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WELCOME 
Dear Students and Families, 

Welcome to a new school year at Overlake! This handbook serves as your guide, outlining 
our community expectations, policies, and resources. Please use it to support your 
journey and to better understand how we live our mission each day. 

Since our founding in 1967, Overlake has been guided by core principles of student-
centered learning, lifelong curiosity, and meaningful relationships. Today, these values 
remain vibrant in every aspect of school life. Overlake students experience joy in their 
learning, engage deeply in academic challenges, and do so within a supportive, inclusive 
environment where each student is seen, known, and cared for. 

Our talented and dedicated faculty continuously adapt and grow alongside our students, 
ensuring they are inspired learners and compassionate community members. We take 
pride in fostering a balance between academic rigor and student well-being, empowering 
our students to achieve greatly while flourishing as individuals. 

As we begin our 58th year, I am honored to share this exciting journey with you. 
Together, we will ensure Overlake continues to provide a relevant, joyful, and meaningful 
experience for every student. 

Sincerely, 
Gretchen Warner 
Head of School 



 

1.1 HANDBOOK PURPOSE & ACKNOWLEDGEMENT 

The Overlake Student/Family Handbook provides important guidance on student 
expectations, school policies, and campus life, aiming to help each student make the 
most of their Overlake experience. All community members—students, families, faculty, 
staff, and administrators—should read and familiarize themselves with this handbook to 
understand and uphold our shared values and expectations. 

The policies and practices described here may evolve as we continually strive to support 
student growth, well-being, and community life. Overlake retains the flexibility to add, 
revise, interpret, and apply policies as needed throughout the year, guided always by 
what the School determines to be in the best interests of our students and the community 
as a whole. 

This handbook is informational and does not constitute a contract or contractual 
obligations between Overlake and any student, parent, or guardian. Roles and 
responsibilities outlined in this handbook may be delegated as appropriate by the School. 

By reviewing this handbook, each member of the Overlake community acknowledges 
their responsibility to understand and respect these expectations, recognizing their role in 
contributing to a vibrant, respectful, and inclusive school environment. 

 

1.2 HOW TO NAVIGATE & FIND INFORMATION 

This handbook is designed as a helpful resource to guide your Overlake experience, 
clearly outlining our policies, practices, and expectations. To quickly find what you're 
looking for: 

Table of Contents: 
In the digital version of this handbook, the Table of Contents is interactive — simply click 
on the section or subsection you wish to view, and you’ll jump directly to that topic. 

Keyword Searches: 
Use the digital document’s search function (typically Ctrl+F or Command+F) to quickly 
locate specific topics or policies. 



 

Key Contacts: 
If you have any questions or need clarification about policies or procedures, reach out 
first to your advisor or the appropriate division office: 

Middle School Office: for grades 5–8 questions 

Upper School Office: for grades 9–12 questions 

Head of Student Experience: for broader community or disciplinary questions 

Director of Health & Wellness: for well-being and health-related questions 

We encourage every student and family member to take time early in the school year to 
review the handbook together. Knowing what is expected and how to access support 
helps create a positive, informed, and welcoming community at Overlake. 

 

1.3 IMPORTANT CONTACT INFORMATION 

THE OVERLAKE SCHOOL 

20301 NE 108th St 

Redmond, WA 98053 

questions@overlake.org 

425-868-1000 

 

ATTENDANCE 

Via portal 

Via email: attendance@overlake.org 

Via voice mail: 425-868-6191, press 1 

 

 

  

mailto:questions@overlake.org
tel:1-425-868-1000
https://portals.veracross.com/overlake/parent
mailto:attendance@overlake.org
tel:1-425-868-6191


 

Head of School Gretchen Warner gwarner@overlake.org 425-602-
7025 

Head of Middle 
School 

Mike Davidson mdavdison@overlake.org 425-602-
7129 

Head of Upper 
School 

Marshall McCurties mmcurties@overlake.org 425-602-
7158 

Head of Student 
Experience 

Krishna Davda kdavda@overlake.org 425-602-
7128 

Assistant Head of 
School for 
Inclusive 
Excellence 

Debbie Bensadon dbensadon@overlake.org 425-602-
7076 

Director of 
Admissions & 
Financial Aid 

Min Yoo myoo@overlake.org 425-602-
7010 

Director of 
Development 

Brisen Brady bbrady@overlake.org 425-602-
7054 

Head of 
Operations & 
Research 

Jay Heath jheath@overlake.org 425-602-
7172 

Chief Financial 
Officer 

Dave Pon dpon@overlake.org  

Director of 
Human 
Resources 

Brittany Flajole bflajole@overlake.org 425-602-
7003 

mailto:gwarner@overlake.org
mailto:mdavdison@overlake.org
mailto:mmcurties@overlake.org
mailto:kdavda@overlake.org
mailto:dbensadon@overlake.org
mailto:myoo@overlake.org
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mailto:jheath@overlake.org
mailto:dpon@overlake.org
mailto:bflajole@overlake.org


Director of Health 
& Wellness 

Samantha Hillyer shillyer@overlake.org 425-602-
7077

Assistant to the 
HOS 

Margaret Lynch mlynch@overlake.org 425-602-
7075

Director of 
Comms. & 
Marketing 

Susan Messier smessier@overlake.org 425-602-
7045

Counselors Haruka Kuga hkuga@overlake.org 425-602-
7165

Susan Essex sessex@overlake.org 425-602-
7166

Learning 
Specialists 

Crissy Stemkowski cstemkowski@overlake.org 425-602-
7164

Taylor Steck tsteck@overlake.org 425-602-
7176

Athletic Director John Wiley jwiley@overlake.org 425-602-
7028

Director of 
Transportation 

Bill Neil bneil@overlake.org 425-602-
7182

5th Grade ATL Patricia Noble pnoble@overlake.org 425-602-
7113

5th Grade ATL Katie Viacava kviacava@overlake.org 425-602-
7149
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6th Grade ATL Karen Zaidberg kzaidberg@overlake.org 425-602-
7124 

7th Grade ATL Connor Middleton cmiddleton@overlake.org 425-602-
7159 

8th Grade ATL Mindy McGrath mmcgrath@overlake.org 425-602-
7135 

9th Grade ATL Chap Grubb cgrubb@overlake.org  

10th Grade ATL Kelly Vikstrom kvikstrom@overlake.org 425-60-
7099 

11th Grade ATL Laya Fawal lfawal@overlake.org 425-602-
7115 

12th Grade ATL  Regina Quiban rquiban@overlake.org 425-602-
7040 

Math Department 
Chair 

Rachel Vale rvale@overlake.org 425-602-
7120 

English 
Department Chair 

Sarah Gallagher sgallagher@overlake.org 

 

425-602-
7063 

Science 
Department Chair 

Janet Jones jjones@overlake.org 425-602-
7150 

History 
Department Chair 

Karen Zaidberg kzaidberg@overlake.org 425-602-
7124 
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Arts Department 
Chair 

Erin Gabriel egabriel@overlake.org 425-602-
7021

World Languages 
Department Chair 

Briana Titus btitus@overlake.org 

P.E. Department 
Chair 

Mindy McGrath mmcgrath@overlake.org 425-602-
7135

mailto:egabriel@overlake.org
mailto:btitus@overlake.org
mailto:mmcgrath@overlake.org


2. INTRODUCTION & FOUNDATIONAL
PRINCIPLES TO OVERLAKE

2.1 MISSION, VISION, & CORE VALUES 

Our Mission

The Overlake School champions students and their vast potential through engaging 
educational experiences in a diverse and inclusive community. Students are valued as 
multifaceted individuals and graduate with a passion for learning, ready for any path that 
contributes to a better world. 

Our Vision

The Overlake School will exemplify a student-centered education and a collaborative 
learning environment that connects to the broader world. We will cultivate a community 
rooted in equity and mutual respect with our diverse population of families, and we will be 
known for a definition of human success that includes learning, relationships, well-being, 
and purpose. 

Our Community Values

Compassion, Curiosity, Integrity, Inclusion & Equity, Mutual Respect 

2.2 PHILOSOPHY OF EDUCATION & STUDENT 
EXPERIENCE  

Overlake provides a student-centered, holistic educational approach for grades 5–12, 
designed to nurture intellectual curiosity, critical thinking, and personal growth. Through 
collaborative learning, hands-on experiences, and supportive mentorship, students 
develop a growth mindset, preparing them to engage confidently and compassionately in 
a complex world. Our educational philosophy emphasizes academic rigor balanced with 
personal well-being, ensuring that each student’s educational journey is challenging, 
enriching, and joyful. 



 

2.3 GOVERNANCE & ACCREDITATION 

Governance 

The School is governed by a self-perpetuating Board of Trustees. It is the responsibility 
of this body to plan, develop, and establish policy and to assess the performance of the 
School consistent with the School’s mission and philosophy. The Board of Trustees is 
responsible for the selection of the Head of School and works in close collaboration with 
the Head of School, though the Head of School is responsible for the implementation of 
policy and the day-to-day operations of the School. For a list of the School’s current 
Trustees, please visit the School’s website. 

Accreditation 

Overlake School is fully accredited by the Northwest Association of Independent Schools 
(NWAIS), reflecting our commitment to the highest standards of educational quality and 
continuous improvement. Every eight years, our entire community engages in a rigorous 
self-study—most recently beginning in 2023—to reflect on our mission, programs, 
culture, and facilities. In early 2025, a visiting committee of peers reviewed our self-
study, met with various members of the Overlake community, and observed campus life 
firsthand. This summer (2025), NWAIS reaffirmed our accreditation, strengthening our 
practices and demonstrating to families and students alike our dedication to excellence 
and ongoing growth. 

 

2.4 NON-DISCRIMINATION & INCLUSION 
COMMITMENTS 

Non-Discrimination Policy 

The School admits qualified students of any race, creed, color, national or ethnic origin, 
ancestry, sex, religion, gender identity or expression, sexual orientation, disability 
(sensory, mental, or physical), the use of a trained guide dog or service animal by a 
disabled person, or any other status protected by applicable law, and extends to them all 
the rights, privileges, programs, and activities generally accorded or made available to 
students at the School. The School does not discriminate on the basis of race, creed, 
color, national or ethnic origin, ancestry, sex, religion, gender identity or expression, 
sexual orientation, disability (sensory, mental, or physical), the use of a trained guide dog 



or service animal by a disabled person, or any other status protected by applicable law in 
the administration of its admissions, financial aid, and loans, and its educational, athletic, 
and other programs. 

Overlake’s Commitment to Diversity, Equity, and Inclusion

At Overlake, we believe that enhancing diversity, equity, and inclusion within our School 
community is a journey of both moral and educational importance, and a learning and 
growth experience for our whole community. We recognize that the richness inherent in 
an educational culture is comprised not only of the curriculum and pedagogy, but also in 
relationships between students, families, teachers, and staff. As a community, we share a 
sense of purpose, form common goals, and learn together. We recognize our 
responsibility to society at large and seek to prepare our students to be engaged citizens 
and humble leaders of the world. To this end, we are actively building a school that 
fosters a sense of belonging for everyone, furthers an understanding of our common 
humanity, and represents our community and the world in which we live. 

The School defines diversity as all the meaningful and varied identities of individuals and 
groups present in our School community, our home communities, our nation, and the 
world at large. These include, but are not limited to, ability, age, ethnicity, gender, race, 
religion, sexual orientation, and socioeconomic status. 

We acknowledge that each of us identifies with multiple identities and that these complex 
identities have an impact on our social experiences – including perception, status, 
privilege, opportunity, and access to resources. We recognize that diversity creates 
situations in which groups are advantaged or disadvantaged and that experiences can be 
varied both within and between different groups.  

Well-Being at Overlake 

At Overlake, we aspire to prioritize the well-being of all community members, including 
our students, employees, and parents/guardians. Well-being is a series of skills or 
abilities that form a critical foundation for success, belonging, and thriving. Our definition 
includes numerous types of well-being, and we hope individuals can fluidly prioritize and 
re-prioritize each component to ultimately find holistic well-being. We define well-being 
for our community members as follows: 

• Social Well-Being is the ability to build healthy relationships and genuine
connections while maintaining boundaries through verbal and non-verbal
communication.



• Physical Well-Being is the ability to prioritize and maintain practices that
contribute to a healthy body and mind, encompassing regular exercise, balanced
nutrition, and sufficient restorative sleep. It includes fostering habits that optimize
physical health to promote overall vitality and resilience.

• Academic/Intellectual Well-Being is the ability to expand knowledge and support
lifelong learning. It includes balancing academic and professional workloads,
preparing and organizing for the future, utilizing resources to make decisions,
demonstrating curiosity, welcoming new academic and professional challenges,
and meeting academic and professional goals in a healthy way.

• Community Well-Being is the ability to cultivate a sense of shared responsibility
for our community and campus, fostering belonging by building cultural
awareness, positive relationships, and respectful interactions. It also includes
instilling a sense of pride in our community and nurturing an environment where
everyone feels valued, empowered, and has a sense of belonging.

• Emotional Well-Being is the ability to be aware of emotions in self and others,
giving all the permission to feel and express emotion, building psychological habits
and resources to build resilience, and executing strategies that help
build mindfulness and find joy.

2.5 COMMUNITY EXPECTATIONS 

Expectations for student conduct are based on respect for others, tolerance, kindness, 
awareness, safety, and pride in our school. Behavior is governed by two core rules: you 
cannot hurt yourself, and you cannot hurt others. Our expectations align with our guiding 
principles for character development. Overlake values truthfulness and honesty in all 
personal and academic matters. Courtesy and respect for the rights and property of 
others are essential for the community’s well-being. Students participating in school 
activities represent the school’s standards and reflect on our community’s reputation. 
Academic integrity is fundamental, and dishonesty—including cheating and plagiarism—is 
unacceptable. 



 

3. ACADEMIC PROGRAM  

3.1 ACADEMIC DIVISIONS OVERVIEW 

Overlake provides a challenging, balanced college-prep curriculum that teaches students 
the skills and knowledge to succeed at colleges and universities and as active members 
of a global society. 

Middle School Academics 

Middle School students will study a variety of core academic subjects and will work to 
develop strong reading, writing, mathematics, science, history, world language, and 
technology skills that prepare them for the Upper School. Students will also have 
opportunities to learn how to live in community, how to interact within a diverse social 
group, how to be a strong student, and how to have a secure sense of self in a fast-
paced and increasingly dynamic world. The Middle School features inspired teaching, 
small classes, lively interactive classrooms, group projects, and plenty of individual 
attention and support. 

Upper School Academics 

The Upper School curriculum provides a challenging, college-preparatory education that 
emphasizes deep intellectual engagement, critical thinking, creativity, and personal 
responsibility. Students select from a wide variety of courses, including advanced and 
specialized offerings, allowing them to pursue their interests and passions. Our academic 
program fosters independence and prepares students to successfully navigate their next 
educational journeys and life beyond Overlake. 

 

3.2 COURSE REQUIREMENTS & GRADUATION 
STANDARDS 

Middle School Credits and Course Requirements 

Middle School classes are divided into quarters, with each class earning 0.25 credits per 
quarter.  



7th and 8th grade students must receive 6.5 credits per year (based on taking seven 
courses, which earn .25 credits per course per quarter) to be promoted to the next grade. 
A failing course will be determined by the grade received at the end of the quarter. A 
grade score of 60% or above will be considered a passing grade and will result in credit.  

5th and 6th grades are credited on a pass/fail basis. These courses are required but are 
non-graded. Please see information about 5th and 6th grade classes and evaluations 
below. 

If any students do not receive sufficient credit during the academic year to be promoted, 
they may be required to attend summer school at an accredited institution. Any course 
taken outside of Overlake for promotion must be approved in advance by the Middle 
School Head and the relevant Department Head. If a student does not satisfactorily pass 
a summer school course, the student may not be eligible to attend Overlake the next 
school year. 

Upper School Credits and Graduation Requirements 

Upper School classes are organized into semesters, with each semester course earning 
.5 credits per semester. Students must successfully complete at least 23 credits during 
grades 9-12 to be eligible for graduation. Please refer to the graduation requirements for 
more details.  This total may include high school transfer credits or summer school 
credits as outlined below. The normal and recommended course load is six classes per 
semester. Students may take fewer than five classes or more than seven classes in a 
semester only with permission from the Upper School Head or a Grade Level Dean. 
Additionally, all senior students are required to take a minimum of four academic courses 
each semester. Academic courses include those offered in English, World Languages, 
Social Studies, Science, and Mathematics. 

3.3 COURSE REGISTRATION & SCHEDULING 

Course Registration Process 

Students register in the spring the year before the courses are taken. 

• 5th grade students will be provided their class schedules and do not need to
register for classes.

• 6th grade students select arts electives and World Languages.

https://www.overlake.org/sites/default/files/documents/students/resources/UpperSchoolGraduationRequirements.pdf


 

• 7th and 8th grade students select elective courses. 
• 9th-12th grade students engage in a holistic process which includes reviewing 

available courses with their Grade Level Dean and building a schedule based on 
their aspirations and interests. Students prepare for these meetings by having 
conversations about their academic goals and interests with parents, faculty, and 
advisors. Each schedule is custom built while also looking at their overall academic 
load, co-curricular activities, and ensuring a balanced and challenging schedule.  
Students seeking exceptions to our limit of 3 APs or 7 Classes have individual 
meetings with the Head of Upper School to determine what is best for their 
schedule. All courses are contingent on sign-ups, so there is no guarantee that a 
course listed will be offered. 

Course Changes and Withdrawals (Upper School) 

During the first ten days of the semester, Upper School students may make course 
changes during the drop/add period (typically the first ten days of the school year) by 
meeting with the Academic Data Manager, located in the ILT office within the Library (last 
office on the left, when entering the main doors). There is no penalty for changing a 
course during this time, nor are any notations made on the student’s transcript indicating 
that any change has been made. 

After the initial ten-day period, but before the end of the first and third quarters, students 
may request a withdrawal from a course by submitting a petition to the Upper School 
Head. Such a withdrawal will be noted on the student’s transcript as WP (Withdrawal 
Passing) or a WF (Withdrawal Failing), depending on the student’s standing in the course 
at the time of withdrawal. For any course dropped after the first and third quarters, a 
grade of F will be recorded on the transcript.  

• If a student withdraws from a year-long course at the semester, WD (Withdrawal) 
will be noted on the transcript. 

• Courses may not be added after the initial ten-day drop/add period. 
• Exceptions to these deadlines will be considered on a case by case situation 

including hardships, mental health needs, and other relevant situations as 
determined by the Upper School Head. It must be recognized that course changes 
are also contingent on course enrollment numbers and scheduling conflicts. There 
is no guarantee that a course change will be possible in every situation. 

• If a student adds a course due to withdrawal from another course after the 
drop/add period, the semester grade will be based upon the second or fourth 
quarter grade plus any additional work required by the Department Chair to satisfy 
credit requirements. 



 

3.4 HONORS, AP, INDEPENDENT STUDY & ONLINE 
COURSES 

Honors Courses (Upper School) 

Honors courses are available to students who wish to pursue an advanced course of 
study in a given subject area and meet department criteria. Honors courses differ from 
Advanced Placement courses in that these are courses developed by Overlake teachers 
and do not adhere to a national curriculum. Each department determines placement in 
these courses and communicates the needed criteria for students.  

Advanced Placement ® (“AP®”) Courses (Upper School) 

Beginning in sophomore year, students may choose from a variety of Advanced 
Placement (“AP”) courses that are offered in most disciplines. Not all AP courses are 
available to sophomores or juniors. AP courses are college-level courses, which usually 
adhere to a national standardized curriculum. These courses give students an opportunity 
to pursue their passion for a particular subject by taking a demanding, in-depth course 
that will provide both accelerated learning and an opportunity for college admissions 
officers to see that they have taken the most rigorous classes offered at Overlake. 
Course selections are based upon factors including the following: prior performance, 
placement tests, teacher recommendation, overall course load, and department approval. 

Students who choose to take the national AP exams in May have the opportunity to earn 
college credits for their high school work depending on the policies of the college or 
university they attend. Only students enrolled in Overlake’s AP courses may take the 
exams at Overlake.  

Occasionally, a freshman may take an AP class if their world language proficiency places 
them at the AP level. 

Independent Study Courses (Upper School) 

Juniors and seniors who wish to work beyond the academic requirements to pursue a 
topic that is not offered in the curriculum may consider an independent study. Teachers 
are not required or expected to grant an independent study request. An independent 
study course may be taken for a semester or over a full year, depending on the intensity 
of the course and the frequency of meetings, but may not earn more than .5 credit. A 



 

student may take only one independent study in the Upper School, and it may not serve 
as one of the student’s five-class minimum. 

Independent Study Requirements 

1. The student has a deep and special interest in a particular subject that is not 
covered in the academic program 

2. The student has exhausted the current offerings in the curriculum in the area of his 
or her special interest 

3. The student and teacher agree to meet one hour each week over the course of the 
semester 

4. The student completes a minimum of one hour of homework, research, work 
beyond the required meeting time with the teacher 

5. A teacher is available and willing to conduct the independent study 

Students interested in applying for an independent study must fill out the application 
shared digitally by the Academic Data Manager and submit it to the Upper School Head. 
The Upper School Head will consult with appropriate personnel to determine if the 
independent study shall be approved. 

Auditing Courses 

Students may not audit Overlake courses. Only students who are officially enrolled in the 
course for credit may attend the course. 

Transfer Credits  

All approved course work completed at another high school or other accredited 
institutions may be counted in the student’s total earned credits and shown on the 
student’s Overlake transcript. These transfer credits will not be calculated into the 
student’s Overlake yearly or cumulative GPA/Percent Average. The student is responsible 
for requesting the official transcript from the attended school to be sent to Overlake’s 
Academic Data Manager for the transfer credits to be considered.  Middle school 
students may not take courses at other institutions for credit or in place of Overlake 
courses. 

Overlake Middle School students may in some circumstances be placed in an upper 
school course, usually in World Languages.  Any courses taken by students in grades 5-8 
courses will not be reflected on the student’s Upper School transcript, nor will these 



 

credits count toward the student’s graduation requirements. All credits for graduation 
must be earned while the student is enrolled in the Upper School. 

Repeated Courses (Upper School) 

Students who earn below a 60% in a required course must repeat it by taking it as an 
additional course during the next academic semester/year or by earning credit in an 
approved summer program. If a student repeats a course, the repeat grade and credit are 
posted on the transcript and averaged into the GPA. The original grade remains on the 
transcript and an “R” replaces the credit given for that course. 

 

3.5 GRADING, ASSESSMENTS, & REPORTING 

Homework 

Homework is an essential dimension of any college preparatory program with high 
expectations for its students. Students may expect a homework assignment in most 
subject areas to be completed between class meetings.  The amount of homework and 
the style of homework assignments is reflective of student grade level, and the amount of 
time spent on nightly homework will also vary based on student efficiency.  Because 
some work is project-based, students who do not work consistently and evenly on 
project preparation may find a great deal of work needing to be accomplished in a 
relatively short period of time. In sum, the average student can expect up to 2-3 hours of 
homework per night, depending on course load. However, since there can be variation in 
the amount of time that it takes students to complete their assignments, students who 
experience more than the recommended amount of homework in any subject area should 
be sure to consult their teacher or their advisor.   

Assessments, Tests, and Examinations 

Teachers generally announce tests and other major assessments at least one week in 
advance. For upper school students, a schedule of assessments recorded via the Major 
Assessment Calendar on Canvas, to help ensure that no student has more than two major 
assessments in one day or four in a week. Faculty are required to post all major 
assessments to the MAC at least one week in advance. If in a situation where workload is 
abnormally high, the student is encouraged to consult with the student’s advisor and help 
them determine which assessment should be rescheduled. 



 

Reporting Periods and Evaluation of Academic Progress  

Academic progress is communicated to families and students periodically during the 
school year. 

Fall/Winter 

• Middle School end of 1st quarter / Upper School mid-semester: Rubrics, grade 
percentages/ranges, learning outcomes, and comments from teachers 

• November: Parent-teacher conferences 
• Middle School end of 2nd quarter / Upper School end of the semester: Rubrics, 

grade percentages/ranges, and learning outcomes from teachers 

Winter/Spring 

• Middle School end of 3rd quarter / Upper School mid-semester: Rubrics, grade 
percentages/ranges, learning outcomes, and comments from teachers 

• Middle School end of 4th quarter / Upper School end of the semester: Rubrics, 
grade percentages/ranges, and learning outcomes from teachers 

5th and 6th grade students are not provided with traditional cumulative grades but will 
receive feedback on their academic performance. For all Upper School students, the full 
grading period is a semester long. The mid-semester grade is a picture of student 
performance about halfway through the semester. Only semester grades are listed on 
student transcripts. The parents of a student whose performance falls to a 73% or below 
during any grading period will generally be notified by a written progress report, email, 
and/or a phone call. The only exception would be if the 73% were the result of the final 
exam. 

Grading System (Middle School) 

For all Middle School students, each quarter begins a new grading period, and quarters 
are not averaged together at the end of the semester or at the end of the school year. 5th 
& 6th grade students do not receive cumulative grade percentages on report cards, 
though they may receive grades on individual class assignments and assessments. 7th 
and 8th grade students receive quarterly grades in all classes with the exception of 
electives, which operate on a pass/fail basis. 



 

Grading System (Upper School) 

Frequent student assessments help students, families, teachers, and administrators 
identify strengths and weaknesses in learning and instruction. Parental involvement can 
enhance student learning, and Overlake encourages parents to discuss schoolwork at 
home. Faculty and administrators are always prepared to assist parents in understanding 
the expectations of classes and teachers. While some evaluations may be subjective, 
Overlake teachers operate with respect and trust, as well as a shared set of community 
standards. Students should familiarize themselves with each teacher’s specific 
requirements and expectations. 

All courses are graded on a percentage basis rounded to the nearest percent. The below 
scale provides the relationship between the percent and letter grade equivalent. 

While Overlake School reports only the percent average to colleges on the student 
transcript, we have also included the translation to a 4.00 grade point average (GPA) 
scale. The grade point average is computed by dividing the sum of the grade points 
earned by the total number of potential credits. The grade point average is calculated and 
is available for viewing on The Portal or by contacting the Academic Data Manager. 

 

A  93 – 100%  (4.0)   C 73 – 76% (2.0) 

A-    90 – 92%  (3.75)   C-   70 – 72% (1.75) 

B+    87 – 89%  (3.5)   D+  67 – 69% (1.5) 

B  83 – 86%  (3.0)   D 63 – 66% (1.0) 

B-    80 – 82% (2.75)   D-   60 – 62% (.75) 

C+   77 – 79% (2.5)   F Below 60% (.0) 

 

Incomplete Grades 

An incomplete grade is given at the division head’s discretion when a student’s illness or 
other circumstances prevents completion of course work by the end of the semester. The 
teacher must notify the Division Head and Academic Data Manager for the School’s 
approval. The work is then made up at a pre-determined schedule. 



 

Class Ranking 

Overlake does not rank its students; therefore, this information is not available to 
colleges, parents, students, or any other person requesting it.  

Academic Warning, Probation, and Dismissal (Middle School) 

5th and 6th grade students whose academic efforts during a quarterly grading period have 
not been satisfactory based on teacher assessments may receive an Academic Warning, 
and the teachers will outline the areas and steps for improvement.  

 For 7th and 8th grade students, they may be placed on Academic Warning in any of the 
following circumstances: grade average is at or below 73% in any single grading period, 
two course grades below 70% in any one grading period, or any course grade below 60% 
in any one grading period. A grading period is one quarter of the school year.  

If the academic performance of a student on Academic Warning does not improve, the 
Academic Warning may be reissued for a second quarter. The quarters do not have to be 
consecutive. If at the end of two quarters of Academic Warning the student continues to 
demonstrate unsatisfactory academic progress, the student may be placed on Academic 
Probation. Students on Academic Probation may be restricted from co-curricular and 
other School activities. Students on Academic Probation are subject to Academic 
Dismissal and may be asked to leave Overlake if they are unable to meet minimum 
standards or do not show appropriate academic progress, as determined by the School. 

Middle school students placed on Academic Probation will generally remain on this status 
through the 8th grade. At the end of the 8th grade, the School will review the performance 
of all students on Academic Warning and Academic Probation to determine whether the 
student is eligible to transition to the Upper School. If eligible for promotion, the student 
will generally remain on Academic Warning or Academic Probation for the first semester 
of 9th grade. 

Academic Warning, Probation, and Dismissal (Upper School) 

Any student whose efforts toward academic success have not been satisfactory may be 
issued an Academic Warning. Circumstances resulting in Academic Warning are the 
following: the quarterly grade average below 73% in any single grading period, two grade 
scores below 70% in any one quarter, or a grade score below 60% in any one quarter. A 
grading period is recognized as one quarter of the school year.  



 

Mid-semester grades may be indicated in grade ranges. When this happens, the lower 
grade of the range will be considered when determining a grade point average. A student 
may incur Academic Warning status for a total of two quarters (not necessarily 
consecutive) before the status is changed permanently to Academic Probation. Students 
on Academic Warning may be restricted from co-curricular and other School activities. 

If a student fails to meet minimum academic requirements for a third grading period, they 
will be placed on Academic Probation. If a student in Upper School is placed on Academic 
Probation, this status is permanent for the duration of their enrollment at Overlake. 
Students on Academic Probation may be restricted from co-curricular and other School 
activities. 

In some cases, after due consideration of the student’s academic performance, effort, 
behavior, and/or special needs, a student may be dismissed or asked to leave Overlake. 
Students on Academic Probation may be subject to Academic Dismissal from the School 
if, at the end of any future grading period, they do not meet minimum standards or are 
otherwise not showing appropriate academic progress, as determined by the School. 

Reinstatement following Academic Dismissal 

Students who have received notice of Academic Dismissal may petition for reinstatement. 
Factors considered in determining reinstatement may include new efforts to achieve, 
measure of academic aptitude, summer school, extenuating circumstances, or 
compliance with requirements that were stated upon dismissal. All petitions for 
reinstatement are considered by the School on a case-by-case basis. 

Requirements for Graduation and Participation in Graduation Ceremony 

Students must complete the following requirements to graduate: 

• All academic credits required for graduation 
• All service learning hours, and documentation thereof 
• At least 60 hours of community service and documentation thereof 
• All co-curricular credits, and documentation thereof 
• Outdoor Education requirement 
• Project Week 
• Senior Project 
• Return of all School-issued property and materials (including textbooks, library 

books/fees, athletic uniforms, borrowed equipment, or the like) and the payment 
of any related fees for lost or damaged items.  



 

The Academic Data Manager issues at least one notice to each student regarding the 
completion of graduation requirements, usually two semesters before anticipated 
graduation during the Course Registration Process. One academic course cannot be used 
to fulfill more than one graduation requirement.  

Official transcripts for students may not be released until all financial obligations to the 
School are met, in accordance with Washington law. 

In order to participate in graduation, students must complete all requirements for 
graduation and be in good standing (academically, discipline, financial, or otherwise) on 
the Friday before Commencement. Students who have materials outstanding may be 
allowed to participate in the ceremony, but they will be charged for the cost of 
replacement materials if the materials are not returned or paid for by the School-
designated due date. Any student who fails or neglects to complete the requirements and 
to submit the required documents validating these requirements by this date and time, 
may not be allowed to participate in the Commencement ceremony. 

Students who need extra time beyond their senior year to fulfill their graduation 
requirements may be allowed to participate in the Commencement exercise of the 
following year. 

 

3.6 ACADEMIC SUPPORT & ACCOMMODATIONS 

Commitment & Non-Discrimination 

Overlake School does not discriminate against qualified applicants or students on the 
basis of disabilities that can be reasonably accommodated. We strive to ensure equal 
access to our programs, consistent with our mission of inclusion, equity, and student 
well-being. 

Scope 

This policy covers academic and related supports for students whose documented 
disabilities substantially limit major life activities. It does not waive core academic 
standards or graduation requirements. 



 

Requesting Accommodations 

1. Prospective Students: Families could notify Admissions early if the student may 
need accommodations, providing documentation so the School can assess and 
plan. 

2. Current Students: Students or families request support by contacting a Learning 
Specialist or School Counselor (or advisor) and submitting: 

a. A brief written request; and 
b. Professional documentation showing the disability’s impact and 

recommended accommodations. 

Documentation Essentials 

• Prepared by a qualified specialist, current (typically within 3 years), and including: 
o Diagnosis or description of the disability. 
o Explanation of how it substantially limits academic/related activities. 
o Clear, specific accommodation recommendations with rationale. 

• Treated confidentially and shared only with those implementing or monitoring 
supports – Learning Specialists, School Counselors, Head of Student Experience, 
Middle School Head, Upper School Head, Assistant Head of School, and Head of 
School. 

Limitations & Next Steps 

• Core Standards Remain: Accommodations do not change graduation requirements 
or fundamental course expectations. 

• When Supports Are Insufficient: If, despite accommodations, the student cannot 
meet academic or well-being standards—or requires specialized medical/mental-
health services beyond Overlake’s capacity—the Support Team (including Head of 
School) will review and may recommend alternative pathways (e.g., external 
programs, different course levels) or, in rare cases, reconsider enrollment 
suitability. 

• Appeals: Families may request a review meeting with the Head of Student 
Experience if they disagree with accommodation decisions or enrollment 
recommendations. 

Roles & Responsibilities 

• Family & Student: Initiate requests, provide documentation, participate in planning, 
and communicate changes or concerns. 



 

• Learning Specialist or School Counselor: Coordinate the process, convene the 
Support Team, draft and monitor the accommodation plan. 

• Teachers & Advisor: Apply accommodations in class, observe student progress, 
and report back to the Support Team. 

• Director of Health & Wellness: Advise on mental health or medical aspects, assist 
with emergency or health-related planning. 

• Division Heads & Head of Student Experience: Oversee consistency and resolve 
complex cases 

• Head of School: make final decisions when necessary. 

Confidentiality & Record-Keeping 

All accommodation records are confidential, stored securely, and shared only with those 
directly involved in implementation or required monitoring (Learning Specialists, School 
Counselors, Educators, Head of Student Experience, Middle School Head, Upper School 
Head, Assistant Head of School, Head of School). Records are retained per Overlake’s 
policy and legal requirements. 

Communication & Review 

Overlake provides annual reminders of this policy to families and staff, with brief training 
for faculty on inclusive practices. 

The policy is reviewed periodically (at least every few years or when laws/best practices 
change), with input from the community to ensure ongoing alignment with Overlake’s 
mission and resources. 

Tutoring  

Learning difficulties can be encountered in the classroom that cause student, teacher, 
and parent concern. The teacher is always the first line of remediation, and it is generally 
the teacher who offers suggestions to parents about home assistance or teacher help. 
The teacher has the kind of daily learning encounters that can best identify problems and 
suggest skill-building extra help.  

Overlake may recommend or mandate tutoring for a defined period, until a student can 
return to working comfortably without assistance, so that the full extent of the program 
can be part of each student’s daily routine. Students are expected to use tutoring 
infrequently and with specific short-term goals. The School’s resources are designed to 
assist students individually when needed over the long term, so dependence on tutoring 



 

is neither desirable nor necessary. Time available during the day is best used on program 
requirements, homework assignments, and meetings with teachers. Parents are expected 
to make arrangements for tutoring off campus and at times that do not conflict with 
regular School obligations. 

Overlake does not have an “approved” list of tutors, nor do we have a review or 
evaluation system that assesses tutors’ pedagogical skills or places them under any kind 
of School supervision. 

Standardized Testing 

Overlake does not administer any required standardized testing to students in grades 5-
10.  

In mid-October, 11th grade students are registered for and expected to take the PSAT 
administered by the School on campus. The School also administers the SAT for all 11th 
graders in April. College Counseling recommends that 11th grade students take either the 
SAT and ACT once in the spring and a second time later in May, June, or August. 

For the ACT and SAT results, students must contact those testing companies directly. 
Please keep in mind that the School only registers students for the PSAT; students must 
register for the SAT and ACT through the respective websites: www.actstudent.org and 
www.sat.collegeboard.org. 

 

3.7 COLLEGE COUNSELING & REPORTING 

College Counseling 

Overlake is committed to helping students and their parents make informed decisions 
about college planning and college selection. Overlake’s College Counseling program 
begins in 9th grade with a focus on academic planning and a variety of group programs to 
educate students about college entrance exams, college options, resources, and 
admission procedures. Our goal is to prepare students to make informed decisions 
regarding colleges that provide a good match to their own interests and needs, 
recognizing that there will be more than one “right” college for each student. Students 
and their parents will have the opportunity to participate in individualized College 
Counseling sessions beginning in the 11th grade. The resources of Overlake’s College 
Counseling Office are available to students and families at all grade levels, and general 



 

class meetings with the college counselors occur for both students and parents during all 
four years of Upper School. The College Counseling Office has an extensive library 
consisting of college catalogues, view books, scholarship and financial aid information, 
college and financial aid applications, summer program information, guidebooks, test 
registration and preparation materials, and information for athletes, including contact 
information for college coaches.  

The core of the College Counseling Program is a sequence of individualized counseling 
sessions between Overlake and families, with the goal of finding the best college match 
for each student. This mission is supported by a variety of programs, such as essay 
writing workshops, financial aid workshops, college night programs with nationally known 
admissions officers, and panels with previous graduates. The College Counseling Office 
also hosts well over 100 admissions officers each year who visit our campus to recruit 
Overlake students. The College Counseling Office personnel work intensively with each 
student to build an appropriate college list and to complete strong and effective college 
applications and essays while also writing a letter of recommendation for each student 
and advocating for them at the colleges to which they apply. 

More information about College Counseling is available at: College Counseling | The 
Overlake School. 

College Visits for Seniors 

Students are encouraged to visit colleges during breaks and weekends. However, 
students may receive an excused absence for a campus visit if the student has discussed 
their absence with their teachers and notify in-season coaches (when applicable) well in 
advance of their departure. Students seeking an excused absence should email the 
requested dates and schools to their Overlake College Counselor. If their Overlake 
College Counselor approves the trip as excused, they will reply to the student and copy 
Attendance to update the student’s record. 

 

  

https://www.overlake.org/students/college
https://www.overlake.org/students/college


 

4. ADVISING & WELLBEING 

4.1 ADVISORY PROGRAM 

Purpose and Philosophy 

Overlake’s Advisory System ensures that every student has a consistent adult advocate 
and a smaller community within the larger school environment. Advisors guide students in 
their academic, social, emotional, and physical development; facilitate a sense of 
belonging; and act as liaisons among students, families, faculty, and support services. 
This system reflects our commitment to student-centered support, a compassionate 
community, and the promotion of integrity, curiosity, and resilience. 

Goals of the Advisory Program 

1. Holistic Advocacy: Ensure that every student has a supportive adult advocate 
who is attentive to their academic, social, emotional, and physical well-being. 

2. Self-Awareness & Growth: Help students understand themselves as learners and 
community members by nurturing reflective habits and metacognition. 

3. Community & Values: Establish a forum that extends beyond academics, where 
students can practice empathy, embrace diversity, act with integrity and 
responsibility, and foster intellectual curiosity. 

4. Integration & Belonging: Help integrate each student into Overlake’s culture, 
ensuring that no one feels isolated and that everyone feels connected to a 
supportive peer group and adult guide. 

5. Resource Navigation: Act as the initial point of contact for families and students 
seeking information or referrals to school resources (academic support, 
counseling, health services, college counseling, etc.). 

Advisor Assignment and Continuity 

• Upper School (Grades 9–12): Each student is assigned a faculty or staff member 
as an advisor at the start of 9th grade and typically remains with that advisor for all 
four years, except for rare exceptions. This continuity builds trust, deepens 
understanding of each student’s trajectory, and strengthens long-term advocacy. 

• Middle School (Grades 5–8): Students are assigned to Advisory groups led by a 
faculty advisor. The size and structure of these groups reflect the developmental 
needs of participants and provide opportunities for building community and 
practicing interpersonal skills. 



 

• Balanced Groups: Advisory groups are formed with attention to diversity of 
interests and backgrounds, ensuring a mix that fosters empathy and peer support. 
A priority is placed on the student-advisor relationship. 

Meeting Frequency and Structure 

• Middle School: Advisors meet with their groups three or more times per week. 
Meetings may include: 

o Check-ins on academic progress and well-being 
o Informal discussions, community-building activities, or structured social-

emotional learning exercises 
o Clarification of school logistics and dissemination of relevant information 

• Upper School: Advisors meet with their advisees three times a week and 
participate in designated announcement or homeroom periods (e.g., two times 
weekly during school-wide announcements). Regular attendance by both the 
advisor and the advisees is expected. Typical components of the meetings 
include: 

o Academic monitoring: reviewing grades, study habits, course planning 
o Social-emotional check-ins: discussing stress management, peer 

relationships, identity development 
o College/career exploration conversations (as appropriate by grade level) 
o Community-building activities aligned with Overlake’s values (e.g., diversity 

dialogues, integrity workshops, well-being practices) 

Advisors utilize a flexible agenda framework to address emerging student needs while 
maintaining consistency. 

 

4.2 ADVISORY TRANSFER PROCESS (Rare & Deliberate) 

Continuity and trust in advisor–advisee relationships are central; transfers occur only 
when necessary. 

Acceptable Reasons for Transfer (examples; not exhaustive) 

• Severe personal issues (e.g., ongoing conflict or harassment) between advisees 
within the same Advisory group that cannot be resolved through guided mediation. 



 

• Irreconcilable differences between students and their advisors, despite sustained 
mediation efforts, significantly impede the student’s well-being or participation in 
Advisory. 

Transfer Process 

When a student or family believes that a change of Advisory placement is needed, the 
school engages in a thoughtful process to determine the best path forward. The process 
typically begins with conversations among the student, advisor, and relevant staff to 
better understand concerns and seek resolution. 

If additional steps are necessary, the school may request a written statement from the 
student and/or family to clarify the concerns and the efforts already made. The school 
will then convene the appropriate team to review the situation, consider the student’s 
needs, and explore possible solutions. 

Decisions about Advisory transfers are made by school leadership in consultation with 
relevant staff. When a transfer is approved, placement is determined with the goals of 
supporting the student’s well-being, maintaining balance among Advisory groups, and 
sustaining the health of the overall community. Transitions are typically timed to reduce 
disruption, and support is provided to help the student integrate into their new Advisory. 

Best Practices and Continuity 

• Training & Calibration: Advisors receive periodic training on mentoring skills, 
diversity and inclusion practices, mental-health awareness, restorative approaches 
to conflict, and developmental needs. 

• Regular Check-Ins: Advisory Team Leaders and Head of Student Experience hold 
routine meetings with advisors to share insights, discuss common challenges, and 
align approaches. 

• Feedback Loops: To refine the program, solicit student and family feedback on the 
Advisory experience (e.g., via surveys or focus groups). 

• Integration with School Initiatives: Advisory activities tie into broader Overlake 
themes (e.g., well-being weeks, diversity workshops, leadership projects), 
reinforcing consistent messaging and community engagement. 



 

Communication and Privacy 

• Privacy: Advisor–Advisee conversations are treated respectfully and privately. 
Mandatory reporting obligations (e.g., safety concerns) are honored, but otherwise 
personal disclosures remain within the Advisory and relevant support team. 

• Transparent Expectations: Students and families receive clear guidelines on 
Advisory’s role, meeting schedules, and how to seek help. 

• Documentation: Advisors may keep brief notes (securely and confidentially) on 
interventions or referrals, shared only with appropriate support staff. 

Alignment with Overlake’s Values 

• Inclusion & Belonging: Advisory fosters a sense of community where every 
student feels known and supported. 

• Holistic Growth: Through regular dialogue and intentional activities, students 
develop academically, socially, and emotionally. 

• Integrity & Responsibility: Advisors model and guide students in ethical decision-
making and personal accountability. 

• Curiosity & Engagement: Advisory encourages students to explore interests, set 
goals, and reflect on learning. 

• Well-Being: The program proactively addresses stress, mental health awareness, 
and healthy habits, connecting students to resources early on. 

 

4.3 LEARNING SUPPORT & ACCOMMODATIONS 

Overlake School does not discriminate against qualified applicants or students on the 
basis of disabilities that can be reasonably accommodated. We strive to ensure equal 
access to our programs, consistent with our mission of inclusion, equity, and student 
well-being. 

Requesting Accommodations 

Families notify Admissions early, providing documentation for accommodation 
assessment and planning. Current students or families request support through Learning 
Specialists or School Counselors. 

Interactive Review and Plan 

1. Support Team meets with family/student to discuss documentation and needs. 



 

2. Appropriate accommodations approved based on documentation, school context, 
and academic integrity. 

3. Written accommodation plan outlines supports and responsibilities. 
4. Implementation monitored quarterly; adjustments made as necessary. 

Families are encouraged to communicate regularly with Learning Specialists to review 
student progress and adjust accommodations as needed. Detailed information regarding 
required documentation and timelines will be available through the Learning Support 
Office. 

 

4.4 HEALTH SERVICES & MEDICAL PRACTICES 

The Director of Health & Wellness or an Athletic Trainer is available during school hours 
for first aid, medication management, and student health consultations. Students needing 
medication during school hours must bring only the amount required for that day. 
Students must never share medications. The use of medical marijuana is subject to 
federal and state regulations and is not permitted on campus. Families must disclose 
medical, emotional, psychological, and academic histories to ensure proper support. 

Illness at School Procedures 

If a student becomes ill at school, prompt pickup—understood as by the end of the next 
class or program period (including lunch)—is expected. Oversight rests with the Director 
of Health & Wellness or an Athletic Trainer, who ensures appropriate follow-up; however, 
educators, front office staff, or other school employees may coordinate clear-cut cases 
of illness directly with parents or guardians to support timely care. 

Immunization Requirements 

Immunization records must be up-to-date according to Washington State guidelines and 
submitted to the Director of Health & Wellness. 

Medical Leave 

Medical leave may be granted for significant health issues, requiring documentation from 
a qualified healthcare professional. The return from medical leave requires clearance 
documentation and a re-entry meeting with the appropriate school officials.  Families 



 

interested in pursuing a medical leave for their student should contact the appropriate 
Division Head. 

  



 

5. DAILY LIFE & LOGISTICS 

5.1 SCHOOL DAY STRUCTURE  

The school day at Overlake varies slightly between Middle School and Upper School to 
best support developmental and academic needs. Middle School students typically follow 
a daily schedule beginning at 8:15 am and concluding at 3:15 pm, which includes 
structured class periods, advisory meetings, lunch, recess, and dedicated community-
building time. Upper School students start classes at 8:15 am and finish by 3:15 pm, with a 
schedule featuring extended class periods, advisory sessions, community meetings, and 
free blocks designed to encourage independent study, club participation, and individual 
wellness. 

Regular all-school and divisional assemblies are held periodically to build community, 
celebrate student accomplishments, share important announcements, and feature special 
presentations. 

 



 

5.2 ATTENDANCE & ABSENCES 

Overlake’s educational program sets high standards for student academic performance. 
The program requires that students be committed and participatory members of the 
School community to derive the most positive benefits. Attendance is critical to student 
success. Therefore, students are expected to attend all of their classes, assemblies, 
grade level meetings, advisory time, assigned study halls, School assemblies, and other 
activities. 

Reporting Absences 

If a student is ill, and/or unable to attend school, a parent/guardian should submit an 
Attendance Request on their Parent Portal, email attendance@overlake.org, or call the 
attendance line (425-868-6191, press 1) by 8:30 am to report the student’s absence, early 
dismissal, or tardiness. The absent student is responsible for checking Canvas, obtaining 
assignments, and making arrangements with teachers to complete missed work. If a 
student is absent on the day of an Overlake-sponsored competition, they may not 
participate. 

Excused Absences 

An absence is considered “excused” if it is due to illness, medical appointments, religious 
observances, interscholastic Overlake competition (including games or tournaments), 
family emergencies, outside of Overlake co-curricular opportunities, or extenuating 
circumstances pre-approved by the Middle or Upper School Head. Please reach out at 
least 48 hours in advance for any requests for approval. 

Unexcused Absences 

Any absences that the School does not classify as “excused” are considered 
“unexcused.” When a student’s absence is unexcused, the student may not make up 
missed work and will receive a zero for the day’s assessments. 

Family vacations when school is in session are considered unexcused. Absences that 
precede or follow a major school break, including Thanksgiving, Winter Break, Project 
Week, Mid-Winter Break, Spring Break, are likely to be considered unexcused. 
Additionally, any absence during the Winter and Spring Finals Week is unexcused, which 
results in the student receiving a zero on the final. 



 

Tardies 

Punctuality is important to ensure students maximize their learning. Students may be 
marked as tardy if they arrive late to class. Any student who is more than 15 minutes late 
to class may be considered absent for that class period. All tardies, regardless of the 
reason, are recorded as tardies. Repeated tardiness may result in consequences, 
including disciplinary action. To support the faculty and ensure the success of the 
student, the School implements the following tardy policy for grades 9-12: 

• Phase 1: If a student is tardy three (3) times in a class in a semester, the School 
may notify the parents/guardians. The parents/guardians may be expected to 
partner with the School to help the student be more diligent in arriving to class on 
time. 

• Phase 2: If a student’s tardies reach six (6) in a semester, the Head of Student 
Experience may call a conference with the parents/guardians, the student, and the 
student’s advisor to discuss the ramifications of the student’s tardiness. 

• Phase 3: If a student’s tardies reach nine (9) in a semester in any given course, 
and the parents/guardians have been duly notified, the student may have a 
mandatory meeting with the Student Review Board and/or Head of Student 
Experience. Further consequences or interventions may be imposed as deemed 
appropriate. 

Impact of Student Absences and Make-Up Procedures 

Time away from school creates a hardship for students as they miss meaningful 
discussions and vital presentations of concepts that are essential building blocks for 
future learning. It also creates hardships for teachers who must re-explain missed 
lessons and administer make-up exams. In reality, no missed class can ever really be 
“made up.” 

From the perspective of the School's mission, a student’s absence is an opportunity for 
that student to practice responsibility. Whenever students are absent, they must take the 
initiative to make up the material that they missed and obtain class notes from the Canvas 
Course interface or the teacher. If a student misses in-class work, it is the student’s 
responsibility to schedule a time with the classroom teacher to complete that work. If 
students know in advance that they will be absent, it is imperative that they request work 
(and, if possible, complete it) beforehand.  

Faculty are expected to provide make-up assessments to students whose absences are 
excused. Similarly, if a student’s absence is unexcused, they are not provided the 



 

opportunity to submit assessments and may receive a zero for any work assigned on that 
date. 

Teachers can decide that an assignment may not be made up if the process of making it 
up causes extreme hardship for the teacher and/or the student. A different assignment 
may be used, or in the case of an unexcused absence, the teacher may give a zero or no 
credit for the assignment. 

In the Upper School, students with unexcused absences may receive a zero for any work 
required that day. This includes tests, exams, projects, lab reports, homework, and any 
other graded assignments. If a parent or guardian fails to call the school on the day of the 
absence or within twenty-four hours, the absence may be considered unexcused. In 
addition to having their grades negatively affected, a student may face other 
consequences deemed appropriate by the teacher in consultation with the Upper School 
Head and the Head of Student Experience. 

Class Attendance Requirements for Credit (Upper School)  

In an effort to support the faculty and promote the success of students, the School 
implemented the following response to class absences: 

• Phase 1: If a student has six (6) absences in any course during one semester, the 
School may notify the parents/guardians, who may be expected to partner with the 
School and help the student recognize the importance of attending class. 

• Phase 2: If a student has nine (9) absences in any course during one semester, the 
Head of Student Experience may call a conference with the parents/guardians, the 
student, and the student’s advisor to discuss the ramifications of the student’s 
non-attendance. At that time, the student may be asked to acknowledge their 
commitment to addressing the attendance concerns. 

• Phase 3: If a student has twelve (12) unexcused absences in the semester in any 
given course, the student may not receive credit for the semester course.  

Exceptions to this policy may be made at the discretion of the Upper School Head and the 
Head of Student Experience for legitimate reasons, including leaves for medical and 
extenuating family circumstances.  

Educational Leave of Absence  

Students may occasionally wish to pursue educational opportunities outside of Overlake 
for a term. We recognize the value of these experiences, whether they involve 



 

international study or experiential learning, and their importance in a student’s overall 
development. To request a leave of absence, students must first inform the Middle or 
Upper School Head of their intention. They should then schedule a meeting to discuss 
how the leave will affect their academic program at Overlake. Finally, they must submit 
the Request for Leave of Absence to the Middle or Upper School Head to be reviewed by 
the Head of School. For more information about the implications and financial obligations 
of an Educational Leave of Absence, please contact the Middle or Upper School Head. 

Medical Leave  

A medical leave from school may be appropriate in case of serious illness, bodily injury, 
or mental health condition, as determined in accordance with this policy. Decisions about 
granting or requiring a medical leave, or reinstating a student who has been on leave, rest 
with the Division Heads, Head of Student Experience, the Director of Health and 
Wellness, and the School Counselors; they will be guided by the principal goal of a 
medical leave: to give the student the opportunity to regain health and thereby function 
consistently, productively, and safely at school. In the absence of a treatment plan that, in 
the School’s opinion, meets these needs, the School may decline to grant a medical leave 
request, and instead require the student to withdraw. 

A student’s family may request medical leave. The School requires that any request for 
medical leave be accompanied by sufficient supporting documentation (as determined by 
the School) to allow the School to evaluate the leave request, including, but not limited to, 
at least the following information: (a) a recommendation from the student’s treating 
medical professionals that the student would benefit from taking a medical leave; (b) a 
description of how the student’s medical condition limits the student’s ability to 
participate in required academic or extracurricular activities; (c) the plan for treatment of 
the student’s medical condition; and (d) an anticipated date for the student’s return.  

Additionally, in certain situations, the School may require that the student be evaluated 
and subsequently placed on medical leave. The School may initiate a discussion of a 
leave of absence in circumstances including, but not limited to: 

• When mental health or physical symptoms are or may be impeding a student from 
functioning appropriately academically. 

• When a physical or mental health condition interferes with a student’s attendance 
at school.  

• When a student behaves in ways that may be self-destructive or dangerous to 
others. 



 

• When a student is not engaged in treatment that the School has made a condition 
of attendance, after the student has been evaluated by medical and/or mental 
health professionals, who have deemed such treatment appropriate. 

• When a student exhibits symptoms or behavior that is of concern to the School. 

This initial discussion may include the student’s advisor, senior administrators, the 
Director of Health and Wellness, the School Counselor, the parents, or the student, as 
deemed appropriate by the School. The purpose of this initial discussion is to establish 
the steps that the family is taking to ensure that the student is well enough to participate 
fully in life at school; and the further steps that the School may require if the situation 
does not improve.  

The School may outline conditions and requirements for the student’s return to school. 
While a student on leave is excused from attending class, the student must make 
arrangements to make up missed work either while on leave (if possible) or upon return. 
While the School will strive to minimize academic disruption, the School may require that 
a student drop a course or courses if a prolonged absence will make it difficult for the 
student to satisfactorily complete the requirements of the course. To return to school 
from a medical leave, a student should provide a thorough, written professional 
evaluation of the student’s current mental health and/or medical condition from the 
physician, psychiatrist, or other professional who treated the student during the medical 
leave. The School may require additional evaluation by a physician or mental health 
consultant of its choosing.  

The guiding principle of re-admission from a medical leave is the School’s confidence 
that the student can return safely; and that the student’s return will not compromise the 
student’s continued recovery, interfere with the School’s ability to serve other students’ 
needs, or place an undue burden on the School. The decision regarding any student’s 
return to the School from a medical leave remains at the discretion of the School. As a 
corollary to this principle, a student whom the School determines can safely participate in 
the regular school day may nevertheless be restricted from participation in overnight field 
trips or other residential-style School activities. 



 

5.3 CAMPUS ACCESS & SIGN-IN/SIGN-OUT 

Middle School Students 

A parent/guardian must physically sign Middle School students in or out at the Front 
Office. 

Upper School Students 

Upper School students with parental permission may sign themselves in and out via the 
Front Office or the digital portal. Automated notifications are sent to parents/guardians 
when a student signs out. 

Sign-In and Sign-Out 

Students are expected to be on campus during the entire school day. Occasionally, 
appointments or other events require a student to arrive late or leave school during the 
day. Students must be signed in and out at the Front Office. For Middle School students, a 
parent/guardian must come to the Front Office to sign the student in or out. With parental 
permission, Upper School students may sign themselves in and out. Parents/guardians of 
Upper School students must still submit an attendance request notifying the School of 
any absence. Students who repeatedly fail to follow the appropriate procedure for signing 
in or out may have their permissions revoked. Upperclassman (Juniors and Seniors) may 
have additional privileges as outlined below. 

Upperclassmen Privileges 

Junior and Seniors are allowed to arrive to school late if they have a free block during 
first block. They must arrive at school no later than 9:15 am. If tardiness is a consistent 
problem, as determined by the School, this privilege may be revoked. 

Juniors and Seniors are allowed to leave school after they have completed their last class 
for the day. Juniors and Seniors who choose to leave campus after their last scheduled 
class must sign-out and not return to campus. 

 



 

5.4 TRANSPORTATION & PARKING 
Bus ridership is available for all students. Bus Schedules and routes are available with our 
Director of Transportation. 

Transportation Code of Conduct  

The School endeavors to provide safe and respectful rides for its students and drivers. 
While the same principles of behavior that prevail at school extend to school buses and 
other School-provided transportation, there are transportation specific rules to help 
promote these goals.  

General Expectations  

• Students should arrive at the bus stop 5 minutes prior to the scheduled departure 
time. 

• Students must stand away from the roadway when the bus is approaching or 
leaving a bus stop. 

• When boarding or exiting the bus, students should only cross the street at the 
driver’s signal. 

• Backpacks, personal belongings, and musical instruments should be kept in or 
below the seat with the student. 

• Belongings should be kept out of the aisles and emergency exits. 
• Live animals, glass containers, and ski equipment are not allowed on the bus. 

Behavior 

• Students are under the authority of the bus driver while on the bus.  
• The bus driver has the right to assign seats and implement appropriate rules. 
• Students cannot be on the bus unless the driver is present. 
• Students should remain seated while the bus is moving and should not change 

seats without the driver’s permission. 
• Conversations should be kept at a classroom level. 
• Conversations must be appropriate—obscene language or any form of harassment 

is prohibited. 
• Students should not gesture to pedestrians or motorists. 
• Students must keep all body parts, belongings, and hands inside the bus and 

refrain from touching other students or their belongings. 
• Throwing objects on or out of the bus is prohibited. 



 

• Students must respect other students, their property, and bus property. Vandalism 
or damage to seats, windows, or other bus property will not be tolerated. 

Cleanliness 

• Students are expected to keep the bus clean and place all trash in the proper 
receptacles. 

• Food is not allowed on our school buses. 

Using Different Buses and Stops 

Students who need to ride a different bus or get off at a different bus stop must obtain a 
bus pass.  

To get a bus pass, email Bill Neil, Transportation Coordinator, with the following 
information: 

• Student name 
• Date pass is needed 
• What route/stop the child will be using instead of their regular route/stop* 

A copy of the email outlining the change will be provided to our bus drivers. 

If your student needs to ride a different bus (or to a different stop) on a regular basis, 
please send an email spelling out the details of when and where, and an ongoing bus 
pass will be issued so you don’t have to contact the office each time. 

A non-bus-riding student must have a guest pass to ride the bus with another student. 
Parents of BOTH students need to email Bill Neil, Transportation Coordinator, with the 
following information: 

• Both student names 
• Date pass is needed 
• What route/stop the visiting child will be using 

The enrolled student’s guest pass count will be used.  A copy of the email outlining the 
guest arrangements will be provided to our bus drivers.  

The School endeavors to communicate to parents any issues on the bus to promote a 
partnership for finding an acceptable solution. Riding the bus is a privilege, and the 

mailto:bneil@overlake.org
mailto:bneil@overlake.org


 

School may restrict students from riding the bus and impose other consequences in 
appropriate circumstances.  

 

 



 

Drop-off, Pick-Up, and Parking 

 

Traffic on school grounds is always busy for a short period right before school begins for 
the day and again when it ends. Below are some tips to consider as you travel onto 
Overlake's campus. 

When you are in the drop-off and pickup lanes (identified as a gold star) adjacent to the 
Whitten Math & Sciences Center (identified as #2 on the map), please remain waiting in 
your vehicle along the white striped section until you see your student and then enter the 
lane fully. This will help to avoid congestion at the front of the lanes. Both lanes are to be 
used in the same manner for both drop off and pick-up of students. Please do not back 
up in the pickup lanes onto oncoming traffic entering campus. This is a busy time of day 
on the roads around campus. 
 
If you are on a tight schedule to pick up your student, there are other options that will 

https://www.overlake.org/sites/default/files/documents/guides/CampusMapInternal.pdf


 

allow you more flexibility. You can pull into the singular lane in the Upper Lot near Fulton 
Theater (marked by the gold star near #9 on the map). As there are no curbs here, this 
pickup lane allows you to pull around other cars waiting in line. In addition, there is a 
pickup location prior to entering the heart of campus, located at the lower turnaround 
section at the foot of the stairs (marked by the star near #6 on the map). 
 
Having clear communication and a plan with your student of WHERE and WHEN to pick 
them up can make the end of the school day more manageable.  

Driving on Campus 

All drivers on campus must drive carefully and follow applicable driving rules and 
regulations. In consideration of the safety of pedestrians and other drivers, the campus 
speed limit is 15 mph. All drivers must refrain from using cell phones while driving on 
campus. For safety, and in consideration of the School’s neighbors, please drive slowly in 
the surrounding neighborhood. 

Parking 

With our community’s safety in mind, please park only in designated parking spaces and 
not along the driveways of the School. All students, including seniors, must park in the 
lower lots (lots 1, 2, or 3) before the lower turnaround. Failure to follow parking and 
driving rules may result in the suspension of driving privileges. Everyone must respect the 
No Parking, Fire Lane, Visitor, Handicapped, and Reserved Parking signs. 

Student Drivers  

Eligible students may have an automobile on campus to drive to and from school with the 
permission of the School and the written authorization of parents/guardians. Any student 
who wants to request this privilege must register their car through the Veracross 
Parent/Guardian Portal and obtain an Overlake parking sticker from the Head of Student 
Experience. By registering a vehicle, students and their families acknowledge that they 
have read and agreed to all driving, riding, and parking rules and expectations.  

Students may drive only their own automobile. Students may transport other students in 
their automobiles only with specific permission from the Head of Student Experience and 
signed permission by both students’ parents/guardians and notation in the “Notes” 
section of the vehicle registration portal. 



 

All students must comply with all laws, rules, and regulations of the Washington State 
Department of Transportation. Inappropriate driving anywhere, including off-campus, 
may result in appropriate consequences and restrictions, including loss of student driver 
privileges.  

Rideshare Services  

The School will not facilitate students using rideshare services and will not take 
responsibility for calling car services for them.  

Bike Riding to/from School 

Students who choose to ride a bike to school must park their bikes at the bike stands 
throughout campus until dismissal. Bicycles may be ridden only in the parking lot or on 
the paved roads. Students are expected to wear appropriate safety equipment, including 
helmets. 

 

5.5. DRESS (CODE) GUIDELINES 

Overlake maintains a dress code consistent with our community values of mutual respect, 
inclusion, and academic professionalism. Students are expected to dress in a manner 
appropriate for an educational environment that fosters focus, comfort, and respect for 
diverse perspectives. Clothing should not display offensive imagery, language, or 
references to illegal substances or activities. Special events or presentations may require 
more formal attire; guidelines will be communicated in advance. Students in violation of 
the dress code will be asked to modify their attire to align with community expectations. 

 

5.6. TECHNOLOGY & ACCEPTABLE USE 

Bring Your Own Device (“BYOD”) 

Technology is a powerful tool for enhancing learning and teaching. As a result, Overlake 
integrates the use of technology in numerous aspects of its School program. To support 
the increased use of technology, the School launched a student device program in 2015 
which requires all students to bring their own device to school. Assistance is available for 



 

students receiving financial aid. Use of any devices, personal or School-owned, are 
subject to Overlake’s Acceptable Use Policy.  

Technology devices will be used to support learning needs and must be stored securely 
when not in use. The School will not be held responsible for computer loss, theft, or 
damage that may occur.  

Email 

Overlake provides students with an email account which should be used only for School-
related communication (e.g., contacting and receiving information from teachers, 
submitting homework and assignments, transferring files to and from School). Students 
are expected to comply with the School’s Acceptable Use Policy when using their School-
issued email account. 

The Overlake School is committed to educating students to embrace technology and 
information ethically and critically. The mission of the Information Literacy & Technology 
department is to provide leadership, resources, and structures to develop multi-literate, 
adaptable learners. We provide technology and information tools for students and 
teachers to enhance their learning both inside and outside the classroom.  

Responsible Use Policy 

Members of the Overlake community will use technology responsibly by acting in a 
considerate, safe, and ethical manner in line with the school's mission. We understand 
that the ethical use of technology extends beyond the school day and school buildings. 
We will be mindful of how we present ourselves online and offline and understand that 
our words have the power to affect people’s safety. We will strive to model and practice 
these behaviors in both online and offline environments. School rules that govern respect 
for others, respect for property, academic honesty, and harassment apply on- and off-
campus to any use of technology. Technology refers to all hardware, software, the 
Internet, and online tools. 

The technology and information landscape is continually shifting and changing. With this 
in mind, we developed these questions to guide use of technology. Critically thinking 
about how technology and information tools are being used, and striving to use 
technology ethically, Overlake community members should ask themselves "how can 
tools help me learn better, and live Overlake's mission?" 



 

How will members of the Overlake community use technology to live Overlake’s mission 
and values? 

Compassion: How will we use technology to demonstrate compassion, care, and 
kindness to others? For example, communicate electronically with the same care and 
caution as one would in person, recognizing that there are limitations to electronic 
communication. 

Curiosity: How will we use technology to explore, research, and inquire about the 
world? For example, learn and inquire within school-appropriate boundaries, exploring 
relevant topics safely and responsibly. 

Integrity: How will we ensure our use of technology is guided by a moral compass?  For 
example, represent yourself and your work authentically and honestly, giving credit 
where it is due.   

Inclusion & Equity: How will we use technology to create inclusive environments that 
ensure equitable outcomes for all? For example, help everyone feel welcome and 
included when communicating online. For example, consider equitable access to 
technology and avoid assuming everyone has comparable technology. 

Mutual Respect: How will we use technology respectfully in service of ourselves and 
the community?  For example, consider the appropriate time, space, and tools for each 
class, audience, etc. For example, demonstrating the responsibility to use technology 
independently.  

Artificial Intelligence 

In following with the vision and the mission and values of the school, Overlake 
acknowledges that artificial intelligence (AI) tools are in use in education and has 
developed this philosophy and guidance for the use of AI within the Overlake 
Community.  

We embrace the fact that AI tools can have significant benefits while, at the same time, 
potentially hinder student learning. They can be used in exciting and potentially valuable 
ways to help facilitate and personalize learning, supplement skills, support mental health, 
and make learning more equitable. Technology is constantly changing; this is just the 
latest technology tool that redefines what is possible in the classroom with all kinds of 
benefits alongside new potential downsides and challenges. Per our mission and vision, 
we embrace a spirit of openness and experimentation while being mindful that some 



 

assessments and performance tasks must be designed to ensure that students complete 
them without using AI tools. 

We expect AI tools used for anything related to the Overlake Community to be used 
ethically, responsibly, and transparently. 

 A violation of these expectations will result in restorative and/or disciplinary 
consequences. The student will first work directly with the teacher to rebuild trust and 
develop a clear understanding of the intended purpose and application of this philosophy. 
The teacher will guide the student in identifying the skills the assessment was designed 
to develop and help them reflect on how inappropriate AI use interfered with that 
development. Together, the teacher and student will collaboratively adjust or revise the 
assessment to ensure it aligns with the original learning objectives while minimizing future 
AI interference, emphasizing both academic integrity and skill mastery. These 
expectations and consequences will be considered in tandem with Overlake's policies on 
Academic Integrity.  

Ethically 

• Adhere to all platform rules and policies, including age limits.  
o Note that ChatGPT is only for use by those 13 and up.  
o Remember to check and verify policy and terms of use on any AI platform 

or tool that you are using. 
• AI may not be used to substitute for, or perform, a specific skill being taught. Don’t 

use AI to replace a skill you have not yet mastered. 
• The use of AI to create knowingly false information, images, deep fakes, or false 

likenesses of students, teachers, or other members of the community that could 
be used to threaten, bully, extort, harass, embarrass, damage the reputation, or 
intentionally mislead/misinform, are significant infractions and will be treated as 
such. 

• In line with copyright and responsible use, intellectual property that is not yours 
may not be shared or uploaded to any AI platform without explicit permission.  

Responsibly 

• Student data, including, but not limited to, full names, emails, or other identifiable 
information, will not be shared with any AI models, or chatbots. 

• AI may be used to enhance learning, but not to substitute for, or unfairly aid, 
learning. 

https://www.overlake.org/students/policies/academic_integrity
https://www.overlake.org/students/policies/academic_integrity


 

• Verify, challenge, and check any output of an AI tool, knowing that the tools are 
flawed and biased. 

Transparently 

Use of AI tools must be disclosed and cited or acknowledged in every case. See 
resources at NoodleTools, MLA, Chicago (images), and APA. 

• Teachers should be explicit and clear about when and how AI tools may be used in 
their course, and on each assignment.  

• Students should always ask for clarification if expectations and guidelines are not 
clear to them, not make assumptions.  

• Teachers may ask students to describe in writing how AI was used (when it is 
allowed) and what benefit it provided.  

Students should understand that: 

• There is no guarantee of privacy associated with their use of the School’s 
technology resources. Students should not expect that email, voicemail, or other 
information created or maintained on the School’s network, School-issued 
devices, or School-administered services (even those marked “personal” or 
“confidential”) will be private, confidential, or secure. The School has the right to 
access and monitor School-owned and student-owned computers and 
communication devices connected to the School’s network. Each student 
consents to the School’s right to view and/or monitor the School’s network and all 
of its associated accounts. 

• They may be held accountable for unattended accounts, and for use of their 
computer or communication device, if such equipment is left unattended and/or 
used by another individual. 

• They may not be “friends” with, or otherwise directly connect to via online 
networks and services, any School employee on any social networking site that is 
not used primarily for educational purposes. If a student is contacted by a School 
employee via non-school channels for non-educational purposes, the student 
should immediately notify the Head of Student Experience, Division Head, or Head 
of School. 

Parents/guardians should understand that: 

• It is the responsibility of all parents/guardians to read this policy and discuss it with 
the student. 

https://www.noodletools.com/blog/citing-ai/
https://style.mla.org/citing-generative-ai/
https://www.chicagomanualofstyle.org/qanda/data/faq/topics/Documentation/faq0422.html
https://www.chicagomanualofstyle.org/qanda/data/faq/topics/Documentation/faq0423.html
https://apastyle.apa.org/blog/how-to-cite-chatgpt


 

• Teachers and administrators strive to help students understand this policy at a 
level that is appropriate to their age and development. 

• If a student damages the hardware or software of any School-owned technology, 
the parent/guardian may be responsible for paying for the repair or replacement of 
that technology. 

The School may: 

• Access, view, monitor, and track any information or communication stored on or 
transmitted over the School’s network, on or over equipment that has been used to 
access the School’s network, or School-issued devices, or School-administered 
accounts and services, and under certain circumstances, it may be required by law 
to allow third parties to do so. In addition, others may inadvertently view messages 
or data as a result of routine systems maintenance, monitoring, or misdelivery. 

• Restrict the material accessed and not permit computers to be used for anything 
other than educational purposes. 

Network Security 

Security on any computer network is a high priority, especially when the system involves 
many users. Students must notify a system administrator if they identify a security 
problem. Students should not demonstrate the problem to other users. Any user identified 
as a security risk or having a history of problems with other computer systems may be 
denied access to the School’s network. 

Reporting Violations 

If a student suspects a violation of this policy, or if a student feels nervous or 
uncomfortable about another School community member’s use of technology, the student 
should immediately report the student’s suspicions, feelings, and observations to their 
advisor, ATL, Head of Student Experience, or Division Head. Some violations may 
constitute criminal offenses, and the School may initiate or assist in the prosecution of 
any such violations to the fullest extent of the law.  

Cell Phones and Electronic Devices  

Cell phones and other electronic devices such as smart watches and iPads are disruptive 
to the School’s educational environment. Middle School students are not allowed to use 
such devices during the school day. 5th and 6th graders must keep electronic devices in 
their cubbies during the school day. 7th and 8th graders will generally be provided with 



 

magnetic-locking pouches to store phones and smart watches from arrival until the end 
of the school day. Middle school students are expected to leave larger electronic devices 
at home.  

Upper School Students may access their phones but are not allowed to use them during 
school hours without faculty permission. Upper School Students may be required to take 
off and stow away smart watches and other devices during quizzes, tests, and other 
examinations.  

In the event of an emergency, students are expected to contact the nearest faculty, staff, 
or administration member. For emergencies or to deliver messages to students, parents 
should contact the Front Office at 425-868-1000. Exceptions to this policy may be made 
by the School under certain circumstances, such as medical necessity. Please speak with 
the division head for more information.  

The School prohibits students, families, and other community members from using cell 
phones or other electronic devices to record (video, audio, or otherwise) the School 
environment without express permission from the School. This policy generally does not 
apply to recordings at School performances and events.  

 

5.7 LIBRARY & RESOURCES 

The Overlake Library supports students’ academic and personal growth by providing 
access to a wide array of digital and physical resources, study spaces, and research 
assistance. Library hours generally coincide with school operating hours, with extended 
availability before and after school as posted. Students may borrow books, materials, and 
technology resources using their school ID cards. Borrowed items must be returned or 
renewed by their due dates to avoid late fees or replacement charges. Digital resources 
and databases can be accessed through the Overlake library portal using student 
credentials. 

The Overlake library is sometimes available to serve the needs and interests of students, 
faculty, staff, and families. Students learn to use various library resources within the 
context of their classes, and teachers are available to assist with research, reference 
material, and general questions about the library. 

https://library.overlake.org/policies


 

Please follow the proper procedures for borrowing library books. Families will be held 
responsible for the cost of lost or unreturned books and materials, plus a $15 processing 
fee. 

 

5.8 CAMPUS FACILITIES & RESOURCES 

Overlake’s campus offers numerous facilities designed to support student learning, well-
being, and community interaction. Key facilities include classrooms, laboratories, arts 
studios, athletic and recreational spaces, and common areas such as the Campus Center 
and cafeteria. Students are assigned individual lockers or cubbies each year for secure 
storage of personal items; locks must be school-approved. Lost-and-found items are 
collected and stored in designated locations at each building, and students are 
encouraged to check these locations regularly for missing belongings. A detailed campus 
map highlighting facilities and resources is available on the school's website and at the 
main office. 

School Campus Access During Non-Class Times 

Certain areas of the campus are off limits during the school day. These include the 
pastures, woods, and unmarked trails surrounding the campus. As outlined below, Middle 
School students have specific guidelines about which areas of campus they may access 
during the day. During the day, Upper School students may go to their cars to retrieve 
something, but they may not “hang out” in the parking lot or in cars that are parked on 
campus. 

Middle School Student Guidelines  

To promote student safety, Middle School students should remain in areas where there is 
an adult present. Students should only be in classroom buildings when an adult is present 
and may enter five minutes before class starts, both in the morning and after lunch.  

• Middle School students who arrive at school early may be in the Campus Center, 
the Student and Community Center, or the library. 

• After eating lunch, Middle School students may remain in the Campus Center. 
They also have the option of going to the library, the TLC Student Center, the 
Fieldhouse, or being outside in the areas immediately surrounding the Campus 
Center. 



 

• Middle School students who remain on campus after school and are not in a 
supervised activity, such as athletics or arts program, should report to the library 
or Student and Community Center at 3:10 pm and remain there until transportation 
home is available. 

Walking Campus  

Overlake is a walking campus. Therefore, the School does not allow the use of 
skateboards, scooters, in-line skates, hoverboards, electric skateboards, e-bikes, 
segways, and e-scooters on campus. While students may ride bicycles to school, 
bicycles may not be ridden on campus during the school day.  

Visitors to Campus 

For the safety of our students, our Visitor Pass policy includes parents, family members, 
alumni, and visitors from outside of the School community. Upon arrival, all visitors are 
required to check in with the Main Office to obtain a Visitor’s Pass. Special events for an 
entire class and all School meetings are exceptions to this policy. 

Animals on Campus  

Overlake is committed to providing a high-quality educational program to all students in a 
safe and healthy environment. Therefore, family pets and other animals must not be 
brought to school or School programs. Overlake recognizes that the learning environment 
can sometimes be supported by the presence of living things, including animals, and 
exception to this restriction may be made by the Head of Student Experience, Division 
Heads, or the Head of School.   

This policy does not apply to service animals, as defined by applicable law. A student or 
other visitor to campus who has a disability that requires the assistance of a service 
animal is generally permitted to bring the service animal to campus and School programs. 
When it is not obvious what service the animal provides, the School may ask whether the 
animal is required because of a disability and the job or task the animal is trained to 
perform. Service animals are generally permitted in all areas on campus where the 
student or community member respectively is allowed to go. However, there may be 
some locations and activities where service animals are not allowed for health and safety 
reasons, and the School will notify the handler of any such restrictions.  

If a student is aware of a need to have a service animal on campus or at School 
programs, the student should contact the Director of Health & Wellness. The goal is to 



 

help ensure that the student and service animal have appropriate access to the School’s 
premises, facilities, and programs.  

Handlers are expected to use a leash, harness, cape, or another marker to help identify 
their animal as a service animal. The School expects service animals to be in compliance 
with any licensing, medical, and behavioral requirements, and that the handler provides 
appropriate supervision, control, and care of the animal. Failure to meet these 
expectations, or if there are concerns that the service animal presents a threat to health, 
safety, or property may result in the School limiting or denying access to campus and 
School programs or imposing other restrictions.  

Students and other members of community are expected to recognize that a service 
animal is not a pet. They should not approach or engage with a service animal unless they 
have the express permission of the handler to engage with the service animal. 

Emotional Support Animals  

Emotional support animals are not individually trained or certified to perform any 
disability-related task and are not considered service animals. Therefore, emotional 
support animals are not allowed on campus or at School programs, with limited 
exceptions. A student with a disability that may be supported by an emotional support 
animal should contact the School so that the School can engage the student and the 
student’s family in an interactive process to determine if effective participation can occur 
with reasonable accommodation. 

 

5.9 FOOD & DELIVERIES 

Food Policies: 

Students should manage food responsibly, considering community allergies. Outside food 
deliveries during school hours are not permitted to ensure security and effective allergy 
management. Coordination with the Health Director is essential for students with severe 
dietary needs.  



 

6. COMMUNITY EXPECTATIONS & 
CONDUCT 

6.1 CODE OF CONDUCT OVERVIEW 

Students at Overlake are expected to conduct themselves in a manner consistent with the 
School’s core values: compassion, curiosity, integrity, inclusion & equity, and mutual 
respect. Community expectations at Overlake are designed to support a culture that 
fosters positive relationships, respect for individuals and property, academic honesty, 
and personal responsibility. Students should adhere to these expectations at all times, 
both on campus and when representing the School at off-campus events. 

 

6.2 INTERPERSONAL RELATIONSHIPS & CONSENT; 
BULLYING & HARASSMENT  

Commitment to Respectful and Healthy Relationships 

The School is committed to fostering a safe, healthy, and respectful learning environment 
for all members of its community. This environment excludes any behaviors that are 
disrespectful or physically and/or emotionally harmful to others. Every member of the 
School community plays an important role in upholding these standards and intervening, 
as appropriate, when they witness or become aware of behavior that conflicts with the 
School’s community values. 

Awareness and acceptance of individual identity are fundamental to the School’s mission. 
The School expects all community members to treat each other with civility, respect, and 
dignity. Whether in-person or online, students should interact with others in a polite and 
appropriate manner. Before acting, students are encouraged to think carefully about how 
their words, actions, or appearances may negatively affect others. 

All students are valued members of the School community, offering unique opportunities 
to develop lasting, positive relationships with peers, faculty, and staff. The School strives 
to support students in cultivating these connections. However, the School also expects 
that these relationships remain appropriate and healthy, promoting mutual respect and 



 

understanding. The School promotes this through education and timely intervention when 
necessary. 

To support these goals, the School has established policies to help students navigate 
their interpersonal relationships safely and appropriately. Students and parents/guardians 
are encouraged to communicate with the Head of School, Division Heads, Head of 
Student Experience, advisors, or the Director of Health and Wellness with any questions 
or concerns about these policies. Open and honest communication about these sensitive 
topics is key to preventing misconduct and is essential in cultivating a culture of personal 
responsibility, mutual accountability, and positive peer leadership. 

Sexual Intimacy and Consent 

The School recognizes that sexuality is a natural part of human development, and the 
exploration of sexuality is often a part of adolescence. However, any level of sexual 
intimacy can bring physical, psychological, and emotional challenges that may be 
overwhelming for students. Therefore, the School does not endorse or condone sexually 
intimate activity among students and encourages postponing sexual intimacy until 
students have moved beyond adolescence. 

Students who have questions about sexual intimacy or who have engaged in sexually 
intimate activities and wish to report or discuss the situation are encouraged to reach out 
to a trusted adult so that appropriate support and resources may be provided. Under 
certain circumstances, the School may be required to report the situation to government 
authorities, including Child Protective Services (CPS) under the Washington State 
Department of Children, Youth, and Families, or the local police. 

If a student is found to have engaged in sexually intimate activity, or if there is evidence 
suggesting they have, the School will generally approach the situation as a health matter. 
This response may involve notifying parents/guardians and, when appropriate, referring 
the student to the School’s student support team. It is essential that students understand 
that certain sexual activity may be illegal and, therefore, is prohibited by the School. 

Consent and Legal Considerations 

The School adheres to Washington State law regarding sexual activity and consent. The 
following points clarify key aspects of consent and the legal age for sexual activity: 

• The Age of Consent: Under Washington State law, the age of consent for sexual 
activity, including intercourse, oral sex, or any penetrative act, is 16 years old. 

https://www.dcyf.wa.gov/
https://www.dcyf.wa.gov/


 

• Age Difference: Consent to sexual intercourse is not legally recognized if one 
participant is aged 13-15 and there is an age difference of more than 36 months. 

• Consent is also not legally recognized if one participant is 12 or younger and there 
is an age difference of more than 24 months. 

• Incapacitation: Consent cannot be obtained from someone who is asleep or 
otherwise mentally or physically incapacitated, whether due to drugs, alcohol, or 
another condition. 

• Coercion: Consent cannot be obtained through threat, coercion, or force. If threat, 
coercion, or force is used, any “agreement” is not considered consent. 

• Ongoing Consent: Consent is ongoing and can be withdrawn at any time during an 
encounter. 

• No Implied Consent: Consent to one activity does not obligate a person to consent 
to any other behavior, and consenting once does not obligate someone to consent 
on future occasions. 

Communicating Consent 

Consent is communicated through clear, verbal interaction and must meet the following 
criteria: 

• The person must be physically and legally capable of giving consent. 
• Consent is given through an ongoing, step-by-step verbal exchange, leading to an 

expressed and honest “yes.” 
• Asking permission to engage in specific activities and to progress to new, 

different, or more intimate activities is essential. 
• Desires and expectations should be clearly communicated. 
• A clear “yes” is required; the absence of a “no” does not imply consent. 
• “No” must always be respected. If a person expresses disagreement or 

unwillingness, that must be honored at all times. 

Following Washington State law, the School prohibits students from engaging in 
nonconsensual sexual activity. The School also prohibits sexual activity that violates the 
law, including rape, sexual assault, and statutory rape. All sexual activity between any 
student and any School employee is strictly prohibited. 

Bullying, Discrimination, Harassment, Hazing, Sexual Assault and Sexual 
Harassment  

The School does not tolerate verbal or physical behavior that constitutes bullying 
(including cyber-bullying), discrimination or harassment, hazing, sexual assault, and 



 

sexual harassment (collectively referred to as “interpersonal misconduct”). The School is 
dedicated to preventing interpersonal misconduct by fostering a positive school culture 
and providing a curriculum that encourages social skills development. We work to 
enhance students’ abilities to develop healthy relationships and to take positive action 
when they witness or experience any form of interpersonal misconduct. The School is 
also committed to promptly addressing any behavior that impedes the learning of any 
student or interferes with the experience of any other member of the School community.  

Interpersonal misconduct is prohibited on the School’s campus and the property 
immediately adjacent to School grounds, on School vehicles and at School-sponsored 
events, activities, athletic contests, and off-campus trips. School-owned technology (Wi-
Fi) may not be used to intimidate, harass, threaten, or bully another student. In addition, 
interpersonal misconduct is prohibited at a location, activity, function, or program that is 
not School-related or through the use of technology or an electronic device that is not 
owned, leased, or used by the School, if such conduct: (a) creates a hostile environment 
at school for a student, (b) infringes on the rights of a student at school, or (c) 
substantially disrupts the educational process or the School’s orderly operations. Though 
interpersonal misconduct that occurs outside of the above locations may be outside of 
the School’s disciplinary reach, we still encourage families and students to share potential 
incidents with a trusted staff member (as discussed in more detail below) if the School 
may need to have a heightened awareness of protecting students’ safety while at school. 

Definitions 

Aggressor: A student or faculty/staff member who engages in bullying (including cyber-
bullying), harassment, discrimination, hazing, sexual assault, sexual harassment, or 
retaliation towards another student. 

Bullying: Any intentional electronic, written, verbal, or physical act that:  

a. causes physical or emotional harm to the student or damage to the student’s 
property 

b. substantially interferes with a student’s education 
c. creates an intimidating or threatening educational environment at school for the 

student; or  
d. substantially disrupts the orderly operations of the School.  

The School recognizes that certain students may be more vulnerable to becoming targets 
of bullying or harassment based on actual or perceived differentiating characteristics, 
including race, color, religion, ancestry, national origin, sex, socioeconomic status, 



 

homelessness, academic status, gender identity or expression, physical appearance, 
pregnant or parenting status, sexual orientation, mental, physical, developmental or 
sensory disability, or by association with a person who has or is perceived to have one or 
more of these characteristics.  

What constitutes a bullying incident lies in the relationship between the aggressor and the 
target, and the intent to cause distress to the target. While bullying incidents vary in 
nature and degree of severity, one act may constitute bullying.  

 Direct Bullying Indirect Bullying 

Verbal  • taunting 
• teasing 
• name calling 

• spreading rumors 

Physical  • hitting 
• kicking 
• slapping 
• destruction or theft of 

property 

• enlisting another person to hit, kick, 
slap, etc. someone for you 

Non-verbal / 
Non-physical 

 

• threatening or 
obscene gestures 

• excluding others from a group 
• manipulation of friendships 
• threatening email or social media 

messages 

 

Cyber-Bullying: Bullying through the use of technology or electronic communication, 
including, but not limited to, any transfer of signs, signals, writing, images, sounds, data, 
or intelligence of any nature transmitted in whole or in part by a wire, radio, 
electromagnetic, photo electronic, or photo optical system, including, but not limited to, 
electronic mail, Internet communications, instant messages, or facsimile communications. 
Cyber-bullying includes but is not limited to: (a) the creation of a web page, account, or 
blog in which the creator assumes the identity of another person, and (b) the knowing 
impersonation of another person as the author of posted content or messages, if the 
creation or impersonation constitutes bullying conduct as defined above. Cyber-bullying 
includes, but is not limited to, the distribution by electronic means of a communication to 



 

more than one person, or the posting of material on an electronic medium that one or 
more persons may access, if the distribution or posting creates any of the conditions 
included in the definition of bullying. 

Faculty/Staff: Faculty/staff members include, but are not limited to, educators, 
administrators, counselors, school nurses, dining services workers, custodians, bus 
drivers, athletic coaches, advisors to extracurricular activities, support staff, and 
paraprofessionals. 

Harassment or Discrimination: Harassment is defined as unwelcome behavior that is 
pervasive or severe and has the purpose or effect of: (a) creating an intimidating, hostile, 
or offensive environment; (b) interfering unreasonably with a student’s academic 
performance including their ability to learn or conduct their usual work; or (c) creating a 
situation where academic decisions of a student depend on the student submitting to 
and/or not objecting to the behavior. Additionally, discrimination is defined as unfair 
treatment based on race, creed, color, national or ethnic origin, sex, gender identity, 
sexual orientation, disability, or other protected statuses. 

Harassment and discrimination can take many forms. Examples include, but are not 
limited to, limiting opportunities to participate in certain clubs, teams, or activities based 
on certain characteristics, as well as slurs, jokes, statements, remarks, questions, 
gestures, pictures, emails, texts, or cartoons regarding a legally protected status that are 
derogatory or demeaning to an individual’s or group’s characteristics or that promote 
stereotypes. Harassment also includes physical attacks, putting a person in fear for their 
safety, threats, or references to school violence, and sexual harassment (as defined 
below). 

Hazing: Subjecting a student to a physical or mental health injury as part of an initiation, 
or as a prerequisite to membership, into any organized school group, including any 
society, athletic team, fraternity or sorority, or other similar group. Prohibited conduct 
includes, but is not limited to, forced consumption of any food, liquor, beverage, drug, or 
other substance, forced calisthenics, exposure to the weather, or any brutal treatment or 
forced physical activity which is likely to adversely affect the physical or mental health or 
safety of a student or any other person, or which subjects the student or any other 
person to extreme mental stress, including extended deprivation of sleep or rest or 
extended isolation. The School does not condone any form of hazing, whether consent is 
implied or given, or any other circumstances whatsoever, regardless of the grade level of 
the student. 



 

Hostile Environment: A hostile environment refers to a situation in which certain 
misconduct causes the School environment to be permeated with intimidation, ridicule, or 
insult that is sufficiently severe or pervasive to alter the conditions of a student’s 
education. 

Interpersonal Misconduct: For purposes of the School’s policies, includes bullying, 
cyber-bullying, discrimination, harassment, hazing, and sexual assault. 

Retaliation: Any form of intimidation, reprisal, or harassment directed against a student 
who reports misconduct (including, but not limited to, bullying, harassment, 
discrimination, hazing, sexual assault, or sexual harassment), provides information during 
an investigation, or witnesses and/or has reliable information about such misconduct. 

Sexual Assault: When a person is forced or coerced into sexual activity without giving 
consent. Sexual activity includes, but is not limited to, touching or fondling, either directly 
or through clothing, of another’s intimate areas or any contact, intrusion, or penetration of 
another’s sex organs, anus, or mouth. 

Sexual Harassment: A type of harassment (as defined above), sexual harassment 
includes unwilling and unwanted sexual attention or advances, and other verbal or 
physical conduct of a sexual nature. Examples of conduct that may constitute sexual 
harassment include (regardless of whether of intent or whether such behavior makes the 
target feel uncomfortable):  

• Offensive body language (staring or leering at a person’s body; standing or 
brushing too close). 

• Offensive or unwanted sexual comments, abuse, jokes, or insults, verbally or in 
writing. 

• Sexual contests (competing to achieve sexual goals, like keeping lists of exploits, 
winning prizes, or facing consequences for unmet goals). 

• Derogatory or pornographic posters, cartoons, or drawings. 
• Pressure for sexual activity (hazing or threats; repeated requests after rejections). 
• Offering favors or benefits in exchange for sexual acts, or threatening 

mistreatment if one does not engage in sexual acts. 
• Offensive or unwelcome physical advances (kissing, hugging, pinching, grabbing, 

groping, “playful” slapping, etc.). 

Target: Any student against whom interpersonal misconduct or retaliation has been 
perpetrated. 



 

Legal Definitions and School Policies 

In accordance with the School’s mission, values, and standards of conduct, the School 
has supplemented and/or provided broader protections against bullying, discrimination, 
harassment, and other inappropriate conduct than may be required under applicable 
laws. In essence, the School’s standards may be stricter than the law and the School may 
impose discipline accordingly. The School’s efforts to enhance its protection of students 
in no way expand an individual’s rights under applicable laws. Further, the School may 
modify and amplify the standards set forth above and use its discretion in the 
interpretative enforcement of all ideals and standards of conduct.  

Reporting Complaints 

Students who experience or witness interpersonal misconduct, or have relevant 
information about interpersonal misconduct among peers, should report the incident 
immediately to a faculty or administrative member with whom they feel comfortable. 
Overlake’s School Counselors are also available for consultation on these issues. 
Additionally, parents or guardians are encouraged to promptly notify the Head of School, 
Division Heads, Head of Student Experience, or Director of Health and Wellness if their 
child is involved in such an incident, whether as a target or witness. 

Anonymous Reports 

While anonymous reports from students are accepted, they are less effective to 
understanding the circumstances. Therefore, the School encourages students not to 
make anonymous reports and, instead, to seek the support of a trusted adult. Disciplinary 
action will generally not be taken solely on the basis of an anonymous report. 

Confidentiality 

The School cannot guarantee absolute confidentiality to those reporting interpersonal 
misconduct, as there may be a need to share information during an investigation or 
otherwise; however, the School only discloses such information discretely and on a need-
to-know basis. 

False Complaints 

False or exaggerated accusations can be damaging, and any knowingly false accusations 
of interpersonal misconduct or retaliation will be handled by the School accordingly. 
Individuals who make false claims may face disciplinary action. 



 

Investigation Process 

The goal of investigations is to address and prevent future incidents. The School may 
take immediate steps, such as increased supervision, stay-away mandates, and personal 
safety plans, as may be appropriate, to prevent further misconduct, witness interference, 
and/or retaliation during and after the investigation. In addition, the School may place a 
student on leave during the investigation. 

The Head of School will designate an individual to conduct an impartial, fact-finding 
investigation of the complaint. This investigation may include, but is not necessarily 
limited to, interviews with the complainant, alleged target(s), alleged aggressor(s), and 
any other witnesses or parties who have information relevant to the alleged incident. An 
appropriate administrator typically conducts investigations; however, in certain situations, 
the School may employ an external investigator. The School may consult with faculty, the 
Director of Health and Wellness, the parents/guardians of the alleged target(s) and/or the 
alleged aggressor(s), or any other individual deemed to have knowledge about or 
circumstances surrounding the complaint. The School expects students and their parents 
to cooperate with the School’s investigations, which include not retaining legal counsel to 
represent the student in any school investigations. 

Retaliation 

The School neither tolerates nor engages in retaliation against an individual for filing a 
complaint about interpersonal misconduct or cooperating in an investigation of such a 
complaint. The School will not take adverse action against a student for making a good 
faith report of interpersonal misconduct.  

Outcome of Investigations 

After completing the investigation, the investigator will generally determine whether and 
to what extent the allegation of interpersonal misconduct has been substantiated. Based 
on those determinations, the School may implement any disciplinary action and/or other 
remedial action, as appropriate, as well as consider whether counseling, or a referral to 
appropriate services, should be offered to targets, aggressors, or family members of the 
affected students or targets. 

 Information about consequences or other corrective action may be shared with the 
School community as deemed appropriate by the Head of School. Such an announcement 
may be made in person, by electronic communication, or otherwise.  



 

Notification to Parents/Guardians  

The School may notify the parents/guardians of the alleged target(s) and the alleged 
aggressor(s) promptly after a complaint has been filed, upon completion of the 
investigation, and to report the results of the investigation. Parents/guardians of the 
target(s) may also be notified of any action to be taken to prevent further acts of 
interpersonal misconduct or retaliation. In all situations, the amount of information shared 
by the School may be limited by confidentiality laws, privacy considerations, and 
concerns regarding the integrity of the investigatory processes.  

Notification to Authorities 

If a crime has occurred or abuse/neglect is suspected, the School may notify appropriate 
law enforcement or government agencies. The School’s investigation is separate from 
any legal proceedings and the School may defer investigative steps until notification that 
such authorities have concluded their initial fact-gathering and have authorized the 
School to proceed. If the School receives a complaint involving students from another 
school, the School may notify the appropriate administrator of the other school so that 
both may take appropriate action. 

Sanctuary Policy (Sexual Assault) 

Students reporting sexual assault are encouraged to speak to a trusted adult on campus, 
at home, or to an appropriate external resource. When making such outreach, students 
may share as little or as much information as they would like. 

Student health and safety are more important than discipline. Therefore, a student should 
not refrain from seeking help for fear of discipline for violating a School rule when the 
student needs to call for help due to a sexual assault, the student may be granted 
sanctuary from discipline for the rule violation (unless, for instance, the student 
perpetrated the sexual assault).  

 

6.3 SUBSTANCE USE & HARMFUL BEHAVIORS 

Use of Tobacco Products 

Overlake is a tobacco-free campus. The use of any kind of tobacco by students is 
prohibited at all Overlake activities on and off campus. All students, parents, visitors, or 



 

other members of the School community are prohibited from using any tobacco products 
while on campus, participating in any School-sponsored activities, or traveling via any 
School transportation. 

Harmful Substances: Alcohol, Drugs, Tobacco, and Other Mind-Altering 
Substances 

A student may not (or attempt to) buy, sell, possess, or use alcohol or other unauthorized 
drugs or substances, tobacco products (including e-cigarettes and vaping), and/or any 
drug paraphernalia and may not intentionally misuse products that can act as inhalants or 
other mind-altering substances, while enrolled in the School. Such conduct is also 
prohibited by all community members while on campus and at School-sponsored events 
and activities. The School provides information to students and their families about the 
health and social impact of drug, substance, and alcohol use and abuse. Students are 
prohibited from using medications, both prescription and over-the-counter, in any 
manner other than as prescribed or intended by the manufacturer. 

In addition to a potential disciplinary response, students who violate this policy may be 
required to take certain steps including, but not limited to:  

• Obtain a drug and alcohol assessment, including urinalysis, from a qualified 
(licensed or certified) drug and alcohol counselor or state-approved agency.  

• Comply with any provider-recommended treatment.  
• Attend a conference with their parents/guardians and appropriate School 

administrators to discuss the results of the assessment and the recommendations 
for treatment. Complete results of this assessment must be available at the 
meeting.  

The family will be responsible for coordinating and payment of all outside services, 
including any testing, assessment, and treatment programs. If needed, Overlake can 
provide a list of assessment and treatment agencies. Appropriate authorization forms 
must be signed so that providers can share test results and recommendations with the 
School. Continued enrollment may be conditioned upon receipt of this assessment and 
compliance the treatment recommendations. 

Sanctuary Policy 

The use and abuse of alcohol and drugs can lead to serious health consequences. As a 
way of letting students know that their health and safety are of paramount concern, the 
School encourages students to ask for help from adults should they find themselves or 



 

another student impaired, ill, or struggling with substance use or abuse. The School’s 
Sanctuary Policy provides students with a way to access support around alcohol and 
substance abuse issues without triggering the disciplinary process.  

Invoking Sanctuary 

Students may invoke this policy on their own behalf or on behalf of another student by 
contacting any faculty, staff, or administration member at the School in the following 
circumstances. 

• Medical Emergencies: In the event of a medical emergency, including those 
potentially caused by drug or alcohol use, it is crucial that medical evaluation and 
treatment begin as soon as possible. To encourage students to seek help in an 
emergency, students can request assistance from the Health Center or ask a 
faculty member to call for emergency medical help. This request will trigger a 
medical response rather than a disciplinary one. 

• Non-Emergencies: Students may also invoke this policy in non-emergency 
situations where the health of themselves or another student is at risk due to 
alcohol or drug use, including, but not limited to recent ingestion of a banned 
substance, chronic substance use or abuse, and past use or abuse impairing 
school functioning. 

In either scenario, the request for assistance must be made by the student before any 
faculty or staff member learns of the student’s substance use or abuse. 

Assessment, Consultation, and Notification 

When a student invokes this policy, the School will promptly assess whether medical 
attention is necessary. The following individuals may be notified as appropriate: the 
student’s advisor, the nursing staff, school counselors, the Head of Student Experience, 
Division Heads, the Head of School, and the student’s parents/guardians.  

The School will determine if follow-up evaluation or counseling through an off-campus 
medical or substance abuse testing and treatment program is required. If so, the 
student’s advisor, the nursing staff, school counselors, the Head of Student Experience, 
and the Head of School will be kept informed, as appropriate. In cases requiring extended 
follow-up, the student may be allowed or required to take a medical leave of absence. 



 

After treatment for alcohol or drug use or abuse, the student may be required to undergo 
an independent assessment within two weeks before returning to school. The medical 
professional conducting the assessment must:  

• Evaluate the student’s alcohol or drug use. 
• Provide recommendations for the student’s care. 
• Discuss those recommendations with the School. 

Students are expected to follow any recommendations arising from the assessment. 

Limits of this Policy 

Ultimately, the School will determine whether a situation meets the Sanctuary criteria. 
This Sanctuary Policy cannot be invoked if the student is already involved in the 
disciplinary process for alcohol or substance abuse. Misuse of this emergency protocol 
to avoid disciplinary action may lead to referral to the Head of Student Experience. In 
certain cases, such as those involving child abuse or neglect, the law may require 
notification of state and local authorities. This applies even when the School chooses a 
non-disciplinary response.  

 

6.4 INAPPROPRIATE ITEMS & SAFETY 

It is unlawful for any person to carry onto or possess on the grounds of the School or 
School-provided transportation a dangerous weapon including, but not limited to, a 
firearm, air gun, air pistol or rifle, pellet gun, stun gun, throwing stars, nunchaku sticks, 
spring blade knife, or metal knuckles. Any knife other than a pocket or penknife may be 
considered a dangerous weapon. Propelling any projectile at a motor vehicle, an unwilling 
or unsuspecting person, or a building, so as to endanger another, is considered reckless 
behavior and is also prohibited by the School.  

Search and Seizure 

Overlake may conduct a search of a student and/or the student’s belongings, including 
personal items, such as bags and backpacks, personal electronic devices, and other 
effects, if the School suspects a student may be violating the law or violating a School 
rule or code of conduct. Lockers (in the Locker Rooms at the Gym & Field House) and 
cubbies are the property of the School. Students exercise control over their lockers and 



 

cubbies from other students, but not from the School and its officials. As a result, the 
Head of School and the Head’s designees, as well as law enforcement officials, may 
search lockers and cubbies as the School determines may be appropriate, which may 
include random searches. The School and law enforcement officials may seize items that 
may jeopardize the safety of others or property, constitute a health hazard, or are 
otherwise prohibited by the School’s policies.  

Parking on School premises is a privilege, not a right. As such, any person who operates 
a vehicle on School property or in connection with any School-related activity is agreeing 
that the School may inspect and search the vehicle and its contents without notice and 
without further consent. 

 

6.5 COMMUNITY VALUES IN PRACTICE: 
Students represent the School community at all times and are expected to maintain 
standards of conduct both on and off campus. The School may take disciplinary actions 
for inappropriate off-campus behavior that impacts the community or school operations. 

Overlake fosters a safe, respectful environment, excluding disrespectful or harmful 
behaviors. Members of the community must uphold these standards and intervene when 
witnessing conflicting behavior. Students must treat each other with civility, respect, and 
dignity, considering the impact of words, actions, or appearances on others. 

Key Community Values in Practice: 

• Assemblies & Community Gatherings - Students must attend assemblies 
promptly, engage respectfully, and listen attentively. 

• Social Media & Digital Conduct - Use social media responsibly, refraining from 
posts or behaviors that harm others or violate community values. 

• Off-Campus School Events - Students should behave exemplarily at athletic 
competitions, performances, field trips, and other school-related activities, 
demonstrating conduct consistent with Overlake’s values. 

• Upstander Culture – Students should proactively support peers, report concerning 
behaviors, and help maintain a safe, supportive environment. 

 

 



 

6.6 GAMBLING 

Students are prohibited from engaging in gambling while on campus or participating in 
any School-related events and activities. For purposes of this policy, “gambling” means 
wagering or betting money or other items of value on an uncertain outcome with the 
intention of winning additional money, property, or items of value. Gambling may include 
various activities, regardless of formality, including, but not limited to, playing card 
games, dice games, or other games of chance for money or valuables; betting on sports, 
events, or other activities; participating in online gambling platforms or apps; and 
engaging in lottery or raffle-style activities not authorized by the School. 

  



 

7. DISCIPLINE & RESTORATIVE PRACTICES 

7.1 PHILOSOPHY & PROCESS 

Discipline is a shared responsibility within the Overlake community. Overlake’s discipline 
guidelines are rooted in the School’s philosophy and principles, which emphasize good 
character, accountability, safety, and the development of personal growth and self-
awareness. The Discipline Guidelines are intended to provide students with the 
opportunity to understand the impact of their behavior on themselves and the larger 
community. Both expectations and consequences are appropriate for their age and 
developmental stage. Overlake is dedicated to providing a supportive environment where 
students uphold a healthy and safe community. 

This section offers a general overview of the School’s disciplinary approach; however, 
the School will address each situation as it determines is appropriate.  

Faculty and Administration Involvement in Discipline  

The faculty and administrators at Overlake seek to help students learn how to manage 
their behavior more effectively and deal with difficult situations constructively. Classroom 
teachers play an important role in discipline, as students spend most of their time during 
the school day in the classroom. Teachers are expected to clarify their academic and 
behavioral expectations for students in their classroom and hold students accountable 
through appropriate classroom management. However, in all situations, the teacher may 
refer a student to the appropriate advisor, ATL, Division Head, Head of Student 
Experience, or administrator. 

Student Involvement in Discipline 

When students are involved in a problem, they are encouraged to reflect on their actions, 
including: 

• Express their perspective on the cause of the issue. 
• Explain their reasons for their actions. 
• Consider alternative choices they could have made. 
• Examine the consequences of their actions. 



 

Parental Involvement in Discipline 

Disciplinary matters and student issues are handled directly by teachers, administrators, 
and appropriate staff. The School may contact parents regarding both minor and serious 
incidents at any stage of the disciplinary process. In cases where parental involvement is 
warranted, the relevant teacher, advisor, or administrator may contact the parents to 
discuss the situation. The goal is to help students understand expected behavior and take 
responsibility for their actions. 

If a student is having an issue with a peer, parents should not attempt to deal with the 
other student directly about that matter. Doing so may put a student in an intimidating 
situation and is best resolved, when appropriate, through a School administrator. Please 
speak to the appropriate School administrator for guidance with respect to any questions 
about contacting another student or parent about a School-related matter. 

 

7.2 INFRACTION LEVELS & RESPONSES 

A student’s violation of the School’s community expectations or policies may be 
considered an infraction. Some infractions are more significant than others. Whether or 
not an infraction is classified as “significant” is determined by the School.  

Examples of infractions include, but are not limited to, the following. 

• Disrespect toward persons or property 
• Leaving campus without permission 
• Cutting a class 
• Driving or parking recklessly to, from, or on campus or at a School activity 
• Being disruptive in the classroom, library, assembly, or any other campus activity 
• Lying, deceit, or any other dishonest behavior 
• Profanity 
• Cheating or plagiarism 

There are certain fundamental practices and expectations at Overlake that, when 
violated, are considered very serious and significant infractions. These infractions may 
include, but are not limited to, the following: 

• Violation of the School’s health and safety policies 
• Violation of the School’s Harmful Substances policy 



 

• Bullying, discrimination, harassment, hazing, sexual harassment, or sexual assault 
• Threats or references to school violence 
• Pervasive abusive language or abusive language that is aimed at another member 

of the community 
• Major cheating or plagiarism 
• Willful destruction of property 
• Stealing 
• Possession or use of any kind of weapons on campus 
• Refusal to cooperate with an ongoing investigation 
• Multiple minor infractions  
• Any criminal activity under Washington State law 

Leaves of Absence Pending Discipline or Investigation 

Students who the School believes may have violated School policies or otherwise 
engaged in misconduct may be required to take a leave of absence from school while the 
situation is reviewed and resolved. 

Disciplinary Consequences  

Consequences of misconduct and/or attempting misconduct are detailed below. These 
examples are intended to provide students and their families with a general 
understanding of the School’s disciplinary approach; however, the School will handle 
each situation with a response it determines is appropriate.  

Loss of Privileges  

Loss of privileges may result when a student fails to meet the expectations associated 
with those privileges.  

Loss of Leadership Positions  

Loss of Leadership Positions may be a consequence when misconduct raises concerns 
about the student’s ability to be a role model or representative of the School.  

Consequences of Academic Dishonesty 

In addition to the disciplinary consequences outlined above, students found engaging in 
academic dishonesty may receive a reduced grade or a zero on the assignment.  



 

Consequences for Student-Athletes and Co-curricular Program Participants 

Students suspended for School-related incidents cannot participate in co-curricular 
activities during the suspension. For other disciplinary actions, the Head of Student 
Experience and the Program Director (e.g. Athletic Director) will decide on participation 
eligibility. Disciplinary consequences take precedence over all co-curricular activities, 
including practices, games, performances, and playoffs. 

If a student is referred to the SRB (Student Review Board), they may continue 
participating unless the Head of Student Experience determines it is unsafe or the 
incident is egregious. In such cases, participation may be suspended pending the 
outcome of disciplinary proceedings. 

Consequences of Violating the Harmful Substances Policy  

Overlake is a member of the Washington Interscholastic Activities Association (“WIAA”). 
According to WIAA rules, any student found possessing, using, or selling illegal or non-
prescribed prescription drugs may be immediately removed from the team for the rest of 
the season. To participate in the next sports season, the student may be required to meet 
with the School Eligibility Board, which typically includes the Head of Student Experience, 
the Athletic Director, and the relevant Division Head. This Board will make a 
recommendation to the Upper School Head, who will decide on future eligibility. A second 
violation may result in a one-year ban from interscholastic competition, and a third 
violation leads to permanent ineligibility. Overlake students are also subject to the 
School’s disciplinary procedures. 

Disciplinary Status  

At Overlake, our goal is to foster growth, learning, and responsibility. When a student 
commits an infraction, they may receive one of two disciplinary statuses: Disciplinary 
Warning or Disciplinary Probation.  

Disciplinary Warning 

A Disciplinary Warning may be issued for major infractions or repeated minor infractions. 
The Head of Student Experience may issue a warning for consistent poor behavior or 
engagement.  



 

Disciplinary Probation 

Disciplinary Probation is the most serious status at Overlake and indicates that any further 
infractions could lead to expulsion. Students may be placed on probation after two 
warnings or for a major infraction as determined by the school. 

Expungement of Disciplinary Statuses 

A disciplinary status may be removed from a student's record if, within 30 days of 
receiving the status, they submit an educational plan, the School approves the plan, and 
the student completes the plan's requirements, as determined by the School. The status 
may be expunged one year after issuance. The plan should include: 

1. Restitution for the infraction(s). 
2. Steps for learning through experience. 
3. Acceptance of responsibility for the student’s actions. 

This process removes the designated disciplinary status but does not expunge any 
associated disciplinary consequences (e.g., suspensions), from the student’s record. 

 

7.3 REFLECTION DAYS 

Reflection Days offer a restorative alternative for moderate or first-time policy breaches, 
emphasizing self-awareness, accountability, and repairing relationships rather than 
purely punitive time-served consequences. They align with Overlake’s values of 
compassion, integrity, and community responsibility. 

Used When 

• Moderate or repeat infractions (e.g., continued tardiness after warning, minor 
disrespectful communication, first-time academic integrity lapse) where guided 
reflection can prevent recurrence. 

• Situations indicating underlying skill gaps (e.g., conflict resolution, time 
management) are better addressed through reflection and support. 

• Not a substitute for suspension in cases of serious or dangerous misconduct; 
however, reflective activities may follow suspension upon re-entry. 



 

Process Overview 

When a student participates in a Reflection Day, the process typically involves three 
stages:  

1. Determination 
The Head of Student Experience, or a designated administrator, reviews the 
incident with the student and decides whether a Reflection Day is an appropriate 
step. Families are informed at this stage. 

2. Reflection Day 
Students use structured prompts to reflect on the incident, its impact, and 
alternative responses. Depending on circumstances, this may occur on- or off-
campus, and may include conversations with an advisor, counselor, or other 
support staff. 

3. Follow-Up 
After the Reflection Day, the student meets with their advisor or other appropriate 
support staff to discuss their reflections and identify next steps to support positive 
growth. 

Roles and Responsibilities 

• Student: Engage sincerely in reflection, complete assignments, follow the Action 
Plan. 

• Advisor/Counselor/Head of Student Experience: Facilitate the process, provide 
guidance/resources, monitor progress, liaise with family and teachers as needed. 

• Family: Support the student’s engagement in the process and any follow-up at 
home. 

Integration and Distinction 

Reflection Days complement existing disciplinary measures by focusing on learning and 
restoration rather than only punishment. They differ from detention (time-based) by 
requiring meaningful reflection and goal-setting, and from community service by 
centering first on internal understanding; community service may be included when 
directly relevant. For serious violations requiring immediate removal, suspension remains 
the primary response, with Reflection Days potentially integrated upon return. 



 

Confidentiality and Record-Keeping 

Reflection materials are kept confidentially by designated staff, with summary notes in the 
student’s support file to inform future support if needed. Families are briefed on 
confidentiality limits. 

 

7.4 SUSPENSION & DISMISSAL 

Suspension 

Suspension is recorded on the student’s permanent record and may be disclosed to 
colleges, depending on the nature of inquiries. (See Disclosure policies below). 

In-School Suspension: The student will spend the day in school under School 
supervision. The student will engage in restorative practices, reflection assignments, as 
well as coursework, and teachers may provide guidance. The student must bring lunch 
and is not allowed to socialize with other students. Use of cell phones, computers, or 
other electronic devices is prohibited unless approved. Participation in co-curricular 
activities is not permitted during the suspension, including the afternoon or evening of the 
suspension days. 

Off-Campus Suspension: An off-campus suspension prohibits the student from being on 
campus and attending any School-related events. This may impact the student’s 
academics, as classwork missed during the suspension cannot be made up, including 
daily homework, quizzes, or tests. However, work assigned before the suspension, such 
as long-term projects, research papers, and final exams, may be completed. Students are 
responsible for independently learning any material missed to prepare for assignments or 
tests after the suspension. 

Dismissal 

Dismissal may occur when a student shows a serious disregard for the behavioral 
expectations of the Overlake community. This can result from a continuous pattern of 
infractions or a single egregious act that threatens or violates the community’s shared 
values. If dismissed: 

• The student will no longer be enrolled and cannot complete coursework for the 
term, though partial credit may be given for work completed up to the expulsion. 



 

• The student cannot attend or participate in any School activities, including 
Commencement ceremonies, and cannot graduate from Overlake. 

• The Student may be prohibited from being on School grounds or attending School-
related events and activities.  

• The notation “Dismissed,” along with the date, will be recorded on the student’s 
transcript. 

• A student who has been dismissed cannot reapply for admission to Overlake. 
• The family’s contractual obligation to complete tuition payments for the school 

year remains in effect, as per the Enrollment Agreement. 

 

7.5 STUDENT REVIEW BOARD (Upper School) 

The Student Review Board (SRB) is a body of students, faculty/staff, and overseen by 
administration that exists to help maintain a safe and healthy community at school. It is 
Overlake’s philosophy that discipline is an opportunity for learning, and that all students 
and adults should contribute to the process of maintaining the standards of behavior that 
Overlake expects of its community members. Consequently, the SRB helps ensure that 
situations are heard with a balanced emphasis on both community needs and the 
individual needs of students who appear before it. When deliberating a disciplinary 
referral, the SRB seeks to be fair, objective, and focus on the learning of students 
involved and the repair necessary for the Overlake community. 

Members of the Student Review Board 

The SRB consists of six students: Two seniors, two juniors, one sophomore, and one 
freshman. Additionally, there are two faculty advisors that serve staggered two-year 
terms, as well as the Head of Student Experience who oversees the Board.  

Student members are elected by their class during the fall semester’s general election. 
For grades with two members, a third alternate is chosen, and for grades with one 
member, a second alternate is identified through the election process. Members serve a 
one-year term and can be re-elected for multiple terms without limit, provided they are 
elected by their peers each year. 

Faculty advisors are appointed by the Head of Student Experience and serve staggered 
two-year terms. If a faculty member steps down or leaves during their term, they will be 
replaced, and the other advisor may be asked to extend their term to ensure continuity. 



 

Requirements of Student Members 

To be eligible to serve on the SRB, students must meet the following requirements:  

• SRB Orientation and comprehensive training. 
• Know the school’s rules and be willing to uphold them.  
• Maintain absolute confidentiality around all information presented to the SRB, as 

well as the identities of all students appearing before the SRB. 
• Strive to be objective. 
• Confident enough to express opinions as a member and withstand peer pressure. 
• Attend SRB meetings. 
• Be a contributing member of the team and work collaboratively with all team 

members involved. 
• Appropriately assess conflicts of interest, communicate with advisors, and apply 

recusals when appropriate. 

Any student member of the SRB who fails to maintain these standards will be relieved of 
their duties. If students on the SRB commit an infraction, their continuance on the SRB is 
at the discretion of the School. Should a student’s ability to serve be in question, the Head 
of Student Experience may communicate the concerns and provide an opportunity to 
address the issues. The final decision regarding a student’s ability to continue serving on 
the Board rests with the Head of School. 

Matters Heard by the Student Review Board 

Infractions by Upper School students are generally referred to the SRB. Minor infractions 
may also be referred at the discretion of the Head of Student Experience. Violations of 
the Academic Integrity Policy are typically reviewed by the Board. All decisions about 
whether the SRB will hear a matter are at the discretion of the school. Matters of a 
sensitive nature, including interpersonal misconduct and substance use, may not be 
heard before the SRB, at the discretion of the Head of Student Experience, Division Head, 
and sometimes the Head of School. 

SRB Process  

When a behavioral issue arises, it is typically brought to the Head of Student Experience, 
who conducts fact-finding to determine if an infraction has occurred. Information from 
this process is used in SRB deliberations, guided by fairness and integrity. 



 

The Head of Student Experience usually informs the student’s advisor and parents about 
the meeting and procedures. Students may choose an advocate, who must be an adult 
within the School, such as the student’s advisor. Having an advocate is optional. The 
School will inform parents before their student is called before the SRB. Parents and other 
non-school adults are not part of this process. 

During the SRB meeting, the SRB faculty advisors, or a class representative, remind 
participants of two key principles: 1) everything that occurs in the meeting is confidential, 
and 2) the SRB is a committee that weighs the facts, including new information presented 
in the proceedings, trying to make a fair recommendation. Sometimes, the Head of 
Student Experience (HSE) may open the meeting to explain the situation to the Board. 
However, the HSE does not participate in SRB meetings and is not present for the 
interaction with the Board. The student then speaks and answers any questions from the 
SRB. 

The Board deliberates and submits a recommendation to the Head of Student Experience. 
In consultation with the Upper School Head, the Head of Student Experience may accept 
or suggest amendments to the recommendation.  

Once determined, the Head of Student Experience communicates the outcome to the 
student and the student’s parents.  

If a student chooses not to cooperate with the Board’s procedure, the Board may make a 
recommendation based on available information. Students who do not cooperate are 
unable to appeal.  

While confidentiality is expected for students and faculty on the Board, those appearing 
before it may choose whether to discuss their own circumstances. The School 
recommends that students refrain from sharing information outside the Board. 

Decision Process  

A minimum of 4 students present is required for the SRB to make a recommendation to 
the Head of Student Experience and/or the Upper School Head. The SRB is not a voting 
body. Board members are expected to work collaboratively with the intent of achieving a 
working consensus. In order to make a recommendation, each member must endorse the 
recommendation being put forward. In the case that a working consensus cannot be 
reached among the students, the Head of Student Experience and/or the Upper School 
Head will use the information gathered to make a decision.  



 

When dismissal is recommended as a possible consequence, the Head of School may be 
informed and make the final determination. In any situation, the Head of School may 
impose disciplinary action, including, but not limited to, dismissing a student from the 
School, regardless of whether the SRB was convened and regardless of any 
recommendation made by the SRB. 

 

7.6 APPEALS & FINAL AUTHORITY 

Appeals 

A student may appeal a disciplinary decision made by the SRB only if new information can 
be presented.  

In order to appeal, the student must:  

• Submit a petition, in writing, within two calendar days of the decision to the Head 
of Student Experience. 

• The petition must present the new information and include arguments for why the 
decision is being appealed. 

The Head of Student Experience may share the petition with SRB members, and the 
School will decide whether to reconvene the board. If approved, a time for the appeal 
meeting will be scheduled. During the appeal meeting, new information will be discussed. 
The SRB will review the petition and may suggest changing the original consequences or 
recommend keeping them the same. The Head of Student Experience will consider the 
SRB's recommendation and make a final decision, which will be final as no further 
appeals will be accepted. In all cases, the Head of School has the ultimate authority over 
all appeals, regardless of whether the SRB has been convened or any recommendations 
made by the SRB.  

Final Authority of the Head of School 

In any situation, the Head of School has the final authority to impose disciplinary actions, 
which may include dismissal from the School without a right to appeal. 



 

Disclosure to Community  

To give students the chance to learn and grow, information about disciplinary 
consequences or other corrective actions may be shared with the School community as 
appropriate by the Head of School. Such announcements may be made in person, via 
electronic communication, or through other methods.  

Disclosure to Colleges and Next Schools 

It is the School’s policy to support students in reporting disciplinary consequences to 
colleges and other environments where they are required to do so. Overlake may also 
communicate with any next schools, colleges, or any other educational institution, 
regarding the student’s disciplinary record.  

  



 

8. Privacy, Records & Communication 

8.1 NAMES, PRONOUNS & RECORD KEEPING 

Transgender and Gender Non-Conforming Students 

Overlake seeks to provide a safe and supportive environment for all students. To that 
end, the School promotes respect for all people and will not tolerate harassment or 
bullying based on actual or perceived gender identity or expression. The School will work 
closely with students and their families with respect to students’ use of School facilities, 
participation in athletics, accuracy of student records, and use of chosen name and 
pronouns, in accordance with applicable law and to the extent that the School’s programs 
and facilities reasonably permit, as detailed below. 

Privacy and Confidentiality 

Overlake strives to ensure that all personal and medical information about transgender, 
non-binary, and gender expansive students is kept confidential, following privacy laws 
and the School’s policies.  

Names, Pronouns, and Records 

Overlake seeks to honor each student’s identity in daily life, uphold legal requirements for 
official records, and respect the family’s role. This policy reflects our values of inclusion, 
integrity, and care, and outlines a collaborative process when preferences differ. 

Daily Use and Internal Records 

Chosen Name & Pronouns: In classrooms, advisories, clubs, emails, nametags, and 
wherever Overlake-controlled systems allow, faculty, staff, and peers use the student’s 
chosen name and pronouns. 

Internal Systems: Attendance lists, learning platforms, and advisor/counselor notes will 
reflect the chosen name/pronouns to support the student’s well-being and sense of 
belonging. 



 

Legal Name and Official Documents 

Legal Name Requirement: Documents requiring a legal name (e.g., transcripts, diplomas, 
state reports, financial or legal paperwork) will use the legal name on file unless the family 
provides formal legal evidence (e.g., court order) of a name change. 

External Credentials: Diplomas and sealed transcripts sent to colleges or agencies bear 
the legal name unless changed through proper legal process. 

Family and External Communications 

Aim for Consensus: Overlake encourages early, open dialogue among student, family, 
and relevant staff (advisor/counselor) to agree on name/pronoun usage in 
communications that go to parents/guardians or external audiences (e.g., invitations, 
program listings). 

Agreement Path 

When families and student agree to use the chosen name/pronouns in family-directed 
materials (e.g., graduation program, parent newsletters), the School implements that 
choice for those communications. 

Contextual Decision-Making: If consensus cannot be reached after a good-faith 
discussion: The School leadership (e.g., Head of Student Experience, Division Head, or 
designee) will decide what name/pronouns appear in family- or external-facing 
communications, guided by: 

• The student’s age, maturity, and safety considerations. 
• Any applicable legal or accreditation requirements. 
• The student’s well-being, including potential impact on family relationships and 

emotional health. 
• Overlake’s commitment to inclusivity and compliance with laws regarding non-

discrimination. 

Families will be informed of the rationale for the School’s decision. 

Students 18 or Older 

Autonomy & Family Communications: Adult students may request chosen 
name/pronouns in internal records and daily interactions. For communications directed to 



 

their parents/guardians (if shared), Overlake will seek the adult student’s and family’s 
input; if disagreement remains, the School follows the same contextual decision process, 
bearing in mind legal privacy rights of adult students and parental expectations. 

Confidentiality and Sensitivity 

Privacy: Requests around chosen names/pronouns are handled discreetly. Staff avoid 
disclosing sensitive information (e.g., a student’s transgender status) without the 
student’s consent. 

Safety First: If there are concerns about the student’s safety or well-being, the School 
may limit certain disclosures and involve counselors or appropriate staff to ensure 
support. 

Legal and Accreditation Considerations 

Overlake follows applicable laws regarding records, privacy, and non-discrimination. 
Where state or federal regulations prescribe specific handling (e.g., for official 
transcripts), those requirements take precedence. 

The School periodically reviews this policy in light of evolving best practices, legal 
precedents, and accreditation standards to maintain compliance and uphold our values. 

Overlake commits to using students’ chosen names/pronouns in daily life and internal 
systems. For official/legal documents, the legal name remains unless legally changed. For 
family or external communications, we pursue consensus; if that fails, School leadership 
makes a contextual decision prioritizing student well-being, family dynamics, legal 
obligations, and our inclusive values. Confidentiality and supportive dialogue underpin the 
entire process. 

Access to Facilities 

Students may use restrooms and locker rooms that match their gender identity. 
Alternatives are available for those uncomfortable with shared facilities, but separate 
spaces should not be imposed unless requested by the student. 



 

Gender-Segregated Activities 

Students may participate in gender-segregated activities according to their gender 
identity. The School collaborates with interscholastic organizations to promote inclusive 
athletic opportunities. 

School Trips 

Efforts are made to ensure the safety and comfort of transgender, non-binary, and 
gender expansive students on trips. Sleeping arrangements will support each student’s 
safety, typically aligning with their gender identity, but may vary based on the nature of 
the trip and available facilities. 

 

8.2 STUDENT RECORDS & TRANSCRIPTS 

Student records are kept on file at the School. A student’s permanent record typically 
contains the School application, a transcript, athletic involvement, commendations, test 
scores, formal academic, athletic and advisor comments, advisor letters, status and 
progress reports, and letters involving any major discipline infractions. 

A transcript refers to a document showing all courses taken, all grades received, all 
honors received, and degrees conferred to a student. An official transcript is prepared 
and sent by the issuing school (by the Academic Data Manager) with an original signature 
of a school official. 

Personal working notes made by teachers, counselors, or other School personnel, 
regarding individual students are not to be included in the student’s cumulative record, 
are not available to parents, and may not be transmitted to other persons/agencies. 

Access to Student Records 

School personnel responsible for working with children, as well as secretaries and clerks 
handling records, have access to student records. Parents or students aged 18 and older 
can access and review education records, request explanations, and obtain copies if 
necessary. Both parents have access rights unless legal authority specifies otherwise. 
Information from a student’s file, including transcripts, cannot be released without signed 
parental authorization, except for School personnel with legitimate educational interest, 



 

schools where the student intends to enroll, official audits, or compliance with judicial 
orders or subpoenas, with prior notification to parents. 

Students Age 18 and Older 

Some students enrolled in the School will reach the age of 18 before graduation. In the 
United States, age 18 is the age of majority, which means that legally, an 18-year-old 
student is able to enter into (and is required to abide by) contractual obligations. 
Therefore, the School requires all students, upon their 18th birthday, to review the 
Enrollment Agreement that their parents or legal guardians signed on their behalf and 
execute an Addendum to that Agreement, which provides as follows:  

• Permission for the School to continue to discuss and release information and 
records to the student’s parent(s) and legal guardian(s) about any issues relating 
to the student’s enrollment, including, but not limited to, academic records, 
academic performance, health matters, disciplinary issues, and financial matters; 
and  

• Authorization for the School to interact with the student’s parent(s) and legal 
guardian(s) as if the student were under the age of 18. 

The student’s parent(s)/guardian(s) will continue to be responsible under the terms of the 
student’s Enrollment Agreement, including being solely responsible for the payment of all 
tuition and fees. 

 

8.3 MEDIA & PHOTOGRAPHY 

Student Media Information 

In order to portray its program accurately and vibrantly, the School makes a concerted 
effort to highlight the accomplishments of our students and faculty, as well as to publicize 
the strength of the entire program offered by the School, in a variety of media formats.  

Student Media Information—including student names, photographic images (for example, 
portrait, picture, video, or other reproductions), audio recordings of students’ voices, 
video recordings of students, and/or reproductions of students’ work and likenesses—
may be used for educational and/or promotional purposes in print and electronic media.  



 

Outlets for publication of Student Media Information may include, but not be limited to, 
the School magazine, marketing materials, the School website, press releases, social 
media outlets (including, but not limited to, Facebook and Twitter), newsletters, and local 
newspapers.  

While the School strives to abide by parent/guardian wishes, we do not guarantee use of 
a student’s name or image will never occur. Parents are asked to contact the School if 
they would like to opt out of the use of Student Media Information. 

 

8.4 COMMUNICATION CHANNELS 

Current Family Contact Information 

Parents are expected to keep the School informed of contact information, including for 
emergency situations. If a parent is going to be away from home for an extended length 
of time, please leave a forwarding address and telephone number where the parent can 
be reached, as well as information about who will be responsible for the student and how 
they may be reached in case of illness, emergencies, or other reasons when the School 
needs to communicate with families.  

Multiple Households 

For the School to communicate effectively with families and support each student, it is 
important for teachers and administrators to be aware of students who spend time in 
multiple households. On the Parent Portal, parents are expected to identify whether co-
parenting arrangements exist. If there are court-ordered guidelines regarding visitations, 
picking up a student from school, parent involvement in field trips, or other issues, please 
notify and provide proper documentation to the appropriate Division Head.  

Believing that a student’s educational experience is enhanced through active parent 
participation and partnership, the School seeks to facilitate communication with all 
parents. Absent a court order to the contrary, all parents for whom the School has contact 
information will receive normal school mailings (i.e., grades, teacher comments, all-
School email) and other School communications. As part of this commitment, it is parents’ 
responsibility to ensure that any communication from the School is shared among their 
family. In addition, parents are expected to include any other parent(s)/guardian(s) of 
their child on electronic communications to the School, including emails to teachers. 



 

Given the unique legal situation of each family, the School may make exceptions to this 
policy on a case-by-case basis. 

The School expects separated or divorced parents to cooperate and partner with the 
School with respect to their child’s education. For this reason, the School will not get 
involved in parental disputes or custody issues.  

 

8.5 PRIVACY & DATA SECURITY 

Privacy Policy  

Overlake is committed to protecting the privacy and confidentiality of our students' 
personal information. The School collects and uses personal information in accordance 
with applicable laws and for the purpose of providing educational services and ensuring 
the safety and well-being of our community. For detailed information about how the 
School collects, uses, and protects student data, please refer to Overlake’s full Privacy 
Policy, which can be accessed via the School’s portal /dashboard. 

Confidentiality 

Members of the School community commit themselves to maintaining appropriate 
professional tact and discretion with regard to confidential information they receive. 
However, confidential information may be disclosed to the Head of School, appropriate 
administrators and faculty, outside professionals, law enforcement officers, 
parents/guardians, and others when there is a compelling reason for doing so, including, 
without limitation, in cases of health and safety emergencies (when students or others are 
in imminent danger of harm); when there is concern about a student’s ability to function 
academically, emotionally, physically, and/or mentally within the School environment; or 
when legal requirements demand that confidential information be revealed. 

  



 

9. COCURRICULAR, ATHLETICS & 
ACTIVITIES 

9.1 ATHLETICS & PE 

Physical Education 

Physical education is a vital component of the School’s curriculum, supporting the 
physical, social, and emotional development of each student. As such, all students in 
grades 5 through 12 are expected to participate fully in PE classes. 

Students who are unable to participate due to illness or injury must provide written 
communication from a parent/guardian, the Director of Health and Wellness, or a licensed 
medical professional. 

Students are expected to arrive at each class with appropriate athletic clothing and non-
marking sneakers. All items should be clearly labeled with the student’s name. 

Interscholastic Athletic Programs 

Students have the opportunity to participate in interscholastic sports. By participating in 
sports, students develop their individual skills, increase their knowledge of a sport, and 
enhance their self-esteem in an environment intended to inspire athletes to pursue 
personal excellence. Through goal setting, teamwork, succeeding and failing, athletes 
may learn more about themselves as well as others, and often apply the lessons learned 
on the field or court to other areas of their lives. 

The School typically offers the following Upper School team sports: 

• Fall - Cross Country (co-ed),  Golf (boys), Soccer (girls),  Tennis (boys),  Ultimate 
(boys), Volleyball (girls)   

• Winter - Basketball (boys),  Basketball (girls)   
• Spring - Baseball (boys),  Golf (girls),  Lacrosse (boys),  Lacrosse (girls),  Soccer 

(boys),  Tennis (girls),  Ultimate (girls)   

And the following Middle School team sports: 

https://www.overlake.org/students/athletics/programs/us_cross_country
https://www.overlake.org/students/athletics/programs/us_boys_golf
https://www.overlake.org/students/athletics/programs/us_girls_soccer
https://www.overlake.org/students/athletics/programs/us_boys_tennis
https://www.overlake.org/students/athletics/programs/us_boys_ultimate
https://www.overlake.org/students/athletics/programs/us_boys_ultimate
https://www.overlake.org/students/athletics/programs/us_girls_volleyball
https://www.overlake.org/students/athletics/programs/us_boys_basketball
https://www.overlake.org/students/athletics/programs/us_girls_basketball
https://www.overlake.org/students/athletics/programs/us_boys_baseball
https://www.overlake.org/students/athletics/programs/us_girls_golf
https://www.overlake.org/students/athletics/programs/us_boys_lacrosse
https://www.overlake.org/students/athletics/programs/us_girls_lacrosse
https://www.overlake.org/students/athletics/programs/us_boys_soccer
https://www.overlake.org/students/athletics/programs/us_boys_soccer
https://www.overlake.org/students/athletics/programs/us_girls_tennis
https://www.overlake.org/students/athletics/programs/us_girls_ultimate


 

• Fall -Cross Country (co-ed),  Soccer (boys),  Soccer (girls),  Volleyball (girls)   
• Winter - Basketball (boys),  Basketball (girls)   
• Spring - Baseball (boys),  Golf (co-ed),  Lacrosse (boys),  Lacrosse (girls),  

Ultimate (boys),  Ultimate (girls) 

The department also offers an ongoing Strength & Conditioning program.  

Middle School practices are usually 75-90 minutes long, 2-3 times per week, which may 
include a game. Team and individual skill work, including conditioning, will be the basis of 
Overlake practices. 

Upper School practices typically do not exceed two hours. Team and individual skill work, 
including conditioning, is the focus of Overlake practices. Upper School teams have 4-6 
contact days per week (practices and games). 

Team Selection Process and Varsity Levels 

Players are assigned to teams after a turnout period at the beginning of each sport 
season. Coaches are responsible for communicating expectations regarding team 
selection to students in advance. Ability, effort, and attitude are strongly considered; no 
preference is given to older players over younger ones. Only the coaches make these 
determinations after evaluating all the players. 

Varsity Level 

Varsity teams strive for excellence against the competition, yet they display the many 
values of teamwork, sportsmanship, and commitment. Playing time in games is the 
coach’s decision and can vary considerably among players. There are times when some 
players will not play in a varsity contest because of a coach’s decision. 

Sub Varsity 

Junior Varsity & JVC teams offer students an opportunity to improve their individual skills 
while learning the values of teamwork in a less competitive environment than the varsity 
level. Coaches place an emphasis on improvement and winning is secondary. Every 
eligible player will play in games at this level. 

Eligibility 

To be eligible to participate in athletics, students must meet the following requirements.  

https://www.overlake.org/students/athletics/programs/ms_cross_country
https://www.overlake.org/students/athletics/programs/ms_boys_soccer
https://www.overlake.org/students/athletics/programs/ms_girls_soccer
https://www.overlake.org/students/athletics/programs/ms_girls_volleyball
https://www.overlake.org/students/athletics/programs/ms_boys_basketball
https://www.overlake.org/students/athletics/programs/ms_girls_basketball
https://www.overlake.org/students/athletics/programs/ms_boys_baseball
https://www.overlake.org/students/athletics/programs/ms_golf
https://www.overlake.org/students/athletics/programs/ms_boys_lacrosse
https://www.overlake.org/students/athletics/programs/ms_girls_lacrosse
https://www.overlake.org/students/athletics/programs/ms_boys_ultimate
https://www.overlake.org/students/athletics/programs/ms_girls_ultimate
https://www.overlake.org/students/athletics/programs/conditioning


 

• Students are required to have on file a current Annual Medical Information Form 
completed and signed by a medical doctor stating that the student is physically fit 
to participate in physical education classes and athletics.  

• Students need to have a 2.0 minimum grade point average during the last grading 
period to participate in athletics. Varsity head coaches may choose to raise this 
standard for their teams. The Middle or Upper School Head may hold a student out 
of athletics should the student be facing academic difficulty. That administrator 
will generally notify the Athletic Director and coach of the conditions for the 
student to return to play. 

Practice Eligibility  

• The student must have attended all classes of the school day.  
• Exceptions may be made for a student who misses class for a medical 

appointment, provided it is supported by a doctor’s note. Coaches may also make 
exceptions in advance on a case-by- case basis, with prior notification/discussion 
with the Athletic Director. 

Eligibility for Game Play 

For Upper School athletes, per WIAA rules, the student must have completed seven team 
practices prior to the first competition.  

Please note: Practice on day of game and pre-game warm-ups do not count towards this 
seven-practice minimum requirement. 

In addition, the student must have attended all classes of the school day. Exceptions may 
be made for a student who misses class for a medical appointment, provided it is 
supported by a doctor’s note. 

Attendance  

Athletics is built around student commitment to their teams. All athletes are expected to 
attend all practices and games. Any absence requests are to be directed to the head 
coach of the team. It is important to know that out-of-school activities (music lessons, 
tutor sessions, religion classes, club sport practices, etc.) are not excusable. Academic 
responsibilities such as homework are expected of each athlete and therefore are not a 
reason to miss athletics. If a student does not attend school because of illness, the 
student is excused from athletics for the day and is expected to stay home. 



 

Varsity Lettering 

Varsity Head Coaches send individual sport’s lettering criteria to students prior to or 
during the season. Athletes who choose to not finish the season with their team, or are 
removed from the team, may not qualify for a varsity letter. 

Club Sports 

Overlake athletes are allowed to play out-of-school club sports during their season, but 
they are not allowed to miss, leave early from, or arrive late to, an Overlake practice or 
game. Commitment to our teams is the biggest character trait we teach. 

Sportsmanship 

Athletics enrich the educational experience, fostering well-rounded students and leaders. 
Good sportsmanship is rooted in integrity, fairness, and respect, promoting a spirit of 
competition built on honest rivalry, courteous relations, and graceful acceptance of 
results.  

Sportsmanship goals include: 

• Maintaining dignity in all circumstances 
• Respecting the rules, officials, and their decisions 
• Valuing opponents for their efforts and striving for personal bests 
• Viewing athletic participation as a learning experience, regardless of the outcome 
• Educating others on the rules and importance of sportsmanship 
• Taking personal responsibility for one’s actions on the field or court 

The School encourages parents and family members to model sportsmanship by: 

• Recognizing that athletics are part of the broader educational experience, with 
benefits extending beyond the game’s final score 

• Encouraging students to perform their best, just as they would in their academic 
work, understanding that there will always be varying performances 

• Offering positive cheers and support for athletes, avoiding any distractions 
• Learning and respecting the rules of the game, officials, and their decisions 
• Supporting coaches in their role as educators 
• Respecting opponents and acknowledging their efforts 
• Understanding that, while we all strive to win, sometimes we fall short, just as in 

life 



 

Everyone—students, parents, teachers, coaches, and spectators—is expected to refrain 
from: 

• Using profanity or displaying anger that detracts from the game 
• Booing or criticizing officials, or arguing calls 
• Trash talking or antagonizing opponents 
• Using verbal abuse or intimidation 
• Making disrespectful or derogatory comments, gestures, or signs 
• Engaging in distracting behavior during opponents’ individual efforts 
• Using artificial noisemakers 

Parent-Coach Communications 

As with parent-teacher and parent-advisor relationships, athletics encourage strong 
communication between parents and coaches. It is important for both parents and 
coaches to understand their respective roles to best support student-athletes. To foster 
effective communication, the following guidelines should be followed. 

Parents can expect coaches to provide information on: 

• The coach’s and program’s philosophy 
• Individual and team expectations 
• Practice and game schedules 
• Team requirements (e.g., practices, equipment, off-season conditioning) 
• Procedures for handling injuries during practices/games 
• Discipline that may affect participation 

Parents are expected to: 

• Address concerns directly with the coach 
• Notify coaches in advance of schedule conflicts 
• Support the program 
• Encourage students to strive for excellence 

Appropriate concerns for parents to discuss with coaches include: 

• The psychological or physical well-being of students 
• Ways to help students develop and improve 
• Questions about the coach’s philosophy 
• Concerns about student behavior during athletics 



 

Inappropriate concerns for parents to discuss with coaches include: 

• Playing time 
• Team strategies or play calls 
• Other student-athletes 

If a parent wishes to discuss a concern with a coach, they should schedule an 
appointment in advance. If the coach is unavailable, the parent should contact the Athletic 
Director to arrange a meeting. Parents should not approach coaches before, after, or 
during practices or games. If concerns persist after meeting with the coach, the parent 
may contact the Athletic Director for further discussion. Parents should never contact any 
member of an opposing school. 

For updated information on the athletic calendar, please refer to the School’s website or 
call the Main Office for last-minute changes due to weather or events. 

Sports Clothing and Equipment 

Overlake provides practice gear, uniforms, and equipment based on the athlete’s sport 
and team assignment. In some sports, students may need to provide essentials, such as 
socks and shorts. 

Athletes are expected to keep all School-issued items in good working condition and 
return all items (except those billed “consumables”) within one week of the end of their 
season. Student accounts will be billed for any lost or damaged items. 

Students must wear appropriate clothing for practice, including shorts, t-shirts, 
sweatpants, and sweat tops. 

Cleats are required for field hockey, soccer, lacrosse, and baseball; however, metal 
cleats are not allowed. 

Lacrosse players are required to wear protective eyewear, shin pads, and mouthguards. 

Athletes must have the necessary equipment for their sport (e.g., sticks, baseball gloves, 
tennis racquets). 

Jewelry is not permitted during practices or competitive events. 



 

Athletes who wear glasses must have polycarbonate lenses. A note from the optometrist 
or a receipt confirming polycarbonate lenses must be submitted to the Athletic Director 
prior to participation.  

Athletic Transportation 

Athletes and teams are generally transported to games in Overlake buses. Parents are 
allowed to pick up their child after an away contest. 

Head Injury/Concussion Policy 

A “concussion” is a complex disturbance in brain function, due to direct or indirect trauma 
to the head, related to neurometabolic dysfunction, rather than structural injury. Most 
individuals who experience a concussion can recover completely as long as they do not 
return to play or return to learn prematurely. The effects of repeated concussions can be 
cumulative, and after a concussion, there is a period in which the brain is particularly 
vulnerable to further injury. If the individual sustains a second concussion during this 
period, the risk of permanent brain injury increases significantly. 

As such, the guidelines outlined below should be followed to ensure that student are 
identified, treated, and referred appropriately, receive appropriate follow-up care during 
the school day, and are recovered prior to returning to full activity. The School strongly 
recommends that all students and their parents read training materials provided by the 
School prior to participation in athletics. 

Concussion Awareness 

Concussions and other brain injuries can be serious and potentially life threatening. If 
managed properly, most athletes can enjoy long careers in sports after a concussion. If 
not managed properly, research indicates that these injuries can also have serious 
consequences later in life.  

A concussion occurs when there is a direct or indirect injury to the brain. As a result, 
transient impairment of mental functions such as memory, balance/equilibrium, and vision 
may occur. It is important to recognize that many sport-related concussions do not result 
in loss of consciousness and, therefore, all suspected head injuries should be taken 
seriously. Coaches, parents, and fellow teammates can be helpful in identifying those 
who may potentially have a concussion, because a concussed student may not be aware 
of the athlete’s condition or may be trying to hide the injury to stay in the game or 
practice. 



 

Second-Impact Syndrome (SIS) results from an acute brain swelling that occurs when a 
second concussion is sustained before complete recovery from a previous concussion. 
Students who have mild symptoms or symptoms that have cleared are still at risk for 
developing brain swelling after a second impact to the head. 

Signs and Symptoms 

When a student sustains a concussion, the student may report one or more of the 
following symptoms: headache or “pressure” in head; double or fuzzy vision; dizziness; 
tinnitus (ringing in the ears); nausea; just doesn’t “feel right;” sensitivity to light and/or 
noise; feeling sluggish, foggy, or groggy; concentration/memory problems; and/or 
confusion. 

When a student sustains a concussion, one or more of the following symptoms may be 
observed in the athlete:  

• Loss of consciousness;  
• Appears dazed or stunned;  
• Moves clumsily;  
• Unsure of score, opponent, date, etc.;  
• Cannot recall events prior to incident;  
• Cannot recall events after incident;  
• Answers questions slowly;  
• Confused about what to do—assignments, position, etc.; and 
• Forgets an instruction; and/or shows mood, behavior, or personality changes. 

The School recommends that a student-athlete receive prompt medical attention for the 
following dangerous symptoms of a concussion: 

• Loss of consciousness;  
• Vomiting;  
• Confusion;  
• Convulsions or seizures;  
• One pupil is larger than the other;  
• Difficulty recognizing people or places;  
• Extreme drowsiness or cannot be awakened;  
• Any weakness or numbness; and 
• Headache worsens or does not go away after 24 hours. 



 

Management Procedures 

The School strongly recommends that student-athletes take a pre-season baseline 
assessment for concussion that will remain on hand in the event of a concussion. It is also 
strongly recommended that parents and student-athletes take an online course prior to 
the start of each school year. 

When a student shows any signs, symptoms, or behaviors consistent with a concussion, 
the student is expected to be promptly removed from practice or competition and 
evaluated by the Athletic Trainer and/or the student’s healthcare provider. When there is 
no qualified medical professional available, the coaching staff will typically abide by, 
“When in doubt, sit them out,” as recommended by the Centers for Disease Control. If any 
danger signs are exhibited as described above, the School will strive to contact a 
parent/guardian and will accompany the student to an Emergency Room by Emergency 
Medical Service. 

Post-Concussion – Return to Play 

The student must meet all of the following criteria in order to progress to activity: 

• Symptom-free at rest and with exertion (including mental exertion in school). 
• Have written clearance from the appropriate health care provider. 

Once the above criteria are met, the student will be progressed back to full activity 
following a stepwise process that includes: 

1. Light aerobic exercise (stationary bike, swimming, etc. at <70% PMHR). 
2. Sport-specific training (running, throwing, catching, body weight exercises). 
3. Non-contact training drills; weightlifting (full non-contact practice). 
4. Full-contact practice (controlled contact drills). 
5. Game play (no activity restrictions). 

 

9.2 ARTS & CLUBS 

The Arts  

Overlake believes deeply in the power of the arts to enrich, challenge, and transform 
students’ lives. The School offers a comprehensive program across visual, performing, 



 

and media arts, fostering both creative expression and critical skills that support lifelong 
appreciation and practice. 

Program Philosophy 

The arts are an integral part of an Overlake education, aligned with the school’s mission 
to cultivate curiosity, compassion, and courage. Through engagement in the arts, 
students learn to: 

• Express original ideas with confidence. 
• Engage in rigorous creative processes, including experimentation and iteration. 
• Appreciate diverse cultural and historical perspectives in art. 
• Collaborate effectively and contribute positively to ensembles and group work. 
• Reflect on their own growth and that of their peers. 

Frequently Asked Questions 

Overlake maintains an Arts FAQ (see: overlake.org/students/arts/faq) to answer common 
inquiries such as: 

• How much experience do students need to join an ensemble? 
• Are arts classes required each year? 
• What are expectations for performances outside the school day? 

Families are encouraged to review these resources for detailed information. 

Additional Information 

For detailed course descriptions, schedules, and performance calendars, please visit: 

• overlake.org/students/arts 
• overlake.org/students/arts/curriculm 
• overlake.org/students/arts/ofta 

Clubs & Extracurricular Arts 

In addition to curricular arts, Overlake offers numerous arts-related clubs and 
opportunities such as: 

https://www.overlake.org/students/arts/faq
https://www.overlake.org/students/arts
https://www.overlake.org/students/arts/curriculm
https://www.overlake.org/students/arts/ofta


 

• Photography and film clubs 
• Theatre tech crews 
• Literary magazine and student art publications 
• Visiting artist workshops and special projects 

Students are encouraged to explore these activities to deepen their engagement and 
connect with peers who share their interests. 

Clubs 

Overlake’s club program offers students an opportunity during the school day to pursue 
interests and passions that they otherwise might not have the time or opportunity to 
develop. The school makes every effort to protect club time in the schedule. Participation 
in clubs is mandatory for all MS students as well as 9th-grade students in their first 
semester.  However, although participation in clubs is optional after that, Overlake 
strongly recommends that students use this time to get involved. 

In the Upper School, club leadership or sponsorship provides an opportunity for students 
to develop the skills necessary to create unique offerings and guide their peers in 
activities for which they have a passion. Upper School clubs are offered on a semester 
basis, and attendance during club periods is mandatory to earn credit for the club. 

 

9.3 SERVICE LEARNING & INTERNSHIPS (for hours) 

Service Learning Overview 

“If you have come here to help me you are wasting your time, but if you have come 
because your liberation is bound up with mine, then let us work together.” 

— Lilla Watson, Aboriginal Australian artist, activist, and academic 

At Overlake, service learning is a vibrant expression of our mission to champion students 
and their vast potential through engaging educational experiences in a diverse and 
inclusive community. Through community-engaged service, students explore complex 
needs in local, national, and global communities; collaborate with nonprofit organizations; 
and engage in lifelong civic participation. They apply knowledge, skills, talents, and 
interests in meaningful ways—thinking critically and acting compassionately—resulting in 
positive change for themselves and the communities they serve. 



 

Through well-planned experiences and personal reflection, students come to understand 
their role as responsible, caring citizens. Research underscores the impact of service 
learning: high school students who participate in service are more likely to vote, 
volunteer, and sustain civic engagement as adults (Corporation for National and 
Community Service, 2008). 

Scope of Overlake’s Service Learning Program 

School-wide Service Days 

Overlake organizes two annual school-wide service experiences that are core to the 
student experience: 

• Stewardship Day (Fall): All students participate in campus-based stewardship 
projects. Seniors also participate before focusing on Senior Projects in the spring. 

• Community-Engaged Service Day (Spring): Students engage off-campus with 
nonprofit partners. These days are structured around grade-level themes to build 
developmental depth and respond to real needs in the community. 

Advisors act as facilitators—structuring learning before, during, and after each 
experience to support reflection and connect these experiences to Overlake’s broader 
values of compassion, curiosity, integrity, inclusion & equity, and mutual respect. 

Project Week Service Options 

During spring Project Week, students may select from experiential learning projects that 
include local, domestic, or international service-based options. Past projects have 
included: 

• Habitat for Humanity builds 
• Teaching projects in Redmond schools 
• Disaster relief trips 
• Local nonprofit collaborations 
• A new international service program in Costa Rica 

Project leaders guide students through preparation and goal setting, and students 
complete journals, assignments, or self-evaluations to process learning outcomes. 



 

Graduation Requirement for Service Learning 

In addition to annual all-school Service Days, Upper School students must complete 
independently organized service experiences to fulfill graduation requirements. 

• Requirement: 60 total hours of volunteer service with a qualified 501(c)(3) 
nonprofit organization. 

• Students are encouraged to pursue service opportunities aligned with their 
interests—benefiting from deeper engagement and fostering lasting relationships 
with organizations that appreciate reliable, long-term volunteers. 

Annual Benchmarks 

• 9th Grade: 15 hours 
• 10th Grade: 30 hours (cumulative) 
• 11th Grade: 45 hours (cumulative) 
• 12th Grade: 60 hours (cumulative; completed any time before graduation) 

Once students reach 60 hours, the requirement is fulfilled, regardless of which year it is 
completed. Students who enroll after 9th grade have prorated hour requirements based 
on their entry date. 

Defining Eligible Service 

• Eligible Service: Must directly support a 501(c)(3) nonprofit.  
• Ineligible Activities: Paid internships, general employment, or philanthropy 

(donating funds). 
• A verifiable contact from the organization (not a parent) must be submitted. If no 

such contact is available, students must secure preapproval from the Experiential 
Education Department. 

• Up to 15 hours each may be earned by: 
o Participating in a service-based Project Week. 
o Serving as a year-long peer tutor. 
o Coaching or officiating for a full season of Overlake athletics. 
o Serving as an Overlake Summer Program intern. 
o Acting as a year-long Admissions Ambassador. 

• Service hours completed over the summer are credited to the next academic year. 



 

Submitting Hours and Oversight 

• Hours must be logged online by students (grades 9–11) by the end of the semester 
in which the service activity occurred. 

• Approval of hours is at the discretion of the Experiential Education Department. 
• To log or review hours, visit the Service Learning page on Overlake’s website. 

Recommendations for Meaningful Service 

• Learn about the mission and labor needs of local organizations to find volunteer 
roles that genuinely interest you. 

• Whenever possible, commit multiple service sessions to the same nonprofit—
deepening relationships and impact. 

• Create a volunteer plan early each year, considering academic and extracurricular 
demands. Secure placements before organizations fill volunteer slots. 

• Engage in service consistently, even after meeting your hours, to build lasting 
habits of civic responsibility. 

For more about Overlake’s service philosophy, upcoming opportunities, and to report 
hours, visit the Service Learning page on the Overlake website or speak with the 
Experiential Education team. 

 

9.4 STUDENT GOVERNMENT  

Student Government in the Middle School 

The Middle School ASB (Associated Student Body) consists of an elected representative 
from each homeroom, as well as a President, Vice-President, and Secretary that the full 
Middle School elects. Requirements for participation on Middle School ASB include good 
academic standing and a good citizenship record. 

The Overlake Middle School ASB seeks to enrich the lives of all Overlake Middle School 
students through promoting and running various activities, such as engaging educational 
speakers or planning dances, assemblies, games, and related programs. 



 

Student Government in the Upper School 

The Upper School Student Government seeks to address campus concerns as they arise, 
promote school unity, champion school spirit, and assist the school in various projects. 
The Upper School ASB (Associated Student Body) is led by the elected President, Vice-
President, SOCO (Social Activities Coordinator), Vice-SOCO, and Secretary-Treasurer. In 
addition to these Executive Officers, two grade representatives and two spirit 
representatives from each grade are elected to Student Government. These 
representatives serve primarily to advocate for their class and participate on various 
subcommittees, with spirit representatives serving on Spirit Committee and grade 
representatives serving on different ASB issue-based task forces. SOCO and Vice-SOCO 
head the Spirit Committee which generally takes the lead on spirit-related projects, such 
as dances and social events, while the President and Vice-President lead ASB’s task 
forces, which tend to focus on student health, well-being, and fostering strong faculty-
student relationships.  

 

9.5 SCHOOL TRIPS & EVENTS 

School Trips 

The School offers a variety of field trips during the school year. Parents/guardians are 
notified of upcoming trips off campus. All School trips are required to be free from 
harmful substances. Students participating in School trips are required to comply with all 
applicable School rules and all applicable laws. Parents chaperoning any School trips are 
expected to follow the School’s Chaperone Guidelines. 

School-Sponsored Social Events 

The School sponsors a range of social events throughout the year to help build 
community and foster positive student experiences. Students are expected to uphold 
School values and follow all School rules at these events, whether on or off campus. 
Families will be notified of such events in advance when appropriate. Participation is a 
privilege, and students may lose the opportunity to attend if their behavior does not align 
with School expectations. 

School Dances  

The School seeks to ensure a safe and enjoyable experience for all participants at dances 
and, therefore, has established the following guidelines. Violations of these expectations 

https://www.overlake.org/students/school/asb/officers


 

or other School policies may result in removal from the dance, restrictions from future 
dances, and other consequences. 

Middle School Dances 

• Dances are for 7th and 8th graders only, organized by the Middle School ASB. 
• Students must stay in designated areas and remain inside until picked up by a 

parent. Parents are required to come inside to collect their child. 
• Students may bring one guest, provided a permission form is submitted to the 

School. Guests may not be Overlake students in grade 5 or 6 or the Upper School 
Division.  Host-students are responsible and may be held accountable for their 
guest’s behavior. 

• Students should dance appropriately. Inappropriate dancing, as determined by the 
school, may be redirected or prohibited.  

Upper School Dances 

• Students may bring one guest, provided a permission form is submitted to the 
School. Guests may not be Overlake students in the Middle School Division.  Host-
students are responsible and may be held accountable for their guest’s behavior. 

• Use of drugs or alcohol is strictly prohibited. 
• Students should dance appropriately. Inappropriate dancing, as determined by the 

School, are be prohibited.  
• Chaperones may monitor the parking lot.  

 

  



 

10. HEALTH, SAFETY & EMERGENCY 

10.1 HEALTH POLICIES & SERVICES (Cross-reference 
section 4.5) 

Health & Wellness Coordination 

At Overlake, the Director of Health & Wellness oversees day-to-day student health care, 
manages chronic conditions, maintains medical records, and coordinates health 
education initiatives across campus. This role is central to our commitment to student 
well-being. 

Staying Home When Sick 

In order to promote the health of all community members, families must keep students 
home when they are ill. Students should remain at home if they exhibit: 

• A fever of 100°F or higher (must be fever-free without medication for 24 hours 
before returning). 

• Vomiting or diarrhea (must be symptom-free for 24 hours). 
• Unexplained rashes, significant respiratory symptoms, or drainage from the eyes—

students must be evaluated by a healthcare provider to confirm they are not 
contagious before returning. 

Families are encouraged to err on the side of caution and communicate with the Health 
Office to determine the best plan for returning to school. 

Collaborative Well-Being Supports 

The Director of Health & Wellness partners closely with counselors, advisors, and the 
athletics team (including the Athletic Trainer) to ensure holistic care for students, 
including concussion protocols and return-to-play/return-to-learn plans after injury or 
illness. 

Medications at School 

Overlake encourages all medication to be administered outside of regularly school hours 
and activities, whenever possible. Overlake faculty and staff may not administer any 



 

medications, including over-the-counter pain relievers, to students. Students who need 
medication during the day are expected to self-administer medication, consistent with the 
following guidelines: 

• Students who need to self-administer prescription drugs during the school day or 
during School activities must have written authorization from a physician and 
parent/guardian to do so. 

• Students must never share over-the-counter or prescription medications with 
others. 

• Students who need to self-administer over-the-counter or prescription 
medications during the school day or during School activities shall bring to school 
only the amount of medication to be taken that day. 

• Students with specialized needs should review the situation with their division 
head. 

• Medical Marijuana: Because the use of medical marijuana is subject to federal and 
state regulations, additional restrictions may apply, including requiring parent-
administration off campus.  

Disclosure of Relevant Information About the Student  

It is in the best interest of students for the School to be fully aware of their medical and 
emotional health history so that appropriate support can be put in place while at school. 
Therefore, families are expected to disclose their child’ complete social, disciplinary, 
medical, and academic history, including any psychological and educational evaluations, 
and outpatient or inpatient treatments for emotional or psychological issues that may 
impact the school experience. 

Health Records and Forms 

An Authorization to Treat and Share Health Information must be on file for every student. 
The School also requires proof of an annual physical examination from a licensed 
physician and proof of up-to-date immunizations for every student, as detailed in the 
School’s Annual Medical Information Form. Complete health forms must be on file before 
a student may attend school. 

Families are asked to provide the School with information about the student’s physical 
and emotional health. In part, this information is obtained to comply with state law; it is 
also needed to keep the School well-informed of the health of all students. The School is 
sensitive to the privacy of this information. Please refer to the Confidentiality policy in this 
Handbook for more information about how this information is used. 



 

Immunizations 

In accordance with Washington State law, the School requires all students to provide 
proof of up-to-date immunizations or a certificate of exemption before attending school. 
A student with a qualified religious, philosophical, personal, and/or medical exemption 
must provide the School with a certificate of exemption, pursuant to state law. A 
philosophical or personal objection may not be used to exempt a child from the measles, 
mumps, and rubella vaccine. Students who do not provide proof of up-to-date 
immunizations or qualify for an exemption will not be permitted to attend the School or 
participate in any School activities. Please understand that in the interest of our 
community’s health and safety, there may be times when the School requires additional 
immunizations beyond what the state requires for attendance at school. For example, 
independent schools are required by state law to notify parents that information on the 
human papillomavirus disease prepared by the Department of Health is available. 

If there is a risk of a vaccine-preventable disease impacting campus or the School 
community, the School may exclude non-immunized students, including those with valid 
religious, philosophical, personal, or medical exemptions, from school and all School 
activities. Excluded students may not be permitted to return until (1) the danger of the 
outbreak has passed; (2) the student becomes ill with the disease and completely 
recovers; or (3) the student is immunized. In determining whether there is a risk of a 
vaccine-preventable disease, the School may consult with appropriate medical 
professionals and/or the Washington State Department of Public Health. 

Communicable Illnesses 

Parents/Guardians are expected to report to the School if their child has a communicable 
illness. The School may exclude any student who (a) has a communicable illness, (b) has 
been exposed to an infected person, and/or (c) has traveled to an area impacted by a 
communicable illness, if the School determines that such exclusion is appropriate for the 
welfare of the student or the School community. The School may also require students to 
be screened by appropriate medical professionals to determine whether they pose a risk 
to the community. The School’s decisions may be based on current, well-informed 
medical judgments regarding the illness, the risk of transmission, the symptoms and 
circumstances of the affected individual, and an assessment of the risks and available 
alternatives for responding to the situation. 

When appropriate, the School may share information about campus health and safety 
through regular communication channels. This communication may include details on 
communicable illnesses, such as symptoms, signs to watch for, and necessary steps 



 

during an epidemic or outbreak. We encourage parents and guardians to contact medical 
professionals with any questions or concerns regarding communicable illnesses or 
immunization. 

Food Allergies 

Our goals are to provide a safe and respectful environment for all students, to educate 
the School community about the nature of food allergies, and to provide support and 
encouragement as our students develop good decision-making skills and learn the critical 
lessons of managing their allergies. We hope to foster self-confidence, self-respect, and 
self-advocacy in our students, and to support families as they help students learn to 
appropriately manage their allergies. For students without allergies, our goals are to 
increase their awareness of food allergies, and to encourage the development of 
empathy and the skills needed for them to become allies for their peers. As a school, we 
strive to help our students graduate with the skills and confidence to advocate for their 
own and others’ health and physical safety.  

Parents of students who have potential for an allergic reaction should meet with the 
Director of Health and Wellness to develop an Action Plan prior to the start of the school 
year. Relevant information is shared with appropriate employees. This plan must be 
reviewed prior to the start of each school year.  

The School is committed to supporting students with food allergies and to promoting a 
safe environment while recognizing that no setting can be completely free of allergens.   

• Food prepared by the Campus Center Kitchen is nut and peanut free. Other major 
allergens may be present in the kitchen. Daily menus are shared online and in the 
Campus Center. Families and students should be aware that cross-
contamination may occur.  

• Students with severe or life-threatening allergies must provide the School with an 
Emergency Care Plan (Generic Action Plan) written by a primary care provider or 
allergist, developed with parental input. Families should connect directly with the 
Food Services Director and Director of Health & Wellness to discuss 
their student’s needs. 

• Sharing of food is discouraged and reinforced by the School.  
• Frequent and appropriate hand washing is encouraged for students and 

employees and required for food service staff. 
• School staff will clean and sanitize surfaces regularly to reduce the risk of cross-

contamination.  



 

• When food is provided at School events or celebrations, students and families are 
expected to take responsibility for knowing their own allergies and making 
inquiries about ingredients as needed.  

Successful management of food allergies is a shared responsibility of the School, 
families, and students. Education is an important part of this process and includes 
employees, parents, and students. The School emphasizes preventive strategies, 
awareness of allergy symptoms, and emergency care. We also recognize that the 
management of food allergies is developmental—our youngest students require greater 
support, while older students are encouraged to assume increasing responsibility for their 
own health and safety.  

  

10.2 COUNSELING & WELL BEING (Cross-reference 
section 4.3) 

Counseling Services  

School Counselors are available to speak with students to help facilitate educational, 
social, and emotional support, on an as-needed basis. In addition, the School may require 
a student to see a School Counselor. 

School Counselors are part of a team of faculty members and administrators who 
collaborate with respect to students’ educational experience at the School. As part of this 
collaborative effort, School Counselors may share information obtained from parents and 
students on a “need-to-know” basis with other employees of the School and a student’s 
parents. School Counselors are not engaged as any student’s private therapist. Please 
refer to the Confidentiality policy for more information.  

Should the School determine that it is in the best interest of a student to obtain services 
of a psychologist or other mental health professional not employed by the School, a 
School Counselor may assist in a referral for such services. Parents and students should 
understand that the School does not provide therapeutic services and if a student 
presents as requiring specific mental-health services inconsistent with or beyond the 
scope of services the School is able to reasonably provide, the School may require the 
student to separate or withdraw from the School. 



 

The School Counselors are also available to talk with families on issues regarding their 
children and periodically hold discussion groups on various topics.  

Other Counseling 

The School maintains a list of referrals for educational, intellectual, psychological, or 
speech and language evaluations, should parents/guardians wish to consult with the 
School regarding such an evaluation. Parents who need guidance in this area are 
encouraged to consult the Head of Student Experience, Division Heads, Director of Health 
and Wellness, or Head of School. It is recommended that the results of such evaluations 
be shared with School personnel so that appropriate recommendations can be 
implemented. 

Medical Leave 

Medical leave may be granted for significant health issues, requiring documentation from 
a qualified healthcare professional. The return from medical leave requires clearance 
documentation and a re-entry meeting with the appropriate school officials. 

 

10.3 EMERGENCY PREPAREDNESS 

Health Emergencies 

When the illness or injury is minor, but cannot be treated at school, the School may 
contact parents to pick up their child. The School may call an ambulance if a student 
needs immediate medical attention beyond what the School provides and the student’s 
parents and emergency contacts are unavailable or not responsive. Emergency situations 
arising on campus will generally be referred to the Swedish Redmond Emergency 
Department or per the linked referral guidance, depending on context as determined by 
the school. 

The School offers temporary first aid for problems that arise during school. If a student 
complains of an earache, sore throat, rashes, or joint pain, such complaints warrant a call 
to the student’s pediatrician. 

Parents are expected to keep Emergency Forms up to date. Please remember, it is most 
important that the School have current home, work, and cell phone numbers for 

https://overlake-my.sharepoint.com/:w:/g/personal/kstevens_overlake_org/Ecx_0XyFH4NJv5GhJHmtgXIBRUn-GBKcQ4p_ozRvTrjU9A?e=zxPBbE


 

parents/guardians, or others who may assume care of the student if parents/guardians 
cannot be reached.  

 

10.4 CAMPUS SECURITY & SAFETY 

Security, Emergencies, and Drills 

Overlake takes the safety of its students and the community very seriously. There are 
systems in place in the event of an emergency on campus, and regular drills are 
conducted to make all those on campus aware of the procedures.  

Asbestos Hazard Emergency Response Act 

This notification is required by the Asbestos Hazard Emergency Response Act (AHERA, 
40 CFR Part 763 of Title II of the Toxic Substances Control Act). Asbestos Management 
Plans have been developed for the School. These plans are available and accessible to 
the public at the School’s Maintenance Office. This notification is required by law and 
should not be construed to indicate the existence of any hazardous conditions in our 
School buildings. 

 

10.5 CHILD PROTECTION 

Child Abuse and Neglect Reporting 

The School is committed to the highest standards of care for its students, which includes 
protecting students from inappropriate or hurtful actions by adults responsible for their 
care.  

In accordance with Washington State law, the School’s professional staff (including but 
not limited to: teachers, counselors and administrators) must immediately notify Child 
Protective Services (CPS) or law enforcement, or cause a report to be made, when they 
have reasonable cause to believe that an incident of abuse or neglect of a child has 
occurred. 



 

The mandatory reporter must notify the Head of School, Upper School Head, Middle 
School Head, Head of Student Experience, Learning Specialist, or School Counselor of 
the report immediately following or at the same time as their report to CPS or law 
enforcement.  

Overlake personnel may not notify the parent/guardian that an abuse or neglect report 
has been made, or the contents of any report, to avoid interfering with any CPS 
investigation and processes.  

Background Checks 

With student safety as a priority, the School conducts state and national criminal history 
and sex offender registry checks on all current and prospective faculty and staff of the 
School who may have “regularly scheduled unsupervised access to children,” including 
any individual who regularly provides School-related transportation to students. 

The School may require school volunteers with unsupervised access to students to 
undergo a background check. A background check is typically not necessary for 
volunteers involved with larger School functions at which many adults are typically 
present or in instances where there is only the potential for incidental unsupervised 
contact with students in commonly used areas on campus. 

These background checks require the completion of a brief application form and 
verification of a government-issued photographic identification and are only conducted 
with the consent of an individual employee or volunteer. A volunteer’s service, and an 
individual’s employment, is contingent upon successful completion of the checks, which 
may take several days or weeks to process. 

  



 

11. FAMILY ENGAGEMENT & 
EXPECTATIONS 

11.1 PARENT GUARDIAN CODE OF CONDUCT 

School Directory  

The School has a directory of class lists and contact information for families, faculty and 
staff, and other members of the community. The Directory is updated before the start of 
each school year and made available to families. The Directory may only be used for 
School-purposes, and not for personal or commercial purposes. Failure to properly use 
the Directory may result in restricted use and other consequences, as determined 
appropriate by the School. 

Parental Comportment and Support for School Policies 

At Overlake, we believe that a positive relationship between the School and a student’s 
parents or guardians is essential to the fulfillment of the School’s mission. We recognize 
that effective relationships are characterized by clearly defined responsibilities, a shared 
commitment to collaboration, open lines of communication, mutual respect, and a 
common vision of the goals to be achieved.  

The School understands and appreciates that parents and guardians may employ 
different means to meet the expectations and responsibilities expressed in this policy. 
Nevertheless, at all times, Overlake may dismiss a student whose parent, guardian, family 
member, or other adult involved with the student, in the judgment of the School, fails to 
comply with this or any other policy or procedure of the School, engages in conduct 
either on or off the School’s property that could undermine the authority of the School’s 
administration, and/or otherwise behaves in a manner that is unbecoming of a member of 
the School community. The School may refuse or withdraw re-enrollment of a student if 
the School believes the actions of a parent/guardian (or another individual associated 
with the student) on or off the School’s property make a positive, constructive 
relationship impossible, or otherwise may interfere with the School’s accomplishment of 
its mission and/or educational goals. 

To assist in creating the most effective relationship, the School expects families to 
observe the following guidelines: 



 

Share in the School’s vision. 

• Support the mission of the School. 
• Understand and support the School’s philosophy, policies, and procedures. 
• Support the School’s disciplinary process. Understand and respect that the 

School’s authority in disciplinary matters is final. 
• Be supportive of the School’s commitment to a diverse and inclusive community. 
• Acknowledge that the payment of tuition is an investment in the education of the 

student, not an investment of ownership in the School. 
• Support the School’s emphasis on sustainable practices. 

Provide a home environment that supports students’ intellectual, physical, and 
emotional growth. 

• Create a schedule and structure that supports study and completion of homework. 
• Be aware of the student’s online activities and use of computers, television, video 

games, and social media.  
• Encourage integrity and civility. 
• Be a role model, especially when it comes to behavior at school and at athletic 

events.  
• Encourage the student’s participation in events that promote high standards; 

actively discourage participation in events that can lead to illegal or unwise 
behavior. 

Contribute to building a strong and collaborative home-school partnership, fostering 
community relationships through effective communication, collaboration, and 
mutual respect. 

• Cultivate an environment that supports positive attitudes toward the School. 
• Treat each member of the community with respect, assume good will, and 

maintain a collaborative approach when conflicts and challenges arise. 
• Help build and maintain a positive environment by not participating in or tolerating 

gossip. This includes conversations around student discipline, student academic 
performance, and student college outcomes 

• Maintain tact and discretion with regard to confidential information. However, in 
cases where students or others are in imminent danger of harm, when there is a 
compelling reason, or when legal requirements demand it, confidential information 
should be disclosed to the Head of School, administrators, outside professionals, 
or law enforcement officers. 



 

• Respect the School’s responsibility to do what is best for the community, while 
recognizing the needs of an individual student. 

• Seek to resolve problems and secure information through appropriate channels 
(i.e., teacher/advisor/counselor, Division Head or Head of Student Experience, 
Head of School, in that order). 

• Acknowledge the value of the educational experience at the School by making 
regular and timely school attendance a priority and scheduling non-emergency 
appointments outside the classroom day. 

• Support the School through volunteerism and attendance at School events. 
• Financially support the School to the best of one’s ability. 
• Share with the School any religious, cultural, medical, or personal information that 

the School may need to best serve students and the School community. 
• Understand and support the School’s technology policies. 

 

11.2 CONFERENCES & COMMUNICATION  

Parent-Teacher Communication and Conferences 

Parent conferences are held once per year and are extremely important forums for 
teachers and parents to exchange information about student progress. Students are 
encouraged to participate in these conferences to maintain effective, direct 
communication among teacher, parent, and student. The School may require parents to 
meet separately or together, as the School determines appropriate. Additional updates 
may be scheduled at the request of parents or teachers at any time during the school 
year. 

Study Habits – Parental Guidance  

It is important that students develop a responsible approach toward their schoolwork, 
planning their time outside of school so that they complete their assignments to the best 
of their ability. The faculty ask that parents help in developing students’ healthy study 
habits by encouraging them to study in a quiet room and discouraging television viewing, 
recreational computer/device use, and telephone calls during the school week. 

Families play a key role in helping students with organization and time management. Of 
course, students should complete the homework independently so teachers can 
accurately assess individual academic achievement and needs. The School anticipates 



 

that, at times, students will struggle with their homework. Below are a few ways families 
can offer support.  

• Find a steady study spot. This should be the same spot each day, and if possible, 
outside the hustle and bustle of family life, with all the necessary materials on hand 
such as a dictionary, thesaurus, calculator, pencils, paper, graph paper, calendar, 
etc.  

• Set a time. Work together to set and live with a definite study time.  
• Diminish distractions. Television, telephone, family members, etc. can interrupt 

concentration.  
• Build in a breather. Breaks can increase productivity. If necessary, use a timer to 

signal the beginning and the end of a break. Snacks are excellent study aides.  
• Sharpen focus. Students should develop an awareness of time by estimating how 

long an assignment will take prior to starting it.  
• Watch for homework overload. If the student seems to be overloaded, limit the 

student’s time-on-task and encourage the student to talk with or write to the 
teacher the following morning, explaining the problem.  

• Stick to a regular bedtime. A good night’s sleep enhances school success.  

Parents’ Role in Alcohol/Drug Prevention 

Parents often have concerns about the use of alcohol and drugs by students, as well as 
the social acceptability of their use. The following goals have been developed as a guide 
for discussion and as a foundation for community agreement: 

As parents, we will: 

• Become informed about the facts regarding alcohol and drugs, so we can discuss 
these substances credibly with our children. 

• Develop and clearly communicate our position on alcohol and drug use to our 
children. 

• Promote and encourage social activities that do not involve alcohol or drugs. 
• Refrain from serving alcohol to minors or allowing underage individuals to bring 

alcohol or drugs into our homes. 
• Support school and law enforcement policies related to alcohol and drug use by 

young people. 
• Request and support the implementation of comprehensive and effective alcohol 

and drug abuse prevention programs. 



 

In addition, we will: 

• Take responsibility for our own children while also being concerned for the welfare 
of others. 

• Set a responsible example for our children. 
• Resist peer pressure and encourage our children to do the same. 
• Help our children develop healthy self-concepts, along with effective problem-

solving, decision-making, and communication skills. 
• Not sponsor or condone activities we are unable to supervise responsibly (such as 

unsupervised parties). 
• Communicate openly with other parents to foster a sense of community and 

provide consistent messages to our children. 

The School’s Director of Health and Wellness is available to consult with parents and 
students on a variety of issues, including alcohol and drugs. 

 

11.3 ASSOCIATIONS & VOLUNTEERING  

Parent Guardian Association 

All parents and guardians of currently enrolled students are members of the Parent 
Guardian Association (PGA). The mission of the PGA is to: 

• Communicate: Promote better communication between parents/guardians of 
students, faculty, staff, and the Board of the School 

• Fundraise: Provide supplemental funds for the School through fundraising events 
• Volunteer: Support the School and its programs to promote an effective learning 

environment 

Volunteering 

Volunteers are the heart of our school. They play a vital role in making Overlake a strong 
community and help create a positive learning environment for its students. Volunteering 
is also a great way to connect with other families, faculty, staff, and students. The School 
offer a variety of opportunities to match your availability and skills. For more information 
about volunteer opportunities, please visit the PGA webpage.  

https://www.overlake.org/support/pga


 

11.4 MULTIPLE HOUSEHOLDS & CONTACTS 

Current Family Contact Information 

Parents are expected to keep the School informed of contact information, including for 
emergency situations. If a parent is going to be away from home for an extended length 
of time, please leave a forwarding address and telephone number where the parent can 
be reached, as well as information about who will be responsible for the student and how 
they may be reached in case of illness, emergencies, or other reasons when the School 
needs to communicate with families.  

Multiple Households 

For the School to communicate effectively with families and support each student, it is 
important for teachers and administrators to be aware of students who spend time in 
multiple households. On the Parent Portal, parents are expected to identify whether co-
parenting arrangements exist. If there are court-ordered guidelines regarding visitations, 
picking up a student from school, parent involvement in field trips, or other issues, please 
notify and provide proper documentation to the Academic Data Manager or appropriate 
Division Head.  

Believing that a student’s educational experience is enhanced through active parent 
participation and partnership, the School seeks to facilitate communication with all 
parents. Absent a court order to the contrary, all parents for whom the School has contact 
information will receive normal school mailings (i.e., grades, teacher comments, all-
School email) and other School communications. As part of this commitment, it is parents’ 
responsibility to ensure that any communication from the School is shared among their 
family. In addition, parents are expected to include any other parent(s)/guardian(s) of 
their child on electronic communications to the School, including emails to teachers. 
Given the unique legal situation of each family, the School may make exceptions to this 
policy on a case-by-case basis. 

The School expects separated or divorced parents to cooperate and partner with the 
School with respect to their child’s education. For this reason, the School will not get 
involved in parental disputes or custody issues.  

 



 

11.5 OFF-CAMPUS GATHERINGS & LIABILITY 

School Gatherings Off Campus (Not Sponsored by the School) 

Party invitations should not be delivered or discussed at School unless all classmates are 
included. No one likes to be excluded, and often parties create these feelings in students 
who are not a part of the celebration. 

It is important to remember that, despite their quest for peer acceptance and desire for 
greater independence, students still need clear boundaries and guidance. The following 
section offers practical suggestions that are rooted in the values we uphold as a school, 
which are central to our mission. We hope that all families will support these principles, 
both in spirit and, when possible, in practice. 

Always be at an event or party in your own home. 

• Parents should be the greeters and casually make their presence known 
throughout the event. 

• Host the party in an area of the house where guests will feel comfortable and 
where you can maintain adequate supervision. 

• Be responsible for bringing in the food and beverages to keep things running 
smoothly and to have the opportunity to meet your child’s friends. 

• Occasionally walk around outside to stay aware of the situation. 

Establish clear ground rules and expectations with your child before the 
party. 

• Let your child know your expectations beforehand. While they may initially say 
otherwise, they want guidelines. 

• Provide your child with options, but within clear boundaries. Discuss their 
responsibilities and outline the consequences for inappropriate behavior, as well 
as the rewards for appropriate behavior.  

• Stress the importance of shared responsibility in maintaining a respectful 
environment. 

• Parents should be prepared to take on the role of “playing the heavy” if necessary, 
in the event of inappropriate behavior. 



 

Ensure there is plenty of food and non-alcoholic beverages, and plan 
activities. 

 

If your child is invited to a party, contact the host parents to:  

• Verify the location and confirm that parents will be present. 
• Verify the starting and ending times of the event. 
• Offer to assist (e.g., chaperone, provide food). 
• If there’s a sleepover involved, inquire about the ground rules for the evening. 

If parents will be away for any length of time, arrange for quality supervision in the home 
to ensure the safety of everyone and the protection of the property. Too many parties 
occur in homes when parents are away, so it’s important to inform the School and 
neighbors if this is the case. 

 

11.6 GIFT GIVING 

Gift Giving 

While The Overlake School appreciates the generosity and goodwill of its families, we 
strive to avoid any real or perceived conflicts of interest. The school understands that gift 
giving may be a cultural expression of gratitude, and we encourage families to express 
appreciation in ways that align with school values and this policy. Therefore, we have 
established the following guidelines for gifts to faculty or staff:  

Permissible Gifts 

• Families may give modest, non-cash tokens of appreciation (e.g., handwritten 
notes, homemade items, or classroom supplies). 

• Group gifts coordinated by class parents or the Parent Association are permitted, 
provided they are voluntary and modest in value (e.g., under $100 per teacher per 
occasion). 

• Gift cards are discouraged but may be accepted if they fall within the modest 
value threshold and are given collectively. 



 

Prohibited Gifts 

• Cash or cash equivalents (e.g., checks, Venmo, PayPal) given directly to individual 
staff members. 

• Extravagant or personal gifts (e.g., jewelry, electronics, travel vouchers). 
• Gifts that create or appear to create a sense of obligation or preferential treatment. 

Disclosure and Guidance 

Staff members who receive a gift they believe may exceed the policy’s intent must 
disclose it to the Head of School or Director of HR. 

Gift giving among students at school can lead to both awkwardness and hurt feelings. We 
discourage students from exchanging gifts at school, and if students choose to do so, it 
should be done as privately as possible. 

  



 

12. ENROLLMENT & FINANCIAL POLICIES 

12.1 ADMISSIONS & REENROLLMENT 

Enrollment Agreements and Re-Enrollment  

Enrollment agreements are typically sent to families each spring. Students may not attend 
classes at the beginning if the school year unless a completed enrollment agreement is 
submitted to the School by the designated deadline. Enrollment agreements will only be 
sent to returning students if all financial obligations are current and the School is satisfied 
with the student’s academic performance and behavior.  

Once an enrollment agreement is signed and accepted by the School, parents are 
responsible for the full tuition for the academic year, regardless of withdrawal, unless 
Tuition Refund Insurance is purchased and covers the tuition. For more information, see 
the Tuition Refund Plan Policy. 

The School reviews students’ academic and behavioral records each school year to 
determine re-enrollment. This decision to offer re-enrollment (or withdraw re-enrollment) 
is based on the student’s overall performance, effort, attitude, and behavior, as well as 
the family’s commitment to the partnership of education and compliance with their 
financial commitments to the School. The School may hold re-enrollment decisions until 
later in the year, typically April or May, or decide not to extend a re-enrollment agreement 
if it’s in the best interest of the student or the School. Final decisions on re-enrollment 
rests with the Head of School.  

 

12.2 TUITION, BILLING & FINANCIAL ASSISTANCE 

Tuition and Billing Policies  

Tuition is due in full by July 1st of the enrolling year or may be paid in two or ten 
installments. Families choosing the two-installment plan must pay 50% by July 1st, and 
the remaining 50% less the Deposit by December 1st. The ten-installment plan begins on 
July 1st and continues monthly through the following April 1st.  



 

No student may attend classes or participate in School activities unless tuition payments 
are up to date. If a tuition account is overdue by more than 30 days, the School will 
review the case and may decide that the student cannot return to school for the following 
term or year. Additionally, outstanding accounts may result in the withholding of student 
records and potential legal action. 

Financial Assistance  

Overlake is committed to helping families meet tuition costs within the School’s available 
resources. Families demonstrating financial need can apply for assistance through the 
Clarity platform, which evaluates financial need based on assets, income, expenses, and 
debts. For more details and to apply, visit www.clarityapp.com. 

 

12.3 TUITION REFUND & WITHDRAWAL 

Tuition Refund Plan 

The School offers a Tuition Refund Plan for families. The Tuition Refund Plan is available 
to recover tuition in the event of certain absences, withdrawals, or dismissals, consistent 
with the plan’s terms. 

Leave of Absence and Family Leave  

If a student takes a leave of absence (medical or voluntary), the School will determine the 
duration, conditions for return, and whether graduation and academic requirements are 
impacted. Supporting documentation is required for approval of a leave. Families remain 
financially responsible for tuition and fees during the leave period. 

For families taking a leave of absence from the School for a year or more, readmission is 
not guaranteed, and the student’s application will be considered based on space 
availability and the competitive applicant pool. Applications for readmission must be 
submitted by the admissions due date. 

 

https://www.clarityapp.com/


 

12.4 SIBLING POLICIES 

Sibling Application Process 

All applicants, including siblings, must meet the same readiness, academic, and 
behavioral criteria. Families interested in applying for a sibling should contact the 
Admissions Office in September. Applications must be submitted by the admissions due 
date. Regardless of a family’s prior or current relationship with the School, enrollment 
decisions rest solely with the School. 

  



 

  



 

📘 Glossary of Terms 

Term Definition 

Academic Integrity 
Commitment to honesty and responsibility in scholarship. 
Includes avoiding plagiarism, cheating, or misrepresentation. 

Accommodations 
Adjustments to instruction or assessment designed to provide 
equal access for students with documented disabilities. 

Admissions Ambassador 
Upper School student who represents Overlake to 
prospective families through tours, panels, and events. 

Advisory / Homeroom 
A small group meeting regularly with a faculty advisor for 
academic, social, and emotional support. In MS meets four 
times weekly; in US three times plus announcements. 

Advisory Team Leader 
(ATL) 

Faculty member who oversees the advisory program for a 
grade, supports advisors, and coordinates themes. 

Appeals Process 
Formal procedure for requesting a review of disciplinary 
decisions. Described in Section 7.7. 

Assessment 
Tools such as projects, tests, and papers used to evaluate 
student learning. Policies in Section 3.5. 

Athletic Clearance 
Required medical and parental documentation for student 
participation in school sports. 



 

Term Definition 

Attendance 
Policies governing presence at school, reporting absences, 
tardiness, and early departures. 

Board of Trustees 
Governing body responsible for Overlake’s long-term vision, 
financial health, and the hiring of the Head of School. 

Bring Your Own Device 
(BYOD) 

Requirement for students to bring a personal laptop meeting 
Overlake’s specifications for use in class. 

Campus Center 
Main communal building housing dining services and 
gathering spaces. 

Child Protection / 
Mandated Reporting 

School employees are legally required to report suspected 
child abuse or neglect. See Section 10.5. 

College Counseling 
Program beginning in 9th grade that helps students and 
families prepare for college applications. 

Community-Engaged 
Service Day 

A spring day devoted to off-campus service learning projects 
aligned with grade themes. 

Community 
Expectations 

Shared norms around respect, responsibility, integrity, 
curiosity, compassion, inclusion & equity. Found throughout 
Sections 2 & 6. 

Concussion Protocol 
Return-to-play and return-to-learn procedures coordinated 
by the Health Office and Athletics. 



 

Term Definition 

Counseling Services 
Confidential support for social-emotional and mental health 
needs provided by licensed counselors. 

Credit Requirements 
Number of credits by subject area required to graduate from 
Overlake. 

Daily Schedule 
The standard school day including homeroom/advisory, 
classes, breaks, and announcements. 

Disciplinary Philosophy 
Overlake’s restorative approach which emphasizes reflection 
and repairing harm over punitive discipline. 

Dress Guidelines 
Expectations for student attire on typical days and special 
events. 

EE (Experiential 
Education) 

Department overseeing Project Week, service learning, 
outdoor education, and student internships. 

Emergency Drills 
Required practice procedures for fire, lockdown, earthquake, 
and other emergencies. 

FERPA 
Federal law (Family Educational Rights and Privacy Act) 
protecting student education records. 

Field Trips 
Class or grade-level excursions related to the curriculum or 
community building. Policies in Section 9.5. 



 

Term Definition 

Financial Aid 
Needs-based grants provided by Overlake to assist with 
tuition costs. See Section 12.2. 

Graduation 
Requirements 

Combination of credit hours, service hours, and other 
standards required to earn a diploma. 

Health Office / Director 
of Health & Wellness 

On-campus registered nurse who manages daily health 
needs, medication administration, and records. 

Honor Code 
Commitment to personal integrity in all academic and 
community endeavors. 

Independent Study 
Advanced course option allowing students to explore 
specialized topics under faculty mentorship. 

Library Services 
Supports research, reading, and collaborative projects; 
provides access to print and digital resources. 

Locker 
Personal storage space assigned to students. Policies 
covered under Campus Facilities. 

Mandated Reporter 
Any adult at Overlake required by law to report suspicions of 
abuse or neglect. 

Parent Portal 
Online platform where families can view grades, attendance, 
and school announcements. 



 

Term Definition 

Parking Permit 
Required authorization for students driving and parking on 
campus. 

Peer Tutoring 
Students who assist classmates academically, often for 
service hours. 

Project Week 
Spring program offering intensive learning experiences, some 
of which are service-based or travel-focused. 

Reflection Day 
A day set aside for a student to reflect on choices and 
complete assignments to restore trust. Part of Overlake’s 
restorative disciplinary approach. 

Restorative Practice 
Framework emphasizing accountability and repairing harm 
rather than punishment. 

Service Learning 
Combining community engagement with curriculum 
objectives, fostering civic responsibility. 

Service Hours Volunteer hours required for graduation; see Section 9.3. 

SRB (Student Review 
Board) 

Upper School body including peers and faculty that hears 
major conduct cases. 

Stewardship Day Fall day of on-campus service learning for all students. 



 

Term Definition 

Student Records 
Confidential academic and disciplinary records maintained by 
Overlake. Policies in Section 8.2. 

Technology Use Policy 
Expectations for appropriate use of laptops, the internet, and 
social media; covered in Section 5.6. 

Transcript 
Official academic record shared with colleges and 
universities. 

Upstander 
A community member who actively intervenes or reports 
when witnessing harm or violations of values. 

Well-Being 
Holistic health encompassing emotional, social, physical, 
academic, and community dimensions. 

Withdrawal 
Process for leaving Overlake before graduation, including 
final billing. 

 

  



 

Frequently Asked Questions (FAQs) 

Question Answer 

Who do I contact if my 
student is absent or late? 

Please report absences or late arrivals by emailing or 
calling the Attendance Office on the morning of the 
absence. See Section 5.2. 

What happens if my student 
feels sick during the school 
day? 

They should go to the Health Office where the Director of 
Health & Wellness (school nurse) will evaluate their 
condition. See Section 10.1. 

How do we submit service 
hours for graduation? 

Students log hours online through the Service Learning 
platform. Instructions and guidelines are in Section 9.3. 
Hours are approved by the Experiential Education 
Department. 

What are the annual service 
benchmarks by grade? 

15 hours by 9th grade, 30 by 10th, 45 by 11th, and 60 by 
12th. See Section 9.3 for details. 

Who should I contact about 
concerns with a teacher or 
class? 

Your student’s advisor is your first point of contact. They 
will help coordinate communication with teachers or 
support teams. 

When are parent-teacher 
conferences held? 

Conferences typically occur in the fall. Details are 
communicated via the Parent Portal and Section 11.2. 

Where do I find the daily 
schedule or bell times? 

A typical daily schedule is in Section 5.1. For updates and 
special schedules (e.g., assemblies, late starts), visit the 
school website. 



 

Question Answer 

Is there a dress code? 
Yes. Dress Guidelines are outlined in Section 5.5. 
Overlake emphasizes neat, appropriate attire conducive to 
learning. 

Can my student order lunch 
deliveries to campus? 

Outside deliveries are limited. Please see Section 5.9 on 
food services and delivery guidelines. 

What is BYOD? 
Overlake requires students to Bring Your Own Device 
(laptop). Specifications and acceptable use are in Section 
5.6. 

What if my student violates 
the academic integrity or 
behavior policy? 

Overlake follows a restorative approach, which may 
include Reflection Days, community service, or SRB 
review. See Section 7. 

What is the Student Review 
Board (SRB)? 

A group of peers and faculty that reviews significant 
conduct cases in the Upper School. Procedures are in 
Section 7.6. 

How does Overlake protect 
student privacy and 
records? 

Records are confidential and managed according to best 
practices. Details are in Section 8.2. 

What do I do if my family 
contact info changes? 

Notify the Registrar promptly to keep our records current. 
See Section 11.4. 

How do I get involved as a 
parent? 

There are many volunteer and parent association 
opportunities. See Section 11.3. 



 

Question Answer 

What if we have questions 
about tuition or financial 
aid? 

Contact the Business Office. Tuition, billing, and financial 
aid information is in Section 12.2. 

Who do I contact for tech 
support or device issues? 

Reach out to Overlake’s IT team. Also see Section 5.6. 

Where can I find the school 
calendar? 

Key dates are listed in the appendix (Section 13.1), with 
updates on the website. 

How are emergencies 
handled on campus? 

Overlake conducts regular emergency drills and follows 
detailed procedures for fire, lockdown, or other scenarios. 
See Section 10.3. 

  



 

PARENT AND STUDENT 
ACKNOWLEDGEMENT 
This Form acknowledges that, as Overlake School students and parents, we understand 
that we are asked to support the School and its mission and to acquaint ourselves with 
and abide by the School’s policies and procedures. 

We understand that this Handbook is for informational purposes only and is only 
meant to be used by those affiliated with the School community. It is not intended to, 
nor does it create a contract or part of a contract in any way, including, but not 
limited to, between the School and any parent, guardian, or student affiliated with or 
attending the School. We understand that the terms and conditions of the Enrollment 
Agreement signed by us determine our relationship with the School. We further 
understand that the School may add, revise, and/or delete School policies before, 
during, and after the school year and that such updates need not be in writing or 
incorporated into this Handbook. 

Our signatures below and/or electronic confirmation indicate that we have reviewed 
and familiarized ourselves with the contents of the 2025-2026 Student/Family 
Handbook and agree to abide by the School’s policies and procedures, as outlined in 
the Handbook. 

I understand that this Acknowledgement may be electronically signed or confirmed, 
and by indicating my assent, I am agreeing to the use of electronic signatures or 
confirmations. I understand and agree that my electronic signature/confirmation will 
have the same legal effect and validity as a written signature, and that this 
Acknowledgement is valid and will be given the same legal effect as a written and 
signed Acknowledgement. I understand that if I do not wish to sign or confirm this 
document electronically, I can print the document, sign it, and return it to the School.  

 

            
 Parent/Guardian Signature      Date   

 

            
 Parent/Guardian Signature      Date 



 

 

             
Student(s) Signature – All students must sign    Date 

 

             
          Date 

 

            
          Date 

 

 

             
Print Full Name of Student(s) 

 

 

 

 

Please sign/confirm and submit this Acknowledgement by September 26, 2025. 
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