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 From the BTCS Director of Schools, Dr. Gary Lilly 
Dear Parents: 
Welcome to the 2015-2016 school year!  The beginning of each school year is filled with 

excitement.  Certainly, this year is no exception as we continue to personalize learning for students 

so they can achieve college and career readiness through academic excellence.  Your help and 

active participation are critical to that mission. 

I am sure you agree that a culture of high expectations is necessary to foster success in both 

academics and life.  Students, parents, teachers, and administrators must share the responsibility 

for maintaining order at school by complying with the privileges, rules, and codes of discipline of 

our district.  The primary purpose of this handbook is to communicate our intent to maintain a safe 

and orderly environment where student learning is possible and student rights are protected. 

The procedures and standards outlined within conform to the Bristol Tennessee City Schools Board 

of Education student discipline policy, in compliance with the Students and Employee Safe 

Environment Act, which directs each local educational agency to have a behavioral and discipline 

code. 

In addition to being sent home to parents, copies of this handbook are also available at each school 

and online.  If you have questions concerning any of the addressed areas, please contact your 

school principal.  

Thank you for your cooperation and support of our efforts to make the school environment safe for 

our students and employees.  We are honored to have the opportunity to work with you to provide 

a high-quality education for your child.  Together we will engage, challenge, and inspire. 

 

Sincerely, 

 

Gary Lilly, Ed.D. 

Director of Schools 
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A Message from the Principal, Dr. Jason Horne 

Dear Students and Parents,  

 

I am honored to be the principal of Tennessee Online Public School (TOPS). I am very excited to work 

with you as we begin the fourth year of TOPS in 2015-2016. We have established a culture of 

acceptance, a safe and productive learning environment, and a tradition of high achievement. It is our 

goal at TOPS to provide you with the best education we can offer. While learning in an online school is 

different from that of a traditional high school, we do not want the quality of education to be less.  

Our mission is to provide a flexible learning environment; to prepare students for life after high school; 

and, to help students realize high achievement in everything they do.  

Some good habits for online learning are as follows:  

 Make a schedule and stick with it  

 Participate in class discussions as much as possible 

 Ask the teacher when you don’t understand. Don’t stop asking until you do understand 

 Don’t ever give up 

 Do all of the work for each module. Remember, you’re responsible for remembering all of these 
concepts on state exams 

 Make friends with other online students  

 Keep constant contact with your teacher 
 
We hope your years at TOPS are memorable and prepare you for the future. You are truly a pioneer in 
the state of Tennessee as we are one of a handful of fully online public high schools. What you do at 
TOPS will shape our school and begin its legacy. We are all very excited to have you here. Please let me 
or the staff know if you need anything at all.  
 
Respectfully,  
 
Jason B. Horne 
Principal  
 
HorneJ@tennesseeonlinepublicschool.org   

mailto:HorneJ@tennesseeonlinepublicschool.org
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Becoming a Student  

Application Process:  

Applications are available during enrollment at http://www.tennesseeonlinepublicschool.org  

Applications are entered into a database and saved until approval has been approved or denied.  

Applicants should remained enrolled at their current school until contacted about the review results.  

Administrators will examine all submitted applications and decide whether the student meets the criteria 

for enrollment. 

Once an application has been approved an email is sent to the applicant stating the date and time for the 

online orientation.  

Orientation will be conducted online and in person. New students and at least one parent/guardian are 

required to participate in both orientations. Failure to participate in both orientations will result in an 

incomplete application and the student will not be enrolled for the upcoming school year.   

Login information will not be shared until the orientation is completed.  

Upon completion of the orientation, students are ready to begin working in their online courses. 

Admission Criteria 
TOPS has the right to accept or decline students who apply. TOPS will have at least one enrollment 

period per year. TOPS does not enroll students outside of the open enrollment period. TOPS will not 

enroll any student who is 18 or over. To graduate from TOPS, students must complete at least 25% of 

their coursework with TOPS.  

TOPS takes the following into consideration when accepting applicants:  

Attendance: A record of poor attendance indicates poor performance at TOPS.  

Grades: Poor grades indicate that students will struggle with a more independent learning environment.  

Technology survey: Students with answers on the technology survey that indicate a low level of 

knowledge of technology generally have a tough time succeeding at TOPS.  

Low credits: Since TOPS does not typically offer Summer School nor does it have any accelerated paths 

to earn credits, students who are behind on credits are generally not accepted.  

Students Coming from Non-accredited Institutions 

Students who wish to enroll at TOPS with high school credits from non-accredited institutions must first 

take accreditation exams for each high school subject they wish to have counted as credit. This is state 

policy. You can find your institution on this list  and use this key to see if it applies to you. The 

http://www.tennesseeonlinepublicschool.org/
http://www.tn.gov/education/nonpublic/doc/2011-12_NonPublicSchools.xls
http://www.tn.gov/education/nonpublic/categories.shtml
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accreditation exams will be administered online and as part of the enrollment process. The student will 

be given a two week window to complete all exams.   

Grades from Non-accredited Institutions 

When students have grades transfer from non-accredited institutions, they must be entered in as 

numeral grades rather than letter grades. The following translation is used: A = 97; B = 92; C = 85; D = 

75; F = 69.  

Responsible Internet Use:  

Internet access is required for all TOPS students, but access must be used in a responsible, safe, efficient, 

ethical, and legal manner. With expanded access to electronic information, availability of inappropriate 

material is not uncommon. Some sites contain illegal, defamatory, inaccurate, or offensive information. 

Although it is impossible to control such misuses, we believe that with responsible use, the benefits of the 

internet as an educational tool outweigh the negatives. We especially appreciate partnering with parents to 

teach responsible internet use. Students who are in violation of responsible Internet use may be put on 

academic probation or dismissed from TOPS.  

Please review the following etiquette rules and TOPS ONLINE expectations carefully:  

Students are responsible for good behavior on the TOPS network, just as they are in a traditional school 

building. Always use a computer in a way that shows consideration and respect. It is forbidden to use 

obscene, profane, threatening, or disrespectful language.  

We take integrity and authenticity of student work very seriously at TOPS.  

Do not cut, copy, or plagiarize internet content or the work of your online classmates. TOPS instructors 

do utilize technologies to check for authenticity. (See our policy on plagiarism/cheating) 

Copying, knowingly allowing others to copy from you, and/or misusing Internet content could result in 

removal from our school. (See our policy on plagiarism/cheating) 

Security is a high priority, especially when the system involves many users.  

If you can identify a security problem in the school's computers, network, or Internet connection, notify a 

system administrator.  

Email is not private. Never say anything via email that you would not mind seeing on the school bulletin 

board or in the local newspaper with your name attached. 

Beware of emails from anyone, particularly adults you do not know, asking for personal information, 

attempting to arrange meetings, or engaging in personal contact. Alert your teacher or another TOPS 

employee of any message you receive that is inappropriate or makes you feel uncomfortable.  

Email addresses that use profanity or may be construed as offensive, shall not be permitted for TOPS 

correspondence. TOPS administration reserves the right to determine if student email addresses are 
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inappropriate. When necessary, students will be asked to use an alternative email address or be refused for 

participation in TOPS courses.  

Protect your password. Keep it secret from anyone except your parents.  

TOPS assumes no responsibility for any phone charges, line costs or usage fees for connectivity to the 

Internet.  

Violations of etiquette can incur penalties.  

1st violation is a verbal warning.  

2nd violation is a parent conference and a written warning.  

3rd violation is removal from TOPS.  

Exams 

Exams will be given in all subjects. State exams will be administered in person at the designated testing 

location near you.  

Students must present a valid photo ID before being permitted to take an exam.  

The weight of an EOC exam will be 25% of the final average. The weight of all other exams will be 14% 

of the final average.   

Students who fail to attend End of Course exams without medical documentation will be dismissed from 

TOPS.  

Grades 

Grade Classification 

Students shall be classified by grade according to the year they enter 9th grade.  Students have four years 

plus a summer to be considered an on-time graduate.   

Grade Point Average 

Student final grade point averages for graduation will be based on eight terms and will be reflected on the 

final transcript.  Final class standing will be determined by the numerical averages of the senior class. 

Grading Scale 

When numerical grades (e.g., a 96 or an 87) issued by the school are converted to letter grades (e.g., an A 

or B) and/or the four-point (4.0) system for colleges, universities, or other purposes such as the BETA 

Club, the National Honor Society, NCAA, and rank in class, the following procedures will be used: 

Final grades recorded in the student cumulative academic record will be converted to letter grades using 

the following scale: 

Letter Numerical Grade Grade Point Value 
A 93 – 100 4.0 
B 85-92 3.0 
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C 75-84 2.0 
D 70-74 1.0 
F 69 and below 0.0 

 

The overall grade point average is computed by totaling all the grade points and dividing the total by the 

number of courses taken. Transcripts from any regionally accredited schools will be marked according to 

the scale used by the sending school.  If no scale is available from the sending school, grades will be 

recorded according to the following scale: A=97   B=89   C=80    D=72    F=65  

Grades submitted by colleges or universities for dual-enrollment credit will be documented using 

these same procedures. Dual enrollment grades will be posted to transcripts after completion of the 

term in which the course was taken.  

Graduation 

School and Business Expectations of the Tennessee Online High School Graduate 

 Has a good work ethic; is dependable, punctual, and appropriately dressed 

 Has good attendance 

 Is committed to the job; takes the job seriously 

 Is a team player 

 Is a successful independent learner 

 Displays an enthusiastic attitude 

 Understands the economics of the company 

 Is innovative, creative, and imaginative; thinks “outside the box” 

 Thinks and communicates with clarity and precision 

 Strives for accuracy 

 Is considerate of others 

Graduation Ceremony 

Students who have met all graduation requirements on the day of graduation may choose to participate 

in graduation activities. The graduation ceremony will be held in Bristol, Tennessee. Graduating students 

and their parents who choose to participate will be required to sign a graduation participation 

agreement. This agreement will outline the behaviors that are considered acceptable for participants in 

the ceremony. Students who successfully complete the high school graduation exercise can obtain their 

diplomas at the ceremony. Students not participating in graduation will need to contact the TOPS office 

upon graduation to receive their diploma. We encourage all qualifying students to participate in all 

graduation activities. 

Graduation Requirements 

 The high school diploma will be awarded to students who (1) earn the specified 24 units of credit, and 
(2) have satisfactory records of attendance and conduct.   

 A transition certificate may be awarded at the end of the fourth year of high school to students with 
disabilities who have (1) taken classes toward a high school diploma (22 units of credit), (2) have 
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satisfactorily completed an individualized education program, and (3) have satisfactory records of 
attendance and conduct. Students who obtain the transition certificate may continue to work towards 
the high school diploma through the end of the school year in which they turn twenty-two years old.  

 An Individualized Education Plan (IEP) certificate will be awarded to students with disabilities who have 
(1) satisfactorily completed an individualized education plan (2) successfully completed a portfolio, and 
(3) have satisfactory records of attendance and conduct.  

 All students are required to take a math class each school year. Students are required to achieve, by the 
time they graduate, at least the following: Algebra I, Geometry, and Algebra II (or the equivalents) plus 
one additional mathematics course beyond Algebra II. (*Students entering TOPS for the 2015-2016 
school year will transition to the new math classes, Math 1, Math 2, and Math 3.)  Students with 
qualifying disabilities in math as documented in the individualized education plan (IEP) shall be required 
to achieve at least Algebra I and Geometry (or the equivalent). 

 Students are required to achieve, by the time they graduate, at least Biology I and either Chemistry or 
Physics plus another laboratory science. Students with qualifying disabilities in reading and/or math as 
documented in the individualized education plan shall be required to achieve at least Biology I and two 
other lab science credits. 

 Students must attend TOPS for at least 25% of their credits in order to graduate from TOPS.  
 

Graduates of Highest Distinction  

The Graduate of Highest Distinction honor will be awarded to those students who have excelled in the 

most rigorous curriculum Tennessee Online High School affords its students.  To qualify, students must 

complete the course and the AP exam in a minimum of four Advanced Placement courses and maintain 

a cumulative numerical average of 95 or above throughout their high school career (calculated by 

adding all numerical grades received for final term grades, then dividing by the number of courses 

taken).  Students must also achieve a score of 29 or higher on the ACT or 1280 or higher on the SAT.  

Those scholars who achieve Graduate of Highest Distinction honors will be recognized as Tennessee 

High School’s top academic students. 

Graduates with Honors 

Students may graduate with Honors and Distinction by meeting the following: 

Students who score at or above all of the subject area readiness benchmarks on the ACT or equivalent 

score on the SAT and attain a “B” average will graduate with honors.   

Students will be recognized as graduating with “distinction” by meeting the above and completing at 

least one of the following:  

 earn a nationally recognized industry certification 

 participate in at least one of the Governor’s Schools 

 participate in one of the state’s All State musical organization 

 be selected as a National Merit Finalist or Semi-Finalist 

 attain a score of 31 or higher composite score on the ACT 

 attain a score of 3 or higher on at least two advanced placement exams 

 successfully complete the International Baccalaureate Diploma Program 

 earn 12 or more semester hours of  postsecondary credit recorded on transcript  
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Report Cards 

Student progress is reported to parents every nine weeks of the school year.  This report contains 

academic progress and attendance information in each class.  TOPS does not mail out report cards. This 

information is accessible online on each user’s private account.  

Parents and students have daily access to grades, assignments, and attendance through Canvas.  

Midterm grades and final grades are reported through Power School. For login information, please 

contact the TOPS office. 

Schedule Changes 

Students will be allowed to request a schedule change during the first week of school only. Schedule 

changes are not allowed after the first two weeks unless directed by an IEP team. Schedule changes are 

not automatically approved.  

Attendance 

Proof of attendance 

 Each class will post weekly attendance requirements on the class page (Canvas).  

 A week is defined as Saturday through Friday. Work is posted on Saturday morning and 

due by the following Friday at midnight (in your time zone). 

 If a student does not meet the attendance requirements for the week, the student will be 

counted absent. 

 Attendance will be reported weekly based on the amount of work students have 

completed. 

 Parents and students will be able to view weekly attendance at 

https://powerschool.btcs.org/public/ . It is the responsibility of the parent and student to 

check attendance and notify the office of any discrepancies. The office must be alerted 

within a week after the absences have been posted for any changes to occur. 

Attendance codes on PowerSchool are as follows: U- Unexcused, A-Excused, DE- 

Doctor’s Excuse, blank or P-Present. 

 In order to excuse any absence, parents must email or call the TOPS office.  Please 

email to attendance@tennesseeonlinepublicschool.org. TOPS needs to be alerted 

before the absence occurs or as early as possible.  

 Excused absences will be excused at the discretion of the TOPS staff. Please keep in 

mind that students have 7 days to complete their work – not just Monday through Friday. 

https://powerschool.btcs.org/public/
mailto:attendance@tennesseeonlinepublicschool.org
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 Any doctor’s excuse may be turned in via email, fax, or mail and must be turned in within 

2 weeks of the absences.  

 Students are allowed 10 excused absences before they become truant.  

 Students are allowed 5 unexcused absences before they become truant. 

Consequences for Truancy 

5 days of unexcused absences – a letter is sent home.  

10 days of unexcused absences – a letter is sent home and a conference is scheduled.  

15 days of unexcused absences – driver’s license is revoked and the student is dismissed 

from TOPS.  

Definitions:  

-          Absent means a student has not completed the amount of work their teacher has asked 

for them to complete for the week.  

 

-          Present means a student has completed the amount of work their teacher has asked for 

them to complete for the week. 

 

-          Truant means that a student has accrued up to 5 absences in any class and could 

possibly be taken to court.  

 

Driver’s License/Certificate Of Attendance 

Application (Must allow three days to process each request) 
Tennessee Law requires every school or school district to verify that a 15-, 16-, or 17-year-old applicant 
or holder of a Tennessee Driver’s License has met the compulsory attendance and academic 
requirements.  Students must request a Certificate of Attendance from the Guidance Office to apply for 
their permit at the DMV. 
 
Revocation 
Any student fifteen (15) years of age or older who becomes academically deficient or deficient in 
attendance shall be reported to the Department of Safety for driver’s license revocation.  A student shall 
be deemed academically deficient if she/he has not received passing grades in at least two (2) full unit 
subjects or their equivalency at the end of term grading.  A student shall be deemed deficient in 
attendance when she/he has ten (10) consecutive or fifteen (15) days total unexcused absences during a 
single term.  A copy of the notice sent to the Department of Safety by the attendance teacher or the 
director of schools shall also be mailed to the student’s parent or guardian. 
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Academic Progress 
Because TOPS is a school of choice and no one is required to attend, we expect students to maintain 

academic progress. If a student fails a class in any semester, she is put on academic probation for the 

next semester. If the student fails a class while on academic probation, the student will be removed 

from TOPS. This is done to ensure that students stay on track to graduate. It also ensures that students 

are in the best learning environment; if students are failing multiple classes, then TOPS is probably not 

the best learning environment for that student.  

Academic Integrity  

View our full Plagiarism Policy here. 

Academic integrity is one of the foundations of learning at TOPS. Because of its importance in all of our 

instruction, there are a variety of tools that we utilize in ensuring the integrity of student work.  

Among these tools are:  

Turnitin.com  

This internet tool compares student work against a variety of databases. The TOPS instructors have the 

option of using Turnitin.com. This database compares students’ work against other students’ work, as 

well as work found on the Internet.  

 

 Academic Integrity Database  

TOPS maintains its own database of student integrity incidences or violations. This database is used to 
monitor the number of student integrity issues.  

Teacher Expertise  

TOPS instructors have extensive classroom experience. Their expertise is often a guide in identifying the 
level of originality in student work.  

Proctored Exams  

Any teacher can request a scheduled proctored exam at any time for a student.  
 
There are two kinds of academic integrity violations. One is “plagiarism” and the other is “cheating.”  

Plagiarism  

According to Merriam-Webster online dictionary, plagiarism is “to steal and pass off (the ideas or words 
of another) as one’s own: use (another’s production) without crediting the source.”  

Some examples are, but not limited to, the following:  

Copying and pasting a report from the Internet and representing it as your own work.  

file:///C:/Users/hornej/Downloads/Plagiarism%20Policy.pdf
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Copying any other work and not properly citing authorship. 

Cheating  

According to Merriam-Webster’s online dictionary, cheating is defined in multiple ways.  

But for the purposes of BTCS ONLINE, two definitions are particularly relevant:  

To influence or lead by deceit, trick, or artifice  

a: To practice fraud or trickery b: to violate rules dishonestly <cheat at cards>  

<cheating on a test>  

Some examples are, but not limited to the following:  

Providing questions/answers/work to another student  

Receiving questions/answers/work from another student  

Gaming the system 

Some students attempt to game the attendance policy by uploading incorrect or blank documents. This 
is considered the same as cheating.  

Discipline for Academic Integrity violations  

1st offense……………………….Zero on the assignment. Parents and student are notified.  

2nd Offense………………………Zero on the assignment. Parents and student must have a conference with 

TOPS administration and the teacher.  

3rd Offense………………………..Zero on the assignment. Student may be removed from TOPS. 

Privacy Policy  

No member of the TOPS staff is authorized to release student information without the written 

permission of the student’s legal guardian or without approval of the Bristol Tennessee City School’s 

administration.  

Names, images, and/or course work of TOPS students will not be published in print, video/film, or on 

our website without written student and guardian consent.  

All TOPS students are provided a unique password to access online courses. It is the student's 

responsibility to keep his/her password in confidence.  
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Bullying & Harassment  

It is an expectation that all TOPS students and employees shall use all equipment and programs for the 

intended educational purpose. Bullying and harassment will not be tolerated and shall be just cause for 

disciplinary action.  

Conduct that constitutes bullying or harassment, as defined herein, is prohibited.  

Bullying, harassment, and cyber stalking are defined as inflicting physical or psychological distress, 

communicating words, images or language using electronic mail that causes emotional distress and for 

which there is no legitimate purpose.  

Any action by a student or parent deemed inappropriate will be fully investigated by the appropriate 

school administrator.  

Consequences for students for actions that violate the policy on bullying and harassment shall be 

determined by the administrative staff of TOPS and may include:  

 Student/teacher/parent conference  

 Removal from TOPS  

Removal from TOPS 

If a student is removed from TOPS for any number of reasons (plagiarism, attendance, behavior, failing 

two semesters in a row, etc.), parents will be notified in writing of the removal. Also, the local education 

agency in the district in which the student resides will also be notified. If the student does not enroll 

with the local education agency or register as homeschooled within 30 days of being notified, then the 

student could be considered truant and taken to court. 

Progress  

It is the sole responsibility of the student to complete the work for courses. Instructors will make 

themselves available to help and will make several individual contacts during the semester, but 

ultimately the student must take the initiative to complete the course. A minimum of three progress 

reports are submitted by all online instructors each semester. These reports are electronically sent to 

the guidance department and administration. If it has been indicated by the teacher that contact needs 

to be made, the guidance department, administration, and teacher will contact the student to discuss 

any issues preventing the student from being successful in the online course. All work is due the last day 

of the current semester. Extensions can only be granted through a formal request made by the student 

to TOPS administration.  

Community Service/Internship 

At TOPS, we feel that serving your local community is one of the best ways to see the value of an 

education. As students progress through TOPS, we require that they work 25 hours a year as a volunteer 

or as an intern. (Students enrolling with us in the spring semester need only to commit 15 hours of 
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service their first year with TOPS.) Students are required to set up these internship experiences on their 

own. TOPS staff will help in any way possible, but since students will be coming from a variety of 

different communities, students will best be able to choose their community service or internship. The 

community service/internship requirement is required of all TOPS students and must be completed each 

semester and must be approved by TOPS staff before beginning. In addition to logging monthly hours, 

students must also submit a journal entries at 10 hour increments for a total of two per year.  

TOPS Capstone Project 

Service Learning and Community Service Capstone Projects involve a significant amount of time outside 

school hours during which the senior actively participates in meeting the needs of the community. 

Coordinated in collaboration with the school and community, these projects blend service and learning 

goals to extend student learning beyond the classroom. Four basic elements of service learning are 

identifying a problem and project; supervised service with academic integrity; structured reflection 

which clarifies values; and celebration. Community-based organizations (CBOs) may partner in planning, 

may take the lead in designing and implementing service-learning activities, may serve as facilitator and 

provider of technical assistance and curriculum developer or may simply serve as worksites where 

student provide service. Students who enter TOPS as freshmen must accumulate 100 hours in service 

during their time at TOPS. This is prorated for 25 per year for upperclassmen who enter TOPS. Seniors 

must have 25 hours of service their senior year. During each year, students must write two journal 

entries about their service learning experience.  

Additionally, students must complete at least one MOOC earning either a certification of completion or 

badge. Students will take MOOCs while they are enrolled in the capstone project class. Students should 

have an opportunity to have completed 8 MOOCs by the time they finish TOPS. 

Students who do not meet the criteria for Community Service/Internships/Capstone/MOOCs will also 

fail to meet the criteria to graduate from TOPS.  

For questions about Community Service/Internships/Capstone/MOOCs please email Dr. Jason Horne 

jasonhorne@tennesseeonlinepublicschool.org  

TOPS Policies 

 Attendance Policy 

 Plagiarism Policy 

 Testing Policy 

 

mailto:jasonhorne@tennesseeonlinepublicschool.org
file:///C:/Users/hornej/Downloads/Attendance%20Policy%202015-2016.pdf
file:///C:/Users/hornej/Downloads/Plagiarism%20Policy.pdf
file:///C:/Users/hornej/Downloads/TOPS%20Testing%20Policy%202015-2016.pdf

