Charles 1. Yhitten School of Driving, LLC

Policies and Procedures

It is the expectation and strict intent of this driving school to set a standard. The follow policies and
procedures as established, set, and adopted by; Charles M. Whitten School of Driving, LLC doing
business with Coe-Brown Northwood Academy will do so with regard to the following policies and
or procedures. Those enrolled in this program are held to the same expectations to include;

Age requirement:
Students must reach their 16 birthday on or before the last day of the enrolled class.
OR be 15 years and 9 months of age on or before the first day of the enrolled class.

Vision screening:
Students must meet the minimum vision screening prior to any scheduled driving lesson.
Screenings are part of this class and recorded as met or not met.
Any “not met” screening will be referred to our school nurse for additional assessments.

Payment:
Check or cash payments only.

Total payment due the first day of class unless other arrangements are made in advance.
The non-refundable deposit made with enrollment is part of the total class fee.
Returned check fee is an additional $50.00 per check plus any additional bank fees.

No credit card, Venmo or other forms of payment are accepted.

Student conduct and behavior:
All school policies as set by Coe-Brown Northwood Academy apply to this class.

Disciplinary action:
Students found in violation of vaping, tobacco, weapons, impairment or harassment are at
the disciplinary discretion of Charles M. Whitten School of Driving, LLC in conjunction with
Coe-Brown Northwood Academy. Forementioned are outlined on the Coe-Brown
Northwood Academy website for reference. Violation of Academy, School or State rules in
these instances may result in removal from class without refund.

Student dress code:
As outlined in the Coe-Brown Northwood Academy, apply to this class.
No “flip flops” or “slide-ins” will be worn during any driving lesson.
No items worn that obstruct peripheral vision (outside your direct line of sight).

Removal from the program/class:
Removal from the program or class is without refund and all fees are forfeited.
Students may be removed from the program or class when:
Removal from Coe-Brown Northwood Academy has been made official.
In violation of any state law or rule deeming the student “ineligible”.




In violation of the current state attendance policy as outlined by the NH DMV.

When intentional, willful or reckless while operating a motor vehicle.

Operates a motor vehicle without regard for safety/refusal to stop when instructed.

Attendance:

Attendance polices as adopted by the State of New Hampshire in regard to Driver Education.
“No classroom instruction shall be missed during any course, except for good cause as
determined by the instructor, including a death in the family or injury. Absences due to good
cause shall not exceed four (4) hours per state rule Saf-C 3114.04 (e). Violation may result in
removal from class without refund (see refund policy). Students may enroll in another class
if there is availability. All fees paid will be forfeited. Effective January 1%, 2010.

Refunds:
No refunds after the first meeting of class. *See contract.
ALL deposits are non-refundable.
Deposits hold your seat and may restrict other enroliments should a class be full.

Cancellation:
Should class be cancelled all payments will be returned within 60 days of cancellation.

Inclement weather:
If school is delayed or cancelled, classroom instruction that day is also cancelled.
Any and all class time cancelled will be rescheduled.
Driving and or observation hours may still be met as allowed.
Students should plan to arrive for scheduled lessons unless notified of changes.
Any announcement of “all after school activities are cancelled” includes lessons.

Enrollment:
Students are enrolled first come and must meet all current enrollment requirements.
Enrollments must be complete with all required documentation, no exceptions.

Hours required:
As outlined in the most current rules for Driver Education, State of New Hampshire.
30 hours classroom instruction, 10 hours on road instruction, 6 hours observation.

Lessons:

Pick up and drop off is at Coe-Brown Northwood Academy.
*Other scheduled lessons rely on a timely schedule as traffic allows.

The vast proximity of student residences does not allow for home pick up or drop off.
Scheduled lessons missed result in a fee of $50.00 per hour and must be rescheduled.
Less than 24 hours’ notice results as a missed lesson and must be paid prior to the next.
Required time missed must be rescheduled prior to the release of any licensing paperwork.
Scheduled time outside the enrollment period results in a fee of $50.00 per hour.



Supervised driving hours:

Required by the Division of Motor Vehicles are set at forty (40) total hours. DSMV 509
Ten (10) of those hours must be “night time hours” as defined by the NH DMV.

*One half hour after sunset to one half hour before sunrise.
Hours should be completed in conjunction or prior to completion of the enrolled class.
Incomplete hours may delay “certificate of completion” until said hours have been met.

Electronics:

NO electronics including cell phones are to be used for any portion of a driving lesson. They
will be stored in the students back pack or glove box, set to “do not disturb” or “silent”. The
intent is to avoid driver distraction, a life skill. Should you need your student in an
emergency, contact the teacher or Academy. Electronics and or cell phones may be used at
the discretion of the teacher for class based on current ruling for state standards regarding
such use. There are no exceptions to this policy.

Text book:

A textbook is assigned to each student. Replacement of lost, damaged or stolen textbooks is
the responsibility of the student, parent or guardian. No licensing paperwork will be issued
until it is returned in good condition, free of damage. The Driver’s Manual is not returned.

Grading:

Students are graded on a variety of assignments. All work is significant and must be
completed and turned in regardless of credit earned for the quality of work. Any and all
missed work must be completed and turned in regardless of credit earned for quality of
work. Licensing paperwork may be withheld for missing work regardless of credit earned.

Weighted grades:

ALL work is significant, no work is “busy work”. All grades are weighted as reflected in
Google Classroom and categorized to include;
Classwork/Homework, Quizzes, Projects/Tests (there is a final test as well)
Totaling 100% = Final class average

Pass the class:

Students must reach a final average no less than 80% and all course materials must be
turned in regardless of credit awarded for their work. Failure to do so, results in withholding
of licensing paperwork until such requirements are met.

Certificate of Completion:

Upon successful completion, an official certificate from the DMV will be issued.

The certificate is specific and registered to the individual student only.

Certificates are register with the NH DMV and must be kept safe to avoid damage.

Fees for an original certificate are included in the original driver education cost.

A replacement certificate required by the NH DMV is issued at an additional fee of $50.00.
Responsibility is that of the recipient and must be kept safe to prevent loss or damage.

A certificate may be withheld at the discretion of Charles M. Whitten School of Driving, LLC.



IEP and 504 plans:
Students with current IEP or 504 plans are asked to advocate such in advance.
Modifications are not made; however, accommodation is always an option.
Open communication with the involved student, parent, teacher are key to student success.
Student success is first priority.

Low/failing grade:
Grades less than 80% are failing. Any grade 79 or lower should be done again. Redo work is
allowed up to one (1) week from its original due date or date graded, whichever is later.
Students have one (1) week to redo and resubmit work to be graded for new credit. This
applies ONLY to projects, tests and quiz grades. Classwork and homework may not eligible
for retakes/redoes. Such is done on an individual basis with regard to circumstance.
Credit awarded on quality and timeliness of submitted work and may vary.

Additional and “other” policy and procedure:
All others working with, employed by or contracted to provide services to Coe-Brown
Northwood Academy, under the direct supervision of Charles M. Whitten, School of Driving,
LLC, shall also adhere to all policies and or procedures as outlined by said Academy.
Such information is located on the “teacher share” link, under “School Wide Information”
and located within the “CBNA Policies” file.

Parental/guardian expectations:
Attend “parent night” and/or “open house” offered for enrolled students.
Complete and return documentation to include signatures, fees and communication.
Maintain active means of communication with the classroom teacher/instructor.
Oversee student progress; homework, classwork, quizzes, tests, projects, instructional labs.
Engage your student in active drive time to facilitate learning and good driving habit.

**RKEEP***  THIS DOCUMENT FOR YOUR RECORDS  ***KEEP***



