses are worth one 

“seat”, and students have up to 15 weeks to complete their course. 

All member schools may register students for both the fall and spring semesters as soon as registration 

begins, typically in mid-May.  Flex course enrollments are on an ongoing basis. Enrollments for Flex 

courses during the academic year (September start date to April 30th) are included in school 

membership bundles. Enrollments for Flex course from May 1st through August 31st are fee-based. 

If you are participating in The Virtual High School through a consortium, contact your Consortium 

Director to determine the number of VHS seats that have been allocated to your school. 

After the fall semester add period, all fall and full-year seats are considered "used". Should a student in 

a fall semester course (worth 1 seat) or full-year course (worth 2 seats) drop his/her course AFTER the 

fall add period, these seats may no longer be used. Once the VHS add period has closed for the 

semester, no additional seats may be used during that semester. Students who drop their VHS courses 

prior to the end of the VHS add period can reenroll in another VHS course, or the seat may be used by a 

different student.    

Truancy/Student Non-Participation 
It is expected that the VHS instructor will communicate with a student’s site coordinator if student 

attendance issues exist.  Students and site coordinators are expected to notify teachers if a student will 

be absent for an extended period.   

If a student has not participated in a VHS course for one week, and the student’s teacher has not been 
notified in advance of a planned absence, and the instructor has tried to communicate with the site 
coordinator via email and/or phone, the instructors must:  

1. Contact the student's site coordinator and ask the site coordinator if the student intends to drop 
or if there are extenuating circumstances preventing the student's access. 

2. If the site coordinator does not respond to the email the instructor should file a Service Ticket 
asking that the student be dropped.  

3. Before dropping any student, VHS will contact the student's site coordinator to confirm there 
are no extenuating circumstances. If the site coordinator does not respond, or confirms that the 
student should be dropped, the student will be removed from class. 

4. In cases where extenuating circumstances exist the site coordinator will work with VHS 
curriculum staff to create a plan for the student to complete the course. 

It is expected that the teacher and site coordinator will work together prior to an extended absence so 
that the student can reengage with the course and complete the course successfully.  
 
A student's VHS access to the course is removed once the student is dropped. This does not happen 
immediately, so please be patient. The student's grade information, as well as any grades already 
processed through the grading system, will remain until the end of the semester. Nothing further needs 
to be processed by the instructor within the grading system for a student that has dropped. 

http://www.govhs.org/vhs/ticket.nsf
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Student Selection 
VHS courses are designed for middle and high school students. Students participating in VHS courses 

must be age 21 or younger. In rare cases, such as the Mission to the ISS course, blended course offerings 

are available for elementary age students. Please contact VHS if you would like more information on 

special or custom offerings. 

 

Time management and self-motivation are essential skills for success in a VHS course. School faculty 

should consider this when choosing students to participate in VHS. We recommend the site coordinator 

and guidance counselors select students who can work independently and handle responsibility. 

Participation in a VHS course will require students to be involved in independent and collaborative 

projects and research. Students must plan their work, be responsive to deadlines, and be conscientious 

in completing assigned tasks. Students will benefit from basic word processing and Internet skills.   

 

Typically, site coordinators manage recruitment and enrollment of students in VHS courses. Site 

coordinators work with guidance counselors to identify students with the appropriate skill set who have 

interest in taking VHS courses. Site coordinators explain VHS responsibilities to students, help them 

become familiar with the VHS course catalog and the various course requirements, ensure students 

have the appropriate prerequisites for the VHS courses they choose, ensure students are of the 

appropriate grade level for the VHS courses they choose, obtain administrative approval for their 

student enrollments, and enroll students in selected VHS courses. Students not meeting course 

requirements must obtain override approval from VHS prior to course enrollment.  

 

Virtual High School courses are also available to home school and other students seeking middle and 

high school course credits. These students may enroll independently, directly via the VHS website. 

Tuition Refund 
Participants who are purchasing courses on an individual seat basis, and who withdraw from their 

courses will receive a refund of tuition according to the following schedule:  

1. Full refund prior to start of class. 
2. 75% tuition refund will be granted if withdrawal occurs during the first week of the course. 
3. No tuition refunds will be granted after the first week of the course 
4. Withdrawal date is the date the enrollment is dropped within the VHS Registration system, or 

the date the drop is requested through VHS (whichever occurs first). 

Note: This refund policy does not apply to seats purchased in bulk through a VHS membership or 

package discount. Please see the Summer School Payment and Tuition Refunds policy for information on 

refunds that apply to the VHS summer school program.   

Wait Lists 
VHS typically limits the number of students enrolled in a course to no more than 25. Students are 

automatically placed on the wait list if a course is full, in the order they are registered. If space becomes 

available in the course before the Add period ends, wait listed students are added to the course in the 

order that they were registered. Site coordinators can see which students are waitlisted by clicking on 

Enrollments then -> Enrolled & Waiting in the VHS Student Information System. 

 

https://my.vhslearning.org/publicstudentcourseregistration.aspx?
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Once classes begin, site coordinators may elect to remove students from wait lists and register them 

into courses that have openings. Students who are waitlisted count toward school quota (total number 

of seats used) for the semester. 

Waiver Requirements 
Some VHS courses, including lab science courses and physical education courses, require students 

and/or their parent/guardian to sign waiver documentation and upload it to VHS. Waivers, if required, 

are outlined in a course’s description within the VHS Catalog. Waivers must be returned to VHS at or 

before course start. Students who do not return the required waiver documentation within established 

timeframes will not be allowed to continue in the course.   

Academic Policies 

Academic Calendar 
The Virtual High School academic calendar is comprised of two semesters of study (fall and spring) per 

academic year.   

VHS offers semester-length courses and full year (two semester) courses. The fall and spring semesters 

are 15 weeks in duration. Full-year courses are 33 weeks in duration with a break between weeks 15 and 

16. Semester calendars are available on the VHS web site prior to the start of each academic year. 

All students and instructors must follow the VHS academic calendar as it pertains to VHS courses. Often 

school calendars differ from the VHS Calendar and it is essential that students and site coordinators 

inform teachers in advance should a student be unable to attend class due to a school calendar issue, so 

arrangements can be made to work ahead or make up work. When there are differences between the 

school and VHS calendars, it is expected that students will follow the VHS Calendar and course 

deadlines. 

VHS also offers Flex and summer courses, which are separate and distinct from courses offered during 

the standard academic year. Summer courses are offered in two four-week sessions and one eight-week 

session. Flex courses are fifteen-week courses with rolling start dates. VHS also offers custom course 

offerings to meet a school’s specific need or schedule.  

Please contact VHS directly for more information on custom, Flex, or summer courses that follow unique 

academic calendars.  

Advanced Placement Testing 
Students enrolled in Advanced Placement (AP®) VHS courses are expected to take the AP® exam, and 

are required to report AP® exam scores to VHS.  Students who are failing their AP® class need not take 

the AP® exam. It is the responsibility of the student's school to order and administer AP® exams for their 

students.  

 

By enrolling in an AP® VHS class, the student authorizes their site coordinator and school administration 

to report AP® examination scores to VHS. Students should use Online Provider Code 021 on their exam 

forms so their scores are reported directly to VHS. Exam data is used to determine whether courses are 

leveled properly, or if course enhancement is needed. Exam results do not affect the student's VHS 

grade or future enrollment in VHS. 

 

http://vhslearning.org/academic-calendar
https://thevhscollaborative.sharepoint.com/sites/ea/_layouts/15/guestaccess.aspx?docid=030767f8e7fe947b5858b195e443a893f&authkey=AaMrkxihsa7G3w864ah9AB8
https://thevhscollaborative.sharepoint.com/sites/ea/_layouts/15/guestaccess.aspx?docid=030767f8e7fe947b5858b195e443a893f&authkey=AaMrkxihsa7G3w864ah9AB8
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All AP enrollments are subject to an additional AP® fee, which covers the cost of AP® materials. Certain 

AP® courses also require a lab fee. Refer to the VHS Catalog for pricing and details.  

Advanced Placement Summer Work 
Most Advanced Placement courses have recommended summer reading or other activities. Summer 

work is a graded assignment that is turned in during Week 3 of the academic year. This work is expected 

to take approximately 5 hours total and is essential content for the course. Because some students do 

not enroll in classes until Week 1, the due date is during Week 3, though students should be encouraged 

to finish the summer assignment prior to course start if possible.   Summer work is linked in the course 

description of each course in the VHS Catalog. 

Communication: Notification of Student Tragedy 
In the unfortunate event of a tragedy concerning a VHS student or faculty member, please contact VHS 

as soon as possible via phone (978-897-1900) or Service Ticket.  

In circumstances involving a VHS student, VHS will: 

1. Contact the student's school to offer support/assistance in the case of a student tragedy. 

2. Email VHS teachers of the other students from the school where the tragedy occurred, so the 

teacher can be flexible with absence or late work submission.  

3. Email the site coordinator of the other students in the VHS class in which the tragedy occurred, 

to make them aware of the situation.  

4. Work with the VHS teacher in the course in which the student tragedy occurred to determine 

the best method of communication to the students in the class and offer additional assistance 

and support to the VHS teacher.  

Examples of situations in which VHS should be notified include the death of a VHS student, teacher, or 

site coordinator, or a tragedy concerning a student at a VHS member school that the school has reason 

to believe may impact their students taking VHS classes. 

Course Extension Requests 
Students will be allowed to make up work past the end of a semester under the following conditions: 

• There is an extenuating circumstance (as substantiated by the site coordinator) which prohibited 

the student from completing the work within the defined period, and; 

• there has been a written agreement between the student and teacher (either via private topic 

or documented email) which defines when the work is to be completed and the amount of 

credit which will be granted for work passed in late. 

Work extensions (leaving the course open) must be formally requested *by the course instructor* to 

VHS via a service ticket and will be granted in two-week blocks of time.  The student will be given a 

grade of Incomplete through the duration of the extension period, after which time a course grade will 

be finalized.  

  

https://my.vhslearning.org/PublicStudentCourseList.aspx
http://www.govhs.org/vhs/ticket.nsf
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Course Retakes 
Students must adhere to local school policy regarding retaking VHS courses. If allowed by his/her local 

school, a student may retake a VHS course if the following conditions are met: 

1. The student has approval from his/her school to enroll in the course 

2. There is space available for the student wanting to repeat a course after spaces have been 

assigned to students taking the course for the first time. 

3. The student received a failing final grade the first time the course was taken. 

The student’s school is responsible for determining how a replacement course will be listed on the 

student’s official transcript. Before allowing students to re-enroll in a VHS course, school should clearly 

communicate to the student the way a repeated course will impact the student’s transcript and GPA.  

Credit for VHS Courses 
Participating schools grant students credit for taking VHS courses, like any other academic course. 

Courses should receive the same credit and be listed on the student transcript in the same way as any 

other course offered at the school. Each VHS semester course is worth one half (0.5) VHS credit. Year-

long VHS courses are worth one (1) VHS credit. Participating schools can translate VHS credit into the 

appropriate school credit. Credit for Flex courses is at the discretion of each school.  

 

The following parameters can be used as guidelines for VHS high school level semester and full-year 

courses: 

• A standard level class is a college-preparatory experience that requires students to be actively 

engaged in their coursework for approximately 6 - 8 hours per week. 
• An honors level class requires students to be actively engaged in their coursework for 

approximately 8 - 10 hours per week. 

• An AP level class requires students to be actively engaged in their coursework for approximately 

10 - 12 hours per week. 

VHS recommends that courses be given the same leveling as traditional courses. For example, an AP® 

VHS course would be worth the same credit on a student's transcript as a non-VHS AP® course.  

Grade Scale 

VHS courses utilize a numerical scale with a grade of 60% indicating a passing score. A student may 
receive an "I" for an Incomplete if they are not able to finish the course. See Incomplete Grades for 
additional information on this policy. Instructors submit grades in numeric format (i.e. 100, 99, 98, etc.). 
The grading system will generate equivalent letter grades (i.e. A+, A, A-, etc.).  
 
When necessary, participating high schools translate these grades into their own grading system. For 
example, a school that implements a grade of 65% as passing should take into consideration that the 
VHS passing score is 60% or a school that grades on a pass/fail basis should convert VHS grades to P or F. 
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When converting numeric grades to letter grades on local reports, please use this scale, which is 
provided on the VHS transcript available in the Student Information System: 
 

Letter Grade Numeric Grade 

A+ 97 - 100 

A 93 - 96 

A- 90 - 92 

B+ 87 - 89 

B 83 - 86 

B- 80 - 82 

C+ 77 - 79 

C 73 - 76 

C- 70 - 72 

D+ 67 - 69 

D 63 - 66 

D- 60 - 62 

F 00 - 59 

 

Grade Availability 
Current grade information is always available in the Student Information System. Data is refreshed 

nightly, so the Current Grade Average (CGA) visible to site coordinators represents grade information 

entered the previous day.  

VHS instructors are required to confirm term and semester grades for students at specified intervals 

(see the VHS Calendar for grading deadlines). Site coordinators are encouraged to regularly share CGA 

and term grade information with parents. We recommend, especially in the case of failing students, that 

site coordinators print grade reports and send them home with students to be signed by a 

parent/guardian and returned. Final grades for Flex courses are posted at the end of the Flex term. 

Grade Periods for Term and Semester Grades 
Grade periods for semester-length courses (Fall and Spring): 

Term 1 Grade: The Term 1 Grade represents student work from weeks 1 through 8. 

Term 2 Grade: The Term 2 Grade represents student work from weeks 9 through 15.  

The Final Grade represents an average of the Term 1 and Term 2 grades. 

 

Grade periods for full-year Courses: 

Fall Term 1 Grade represents student work from weeks 1 through 8. 

Fall Term 2 Grade represents student work from weeks 9 through 15.  

Spring Term 3 Grade represents student work from weeks 16 through 26. 

Spring Term 4 Grade represents student work from weeks 27 through 33. 

Final Grade: The Final Grade for full-year classes is the average of Term 1, 2, 3 and 4 grades. 

  

http://vhslearning.org/academic-calendar
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Grade Over 100% 
VHS does not allow teachers to confirm grades over 100% in the Student Information System. If a 

student has earned a score greater than 100% for a term, that grade will be confirmed as 100% in the 

system. Students are not allowed to “roll over” additional points from Term 1 to Term 2 if their grade is 

greater than 100% at the end of the term.  

Incomplete Grades 
Teachers may allow a student additional time to complete course work following the close of the VHS 

marking period by issuing an Incomplete (I) for Term 1, 2, 3, or 4. Teachers are encouraged to be 

flexible, especially when an Incomplete is requested by a site coordinator. Incompletes, and the time 

allotted to complete the work, are given at the discretion of the teacher.  

VHS administrators will adjudicate disputes if a teacher and site coordinator disagree about whether a 

student should be allowed a course extension. If a request is denied and a site coordinator wishes to 

request a review they should do so by filing a Service Ticket through the VHS Contact Center. The 

additional time allotted for the completion of incomplete work may not exceed two weeks from the 

close of the VHS marking period, unless there are extenuating circumstances. See the VHS Handbook 

policy entitled Course Extension Requests for additional details. 

Late Work 
VHS believes it is crucial for courses to have a well-documented, consistently-applied, and equitable 

late-work policy. We respect the fact that our teachers may have different policies regarding late work. 

They must, however, adhere to the standard outlined below when teaching a VHS course. 

• Late work will not be accepted more than two weeks after the due date. 

• Late work will be penalized by 10% up to one week late; 20% if submitted up to two weeks late. 

• The late work policy does not apply to course discussion and group assignments. Since course 
discussions and group work rely on students posting during a given week, these assignments 
must be posted on time and will not be accepted late.  
**See below for treatment of discussions when extenuating circumstances exist. 

• Please also note that the late work policy applies only when the student hands in late 
work infrequently. Consistently handing in late work is not acceptable. Do not assume the 
teacher will repeatedly accept late work, even with the penalties outlined above, without prior 
approval. 

At times all of us have circumstances out of our control, such as illness, weather-related events, family 
issues, or other major events that necessitate an exception to this policy. In such cases, the student and 
his/her site coordinator must communicate the situation to the teacher through the student’s private 
topic for late work to be accepted without penalty, and for alternative assignments for missed 
discussions and group projects. The teacher should be contacted in advance if possible, OR, as soon as 
the student is physically able to contact the teacher. 
 
To ensure term and semester grades are reported accurately, teachers should be mindful of grading 

deadlines for term and semester grades. Special requests can be honored in case of extenuating 

circumstances (with confirmation from the student’s site coordinator). Please see the VHS Handbook 

document entitled Course Extension Requests for details. 
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** Due to the collaborative nature of VHS courses, it is reasonable to require that students post to 

discussion boards and participate in group work on time, and to not accept late work for such activities. 

However, teachers should be prepared to offer students alternate work to demonstrate they have 

completed the discussion or group work assignment if extenuating circumstances prevail. Examples 

could include: instructing students to write an analysis of the discussion thread; identifying points that 

were missed in the thread and should have been included; providing a real-life example of the concept 

discussed or work completed. 

Levels of VHS Courses 
Each course is designated as standard, honors, or Advanced Placement based on the content and rigor. 

Standard courses are considered College Preparatory in nature and should be identified as such at the 

student’s school. Some courses are also designated appropriate for gifted and talented middle school 

students. All courses are categorized using these levels, and the level of each course will be indicated in 

the VHS Catalog. The catalog also contains prerequisite skills and course grade level. 

 

The following parameters can be used as guidelines for VHS high school level courses: 

• A standard (college preparatory) level class requires students to be actively engaged in their 

coursework for approximately 6 - 8 hours per week. 

• An honors level class requires students to be actively engaged in their coursework for 

approximately 8 - 10 hours per week. 

• An AP level class requires students to be actively engaged in their coursework for approximately 

10 - 12 hours per week. 

• A middle school course is intended for enrichment and typically requires approximately 3-5 

hours per week.  

• Flex courses are typically for credit recovery and require approximately 10 hours per week.  

Plagiarism/Academic Honesty 
View the VHS policy on plagiarism and academic honesty here:  VHS Plagiarism/Academic Honesty 

Policy.  

Proctored Exams 
Many VHS courses require a proctor be available to supervise an end of course exam; often a student’s 

site coordinator serves in this role. If a VHS semester course has a proctored assessment scheduled 

within the final weeks, students must submit a Post-Assessment Proctored Exam Form, signed by the 

student and their identified proctor. During a semester-length course (15 weeks), this typically occurs 

during Week 11. Submitting the form to the appropriate drop box folder enables students to see and 

begin the exam at the appropriate time. Students will be unable to access their exam if they have not 

submitted the Post-Assessment Proctored Exam Form to the appropriate drop box folder.  Students 

participating in a course with proctored exams must comply with the proctored exam policy, or they will 

receive a grade of zero on the proctored exam.  

  

https://my.vhslearning.org/PublicStudentCourseList.aspx
https://thevhscollaborative.sharepoint.com/sites/ea/_layouts/15/guestaccess.aspx?docid=057a55eaf39b5407ea02062672a5ec234&authkey=AWU5v87aprPWP2HwMoLue9s
https://thevhscollaborative.sharepoint.com/sites/ea/_layouts/15/guestaccess.aspx?docid=057a55eaf39b5407ea02062672a5ec234&authkey=AWU5v87aprPWP2HwMoLue9s
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Special Education: Students with 504 or Individualized Educational Plans (IEPs) 
Students who participate in VHS classes through their school remain the responsibility of their school 

regarding educational accommodations; however, VHS teachers are required to provide reasonable 

accommodations as outlined in the student’s plan, such as extended time to complete assignments, 

modified workload, or modified expectations for discussion participation.  

 

By placing a student in a VHS class, the student's school has made the VHS teacher an adjunct faculty 

member for special education. The school must provide the VHS teacher with information relevant to 

any educational adaptations or accommodations necessary in the student’s VHS course(s). VHS teachers 

are expected to receive the same information any of the student’s face-to-face teachers would receive. 

 

When enrolling a student with an IEP or 504 accommodations in VHS, the school must:  

• Upload the relevant IEP or 504 documents (or a summary of the document that provides specific 

information about the nature of the accommodation or adaptation) to the VHS Student 

Information System.  

• Notify the teacher as soon as the document is uploaded to the SIS. Notification should occur as 

early in the course as possible, as soon as the site coordinator is aware that the student receives 

accommodations.  
• Provide any special equipment or physical accommodations that might be needed, such as a 

special keyboard, special software, additional face-to-face support or an on-site tutor. 

Note: VHS strongly recommends that the VHS site coordinator is involved in any meetings where VHS 

courses are being recommended for students who receive accommodations. VHS site coordinators have 

received training in VHS policies and have an overall understanding of the expectations for VHS classes. 

Synchronous Communication 
To accommodate students who live around the world and in many time zones it is important to conduct 
class discussion through the asynchronous discussion area of our courses. When it is educationally 
advantageous to conduct synchronous (“real time”) discussions, such as office hours, tutorials, or a 
question and answer session with a scheduled guest speaker, VHS teachers should use the collaboration 
tools available within their course so that sessions can be recorded and saved for future reference. 
 
When using synchronous communications, VHS expects teachers to abide by the following policies and 
procedures: 

1. Whenever possible, synchronous sessions should be recorded and saved to allow students who 

were unable to attend the opportunity to view the session at another time as well as for 

documentation purposes. 

2. All session links should be labeled with a descriptive title and the date for future reference. 

3. Participation in synchronous sessions cannot be a requirement of the course unless the sessions 

are scheduled in such a manner that there is an instance of each session available for every 

student to attend.  
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Transcript Modification Requests 

An official transcript may be altered if the instructor determines that an assigned grade was issued 

incorrectly, due to a clerical or procedural error, or there are extenuating circumstances which have 

impacted a student’s final grade. The instructor should follow the steps below to submit a final grade 

change request.  

1. Submit a service ticket. The service ticket must include the student's name, the course name 

and section, and the reason for the requested change. 

2. The appropriate Curriculum and Instruction Coordinator will review the requested change. 

The Curriculum and Instruction Coordinator will include the appropriate Associate Dean as 

warranted. 

3. The instructor may be contacted if there are questions or concerns.  

4. If approved, the Curriculum and Instruction Coordinator will update the online gradebook 

and note the final grade in the service ticket.  

5. The VHS Operations team will issue the corrected transcript to the student. 

Code of Conduct/General Responsibilities 

Acceptable Internet Use Policy 
Purpose: The purpose of The Virtual High School (VHS) program is to advance and promote educational 

opportunities, innovation and educational excellence, and to provide students and teachers access to a 

worldwide array of educational resources.  

Use of VHS: The VHS web site and VHS system shall be used in a manner consistent with the purpose of 

VHS, the administrative rules for using the system, and according to The Virtual High School policies. 

Communications using VHS system resources will be considered publications and will be governed by 

administrative policies and VHS policies regarding publications.  

Users are expected to conduct themselves in a responsible, ethical, and polite manner while using VHS 

systems. Staff and student access to the Internet is used with the understanding that some material that 

can be accessed on the Internet may be inaccurate; and that some resources may contain material that 

is deemed contrary to prevailing community standards or inappropriate for classroom use. Access of 

such resources will not be permitted. If such inappropriate material is inadvertently encountered, it shall 

be the user's responsibility to disengage immediately. 

Responsibilities: Access to the VHS system is a privilege, not a right, extended by VHS to staff, students, 

and other users for the purpose stated above. Users have the responsibility to respect and protect the 

rights of other users in the VHS community and on the Internet. Users are expected to act in a 

responsible, ethical and legal manner, in accordance with VHS policies, in conformance with the 

purposes of the other sites, and in compliance with state and national laws. A user who commits a 

violation may have his/her access privileges revoked, as well as whatever other disciplinary action may 

be assigned by both local and VHS school administrators. 

Usage Guidelines: All use of the VHS system will be consistent with the purpose as stated above. This 

policy does not attempt to describe all required behaviors by users of the system. In any specific 

situation, we rely upon each individual’s judgment of appropriate conduct.  



17 
The Virtual High School Handbook   Version 2018/09/06 

To assist in such judgment, the following guidelines are offered:  

• Any use for illegal purposes, or in support of illegal activities, is prohibited. 

• Any use for political, religious, or commercial purposes is prohibited. 

• The use of electronic mail in any manner that is contrary to VHS policy is prohibited. 

• Any use that disrupts the educational and administrative goals of VHS is prohibited. 

• Any use of the VHS system or a VHS account by anyone but the authorized owner of the account 

is prohibited. Sharing account credentials is prohibited. 

• Any reproduction of copyrighted material without explicit permission is prohibited. 

Privacy: System storage areas may be inspected at any time. System administrators or other appropriate 

staff may review communications to maintain integrity system-wide and ensure that users are using the 

system in a responsible manner. 

Illegal Copying: Users should neither download nor install any commercial software, shareware, or 

freeware onto network drives or disks, unless they have written permission from the System 

Administrator or other appropriate staff; nor should they copy other people's work or intrude into other 

people's files. 

Inappropriate Language: No profane, abusive, impolite, or inappropriate language should be used to 

communicate within VHS systems and/or on the Internet. 

Inappropriate Materials: Access or upload of material that has been deemed inappropriate for 

educational use is prohibited. Should users encounter such material by accident, they should disengage. 

Students should report such encounters to their teacher immediately. In addition, creating and/or 

uploading any material that is inappropriate for educational use (text, video, images or other) is 

prohibited. 

Anti-Harassment / Cyber-Bullying Policy 
The Virtual High School (VHS) is committed to safeguarding the right of all individuals involved in the 

school to work and learn in an environment that is free of harassment. 

 

Compliance with anti-harassment will be the responsibility of each school according to its anti-

harassment policy and procedures. Complaints should be filed with the complainant's school and follow 

procedures of the policy for that school. In cases where there is no anti-harassment policy in place the 

VHS anti-harassment policy will apply. Students are encouraged to report any incident of 

harassment/bullying to their teacher and site coordinator. Teachers and site coordinators witnessing 

cyber-bullying within their course and/or notified of harassment/bullying issues are required to submit a 

service ticket to notify VHS administrators within 24 hours. 

 
VHS Anti-Harassment Policy 

Harassment, intimidation or bullying and acts of cyber-bullying for any reason, including but not limited 

to race, color, ancestry, religion, national origin, age, sex, sexual orientation, or disability in any form is 

strictly prohibited. Anyone whose behavior is found to be in violation of this policy will be subject to 

discipline, up to and including expulsion. Violators may also be referred to law enforcement officials. 
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Definition 

“Cyber-bullying” is the use of electronic information and communication devices, to include but not be 

limited to, e-mail messages, instant messaging, text messaging, cellular telephone communications, 

internet blogs, internet chat rooms, internet postings, and defamatory websites, that: 

1. Deliberately threatens, harasses, intimidates an individual or group of individuals; or 

2. Places an individual in reasonable fear of harm to the individual or damage to the individual’s 

property; or 

3. Has the effect of substantially disrupting the orderly operation of the course. 

Copyright Policy 
According to the U.S. Copyright Act, all works that are in a fixed form are copyrighted works, whether 

they bear any copyright markings. As such, before using copyrighted materials in any course materials, 

VHS personnel shall either A) acquire the rights to use the materials from the copyright owners, B) keep 

a written (signed and dated) record that the materials fall within the fair use provisions of the Copyright 

Act or fall within the requirements of the TEACH Act, or C) determine that the works are in the public 

domain. Individuals using copyrighted materials without completing either step A, B or C do so at their 

own individual risk. 

 

Guidelines: 

It is essential that all faculty and staff are aware of the issues involved with copyright and are able to 

take reasonable steps to avoid violation of copyright laws. The only constant that any educator can be 

assured of is that copyright laws are constantly evolving, especially when considering the rapid change 

in technology and how these changes effect online education. This set of guidelines is intended to 

provide general information and procedures regarding use of copyright materials within the Virtual High 

School in compliance with the TEACH Act. It is not intended to provide legal advice to any individual 

regarding any specific copyright issue.  

 

What One Needs to Know Concerning Copyright: 

Copyright law is the legal right of ownership granted to a person who has created an original, tangible 

work. The purpose of copyright is to protect the rights of the author or creator of a work. Generally, 

schools have been protected by the Fair Use Doctrine, which allows teachers to copy portions of 

copyrighted material for classroom use. Laws passed by congress that have made changes in copyright 

law as it affects schools include: 

1) Digital Millennium Copyright Act of 1998 (the "DMCA"). In response to new technologies with the 

ability to mass produce almost any work, Congress passed the DMCA of 1998. Unfortunately, the DMCA 

did not adequately provide for the traditional exceptions to copyright that have been afforded to 

educators. 

2) The Technology, Education, and Copyright Harmonization (TEACH) Act became law in November of 

2002. The TEACH Law is intended to apply to distance learning, and those classroom situations that use 

networks and the Internet to provide learning materials in digital format. Through this act, Congress has 

attempted to maintain the traditional protection afforded to schools in the use of multimedia copyright 

materials. To obtain copyright protection under this new law a school district must have policies in place 

regarding copyright.  
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Teachers in the Virtual High School do not have to become experts in copyright law. However, it is 

important that VHS teachers are aware of the issues involved in copyright and can take reasonable steps 

to avoid violations of copyright.  

 

Copyright Basics:  

• Copyright is the right granted a person, by law, who has created an original, tangible work; 

• A copyrighted work does not have to be registered to be protected under the law. In fact, all 

tangible creative works are covered by copyright law at the moment of creation; 

• Copyright requirements are not met by quoting or crediting the author of a copied work;  

The Fair Use doctrine allows teachers and students to use portions of copyrighted materials for 

classroom instruction, as well as research and scholarship, BUT THE FAIR USE DOCTRINE IS LIMITED (see 

below). When in doubt get permission. 

 

The following are not copyrighted: Works in the Public Domain (documents created before 1922, 

created for public use, or once copyrighted but have fallen into the public domain because their 

copyright expired); and Government documents. 

 

Fair Use Basics (Copyright Act of 1976): 

The Fair Use Doctrine was created to clarify and further define how educators, researchers, students 

and others could use portions of copyrighted works for non-commercial educational purposes without 

having to obtain permission. However, simply using copyrighted material (or portions there-of) in an 

educational context does not mean that the user has not violated copyright laws.  

 

To be deemed "fair use" all of the following must be considered:  

The intended use of the material (e.g., educational vs commercial); The nature of the copyrighted work 

(e.g., published vs unpublished, original vs out-of-print, factual vs creative); The size of the copyrighted 

work used in relation to the work; The effect the use of the copyrighted work has on the potential 

market for, or value of, the original copyrighted work. 

 

The intent of the Virtual High School copyright policy and guidelines is to provide our faculty, students 

and staff with information regarding the basic rules of copyright and the Fair Use exceptions under the 

TEACH Act. The Virtual High School copyright policy is made available to all Virtual High School faculty, 

students and staff.   

 

Students shall be given notice that materials used with Virtual High School courses may be subject to 

copyright protection. This will be accomplished by providing notice to students in the VHS Student 

Handbook and within courses, as applicable. In addition, VHS faculty specifically address the issue of 

copyright and plagiarism when assigning research reports or projects requiring students to access 

additional sources. It is Virtual High School's policy that any transmissions of copyrighted material be 

made solely for students officially enrolled in the courses for which the transmission is made. 

 

VHS teachers should be familiar with the Copyright Basics and the Fair Use Basics outlined above. If 

there is any doubt regarding the use of material, VHS staff can provide additional resources. Virtual High 

School teachers must maintain a file of permissions obtained from authors for the use of their materials 
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in a specifically labeled folder in their VHS courses and Virtual High School teachers will communicate to 

students the responsible use of copyright materials.  

 

The following refer to specific regulations under the TEACH Act which all VHS teachers and courses are 

expected to follow. Teachers can copy and distribute to students in digital form the following works over 

a closed network (i.e. through their password-protected courses): 

• Performances of nondramatic literary works; 

• Performances of nondramatic musical works; 

• Performances of any other work, including dramatic works and audiovisual works, but only in 

reasonable and limited portions; and 

• Displays of any work which is equal to or less than that which is typically displayed during a live 

classroom session.  

Teachers may not copy and distribute the following works: 

• Works that are marketed commercially; or  

• Performances or displays from copies which were not lawfully made and/or acquired under the 

U.S. Copyright Act.  

To gain protection under the TEACH Act, the VHS teacher must maintain oversight over copyright 

materials as follows: 

• The performance or display of materials should be made by, at the direction of or under, the 

actual supervision of an instructor; 

• The materials are transmitted as an essential component of the instructional activities; and 

• The copyrighted materials are directly related to the content being learned. 

The TEACH Act includes a prohibition against the conversion of materials from analog into digital 

formats, except under the following circumstances:  

• The teacher confirms that the exact material converted to digital format is within the scope of 

materials and adheres to the portion limit permitted under the law; and  

• The teacher has checked for digital versions of the work available from alternative sources and 

has assessed the implications of access restrictions, if any.  

Duties of Virtual High School site coordinators or technology Staff: 

• VHS site coordinators will ensure that only students enrolled in the VHS course have access to 

the course materials;  

• VHS site coordinators should apply any technical measures necessary to ensure that copyrighted 

materials used in VHS courses are not downloaded or reproduced locally; 

• All digital material which is secured by a restrictive code, or is password protected in any way, is 

to remain secure. No individual (VHS site coordinators, VHS teachers, VHS students, VHS staff, or 

school information technology staff) will circumvent the security measure by any means;  

• VHS, Inc. teachers are ultimately responsible for any content which they add to their course and 

which might be in violation of copyright laws; and most importantly, if not sure, ask. 



21 
The Virtual High School Handbook   Version 2018/09/06 

Resources: 

Copyright Basics: http://www.copyright.gov/ 

Copyrights and Copy Wrongs, Part 1: http://www.education-world.com/a_curr/curr280a.shtml 

Copyrights and Copy Wrongs, Part 2: http://www.education-world.com/a_curr/curr280b.shtml 

Copyrights and Copy Wrongs, Part 3: http://www.education-world.com/a_curr/curr280c.shtml 

Copyrights and Copy Wrongs, Part 4: http://www.education-world.com/a_curr/curr280d.shtml 

Copyrights and Copy Wrongs, Part 5: http://www.education-world.com/a_curr/curr280e.shtml 

Fair Use Guidelines for Educational Multimedia: http://www.adec.edu/admin/papers/fair10-17.html 

Evaluation of VHS Courses 
Virtual High School courses are monitored to ensure they meet VHS delivery standards. New teachers or 

teachers needing extra assistance are assigned an experienced VHS faculty or staff member, who 

monitors and evaluates progress through the semester.  

Each week, a faculty advisor completes a weekly evaluation for review by VHS Administration. Weekly 

evaluations are not made available to instructors directly. The weekly evaluation form focuses on basic 

classroom practices and instructor participation. Faculty advisors provide written feedback to instructors 

throughout the semester and bring problems to the instructor's attention as they arise. At the end of 

the semester, the faculty advisor completes an evaluation of the instructor's progress throughout the 

semester. Semester evaluations are available to the instructor for review and are shared with local 

school administrators if concerns are noted.  

 

Experienced teachers are monitored by VHS staff members as well.  If an instructor's participation does 

not meet VHS standards, faculty sanctions may be necessary. Instructors that fail to meet standards and 

do not show significant improvement in subsequent semesters are subject to disciplinary action (in 

accordance with the Faculty Sanctions policy outlined in the VHS handbook) at the discretion of VHS. 

VHS reserves the right to terminate a course offering and/or instructor participation at any time due to 

serious standards infractions, as outlined in the VHS Handbook. 

Faculty Sanctions 
High quality instruction is crucial to the VHS program. To ensure students have consistent course 

experiences, VHS establishes clear expectations for faculty during training, reinforces them during 

faculty advising, and continually monitors them throughout the academic year. If a VHS teacher does 

not meet faculty standards the following protocol will be utilized: 

Step 1: Preliminary warning notice to teacher 

This step of the protocol ensures the teacher clearly understands the element(s) of the faculty standards 

that are not being met. The curriculum coordinator responsible for monitoring the instructor will email 

the teacher to discuss the issues that have surfaced, to provide support to the teacher as needed, and to 

outline a timeline to check-in about progress. It is our hope that the teacher modifies behaviors to meet 

VHS faculty standards after this step.   

Step 2: Official warning notice sent to teacher and school administrator 

If the teacher has failed to make progress resolving issues discussed with the curriculum coordinator the 

Associate Dean of Faculty will become involved in the protocol.  At this point in the protocol the 

Associate Dean will email the teacher with specific information about the issues that have surfaced and 

http://www.copyright.gov/
http://www.education-world.com/a_curr/curr280a.shtml
http://www.education-world.com/a_curr/curr280b.shtml
http://www.education-world.com/a_curr/curr280c.shtml
http://www.education-world.com/a_curr/curr280d.shtml
http://www.education-world.com/a_curr/curr280e.shtml
http://www.adec.edu/admin/papers/fair10-17.html
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expectations for improvement, copying the teacher’s local school administrator.  A timeline for follow 

up will be established and VHS staff will support the teacher in making improvements to meet our 

standards. This step resolves with the teacher successfully modifying instructional practice or being 

placed in a probationary status by VHS.  

Step 3: Probation  

If the teacher has not taken steps to resolve the issues outlined in the warning notice they will be placed 

on probation. This process is also managed by the Associate Dean of Faculty and will result in the 

teacher returning to a teaching position at VHS (under the supervision of a faculty advisor) or being 

removed from the program.  

Extenuating Circumstances  

There are cases where VHS retains the right to skip steps in this process and move immediately to an 

official warning or probationary status, but efforts are made to inform the teacher of their behaviors 

and allow them the opportunity to remediate prior to that point. Situations where students are placed 

in jeopardy or teachers are found to be grossly inappropriate or abusive will result in immediate 

probationary status or termination, based on the discretion of VHS Administration.   

FERPA Statement 
The Family Educational Rights and Privacy Act (FERPA) is a federal law enacted in 1974 that guarantees 

the confidentiality of a student's records. Virtual High School (VHS, Inc.) strictly adheres to FERPA 

policies and regulations. 

Guest Policy 
VHS does not allow guests into courses due to security issues. At no time should a person who is not a 

VHS faculty or administration member have access to a VHS course. If a teacher would like to 

incorporate material from a content expert, they are encouraged to have that individual create a 

document, which can then be posted to the course. Another alternative is to have the students 

interview the guest via email and incorporate that interview into an assignment.  

Instructional Materials/Mature Content 
A teacher using instructional materials that contain mature content (such as R-rated film clips) is 

required to obtain a signed permission slip to view such content, from a parent or guardian, for every 

student under the age of 18 enrolled in his or her course. If parental permission is not granted, the 

teacher must provide alternative assignments or activities to students, without penalty.  

 

The permission form should include: 

• The name of the course and course instructor 

• A description of the instructional material containing mature content 

• How the material will be used 

• The student's name (printed) 

• The parent/guardian's name (printed) 

• The parent/guardian's approval signature 

• The date. 
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Mandated Reporting of Student in Need of Services 

Under the Federal Child Abuse Prevention and Treatment Act (CAPTA) all 50 states have passed laws 

mandating the reporting of suspected child abuse and/or neglect. As all teachers are mandated 

reporters, if you have reason to believe that a student in your VHS class may be a victim of abuse or 

neglect, you must immediately report your concerns and the reason for those concerns.   

The following guidelines should be followed when reporting concerns for student safety:  

• In every case where student comments raise concern, your first duty is to your student.  You 

must immediately respond to the student’s comments with appropriate concern. This response 

can be posted in the student’s Private Topic or, depending on the gravity of the situation, should 

be done via a phone call to the student.  

• Teachers must report any concerns about student posts or behaviors to the site coordinator and 

to their curriculum coordinator at VHS immediately. The email must include specific details of 

the concern as well as the steps that have been taken to reach out to the student. The email 

must also request a response from the school, so that we can ensure an adult in the student’s 

location has received the email and is responding.   

• If the teacher does not receive a response from the school within an hour, contact the VHS Dean 

(978-450-0414) or Associate Dean of Faculty (978-450-0423).  

• If a student posts an explicit comment threatening to harm themselves it is imperative that you 

attempt to call the student, a responsible adult at the school, or local authorities ASAP.  

Requesting a wellness check by local authorities is our standard approach after school hours.  

These incidents, along with notes of your follow-up, must be reported to VHS immediately via a 

high priority service ticket.  

• When necessary, VHS administration will cooperate with the student’s school to notify the local 

Department of Children and Families to file a report about a student’s wellbeing. In most cases 

the report to DCF must be filed immediately, so timeliness of reporting to the school and VHS is 

critical. Teacher communications to the student and to the school/VHS will be included as part 

of the filing, along with the teacher contact information, in case of follow up.  

Reporting General Concerns about Student Wellness 

There are times when a teacher may become concerned about a student’s social/emotional or 

physical wellness that do not fall within mandated reporting requirements. Since VHS students 

are not in physical contact with their teachers, it is our responsibility to notify someone in the 

student’s physical location of our concern.  If a teacher has a non-urgent concern about a 

student that they feel should be reported to the school they should email their curriculum 

coordinator to discuss the situation and determine next-steps, which will generally involve 

emailing the site coordinator or guidance counselor depending on the circumstance. 

Nondiscrimination: Title VI/IX and Other Equity Legislation 
All schools participating in The Virtual High School must comply with all Federal Civil Rights legislation. 

Title VI of the Civil Right Act of 1964 protects individuals from discrimination based on race, color, or 

national origin in programs or activities that receive federal financial assistance. Title IX of the Education 

Amendments of 1972 ensures that no person shall, on the basis of gender, be excluded from 
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participation in, be denied the benefits of, or be subjected to discrimination in any federally-assisted 

program. In addition, state civil rights legislation also applies to VHS courses. Compliance with all civil 

rights legislation will be the responsibility of each school, and complaints should be filed with the local 

school and should follow the school's grievance procedure. 

Privacy Policy 
Please visit http://vhslearning.org/privacy-policy to view the most current VHS Privacy Statement. 

Participation Requirements 

Faculty Advisor Responsibilities 
Faculty advisors are experienced VHS teachers and staff who provide advice and mentoring to other VHS 

teachers. Faculty advisors provide feedback to their advisees through email, as well as through a weekly 

evaluation and end of semester evaluation process. Through the faculty advising process, new teachers 

receive ongoing professional development and benefit from the experience of veteran teachers. These 

valuable suggestions help VHS teachers make the most of their online education experience. 

All new teachers receive a faculty advisor during their first semester teaching with VHS. In addition, 

teachers needing additional assistance are also provided with a faculty advisor. Faculty advisors 

complete a weekly evaluation of each course they are assigned. The weekly evaluation focuses primarily 

on essential online teaching skills, teacher participation, and teacher feedback to students. If an advisor 

discovers a teacher has a major issue or concern, it is the advisor's responsibility to notify the Associate 

Dean of Faculty as soon as possible, and to work with the Associate Dean of Faculty to resolve the issue. 

VHS Administrators review all weekly evaluations to ensure teachers are meeting VHS standards. 

Faculty advisors send their assigned teachers a weekly communication giving them brief feedback 

(positive and/or negative) on their course instruction. Advisors are available for questions or to provide 

assistance as needed and regular communication between instructor and advisor is expected. 

After week 15, faculty advisors complete an end of semester evaluation for each course they are 

assigned. Instructors have access to these evaluations. Evaluations are also reviewed by VHS 

Administration. These evaluations help instructors improve their course instruction and online teaching 

methods. VHS Administration uses these end-of-semester evaluations to determine whether instructors 

should be assigned a faculty advisor during the following semester or not.  

VHS is committed to providing high-quality courses and faculty advisor feedback is critical to this 

process. Advisors should be candid in their assessment of courses. All questions or concerns regarding 

faculty advising should be directed to the Associate Dean of Faculty. 

Professional Development 
To ensure instructors are fully prepared to teach in an online environment, and their courses meet VHS 

quality standards, instructors receive online professional development before teaching with The Virtual 

High School. Instructors attend the VHS professional development course Online Teaching 

Methodologies (OTM). 

 

OTM gives instructors the opportunity to participate in VHS by selecting from an existing VHS course 

within their area of expertise. Instructors participate in a graduate-level professional development 

course on how to teach in an online environment. Once they complete OTM, instructors teach their own 

http://vhslearning.org/privacy-policy
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section of the existing VHS course. This method enables instructors to get started with VHS quickly, as 

they are not developing a new course from scratch. Participants may elect to purchase graduate credits 

for completion of their OTM professional development course. Information on taking OTM for graduate 

credit is provided within the OTM course.   

 

New site coordinators receive site coordinator training where they learn best practices to recruit, enroll, 

mentor and monitor their VHS students as well as administer the VHS program at their school. This 

professional development, which is self-paced, gives site coordinators the administrative and technical 

skills necessary to be effective in their role as school liaison to The Virtual High School. The Site 

Coordinator Orientation (SCO) and Resource Area is also available on an ongoing basis for reference by 

site coordinators. The VHS School Services team is also available should site coordinators need 

additional support or have questions on VHS program implementation at their school.  

School Requirements for Full Participation 
The Virtual High School offers many types of program participation to suit the needs of schools and 

students. A “fully participating” school is one that provides both a teacher (to be a VHS course 

instructor) and a school site coordinator. The school receives a discounted membership fee for providing 

both a course instructor and a site coordinator. Course instructors assigned by a local school to 

participate in the VHS program must be freed from one period of teaching duties (0.20 full-time 

equivalent (FTE)) to teach a VHS course.  

 

Schools may use their VHS seats in any VHS course, assuming the course has openings and the student 

meets the course prerequisites. Schools may distribute these seats as they see fit within their own 

student population.   

Each school participating in VHS designates a local school site coordinator. The site coordinator is 

responsible for coordinating the VHS program at their school and is the primary contact between the 

school and VHS Administration. VHS suggests that the site coordinator be freed from other 

responsibilities for one period per day (to a maximum of 0.2 FTE). A site coordinator can be a guidance 

counselor or paraprofessional, and multiple site coordinators can be assigned so that duties can be 

shared. Multiple site coordinators at the same school can be trained at no additional charge. Site 

coordinators must understand and adhere to any local requirements regarding online course enrollment 

within their own school districts/states. 

School Requirements for Student-only Participation 
Virtual High School offers many types of program participation to suit the needs of schools and students. 

A school with “student-only” participation does not have a local teacher instructing a VHS course and 

uses only a site coordinator for VHS participation.   

Schools with student-only participation pay a membership fee and assign a local resource as the school’s 

VHS site coordinator. The site coordinator is responsible for coordinating the VHS program within the 

school and is the primary contact between the school and VHS Administration. VHS suggests that the 

site coordinator be freed from other responsibilities for one period per day (to a maximum of 0.2 FTE). A 

site coordinator can be a guidance counselor or paraprofessional, and multiple site coordinators can be 

assigned so that duties can be shared. Multiple site coordinators at the same school can be trained at no 

charge. Site coordinators must understand and adhere to any local requirements regarding online 
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course enrollment within their own school districts/states. Further details on VHS membership are 

available on the VHS website or by speaking to a VHS staff member. 

Site Coordinator Responsibilities 
The VHS site coordinator is the primary contact between students, schools, and VHS. Site coordinator 

responsibilities include:  

• recruiting students; 
• registering students into VHS courses; 
• monitoring student progress; 
• collecting and reporting progress reports; 
• reporting final grades; and 
• sharing information about the VHS program to local administrators, guidance counselors, 

students and familiies. 

The site coordinator (SC) ensures VHS grade and progress reports for participating students are 
submitted for administrative purposes within his or her school. Site coordinators track student progress 
in courses, review student progress within the VHS student information system (SIS), and act quickly to 
resolve any issues. Site coordinators meet regularly with all students enrolled in VHS courses to 
troubleshoot operational problems and discuss progress. Site coordinators also serve as parent liaisons 
for students taking VHS courses. 

Site coordinators work with course instructors when students need additional support or have an 
extended illness or circumstance that interferes with their participation in a course. Site coordinators 
manage attendance procedures for VHS students within their school. They also manage student access 
and enrollment in courses. 

The site coordinator keeps VHS informed about progress and problems on a timely basis and ensures 
communications from VHS reach the appropriate school personnel. VHS must be notified as soon as 
possible if there is a change of site coordinator. 

Software Licensing 
Software licenses are protected under copyright laws. VHS teachers work with the VHS Curriculum and 

Instruction team as needed to obtain appropriate licenses for software prior to use in VHS courses.   

Student Participation in Courses 
VHS students are expected to attend and participate in their courses as fully as they would attend and 

participate in a face-to-face course. All assigned work should be completed in a timely fashion by course 

due dates and students must actively participate in course discussions. At an absolute minimum, 

students are required to log-in and perform work in their VHS courses three times per week. Ideally, 

students will access their VHS classes each day. 

 

In cases of extended student absence due to illness (five days or more), the student, or the student's 

parent/guardian, may either contact the teacher directly or contact the school site coordinator for 

assistance in coordinating make up work. It is the responsibility of the student to make up work missed 

due to absence. Unless there are extenuating circumstances, work should be made up within one week 

of the student's return to school. Credit up for make-up work is at the discretion of the course 
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instructor. It is the responsibility of each student to be familiar with VHS late work and attendance 

policies and to adhere to these policies. 

Students who do not participate in their course for one week will be considered truant/non-

participatory and may be dropped from the course at the discretion of VHS. Please see the 

“Truancy/Student Non-Participation” policy in this handbook for additional details.  

Teacher Responsibilities 
VHS believes in the vital role teachers play in creating a safe and vibrant learning community within VHS 

online classrooms. To sustain such classrooms, expectations and requirements must be met. Teachers 

who do not meet VHS expectations and requirements for participation will be subject to faculty sanction 

(see VHS Faculty Sanctions in this handbook). 

General Participation 

• Teachers are expected to participate in their courses as fully as they would participate in a 

traditional classroom course. 

• At a minimum, teachers are required to review their course and student participation at least once a 

day, Monday through Friday. 

• Working in a VHS course over the weekend is not required. Many teachers do, however, since 

student activity often increases over the weekend. In addition, some teachers appreciate the 

flexibility of working in their VHS courses at night or over the weekend. 

Discussions 

• Teachers must read and monitor all student posts in course discussions regularly each week. 

• Teachers are expected to facilitate group discussions throughout the week. Teachers should have a 

presence in the course discussions and should contribute by adding posts that deepen the 

discussion and help students develop critical thinking skills. 

• Teachers are required to respond to questions posted by students in their Private Topic discussions 

(PTs) and in the “Questions” area within 24 hours, Monday through Friday. 

 

Grading and Feedback 

• Teachers are required to grade all assignments within one week of the assignment due date. 

• At the end of each term, teachers are required to confirm student grades and enter comments for 

all students in the Student Information System (SIS). 

• Teachers are expected to provide substantive, instructive feedback on key assignments each week.  

• Although it is important to provide feedback to students who misunderstood and/or did poorly on 

an assignment, teachers must not neglect students who performed well. Positive feedback should 

be more comprehensive than “Excellent work!” and should include specifics that show the student 

the teacher is attentive to their work.  

• Substantive feedback includes specific references to improvements that could be made and 

references to lessons in the week where students can review missed concepts, as applicable. 

• Teachers should not provide students full credit on assignments just for participating in a discussion 

or handing in work.  Assignments should be graded based on quality and comprehensiveness.  

  

https://my.vhslearning.org/
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Home Page News Items (Announcements) 

• Teachers are required to post a comprehensive “Welcome” news item at the start of each week.  

• New items should bridge from the previous week and introduce major themes and topics of the 

week and should set a positive tone for students. 

• Teachers are expected to post at least one additional news item throughout the week.  

• Teachers may use the prepopulated news items found in their courses but they are expected to 

personalize these items, so they reflect their own voice.  

Communication 

• Teachers are expected to respond to communications from students, site coordinators, and VHS 

staff within 24 hours, Monday through Friday. 

• Teachers are expected to introduce themselves to their students’ site coordinators via email during 

the first week of the course or as soon as a new student is added, if after week 1.  

• Teachers should communicate with the site coordinator as soon as there is concern about student 

performance and/or attendance. It is concerning if a student does not login for 4 days without 

informing the teacher in advance.  

• If a student does not participate for two weeks without a valid reason from his site coordinator (or 

without having proactively notified the teacher), the teacher must follow the Truancy/Student Non-

Participation policy in this handbook.  

Absences 

• If an illness or emergency prevents a teacher from teaching her/his course for three consecutive 

school days or less, the teacher should contact her/his VHS curriculum coordinator (in the same way 

that the teacher would contact a face-to-face school administrator). In short term teacher absences, 

VHS will monitor the course section for the teacher. 

• When there is an extended illness or emergency that prevents the teacher from teaching her/his 

course for four consecutive school days or more, the teacher should notify her/his VHS curriculum 

coordinator immediately via the VHS Contact Center by submitting a ticket. The teacher should also 

alert her/his students via a home page news announcement. VHS administration will work with the 

school district to place a substitute/replacement teacher within the course. The teacher’s school 

district will be subject to a substitute teacher fee. 

• Due to the variety of vacation schedules at VHS participating schools, VHS courses do not include 

scheduled vacations/breaks for teachers or students as it would be impossible to identify one break 

period that accommodates all schools. Therefore, teachers must schedule accordingly and plan for 

internet access during times when their own schedule differs from the standard VHS schedule.  

Course Revisions 

• VHS teachers should put aside time each week in advance of the following week(s) to preview 

activities and materials prior to students’ accessing the week’s lessons. This practice not only allows 

the teacher to re-familiarize her/himself with lesson content, but is also crucial in checking for 

broken links or other potential issues.  

• Teachers are encouraged to recommend modifications, fixes and/or improvements to their VHS 

courses on an ongoing basis via the online ticketing system. 
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• To allow for adequate time to complete modifications, course modification requests should be 

submitted to VHS no later than Friday before the week begins.  

Technical Requirements for Participation 
Technical Requirements for Participation: 

• Virtual High School uses the Internet as the primary vehicle for instruction. VHS instructors use a 

web browser for the design and delivery of courses. Students participating in VHS also use a web 

browser to access their courses. Email is the primary tool for communication between VHS 

faculty and VHS administration. Schools considering participation in the VHS project must have 

Internet connectivity; VHS students and faculty must be able to access the Internet daily. 

• Students typically need to spend at least one full class period per day using a computer with 

Internet access to meet the work requirements of their VHS course.  

• Anti-Virus/Malware Protection: VHS courses may contain links to outside websites, and while 

we make every effort to maintain these links so that they are up to date and safe, we cannot 

guarantee that users following links from within a VHS course will not encounter sites hosting 

malware or viruses. VHS strongly recommend all users install malware/virus protection from a 

reputable vendor, and make sure that the definitions are updated regularly to prevent infection. 

VHS cannot provide users with technical support for virus/malware removal. 

• Technical issues may be reported via a variety of means, including phone, email, and through 

the VHS online Contact Center (24/7 support). Service Ticket submitted to the VHS Contact 

Center will receive a response within 24 hours, Monday-Friday.  

Summer School Program 

Summer Courses 
VHS offers summer school options for students. VHS summer courses are either four or eight weeks in 

duration. The Virtual High School’s Summer School program is for students who: 

• Need to make up credits to graduate on schedule; 

• Have other commitments and need flexible scheduling; 

• Want to try an online course while their schedule is less demanding; and/or 

• Are looking to stay academically engaged during the summer months. 

 

Summer school students may access their VHS course from any computer with an Internet connection. 

Students complete the course together in a virtual classroom. The online instructor posts assignments 

and provides guidance and support. Students spend a minimum of 90 minutes a day Monday through 

Friday, completing the weekly assignments, working on projects, and contributing to online discussions. 

 

Each VHS 8-week extended session summer course is worth one VHS credit. Each VHS 4-week summer 

course is worth .5 VHS credits. Course material is taught on an accelerated basis so students can cover 

material during the condensed summer time frame. Participating schools translate VHS credit into 

appropriate school credit. Students and their associated school contact are provided with a course 

transcript at the end of the course session giving the student's grade for the course and the credit 

earned. Students on a special education plan who need accommodations must notify the VHS instructor 

during the first week of class so that arrangements can be made.  

 

http://www.govhs.org/vhs/ticket.nsf
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Virtual High School courses are designed for middle and high school students. Students participating in 

Virtual High School courses must be students age 21 or younger. Some blended courses such as Mission 

to the ISS are also available to elementary students. Grade requirements for courses are located within 

course descriptions in the VHS Catalog.  

Summer School Payment and Tuition Refunds 
Virtual High School accepts both school-subsidized payments as well as individual student tuition for 

summer school courses. Students may pay by check, credit card, or request that their school be 

invoiced. 

 

Summer School Refund Policy: 

Students who officially withdraw from their summer course via notification to VHS may receive a refund 

of tuition according to the following schedule:  

1. Any student who has registered and then withdraws before the start date of the course will be 

charged a $75 processing fee per course.  

2. 100% tuition refund (minus the $75 withdrawal charge) will be granted if withdrawal from the 

course occurs prior to the start date of the course.  

3. No tuition refund will be granted after the start date of the course.  

4. No tuition refund will be granted if the student is dropped from the course for not adhering to 

the VHS policies and procedures outlined in the handbook.  

Credit Recovery 

It is the responsibility of the student to determine your school's acceptance of VHS summer school 

course credit and Flex course credit for credit recovery.  

Custom Offering Program 
The Virtual High School strives to help schools create a supplemental educational program that meets 

each school’s unique needs. VHS is not a one-size-fits-all model. We work directly with schools and 

school administrators to customize solutions. Some schools have specific scheduling requirements, need 

content-only options, or prefer to enroll their students in a private cohort. Other schools prefer to offer 

courses in a blended implementation, using their own course instructors. In some cases, schools need a 

course off-cycle due to a short-term or longer-term teacher absence. We can work with your school to 

create a solution that meets your school’s needs and time frame. 

 

In addition to standard membership options, schools can run private/custom versions of VHS summer 

school and school-year courses with a cohort of students from their own school. VHS can supply the 

course content, teacher (or schools can supply their own), and online classroom space. We can also 

customize teacher education and professional development programs to meet a school’s needs.  

Contact us at 978.897.1900 to find out more about how your school can benefit from VHS custom 

offerings. 

 


