
How is Flex Period administered at Telos Academy? 

 

One of the major accommodations Telos Academy offers its students is Flex Period. Each full school day immediately 

following lunch, Telos teachers open their classrooms to students who require extra time and support in their class. Flex 

Period operates from 110-150PM. Please refer to the explanations below to see a sequence of the actions needed to help 

this accommodation run smoothly. (Revised AUG 2016) 

-At the beginning of each school week- 

At the beginning of each school week Academic Advisers reviews all student grades. This occurs most commonly on 

Monday morning. They look for the following patterns in PowerSchool that suggest a student will need extra time and 

support in his class: 

• Missing assignments 

• High instances of absences in a class 

• Low assignment or exam scores (which can be re-done for additional credit) 

The Academic Advisers give flex assignments based on the aforementioned patterns they see using the Flex tab on the 

Checkout Sheet. They schedule students in need of flex to go to one specific class each Flex Period. They spread out the 

assignments so each teacher has a balanced load if possible, darkening the days the student is not expected to attend. 

 

After the advisers have updated the Flex Assignments, they communicate the assignments in two ways: 

1) They update the Info Screens that are shown on the residential units 
2) They send out the daily Flex Assignments to residential, academy and clinical staff (which the school administration will print 

and post in a conspicuous place like the closet door in the cove for reference) 

 

-Each school day- 

It is the student’s responsibility to check if they have Flex that day. AM residential staff may assist and forecast the Flex 

Assignments of the day during morning or lunch groups using the list that is sent out by the academic advisers. This 

helps to alert the students to the upcoming need and tends to avoid conflict that can occur when the student is 

‘surprised’ to find out he has been assigned flex. At the end of lunch period at 110PM the staff direct the students who 

are assigned Flex Period that day to attend the class which is listed. If a student is not assigned flex, but still desires to go 

to work ahead or finish an objective, he may go voluntarily.  

Flex Period  

1. Flex begins at 1:10 PM 
2. If teacher is not present in classroom by 1:15 PM, then the assigned students are excused from flex, unless notified by the 

teacher beforehand of the dely. This is most commonly done by a simple note on the door. 
3. Assigned Flex takes priority over chores only after 1:07 PM. Student are expected to get their chore completed before 1:07 

PM. Voluntary flex attendance does not take priority over assigned flex. 



4. Therapy takes priority over flex period. Therapist or staff should immediately record therapy on the checkout sheet. If 
Therapy is expected to begin after 1:15 PM, then students are expected to go to flex until they are retrieved by their 
therapist. Primary therapists should pick up their student from the flex classroom if therapy begins after 1:15 PM.  

5. Medical Runs takes priority over flex. Staff are expected to immediately record medical runs on check out sheet. If they do 
not, it is likely the student will be penalized for an unexcused absence. 

6. Teachers must record flex attendance/participation by 1:45 PM 
7. Study Desk assignments will be communicated to the residential department and Anthem by 2:00 PM 

 

Teachers should always assume that a student is available to work during flex for the entire period unless told 

otherwise. They may also keeping a minute ratio to record the amount of time they worked. It is the teacher’s 

responsibility to decide if sufficient effort was given to pass flex period without receiving study desk. This enables 

teachers to give the consequence of study desk for special situations such as where the student significantly distracts 

other students even though the student gets their own assignments completed, or if the student was extremely late 

without excuse. 

The teachers record Flex Period attendance and engagement using the Checkout sheet. They note when a student is 

absent. One teacher takes the lead to coordinate with residential staff which students are missing from Flex. If a student 

has a legitimate excuse for not attending, the absence is listed as excused. The common reasons for an excused absence 

include: 

• Student is completely caught up in the assigned class 

• He has a therapy session or medical appointment that cannot be rescheduled (including illness) 
• Student is on a sports team that has a schedule game that overlaps with school 

The teachers record student engagement by using the scale below: 

1. S – sufficient (In general, if the student is not disruptive and works according to his ability and need, then the student should 
receive an "S" grade for flex) 

2. I – insufficient (Student attended but put forth less effort than was required or less than he was able, or he was disruptive to 
other students or staff) 

3. UA - unexcused absence 
4. Ex - excused absence. If the student is caught up, the teacher notes this in the cell “caught up” which indicates the boy checked 

in with them to verify this.  
 

The teachers also record how much time a student was on task for that day’s flex period by recording a simple number 

next to the engagement grade. This information can be shared with other stakeholders by the academic adviser. 

Teachers include any needed notes (such as rationale for excused absence) in each cell by right-clicking and inserting 

note. An earmark will appear in the top right of the cells which contain such information. 

 

Flex Period concludes at 150PM as 7th period begins. The lead teacher in charge of coordinating with residential staff 

reviews all flex notations for that day and looks for any student who had an unexcused absence or refused to work in 

flex. A list of these students is sent out to the PM Residential Leads so that a logical consequence may be enforced. This 

is done by using the GroupMe text message service. 



-Each evening after Flex is missed- 

Flex Hour is an opportunity for students to get their schoolwork done and takes the place of regular homework time that 

would likely be employed in the home environment. When a student refuses to use this time productively, the staff 

acting as the effective parent, employs a logical consequence to help the student realize the negative impact of their 

decisions (rather than wait for the end of the quarter when the natural consequences will eventually catch up with 

them). At Telos, the standard consequence for missing Flex is Leisure Activity Restriction which can be removed by 

completing a study desk assignment. 

The PM Leads receive a text from the Academy regarding who is assigned Study Desk that evening. They may either 

administer this themselves or delegate this to the staff responsible for the Q that student is on. The staff that 

administers Study Desk recovers one of the study desk assignments from the staff office before forecasting group. The 

student is placed on LAR for the evening until the study desk assignment is completed. Residential staff are responsible 

to evaluate the student’s effort on his study desk assignment. They should only accept the completed assignment when 

it is done to the standard a parent would expect when administering a consequence. 

The staff returns the completed work to the office and completes the Study Desk Response Google form when charting 

that evening. 

PM Staff may use the following rubric to help them quickly report the follow through of the student as they chart. 

Staff Error Critical Response Avoidant Response Positive Response 

Staff did not administer 

the study desk 

appropriately. (Please 

include an explanation so 

future issues can be 

resolved) 

Student refused to follow 

through with the 

consequence and/or was 

reactive to support 

Student avoided working 

on the study desk, but 

eventually complied. He 

was distracted often and 

needed support to finish. 

Student completed the 

study desk without 

complaint and worked for 

the full time allotted 

without any issue.  

 

The Campus Supervisor ensures that the study desk consequence is administered and recorded appropriately. During Tx 

Team, the Academic Adviser compares the Study Desk Response charting to the GroupMe texts that were sent by the 

Academy. If the charting is missing, an alert is communicated during Team Meeting and the PM Leads are assigned to 

tighten up the residential response.  

-Other Notes- 

How to get set-up on GroupME text service: 

All PM Leads, Advisers, and teachers responsible for coordinating Flex should be added on this service. 

a. Please sign up for this service at https://groupme.com/en-US/sms 

b. Have the Campus Supervisor add your email/phone to the “Residential Academy Bridge” group 

c. Downloading the App to your computer or smart phone is recommended 

d. Study Desk alerts are sent to all Team Leads every school day around 2PM 

 

How PM Staff Administer Study Desk: 

1) After being informed that one of the students on your Q has Study Desk, collect a Study Desk assignment from 

the wall near the computer where you clock in. Have this on hand before during forecasting group.  

2) Inform the student who is on Study Desk of his LAR consequence until he completes the assignment. 

3) You are responsible to ensure that the student puts forth effort on this assignment for 20-30 minutes. You 

should have him revise his work until it is done to a satisfactory nature. Think like a parent/teacher. ☺  

4) Chart on his completion of the Study Desk after your shift using the rubric above on the Study Desk Response. 



Frequently Asked Questions 

 

Student: I shouldn’t be assigned to Flex for this class. I am all caught up! 

AM Residential Staff Response: Cool, I am glad you are caught up. We will go together to speak to your teacher and 

when they confirm you are completely up to speed in their class, you will be excused. 

 

Student: I’m not done with my lunch chores yet. I can’t go to Flex. 

Response: Flex attendance takes priority over lunch chores. You are responsible to complete your chore and make it to 

Flex on time.  The consequence for attending Flex late is study desk. 

 

Student: I am sick of being assigned Flex for this class three times in a row. Can’t I get these assignments mixed a little so 

I do not have to attend the same flex every single day? 

Response: Your academic adviser makes these Flex Assignments. I hear that if you ask to explain your concern to them 

in a respectful way, they usually are pretty flexible. They just want you to get caught up, and work effectively. I suggest 

you go advocate to them after Home Room on Friday and explain your feelings. 

 

Student: I only need to finish one assignment. It won’t take me very long. 

Response: Good, I am glad you are close to being caught up. Your teacher may excuse you when you are all caught up. 

Check out with them and return back to the floor when you are all finished. If you are LOS, ask a teacher to walk you up. 

 

Student: Flex is stupid. You are stupid. I am not going to Flex. 

Response: That is certainly an option for you. However, if you do not take advantage of this time to give effort to your 

school work, it shows you are not being responsible. At Telos, you are given what you can handle. You will be on LAR 

after school until you complete a study desk assignment that takes 30 minutes. I would recommend you spend the time 

working in Flex than on study desk. The choice is up to you. 

 

Student: This study desk assignment has NOTHING to do with the class I am behind in. 

Response: You are absolutely correct. This is designed as a logical consequence because you have already refused to 

take the time to work on the class you need to catch up in. I hope you sense the error in refusing to work when you have 

the opportunity and the resources of the teachers available to you. Please complete this consequence so you can get off 

LAR and make a better choice next time you are assigned Flex.  

 

PM Lead: I would like to administer the study desk consequence but the student left for a sporting event before school 

left and he didn’t get back until late last night.  

Response: Thanks for alerting us to that. Send the Campus Supervisor a note and let them know of the situation so they 

can pass this along to the Academic Department and the Athletic Director.  

 

 

 

 

 


