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Principal’s Welcome Message                           
 
 

On behalf of the faculty and staff of Continental Academy, I would like to welcome you to our 
institution. Having been deeply immersed in the business of adult education for nearly a decade, at 
Continental Academy, we are well aware that the most difficult part of a high school completion 
program is often the decision to start one. I congratulate you on displaying the courage necessary to 
take charge of your education and commit to making your own future a brighter one. 
 
Read this handbook as well as all the other documentation that will accompany your program 
materials. We are committed to making your experience at Continental Academy a rewarding one. 
But, remember, you – the student – share responsibility for the quality of your experience. 
 
You will find this handbook contains contact telephone numbers and email addresses for various 
departments that are ready to provide you with assistance and academic support. We encourage you 
to avail yourself of these resources. Let us know your feeling about Continental Academy – both 
favorable and critical. As a student, you are the most important stakeholder in our institution. We 
want to make sure you have every opportunity to lend your voice to shaping our future. 
 
Thank you for choosing Continental Academy to assist you in addressing your educational goals. To 
date, well over fifty thousand (90,000) students just like you have graduated from Continental 
Academy and gone on to universities, community colleges, trade schools and better-paying jobs. We 
know such success can be yours as well. We look forward to working with you to ensure that it is. 
 
Thank you for your kind attention.  
 
 
 
Lee I. Taylor, M.S.M., Principal   
Continental Academy` 

 

 
 
 
 
 
 
 

Continental Academy 
 “Home of the Eagles” 
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STUDENT COMMUNICATION 
 
 
As an ONLINE student at Continental Academy, you have a secure 
electronic message center to communicate with us. 
 

Send an Online Message! 
 

O.U.T.R.E.A.C.H. Program Online Students should download 
O.U.T.R.E.A.C.H. Program Illustrated Program Instructions and view 
the instruction on page 10 “How to Send Messages to Continental 
Academy.” 
 
 

Your inquiry will be reviewed by the appropriate Continental 
Academy specialist and a response will be prepared and forwarded 
to you.  First, you will receive an email message informing you to 
access your secure student account to view your response. Again, 
you should view the O.U.T.R.E.A.C.H. Program Illustrated 
Program Instructions and view the instruction on page 8 “How to 
Retrieve Messages to the Student.” 
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ABOUT CONTINENTAL ACADEMY 
 

Mission Statement 

Continental Academy provides quality high school completion programs for a broad community of alternative 
learners in the United States and abroad. The institution aims to put practical, academically-rewarding and 
affordable, high school education within the reach of alternative and life-long learners ill-served by more 
traditional, mainstream instructional systems. 
 

Philosophy 

Vision Statement: Continental Academy recognizes the need among a broad spectrum of secondary 
education students in the United States and those with access to the institution residing abroad for an 
alterative approach to high school education. This alternative approach includes novel instructional 
strategies and varying, distance-based delivery models. Through these indices, Continental Academy 
provides alternative students with the curricula, tools and support to achieve academic success in their 
own “classroom of one.” The institution possesses a wealth of experience in meeting the needs of many 
alternative students. It is our belief that this experience and the expertise gleaned over more than a dozen 
years in operation can be leveraged to make Continental Academy a significant leader in alternative 
education, an arena poised to continue exponential growth over the next decade. 
 
Continental Academy was established in response to the belief that the traditional classroom-based model 
for secondary education is unsuitable for a significant, alienated and disenfranchised portion of the 
population—the alternative learners. This community of learners is best served by educational 
philosophies other than those of the conventional mainstream. We recognize that students maintain 
various learning styles, and that the alternative learner may have obstacles which interfere with their 
learning and therefore, require flexibility in their academic program as well as a means of support. We 
believe in utilizing alternative instructional strategies as well as fashioning our program in a way that 
caters to our students’ needs.  Therefore, students who may have traditionally struggled in the 
conventional classroom will find a greater degree of success at Continental Academy.   
 
In order for alternative learners to experience a sense of academic accomplishment, they must learn in an 
environment that sufficiently supports their intellectual growth.  Our pedagogy, which is based on the 
learning philosophies of Constructivism, Cognitivism and the Sudbury Model, reflects the belief that the 
learner finds his/her own meaning through practice, and prior knowledge.  Ideally, learning is a process 
you do, not a process that is done to you. Our program recognizes, validates and successfully reconciles 
what struggling students already know: there are many ways to learn without the intervention of a 
teacher.   The institution’s aim is to put a practical, academically-rewarding, and affordable, high school 
education within reach for students ill-served by more traditional instructional methods, taking into 
account their hardships, diverse learning styles and various rates of progress. 
 
Our distance based model is part of an emerging trend that is becoming widely popular around the globe.  
This style of learning and instruction is recognized as an effective means of delivering quality instruction 
that allows alternative students to personalize their education so they may navigate through the 
coursework at their own pace.  All the while, our alternative students have access to ongoing academic 
support that will guide them through the process. Additionally, we maintain curricula premised on 
academic rigor ensuring that students will be prepared for their future endeavors.    
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The structure of Continental Academy’s program allows alternative students the flexibility to pursue 
their academic goals regardless of their outside responsibilities, time commitments, or location, thus 
making Continental Academy a practical option for students of all ages to pursue their educational goals. 
Our program offers a more fulfilling and personalized experience that guarantees success, which will 
furnish alternative students with a wide array of opportunities in employment and higher education.  The 
foundation of Continental Academy’s educational philosophy is our conviction that all alternative 
students can become successful learners and that there are no preordained limits to what alternative 
students can accomplish at any age. 
 
Values 

It is recognized that our business and educational philosophies have the potential to be in conflict with both 
regulatory requirements and the realities of our business environment. For this reason, a hierarchy of 
institutional program values has been established. These values form a collection of desirable program 
characteristics, for which the institution shall aim. Subordinate policies and procedures will be measured against 
these values. When values appear to conflict, it is the application of a higher value that will hold sway. These 
are those values, beginning with the one of greatest importance: 

I. Legal Compliance:  
Educational Programs will be administered and educational services provided in accordance with 
applicable laws established by The State of Florida and The United States Congress. This will apply 
to the creation, maintenance and release of students’ academic records and all other aspects of the 
Educational Program. 

II. Academic Integrity:  

Procedures will ensure – to the greatest extent practicable – that students can claim credit only for 
their own academic efforts.  

 

III. Scholastic Sufficiency:  

This academic program will be based upon and will adhere to established standards for secondary-level academic  
content in The State of Florida, Department of Education’s Sunshine State Standards for secondary education. 
 
IV. Accessibility:  

The Educational Program is accessible to individuals of average scholastic aptitude and program 
design and administration are not burdensome on the student. 

V. Sustainability:  

The Education Program must be designed and administered in a fashion that is sustainable. 
Procedures and regulations must be applicable to all and constructed in a manner to avoid the 
necessity for exceptions in administration or indeed enforcement to the greatest extent practicable. 
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VI. Affordability:  

The Education Program must be designed and administered to take advantage of every opportunity 
to pursue a generic, cost-leadership strategy.  

VII. Enjoyableness:  
Enrollment in an Educational Program should be a positive, self-affirming, confidence-building and 
pleasurable experience for students.  

 

History 

Continental Academy was opened in 1996 by a group of education professionals, with expertise in distance 
learning. In a process that is still followed to this day, they enlisted the expertise of state-certified classroom 
teachers to create or select curriculum appropriate to adults (and teens, sixteen (16) years or older) that would 
satisfy the state’s requirements for high school content.  

From rather humble beginnings - when the institution was run almost entirely by the founding partners - to 
today, Continental Academy has made considerable progress. Our service and production staff has blossomed to 
include some 20 full-time workers. Dozens of full and part-time curriculum writers, peer-content reviewers and 
academic support instructors now make up our faculty. Our administration is guided by twelve (12) learned 
individuals with advanced or terminal degrees in their fields of expertise.  

Most telling is that since 1996, more than 90,000 students have graduated from Continental Academy. Many of 
these students used their home school, high school education to further their academic careers at community 
colleges or four-year institution of higher learning. Many others entered a post-secondary trade school to learn 
specific skills that would launch them on a new career. Many more simply used their high school diplomas to 
qualify for or retain employment. For others, the achievement of their home school, high school graduation was 
merely a way to demonstrate their academic prowess and worth, both to themselves and to others. Whatever 
their ultimate purpose for participating in our programs, these graduates are a testament to the institution’s 
commitment to deliver on its mission. 

In 2006 Continental Academy expanded its distance education program offerings by first modifying existing 
curriculum to make it appropriate to adults, and teens adding a curriculum with courses patterned after national 
standards, and entering the world of online distance learning with two high school diploma completion program 
offerings. 

The O.U.T.R.E.A.C.H. Program (Online Utility to Raise Educational Achievement for 
College Bound High Schooler) 

 
The 24 credit O.U.T.R.E.A.C.H. Program meets The State of Florida Department of Education’s Sunshine 
State Standards for secondary education. 
 

 Must be at least 16 years of age to enroll 
 24 credit  program 
 Parents enrolling students in the College Prep Program need to meet all applicable local 

and state home school requirements. 
 Parent is responsible for supervising the student’s academic program and providing all 

academic support. 
 All assignments are completed online. There are no assignments mailed to the student. 

The entire academic experience is online. 
 No waiting for books or mail to arrive 
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 A computer with internet access is required for all coursework 
 Comprehensive academic program designed to meet the high school course 

requirements which are required of four year universities. 
 Program is completed one course at a time.  
 Instantaneous feedback given on academic performance of completed online courses 
 Self-Paced Program – there is no designated time to start or end courses. 
 High School Diploma will be awarded upon successful completion of all required 

courses. 
 There is no final exit exam. 
 30 Day Money Back Guarantee 
 Transfer Credits:  Continental Academy accepts all previous high school credits 

(except all O.UT.R.EA.C.H. students must complete Career Research and 
Decision Making at Continental Academy and home school students must 
provide documentation of courses completed from the local school authority in 
which they were registered), earned grade of “C” or better, and the courses 
match the O.U.T.R.E.A.C.H. Program subject areas. 
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Courses in the O.U.T.R.E.A.C.H. online program meet The State of Florida, Department of Education’s 
Sunshine State Standards for Secondary Education. 

 
 O.U.T.R.E.A.C.H. PROGRAM  

 

     Online Utility to Raise Educational   
Achievement for College Bound High 

Schooler  
Subject Area Course Credits 
      
Language Arts English I 1.0 
Mathematics Consumer Math 1.0 
Science Earth Science 1.0 
Social Studies World History 1.0 
Elective Introduction to Computers 0.5 
Life Management Skills Health / Life Management Skills 0.5 
Elective World Cultural Geography 1.0 
Language Arts English II 1.0 
Mathematics Geometry 1.0 
Elective Ecology 1.0 
Social Studies American History 1.0 
Performing Fine Arts Art Appreciation, History and Criticism 1.0 
Elective Psychology I 0.5 
Elective Sociology 0.5 
Language Arts English III 1.0 
Mathematics Pre Algebra 1.0 
Science Physical Science 1.0 
Social Studies American Government 0.5 
Social Studies Economics 0.5 
Elective Caribbean Studies 1.0 
Elective Leadership Skills Development 1.0 
Language Arts English IV 1.0 
Mathematics Algebra I 1.0 
Science Biology 1.0 
Elective Psychology II 0.5 
Elective Global Studies 1.0 
Elective Latin American History 1.0 
Elective *Career Research and Decision Making 0.5 
  Total Credits 24.0 
      

 

*NOTE:  Career Research and Decision 
Making MUST be completed at Continental 
Academy  
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Accreditation & Affiliations 

In order to ensure the highest possible quality in our educational programs, Continental Academy has long 
engaged in processes to obtain and maintain accredited status through outside agencies. These organizations are 
recognized in the educational community as having the expertise to create and maintain standards for 
educational programs that guarantee the value of such programs and enhance the students’ educational 
experience. 

What Does Accreditation Mean to the Student ?  

The goal of accreditation is to ensure that education provided by the institution meets acceptable levels of 
quality.   Thus, accreditation is a type of quality assurance process under which an institution’s services 
and operations are examined by a third-party accrediting agency to determine if applicable standards are 
met.  Should the institution meet the accrediting agency’s standards, the institution receives accredited 
status from the accrediting agency. 
 

Continental Academy has been distinguished by receiving accreditation through the National Association for 
the Legal Support of Alternative Schools (NALSAS).  
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Since 2000, Continental Academy has been a bona fide, voting member of the National Coalition of Alternative 
Community Schools (NCACS). This organization (and its founding members) are largely responsible for 
changes to state laws and the national educational environment that have made home schooling a reality in all 
fifty states in our republic. For more information on this organization, see their website: http://ncacs.org/ 

Continental Academy has been a member of the Greater Miami Chamber of Commerce since 2003. For more 
information on this organization, please see its website: http://www.greatermiami.com/GMCC/home.asp 

References: 

National Association for the Legal Support of Alternative Schools. (n.d.). Retrieved June 20, 2006 from 
http://www.nalsas.org/Friendly/pfindex.html. 

National Coalition of Alternative Community Schools. (n.d.) Retrieved June 20, 2006 from 
http://www.ncacs.org/ncacs.htm. 

 

EXPECTATIONS 
 

When you enrolled in your Continental Academy high school completion program, you and the school entered 
into an unwritten agreement. While this agreement is not a formal contract, we realize that one or both parties 
may be severely disappointed if either party fails to meet the expectations the other party assumes. For this 
reason, we think it helpful to put the expectations for both the student and the institution in writing. It is our 
sincere hope that doing so will serve to avoid future confusion and disappointment. 

WHAT IS EXPECTED OF THE STUDENT: 
The institution has certain specific expectations of its students. These expectations must be met, so that the 
institution can adequately administer a program that is consistent with its mission, philosophy and values. If a 
student fails to address his/her obligations as listed in the institution’s expectations, Continental Academy will 
likely be unable to guarantee the student’s successful completion of a program. Moreover, it might be obliged to 
terminate a student from a program in order to protect such institutional values as legal compliance and 
academic integrity. For these reasons, we ask that you carefully read the following sections. 

 
SCHOLASTIC HONOR AND BEHAVIORAL CONDUCT CODE 

Scholastic Honor Code 

(Modeled on/adapted from the Honor Code of UW's Business School, accessed from: 
http://bschool.washington.edu/mbastud/honorcode.shtml#statement) on 3/22/2005. 

I. The verbiage of this code deals specifically with cheating, attempted cheating, plagiarism, lying, and 
stealing. Instances of cheating, attempted cheating, plagiarism, lying and/or theft perpetrated by a student 
will constitute a violation of the Scholastic Honor Code and subject the student to immediate termination 
from his/her academic program and the forfeiture of all tuition funds. 

A. Cheating encompasses the following:  
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1. The willful giving or receiving of an unauthorized, unfair, dishonest, or unscrupulous 
advantage in academic work over other students.  

2. The above may be accomplished by any means whatsoever, including but not limited to 
the following: fraud; duress; deception; theft; trick; talking; signs; gestures; copying from 
another student; unauthorized use of study aids, memoranda, books, data, or other 
information; and the unauthorized access of computer-based information.  

3. Attempted cheating.  

A. Plagiarism encompasses the following:  

1. Presenting as one's own the words, the work, or the opinions of someone else without proper 
acknowledgment.  

2. Borrowing the sequence of ideas, the arrangement of material, or the pattern of thought of 
someone else without proper acknowledgment.  

B. Lying encompasses the following: The willful and knowledgeable telling of an untruth, as well 
as any form of deceit, attempted deceit, or fraud in an oral or written statement relating to 
academic work or institutional form. This includes but is not limited to the following:  

1. Lying to administration and faculty members.  

2. Falsifying any institutional document by mutilation, addition, or deletion.  

Stealing encompasses the following: Taking or appropriating without the permission to do so, and with the 
intent to keep or to make wrongful use of, property belonging to the institution, including the acquiring of 
unjustified program or graduation materials by means of deception.  
 
Behavioral Conduct Code 
 
Commitment to ethical and professional conduct is expected of every Continental Academy student 
enrolled in one of the school’s program of study. Unacceptable student behavior will include, but not be 
limited to:  

A. Students may not use Continental Academy’s system or available resources for any illegal 
activities including the violation of copyright law and/or software piracy. 

B. Students may not access anyone else’s secure account, nor may they share their secure account 
passwords with others. 

C. Students may not write, use, send, download or display deliberately hostile and insulting 
(inflammatory), obscene, threatening, harassing or otherwise offensive messages, postings, 
pictures or other forms of communication. 

D. Students may not engage in practices that threaten the integrity of Continental Academy’s 
computer system (e.g. knowingly downloading or uploading files that contain a virus). 

E. Students will not act in any way that is not professional, responsible, ethical or legal. 
F. Students will not conduct themselves in a manner that does not facilitate learning in the self-

paced online, home study distance education environments. 
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II. Students are responsible for understanding the provisions of and abiding by the Scholastic Honor AND 
BEHAVIORAL/CONDUCT CODE. As part of program indoctrination prior to beginning his/her initial 
course of study, students will acknowledge by signature or electronic affirmation of the Code stating that they 
have read, have understood and indeed undertake to abide by the Scholastic Honor Code AND 
BEHAVIORAL/CONDUCT CODE. 

III. The provisions of the Scholastic Honor Code AND BEHAVIORAL/CONDUCT CODE shall be applied to 
the ongoing relationship between the student/graduate and the institution in perpetuity. Should it be discovered 
(even after graduation) that a program participant violated the provisions of the Scholastic Honor AND 
BEHAVIORAL/CONDUCT CODE during his/her program tenure or has committed a violation after his/her 
graduation (such as falsification of institutional records and documents, which are then published – as genuine – 
to a third party), the institution shall reserve the right to revoke and render void any and all credentials 
(including the high school diploma and transcripts) issued to that individual. 

IV. It will be the responsibility of the Office of the Principal to investigate and render a decision in all cases of 
suspected violations of the Scholastic Honor AND BEHAVIORAL/CONDUCT CODE. Violators will face 
only one possible penalty: immediate expulsion from all academic programs/ immediate revocation of any and 
all issued credentials and the forfeiture of all tuition fees.  

V. Students expelled/ Graduates with credentials revoked for violation of the Scholastic Honor AND 
BEHAVIORAL/CONDUCT CODE will be notified of the Principal’s decision in writing via certified U.S. 
Mail.  

VI. Students expelled/ Graduates with credentials revoked for violation of the Scholastic Honor AND 
BEHAVIORAL/CONDUCT CODE will be entitled to a single appeal. Such appeals will be addressed in 
writing to the President, Continental Academy 3241 Executive Way, Miramar, FL 33025. A written request for 
appeal must be postmarked no more than thirty (30) days after the date of the certified mailing of the 
notification of expulsion/revocation of credentials. 

VII. The President shall review all pertinent documentation, consulting with all parties as necessary. The 
President will render a decision within thirty (30) days of receipt of the written-notice of appeal. The President 
will inform all parties of his/her decision in writing, delivered by registered U.S. mail within thirty (30) days of 
rendering his decision. 
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Compliance 

The student is expected to familiarize himself/herself with the institution’s administrative procedures, including 
but not limited to enrollment, tuition fulfillment, test submission, and transcript acquisition. In most cases, the 
relevant procedures will be indicated on a form designed to address each of these specific activities. Further 
instructions may be obtained from the institution’s website: www.continentalacademy.com. It is the 
responsibility of the student to read and understand all administrative/procedural material sent to him/her by the 
institution. Should the student find that he/she has specific questions about academic or administrative 
procedures, it is his/her responsibility to contact the institution in order to have the matter clarified. (Please see 
specific contact information in the Communications section.). 

 

Effort 

One of the key features of Continental Academy’s high completion programs is that they are entirely self-paced. 
Students WILL NEVER be prodded by the institution or any of its agents to complete a program or an 
individual course within a particular time frame. Every student has particular academic strengths and 
weaknesses. By making the programs self-paced, the institution is recognizing the needs of individual learners. 

Along with this freedom, however, comes a great deal of responsibility. It is the student – NOT Continental 
Academy – that is responsible for ensuring that he/she devotes sufficient time and effort to his/her studies to 
produce a favorable academic outcome within a timeframe that he/she has deemed necessary for his/her 
success. If you have failed to complete your secondary education because of poor academic preparation or 
performance, you should realize that you must apply yourself and exercise some degree of self-discipline if you 
intend to complete your Continental Academy program successfully. While three levels of academic support are 
available to students, it is the effort of the student, not the effort of the academic staff, that will determine your 
eventual success. 
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Student Motivation and Success 

Success in life requires motivation.  You have taken the first step towards success by choosing to complete your 
high school education. Your high school diploma can open the doors of opportunity for further study and career 
advancement.  Continued motivation is necessary to achieve success. 

How do you accomplish this?  By being optimistic.  There are many reasons why individuals did not or were 
not able to complete their high school education.  That was yesterday’s news.  You are investing in yourself 
when you take the time to further your education.  No matter what happens in the future, your education is an 
asset that no one can take away from you.  It will remain with you as a foundation tool for the rest of your life to 
be used as a reminder that you can finish what you start.  You will be able to say to everyone, “I DID complete 
a program to get my high school diploma and I can do whatever I set my mind to do in the future.” 

You have joined the home study team.  And you are not alone.  Continental Academy stands by you and YOUR 
support staff is only a phone call away.  This staff is dedicated to supporting your academic program and 
helping you meet your goals while fulfilling our institutional mission. 

The idea of home study is probably new to you.  You are probably concerned about the process and have many 
questions.  How do I do home study?  How do I keep moving towards completion of a test, a course, and my 
program?  How do I avoid quitting?  How do I overcome all those past problems?  It is not easy.  But 
remember, be optimistic!  Remember what you set out to do by beginning the program. 

Keep in mind that your circumstances are not unique.  Everyone has to face up to “life’s many obstacles.”  You 
become successful by overcoming the obstacles facing you.  By working hard, this achievement of attaining 
goals leads to a sense of pride that raises our self esteem 

Take the case of a student who has never been able to achieve at a high level and has developed a low sense of 
self esteem.  Through his/her own hard work, the student can earn an “A”.  This accomplishment naturally leads 
to a higher level of self esteem.  No one can take that away. 

Learning is a normal, ongoing process for everyone.  Man is a learning creature and learns in many different 
ways and locations. Our experiences teach us.  We cannot avoid learning from what we do at home, at work, on 
the street, at the mall, etc.  Learning through home study is an alternative way to learn.  We are all capable of 
learning if we want to do so.  You want to learn because you chose this home study program to complete your 
high school education and earn your diploma. 

 Set aside a time for yourself.  This could be once every day, every few days 
or even weekly, but do plan on establishing a schedule.  It is easier to follow 

a routine than to use a haphazard approach.  
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Try to study when you are not trying to do other things or are tired.  That is the quickest  

 
way to feel frustrated at not being able to learn.  Pole-vaulters would not be able to clear the bar if they begin 
when they are ill or tired. Mental pursuits are no different. 

 Set reasonable goals.   Even Olympic athletes have to set goals knowing 
their own limits.  Do not try to study too much at a time.  If you are unable to do the end of lesson 
practice questions, allow yourself more time for each lesson. 

 Study in a comfortable place away from distractions.   There are some 
rare individuals who can watch television or sit in the stands at a sporting event as a spectator and 
still study or do homework, but for most of us, this is not true. Many employers like the term “multi-
tasking,” but the mind was not built for multitasking when it comes to being able to effectively 
concentrate on learning. 

 

 

 

 

Communication     

In the event you encounter difficulties, disappointments or unrealized expectations in any aspect of your 
participation in our program, you – as the student – are expected to communicate these to the institution in a 



STUDENT HANDBOOK 
 

 17

timely manner. (Please see specific contact information in the Communications section.) Continental Academy 
is committed to making every effort practicable to ensure that your participation in our program is a worthwhile, 
positive experience, but the institution can hardly be expected to address your individual needs or issues unless 
you tell us about them. It is our expectation that the student will avail himself/herself of one or more of the 
methods we have established to maintain open lines of communications with the school. 

Tuition 
When you enroll in a Continental Academy high school completion program, you are agreeing to pay the full, 
program tuition fee, as indicated on your enrollment application. Continental Academy is a private institution. 
The school does not rely on private donations tax money to remain open. Our entire operational budget is 
derived from program tuition fees collected from students, who participate in our programs. 

If we fail to attract and satisfy a sufficient number of students annually, our doors will close. This means student 
satisfaction is crucial – not merely important – to us. Despite our dependence on tuition to remain open, we feel 
we offer the most economical, fully-fledged, high school completion programs in the United States. Our 
program tuition fees have remained essentially unchanged since 1996, despite nearly a decade of national 
economic fluctuations that have 

driven up tuition prices at nearly every other private academic institution in the country. To keep our tuition low 
and therefore provide the greatest possible value to the largest number of students, we rely on the people 
enrolled in our programs to honor their commitment to pay their tuition in a timely manner. Please be aware that 
you have several options to make a tuition payment. You may pay at any time by: 

1. Mailing a check, money order, or credit card payment. 

2. Making a payment online with a credit card (a valid email address with be required) 
or making a telephone tuition payment by phone (1-800-285-3514.) 

If you select the monthly payment method, it is our expectation that you will make your minimum monthly 
payment of $40.00 (or balance owed if less than $40.00) regularly until such time that your tuition obligation 
has been met. If at any time, you are unable to send in at least your monthly minimum payment, please call the 
institution to make payment arrangements. Should you fail to meet your monthly payment obligation for two 
consecutive months, the following will take place: 

 The institution will stop mailing you a monthly tuition invoice. This is done to save administrative effort 
and associated costs, so that we can continue to offer a low-cost program. 

 Inquiries about your academic record and/or student status from legitimate interested third parties, 
including properly-warranted officers of the courts or law enforcement officials, institutions of trade 
instruction or higher learning or potential employers (each duly authorized to make inquiries by your 
signature), will be met with the explanation that you have been dropped from your academic program 
and no further information will be released. 

 If you are enrolled in the home school program, course tests will continue to be accepted, graded and 
recorded; however, the delivery of further academic courses will be suspended. 

 We will consider all delinquent accounts a matter of collections. The Academy will charge a $25.00 late 
fee and your student account will be referred to collections. 

Should you wish to be reinstated, you will need to make another payment of $40.00 (or balance owed if less 
than $40.00) toward your tuition to be placed in active status and have your account removed from collections. 
However, if you do not possess a tuition invoice, YOU SHOULD CONTACT THE INSTITUTION TO 
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REQUEST ONE. Your payment should ALWAYS be accompanied by the stub from your tuition invoice. This 
will ensure that the payment is properly credited to your account. 

As a Continental Academy student, you will need to be aware of and understand the following simple 
graduation policy: A student’s graduation date will be defined as the date the last component of his/her 
academic obligation has been processed and recorded. For those in the O.U.T.R.E.A.C.H. online program, this 
is the date that the last course test is processed and receives a passing grade (resulting in an overall MINIMUM 
Grade Point Average equal to that established by the State of Florida, Department of Education as a requirement 
for high school graduation <at least 2.0>). This is the official date of graduation that will appear on the student’s 
diploma. However, the institution will not release that diploma – or any other portion of the graduation 
package, including transcripts – nor will it acknowledge a student’s status as a graduate, until all 
graduation requirements and all tuition/fees have been fully paid.  

Students should also be aware of the admonition that appears at the bottom of every tuition invoice that 
Continental Academy sends out: “Please remit FINAL PAYMENT by Money Order. Final Payment by 
check will cause a ONE MONTH DELAY in the processing of your High School Diploma!!” All payments 
made by check will be subject to a 21-day hold until they clear the institution’s bank. For this reason, making 
your final tuition payment by check will needlessly delay the issuance of your diploma. 

Also, any returned or “bounced checks” received at the institution is taken very seriously. Should a check sent 
to Continental Academy by a student fail student fail to clear our bank… 

 The student will be assessed a $20.00 returned check fee against his/her tuition balance. 

 The student will be barred from making further payment by check and will be required to satisfy his/her 
tuition obligation by money order. 

Finally, while we recognize that many students may find themselves in dire economic circumstances, such 
circumstances do not excuse fraud or other means of theft. If a student is found to have made or have attempted 
to make tuition payment by means of credit card fraud, check fraud or other explicitly illegal means… 

 The student will be dropped immediately from his/her academic program. 

 The institution will COOPERATE FULLY with ALL INTERESTED PARTIES, INCLUDING LAW-
ENFORCEMENT AGENCIES to locate, identify and prosecute students, who engage in such fraudulent 
practices.  

 

WHAT THE STUDENT CAN EXPECT FROM CONTINENTAL ACADEMY: 
The officers of Continental Academy recognize that the same individual characteristics that make every person 
a unique learner also make every person a unique consumer or customer. Our wide range of students possesses 
a wide range of expectations for both our school and our programs. At times, we find that these expectations are 
not derived from program literature, advertising or authorized statements. Instead, student expectations are 
sometimes based on personal, previous experiences with other institutions, or are merely the product of a fertile 
imagination. For this reason, it is important to clearly define what the student can expect from his/her 
Continental Academy program experience. We try to do so in the following section. 

Admissions 

Continental Academy has not undertaken to erect many barriers to potential students who wish to enroll in our 
programs. We do not discriminate based on factors such as race, gender, national origin or physical handicap. 
Our only criterion is age. To enroll in the O.U.T.R.E.A.C.H. Program, a student must be at least sixteen (16) 
years old (and obtain the consent of a parent or guardian if under the age of eighteen <18>).  
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This said, it should be recognized that our standard enrollment application and requirements are intended for 
United States citizens or legal resident aliens living and studying in the United States. Students who do not meet 
this criterion are considered “International Students.” The Board of Governors of Continental Academy has 
determined that the International Student is a student who is NOT a citizen of or a legal, permanent resident-
alien of the United States of America. 

For application purposes, any student studying outside the United States or any foreign student studying within 
the United States MUST enroll as an international student, using the International Student Enrollment 
Application. For further information on International Student Enrollment, please see the Special Instructions 
later in this handbook or visit our international student website: www.ushighschooldiploma.com. 

 

 

Curriculum Content 

In accordance with institutional policy, complete high school programs will be composed of a syllabus of courses  
as prescribed by The State of Florida, Department of Education’s Sunshine State Standards for secondary education. 
 
Further, in each offered course, the content objectives will address each of those prescribed by The State  
of Florida, Department of Education’s Sunshine State Standards for secondary education. 
 
To establish adherence: 

 Every course offering contains a matrix, linking content objectives to actual content, lessons, lesson 
plans and practice questions. 

 Every course examination includes a matrix, linking individual questions to specific course lessons, 
lesson plans, practice questions and content objectives. 

 These Matrixes are available for examination by interested parties, including peer educators and 
stakeholders, but are withheld from publication to students in their entirety in order to maintain 
academic integrity. 

Every course offering is designed or authored by a qualified educator. This individual possesses: 

 A bachelor’s or more advanced degree in the subject area in which he/she is providing the Services and 

 A current, valid teaching certificate from the State of Florida or a current statement of eligibility from 
the State of Florida, Department of Education or  

 A current, valid teaching certificate from one of the U.S states, territories or commonwealths. 

 Evidence that he/she has engaged in the creation of secondary-education curriculum in the specified 
subject area and that the product curriculum was accepted for utilization in The State of Florida or 
nationally. 

Every course offering will undergo a peer review by a qualified educator prior to its adoption by the institution. 
This individual will possess: 

 A bachelor’s or more advanced degree in the subject area in which he/she is providing the Services and 
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 A current, valid teaching certificate from the State of Florida or a current statement of eligibility from 
the State of Florida, Department of Education or  

 A current, valid teaching certificate from one of the U.S states, territories or commonwealths. 

 Evidence that he/she has engaged in the creation of secondary-education curriculum in the specified 
subject area and that the product curriculum was accepted for utilization in The State of Florida or 
nationally. 

Every course offering will contain content and be supported by materials and lesson plans appropriate to 
address each and every objective outlined under the course content section of The State of Florida, Department 
of Education’s Sunshine State Standards for secondary education. 

The institution will maintain a current catalogue of program and course offerings, to include a version of the 
master curriculum objectives matrix that would be suitable for publication. 

Every course offering will be subject to annual review in accordance with the institution’s Quality Management 
Records Administration and Awarding of Academic Credit 

In order to achieve a successful academic outcome, students must demonstrate competence in/mastery of the 
majority of curriculum objectives for a particular course. In every course these objectives are derived from the 
Sunshine State Standards (The State of Florida, Department of Education’s guidelines for secondary-level 
curriculum). The student’s mastery of these objectives is determined through the use of closed book end of 
course examinations. 

 Each course has a series of open book course lesson assignments which must be successfully 
passed with a minimum score of 70% or have to be retaken until the 70% score is achieved. 

 Students receive a percentage score for their 50 question end of course examinations. The 
student must earn a minimums score of 60% or have to retake the end of course examination 
until a minimum score of 60% is achieved. 

 When the student has successfully passed the end of course examination, a course grade is 
assigned by averaging the open book lesson assignment scores and translating the %-age grade 
based upon the following scale:  90-100% - A, 80-89% - B, 70-79% - C.  The course grade is 
immediately available online. 

The institution allows all students to progress through courses and programs at their own pace. Further, there is 
no prescribed time period for enrollment, course completion or graduation. Therefore, it would be impossible to 
identify a student as belonging to a “class” as this term is understood and employed in traditional, attendance-
based programs.  
 For the purpose of establishing a class rank, the student’s “class” is defined as all students, who have 

established a graduation date that falls within the same calendar month (Example: March of 2008).  

 A student’s rank will therefore not be calculated until the conclusion of the calendar month in which his 
official graduation date falls. 
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Academic Support 

All students are entitled to supplemental academic support regardless of the specific completion program they 
are enrolled in. 

This support is delivered through a three-tier support model: 

 Students who need assistance in comprehending specific content objectives are provided with a toll-free 
number that connects them with a front-line, first tier academic counselor/teacher (an experienced 
teacher).   

 Should the efforts of the academic counselor/teacher prove insufficient to address the student’s concern 
satisfactorily, the matter is escalated to the Vice Principal of Academic Support in accordance with the 
institution’s Exception Management Policy. 

 Should the efforts of the Vice Principal of Academic Support prove insufficient to address the student’s 
concern satisfactorily, the matter is referred to the principal.  
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Administrative Support 

All students will be entitled to non-academic support and assistance regardless of the specific completion 
program in which they are enrolled. 

Student Services agents will provide the student with information about his/her academic and financial status. 
They will also provide special instruction for students who have experienced difficulty navigating program 
procedures. 

Student Services agents will be responsible for recording/changing student data, including contact information 
and recording student special requests or complaints in the central student management database in accordance 
with the institution’s Exception Management Policy. 

In the event a Student Services representative is unable to immediately respond to a student issue to his/her 
satisfaction, he/she will take the matter to a higher authority. 

 

 

Hours of Operation: 
All times US EST 

Phone Group M-F Saturday Sunday 
Admissions    
Phone numbers 
are on the back 
cover 

8:30 am - 11:00 
pm 9:00 am - 8:00 pm 9:00 am - 6:00 pm 

    
Student 
Services    
Phone numbers 
are on the back 
cover 9:00 am - 5:00 pm Closed Closed 
    
Guidance    
Phone numbers 
are on the back 
cover 9:00 am - 5:00 pm Closed Closed 
    
Finance    
Phone numbers 
are on the back 
cover 8:30 am - 5:00 pm Closed Closed 

 

  
Graduation  

  In order to be eligible for graduation a student must complete all academic requirements, 
demonstrating mastery or competence in all subject courses.  The O.U.T.R.E.A.C.H. Program requires 
24 credits (see page 8 for the list of courses) with a cumulative GPA of 2.0. 
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 Have satisfied his/her obligation to provide full payment of program tuition. 

 

 

Transcripts 

In order to receive or have forwarded, academic transcripts, the O.U.T.R.E.A.C.H. program student must: 

 Hold the status of graduate or have paid all tuition and fees in full. 

 Complete and sign a transcript request form, authorizing the publication of this portion of the student’s 
academic record to a third party in accordance with applicable provisions of federal law 93.380 (Family 
Educational Rights & Privacy Act of 1974) or complete a SECURE online request Form, which contains 
a mechanism to validate the requestor’s identity by log-in and password. 

 Provide the proper processing fees as indicated by the institution’s official transcript request form. 

 Private employers are required to produce a student records release signature in order for Continental 
Academy to release a transcript by mail or fax.  Private employers requesting a transcript are NOT 
required to pay the current transcript fee. 

 The following organizations that request a Continental Academy transcript are NOT required to produce 
a student records release signature AND are NOT required to pay the current transcript fee: 

All academic institutions 

All military personnel 

All government institutions 

In an effort to expedite the transcript requests made by these organizations, Continental Academy will 
mail or fax the transcript free of charge depending on the request that is made by phone or in writing.   

All third party transcript requests mailed to Continental Academy with their own transcript request form 
and with or without payment will be accepted and processed as expeditiously as possible.  

All requests for a transcript WILL BE RECORDED in the database. 

In accordance with standard practices, official transcripts will bear the signature of the school Principal as well 
as the school’s seal and will be placed in a sealed envelope for direct delivery to parties identified by the student 
via the institution’s official transcript request form. 

Program Refunds 

As indicated on the program enrollment form, all students are entitled to withdraw from their program and 
receive a full refund without cause for thirty (30) days following their official enrollment date. This is the date 
on which the student signs the enrollment application. Students who wish to receive a refund of all tuition fees 
within this thirty (30) day period should contact the Student Services Department. They will be instructed to 
return all program materials. When these are received, a check representing all tuition fees paid to date will be 
processed, authorized and sent to the student. The student will be officially withdrawn from his/her program and 
all future, legitimate inquiries about the student’s status will be answered with an indication that he/she was 
withdrawn. 

Continental Academy students have used their high school diploma credential to gain admission to hundreds of 
community colleges, four year institutions of higher learning and post-secondary trade schools. In addition, 
many more of our graduates have used their Continental Academy diploma to qualify for or retain employment. 
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Despite this, it must be acknowledged that the officers of Continental Academy cannot be responsible for the 
establishment or enforcement of admissions procedures or educational qualification procedures of institutions or 
specific employers.  

NEW YORK STUDENTS: 

Please be advised that Continental Academy’s obligation and responsibility is to provide you a nationally 
accredited high school diploma whereby the credential can be used nationwide in all vocational schools, 
colleges, universities and employment.  However, CUNY and SUNY do not accept graduates from a non-
classroom based high school.  Therefore, upon graduation, we highly suggest you plan to attend a non-CUNY 
or non-SUNY school. 

Unfortunately, not every admissions director or employer possesses the power and intellectual ability to 
overturn his/her own, specific, formal procedures for admission or employment qualification. In some cases, 
organizations refuse to recognize any diploma achieved through home schooling (regardless of what institution 
the student associated with). In other cases, an employer might require a potential employee to graduate from an 
institution that is accredited by a state government agency. The State of Florida DOES NOT engage in the 
accreditation of private schools. Like almost every high school in Florida, Continental Academy is accredited 
by a private accrediting agency,  Continental Academy is fully accredited by the National Association for the 
Legal Support of Alternative Schools. Despite the obvious illogic of denying admission or employment to every 
individual who has completed his/her secondary education at a school in The State of Florida, acceptance of 
credits or graduates is always the prerogative of the receiving institution. 
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COMMUNICATIONS 
 

The following communications resources have been provided for students to ensure (to the greatest extent 
practicable) a positive, orderly program experience: 

 

Admissions Department 

The Admissions Department is responsible for providing potential students with information about the 
institution and its programs, so they may make an informed decision regarding their selection and enrollment in 
Continental Academy. See the back cover for phone numbers of all departments.  

The Admissions Staff is most effective when potential students possess some basic knowledge about 
Continental Academy. This is most readily achieved by their possession of the program literature contained in 
the enrollment brochure package. To request an enrollment brochure package, call our brochure line.  
See the back cover for phone numbers of all departments. 

Student Services Department 

The Student Services Department is responsible for providing non-academic support to students. (See the 
Administrative Support section). You may wish to contact this department for issues related to: 

 Payment Status 

 Grade Status 

 Graduation 

 Changes of Address or telephone number 

 Transcript Requests 

 All other non-scholastic/curriculum issues. 

 

See the back cover for the Student Services phone number.  
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Guidance Department 

The Guidance Department is responsible for providing information about GPA, verification of 
enrollment/graduation, as well as assisting students and parents with issues related to compliance with local 
attendance/truancy laws for students, who have not yet reached the age of majority in their local jurisdiction.  

See the back cover for the Guidance Department phone number. 
 

Websites—Student Resources 

Continental Academy maintains the following websites, providing information and some useful, downloadable 
forms for its various programs  

Home School Legal Defense Association http://www.hslda.org/ 

Continental Academy is an institutional member of the Home School Legal Defense Association. This 
link will provide you with access to a wealth of resources available from that organization. We 
recommend that home school students and their parents take advantage of the materials and information 
available on this site. 

Continental Academy Annual Survey of Students 1.7MB .pdf file  

This Annual Survey of Students identifies the most important factors or institutional qualities that led 
survey participants (enrolled students) to select Continental Academy as the institution to fulfill their 
secondary education needs. The survey also reports on participant perceptions about the extent to which 
their expectations were met. 

ACT Information & Testing Locations http://www.actstudent.org 

The ACT (No Writing) is a set of four multiple-choice tests which cover English, mathematics, reading, 
and science. The ACT Plus Writing includes the four multiple-choice tests and a Writing Test. The ACT 
test results are generally required as a part of your college entrance application. The ACT site provides 
information on location for ACT tests, an ACT Test Prep program, and extensive information on college 
planning and financial aid.  

SAT College Board Tests   http://www.collegeboard.com/testing/ 

Nearly every college in America accepts the SAT or Subject Tests as a part of its admissions process. 
This site provides information on SAT testing locations and useful information for planning for college, 
including finding a college and financial aid.  

Finding the Right College for You  
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Explore the following links to find just the right college for you: 

College Search Engine: http://apps.collegeboard.com/search/index.jsp  

Career Education and College At Home Programs: http://www.career-edu.com/ 

CollegeData College Match Search Engine: https://www.collegedata.com/ 

Search for Career Colleges: http://www.search4careercolleges.com 

Counselor-O-Matic: http://www.princetonreview.com/college/research/advsearch/match.asp 

Peterson's College Search: http://www.petersons.com/ugchannel/code/searches/srchCrit1.asp 

SallieMae College Answer: http://salliemae.collegeanswer.com/selecting/content/sel_srch.jsp 

2005 Colleges, College Scholarships, and Financial Aid page:  
http://www.college-scholarships.com/ 

U. S. News College & Career Center  

Applying for College  

These pages will help you go understand and successfully complete the necessary steps to apply to a 
college: 

http://www.collegeboard.com/apply/  

College Applications - How to Get Accepted at the College of Your Choice: 
http://collegeapps.about.com/  

Thomson Peterson's College Planning: http://www.petersons.com/ 

Top Ten Tips on Applying to College: http://www.miami.edu/collegetips/ 

iApply Guide for Students Applying to College: http://iapply.bridges.com/students/app_col.htm 

SallieMay Plan For College: http://www.salliemae.com/plan/ 

College Planning Resource for Teens: http://www.quintcareers.com/teen_college.html 

Finding Financial Aid for College  

There is a wide variety of financial aid packages, with something for students with all levels of needs. 
Programs include student loans, scholarships, internships, and grants. If you want to go to college and 
can't afford it, chances are there is a financial aid package that will meet your needs. Here are some 
places to start: 

Types of Financial Aid available: http://www.actstudent.org/finaid/types.html 
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Scholarship Search: http://www.collegeboard.com/pay/ 

U.S. Department of Education's Free Application for Federal Student Aid (FAFSA) 

Federal Student Aid: http://studentaid.ed.gov 

FastWeb: Matching Students with Scholarships: http://www.fastweb.com/ 

Scholarship Finder: https://www.collegedata.com/cs/promo/promo_searchscholar_tmpl.jhtml 

College Scholarship Search: http://www.fastaid.com/ 

Hispanic Scholarship Fund: http://www.hsf.net/ 

Career Planning  

Reviewing the information on these pages will help you choose a career direction: 

Explore Your Career Options: http://www.actstudent.org/planning/wwm.html 

Free College Advice from Industry Leaders: www.streamingfutures.org 

Free Career Test: http://www.livecareers.com/ 

 

  Email 

In addition to the previously-listed telephone numbers, some departments can also be contacted by email. 

 The Admissions Department: admissions@continentalacademy.com 

 The Guidance Department: guidance@continentalacademy.com 

 

SPECIAL INSTRUCTIONS 
 

For International Students 

As indicated in our Admissions Policy, neither United States citizenship nor permanent, resident-alien status 
(within the United States) is required for enrollment in Continental Academy’s programs. However, we 
recognize that foreign students, who wish to use their diploma to qualify for institutional admission and 
employment in their home country, require additional documentation of their program credentials. Because 
obtaining this additional documentation is generally an expensive, laborious process, we have created a separate 
student category, called “International Student.” 
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The Board of Directors of Continental Academy has determined that the International Student is a student who 
is NOT a citizen of or a legal, permanent resident-alien of the United States of America. 

For application purposes, any student studying outside the United States or any foreign student studying within 
the United States MUST enroll as an international student, using the International Student Enrollment 

Application. This form is available at: www.ushighschooldiploma.com 

Note for International Students: 
Continental Academy will prepare and courier your diploma, transcripts and related graduation documents for 
authentication by your embassy. Continental Academy cannot be held responsible if your embassy refuses to 
stamp or otherwise authenticate your documents because of your visa-status, criminal record or any other 
reason. Many embassies require the International Student to possess an “F-1” student visa if he/she is studying 
in the United States of America. If the student has any questions about his/her student-status or eligibility to 
have his/her graduation documents authenticated by his/her embassy, it is THE STUDENT’S 
RESPONSIBILITY to contact the appropriate embassy and make inquiries. Many foreign embassies routinely 
change their document-authentication policies without notice. Continental Academy will not be held 
responsible for the actions of foreign governments. 

 

. FOR MILITARY-BOUND STUDENTS 

Quotas and standards for enlistment in the military are entirely dependent on the contemporary needs of 
each particular military branch. These needs change often.  

It is the recommendation of the officers of Continental Academy that students, who wish to use their 
Continental Academy diploma to qualify for military enlistment, consult a local recruiter, associated with 
the specific branch in which they wish to serve, to obtain the most up to date information available 
regarding their ability to enlist. 

Graduation Instructions 

In order to avoid difficulties with obtaining official transcripts and applying for employment or enrollment in a 
post-secondary academic or trade school, Continental Academy publishes the following instructions and 
provides them with every graduation package (see the following three pages):   

Read these instructions before attempting to enroll in any 
vocational / technical school or college. 
 

If you intend to apply for admission to any trade school, vocational school or college following your 
graduation from Continental Academy, it is CRITICAL TO YOUR SUCCESS that you follow the 
instructions below in order. FAILURE TO FOLLOW THESE INSTRUCTIONS may result in the delay 
of processing your application for admission to a trade/vocational school or college. 

Continental Academy offers a thorough and nationally accredited high school completion program. 
Continental Academy has been directly responsible for the success of thousands of graduates, who have 
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gone on to better paying jobs, trade schools and college enrollment. THERE IS NO REASON THAT 
YOU CANNOT BECOME ONE OF OUR SUCCESS STORIES.  

If you follow the instructions outlined below, you will be able to apply to any trade/vocational school or 
college. IF YOU FAIL TO FOLLOW THE INSTRUCTIONS BELOW, you may experience a delay in 
processing your application for admission. The following process should begin AT LEAST TWO (2) 
MONTHS PRIOR to the start of classes (if applying to a trade/vocational school or college).  

PLEASE READ CAREFULLY: 

BEFORE you begin the application process, you must READ ALL of the admissions requirements of the 
trade/vocational or college that you wish to apply to and attend.  You can easily find out all of the admissions 
requirements of the school you wish to attend by visiting the school’s website or by calling the admissions 
department of that school and asking for an admissions catalog and admissions application (have the admissions 
application mailed to YOU at your home or mailing address.  Each trade/vocational school or college has their 
“own” admissions requirements that must be met in order to be accepted.  The first step of the application 
process is to receive and complete an admissions application. 

1. Once you receive the admissions application, complete it and mail it back to the admissions or enrollment 
department of the school to which you are applying. DO NOT HAND DELIVER OR MAIL A COPY 
OF YOUR CONTINENTAL ACADEMY DIPLOMA. DO NOT HAND DELIVER OR MAIL AN 
UNOFFICIAL COPY OF YOUR CONTINENTAL ACADEMY TRANSCRIPT. Hand delivering or 
mailing either of these items is not the proper procedure to apply to any trade/vocational school or college 
and will only delay your admission.  

THE TRADE/VOCATIONAL SCHOOL OR COLLEGE WILL NOT ACCEPT ANY 
DOCUMENTATION DIRECTLY FROM YOU. THEY WILL ONLY ACCEPT OFFICIAL 
TRANSCRIPTS THAT ARE MAILED DIRECTLY FROM CONTINENTAL ACADEMY. THE 
ONLY DOCUMENTATION THAT YOU NEED TO GIVE THEM IS A COMPLETED 
ADMISSIONS APPLICATION. 

Upon receiving your application for admission, the school will file your paperwork and wait until it 
receives your OFFICIAL TRANSCRIPT from Continental Academy. (See step 2) 

2. If you are applying to a trade/vocational school or college, call the Student Services Department at 
Continental Academy (phone number listed on back cover) and ask to have an official Transcript Request 
Form to be mailed to your home or mailing address or download one free from our website 
(www.continentalacademy.com) and click on “Student Center.” 

If you are applying to a trade/vocational school or college, complete the Transcript Request form, 
including the name and address of the school or college to which you wish to apply. Be sure to include a 
MONEY ORDER for $10.00 for EACH destination (ex. 3 schools= $30.00). Making payment by personal 
check will needlessly delay the processing of your transcript. Upon receipt of your completed Transcript 
Request Form and appropriate fee, Continental Academy will confirm that you have met all requirements 
for graduation (This means that you have successfully completed all classes AND have paid your tuition in 
full). If you are found to be eligible for graduation, an OFFICIAL COPY of your Continental Academy 
Transcripts will be sent to the school you selected on your Transcript Request Form.  

3. If you are applying to a trade/vocational school or college, when the school to which you are applying 
receives your OFFICIAL TRANSCRIPTS from Continental Academy, they will take further action to 
process your application for admission. It will likely then contact you to confirm receipt of your 
transcripts from Continental Academy and indicate what further action you must take in order to be 
admitted and register for classes. 
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REMEMBER:  

 If you follow the instructions listed above (in the pr oper order) you will experience a s mooth transition into 
the next phase of your education. IF  YOU FAIL TO FOLLOW THE INSTRUCTIONS LISTED ABOVE, 
you will experience delays in gaining admission to a school.  

 UNOFFICIAL TRANSCRIPTS or a copy of a hi gh school diplom a ARE NEVER ACCEPTABLE FO R 
ADMISSION. It does not matter what school you graduated from. 

 OFFICIAL TRANSCRI PTS can only be accepted if they are m ailed directly  from  the high school you 
graduated from  to the technical school/col lege. THERE IS NO WAY DOCUMENTS RECEIVED 
DIRECTLY FROM THE STUDENT CAN BE CONSIDERED AN OFFICIAL TRANSCRIPT 

 
 

Instructions for Requesting Official Transcripts 
From Continental Academy 

 
1. Students should go to www.continentalacademy.net and access their personal account. Click on Documents, 
then on Transcript Request Form (TRF) and follow the instructions. Fill out the Transcript Request Form with 
the name and address of the school, college, or employer to which the transcript is to be sent and submit it 
electronically to Continental Academy. Be sure to complete your credit card information for payment of $10.00 
for each transcript copy you are requesting. 
 

IMPORTANT: If you do not have a Transcript Request Form attached to this notice (or you need 
another one), you can: 

a. Print one from www.continentalacademy.com or, 
b. Call Continental Academy’s Student Services Department, (the Student Services Department 

phone number is on the back cover) and ask to have a Transcript Request Form mailed to you. 
 

2. Upon receipt of your completed Transcript Request Form and payment, Continental Academy will confirm 
that you have met all requirements for graduation, meaning you have successfully completed all classes 
AND have paid your tuition in full. If you are found to be eligible for graduation, an OFFICIAL 
TRANSCRIPT will be sent to the school you indicated on your Transcript Request Form.  

 
3. When the school to which you are applying receives your OFFICIAL TRANSCRIPT from Continental 

Academy, they will take further action to process your application for admission. They will likely then 
contact you to confirm receipt of your transcripts from Continental Academy and indicate what further 
action you must take in order to be admitted and register for classes. 
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REMEMBER: 
 

 If you foll ow the instructions listed above (in the proper order) you will 
experience a sm ooth transition into the next phase of your education. IF YOU 
FAIL TO FOLLOW THE INSTRUCTIO NS LISTED ABOVE, y ou will 
experience delays in gaining admission to a school.  

 

 UNOFFICIAL TRANSCRIPTS or a copy of a high school diploma ARE NEVER 
ACCEPTABLE FOR ADMISSION. It does not matter what school you graduated 
from. 

 

 OFFICIAL TRANSCRIPTS can only be accepted if they are mailed directly from 
the high school you graduated from to th e technical school/college. THERE IS 
NO WAY ANY DOCUMENT RECEIVED DIRECTLY FROM THE STUDENT 
CAN BE CONSIDERED AN OFFICIAL TRANSCRIPT. 

 

If any portion of these instructions is unclear to you, please 
contact our Student Services Department.  See the back 

cover for all department phone numbers. 
  

 If any portion of these instructions is unclear to you, 
please contact your guidance counselor. See the back 
cover for all department phone numbers.  
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Replacement / Additional Diplomas 

If you wish to obtain addition al co pies of your full-s ize o r m ini diplom a, 
diploma cover or any other portion of  your graduation package, you m ay 
contact the Student Services Departm ent to record your req uest. You will b e 
charged th e replacem ent cost for each item  only. The cost of replacem ent 
items will b e subject to availability a nd market forces. The Student Ser vices 
representative you contact will be able to provide you with a current price list. 
See the back cover for the Student Services Department phone number. 

 

Class Rings / Graduation Accessories 

Continental Academy DOES NOT engage in the business of selling or distributing commemorative high school 
graduation rings or oth er graduation accessory items such as tassels, caps, gowns or announcem ents. Instead, 
the institution has engaged a com pany that specializes in the m anufacture and distribution of such item s t o 
provide these to students who wish to purchase them. Your graduation package will include a f lyer prepared by 
and provided by this third-party. You m ay choose to obtain your graduation ri ng or other accessories from  this 
company, BUT YOU HAVE NO OBLI GATION TO DO SO. Further, your  program tuition fees DO NOT 
include payment for a graduation ring or o ther graduation accessory, except for th e full-size diploma, wallet-
sized diploma and the diploma cover. 

 

Notification of Rights under FERPA  

The Family Educational Rights and Privacy Act (FERPA) affords parents and  

students over 18 years of age ("eligible students") certain rights with respect to the student's education records. 
These rights are:  

(1)  The right to inspect and review  the student' s education records w ithin 45 days of the day the School  
receives a request for access. Parents or elig ible studen ts should subm it to the School prin cipal [or 
appropriate school official] a written request that identifies the reco rd(s) they wish to inspect. The School 
official will make arrangements for access and n otify the parent or eligib le student of the tim e and place 
where the records may be inspected.  

(2)  The right to  request the am endment of the student’s education records th at the parent or eligible student 
believes is inaccurate. Parents o r eligible students may ask the School to amend a record that they believe 
is inaccurate. They should write th e School principal [or ap propriate school official ], clearly identify the 
part of the record they want changed, and specify why it is inaccu rate. If the School decides no t to amend 
the record as reques ted by the pare nt or elig ible studen t, the School will no tify the paren t or elig ible 
student of the decision and advise them of their right to a h earing regarding the req uest for am endment. 
Additional information regarding the hearing procedures w ill be provided to the parent or eligible student 
when notified of the right to a hearing.  

(3)  The right to consent to disclo sures of  personally id entifiable inf ormation contained in the student' s 
education records, except to the extent that FERPA authorizes disclosure without consent. One exception, 
which permits disclosure without consent, is disclosu re to school offi cials with legitim ate educational 
interests. A school official is a person e mployed by the School as an adm inistrator, supervisor, instructor, 
or support staff m ember (including health or medical staff and law enforcement unit personnel); a person 
serving on the School Board; a person or company w ith whom the School has c ontracted to perform  a 
special task (such as an atto rney, auditor, medical consultant, or therapis t); or a parent or student serving 
on an official comm ittee, such as a disciplinary or  grievance comm ittee, or assisting another school 
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official in performing his or her tasks. A school official has a legitim ate educational interest if the official 
needs to review an education record in order to fulfill his or her professional responsibility.  

[NOTE: FERPA requires a school district to make a reasonable attempt to notify the subpoenaed parent 
or student of the records request.] 

(4)     The right to file a complaint with the U.S. Department of Education concerning alleged failures by the 
School District to comply with the requirements of FERPA. The name and address of the Office that 
administers FERPA are:  

Family Policy Compliance Office  
U.S. Department of Education  
400 Maryland Avenue, SW  
Washington, DC 20202-5901  

 

 
Florida Department of Highway Safety and Motor Vehicles 

Policy Statement:  

Continental Academy’s Academic Guidance Department is the only department authorized to complete and 
submit Florida’s Department of Highway Safety and Motor Vehicles’ form for compliance with school 
enrollment requirements for a home education student. 

Continental Academy’s Academic Guidance Department will complete the form under the following 
conditions: 

The student in question must be enrolled in our program for at least 30 consecutive days. 

Policy Rationale:  

The purpose of this policy is to comply with all Florida Statutes relating to driver’s licenses and compliance 
with school enrollment requirements for a home education program.  

Continental Academy Students Living in Other States. 

The Academic Guidance Department can submit the necessary documentation and/or forms for compliance 
with school enrollment requirements in other states. 
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         The Finance Department phone number to make a payment is,  
          1-800-285-3514, and the general department phone number is,  

                   954-538-8006.  
        The Academic Support phone number is 800-456-7784. 

 


