



• I will answer emails most days until 8pm.  
• After that please assume you will receive a response 

the next morning.  
• I will extend this to 9pm the day before Tests 
• I will not check my email on weekends unless 

otherwise discussed 
Cut Here 

Course Description 
This course will provide the education on the College Admissions process and provide support 
to students as they apply for this next step in their academic careers. Students will be given 
the opportunity to explore the Common App, practice their interview skills, and build a 
resume and other job applicable materials during this course. Scholarship opportunities will 
also be provided along with a change for students to explore a variety of career options along 
the way. The preparations acquired during this course can be beneficial long after the college 

process is complete. 

How To Reach Me   
mlucas@chavivahighschool.org

Expectations 
1) Come to class ready to engage and participate 
in the tasks assigned.  

2) Maintain a respectful and positive attitude 
and behavior about class topics and towards 
fellow classmates. 

3) Communicate. If something is upsetting you 
or making you uncomfortable, please tell me 
privately and we can come up with a way to 
adapt and meet your needs. 

4) While this is a class, it is much more elective 
than others offered. Therefore the idea that you 
will get what you put in becomes even more 
apparent in this course. 

5) The College process can be daunting. If there 
is something that you need from me to help you 
be more successful, please ask. I will absolutely 
help you if I am able!  

6) Your career goals and test scores are your 
own. Do not compare yourself to classmates. You 
all have different goals and comparing yourself 

to others will not help you be more successful.

Course Coverage 
College Application Process 

Common App, College Essays, Scholarships, Deadlines, 
Recommendation letters, Types of applications, Peer 

editing, etc. 

Resume Building and Other Materials 
Resume, Personal Statement (Essay), Cover letter, 

Sending Transcripts, and Portfolio building. 

Interviews/ College Info Sessions 
Do’s and Don’ts of interviews, Mock Interviews, 

College info sessions and tour information 
Discuss: What are the benefits of college interviews? 

Senior Internship Preparation 
Begin discussing internship opportunities and 

student expectations.
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Note Taking/ Completing Work 

While this class is strongly focused on  
individual goals and participation, there 
will still be assignments that need to be  
completed in order to receive credit.  
I will provide rubrics and other materials 
as a guide to what I am grading you on for  
these assignments. 

If you have a different way of completing  
an assignment, please let me know and  
we can discuss if/how you can complete the  
assignment in a way that benefits  
your college and career goals while still  
meeting the class expectations.  

Please cut and fill out the bottom and return by _________________________ 

Student: I have read the syllabus and, as a student, I understand that I am responsible for my education and 
academic career. I will hold myself accountable for my grade in this course and will ask for help when needed. 

___________________________  _________________________   ___________  
Student Name Printed   Student Signature     Date  
___________________________________         
Parent/Guardian Name (Print)    Circle preferred form of contact: Phone / Email    
Preferred Contact Information: ________________________________________

College Binder	 	  = 10% 
Senior Internship 	 	  = 10% 
Mock Interviews  	 	  = 10% 
Assignments	  	 	  =  20% 
Attendance	     	 	  = 10% 
Individual Planning 		  = 15% 
Participation	      	 	  = 25%

Grades/
Grading

I will always give you the benefit of 
the doubt. If it was a 
misunderstanding there will be ONE 
opportunity to redo the assignment. 
However, when it comes to college 
most of the time redos don’t exist and 
plagiarism can lead to expulsion. So 
please think about the larger 
consequences before you plagiarize 
because they can be life changing 
even when unintentional.

Plagiarism and Cheating

In accordance with Chaviva’s attendance policy, if a 
student is absent they will have an additional day for 
each absence to make up the work including any 
assigned homework.  

After that, the work will receive a 10% deduction for 
each day late.  

Homework is usually listed in google classroom, but as a 
precaution, students should reach out ideally before 
they return from school to confirm what work they will 
need to make up. Students can also reach out via email 
about general homework questions. 

I also know that Life happens. But the only way to 
determine if an extenuating circumstance is applicable 
is for the student to be proactive and accountable for 
their education. Please reach out asap if  you have a 
concern or know you will not be able to complete an 
assignment by its due date.  

If I believe an extension is warranted, it will be on a 
student to student basis.  
Extensions are not guaranteed and, unless impossible 
to predict, must be addressed with the teacher no later 
than 24 hours before the assignment was originally 
due.

Attendance, Homework, Make-up Work, & 
Extensions
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Required Materials

1 1/2 inch Binder, 8 Tab dividers and sheet 
protectors, binder checklist (provided) 
Chromebook, Pen/Pencil 
Google classroom access


