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WELCOME

Welcome to the Middle School transitional years, grades six through eight. During
Middle School, students learn strategies and skills necessary for becoming independent
learners, as they leave a maternal primary setting and prepare for the demands of their high
school years. Middle school students are explosive with ideas, emotions, questions, and
demands, creating an exciting and dynamic environment of continual change. To provide a
framework to guide our students, we emphasize 3 core values, known as the Rs of middle
school: being respectful, responsible, and reflective. If you act with respect in all that you do,
you can be certain that the choices you make always consider the wellbeing of yourself and
others in the community. If you act with responsibility, you are willing to take ownership of
your words and actions. If you are a reflective person, you will learn and grow from your life

experiences.

Being transition years implies that mistakes are an integral part of the learning process.
Together as educators and parents, we must
mistakes, responsibly help the child understand the repercussions that the mistake may have
for self and community, and reflect on our role in helping the child learn from personal
experience and accept the consequences that each action brings. For teachers and parents of the
CMSFQ community, being responsible for the formation of our youth is a great charge, and
these middle school years are crucial for setting the course. For you, our students, these
transition years are full of change and surprises, but with support, guidance, and clear
expectations, we have no doubt that you will have a wonderful and successful middle school

experience.

Cindy Garzon
Middle School Director September —2007
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MISSION STATEMENT

Goodness, Beauty and Truth are the guiding principles that inspired the foundation of this
college preparatory school. The mission of our school is to create well-rounded individuals who,
through a liberal arts education, have a strong sense of values and who understand, respect, and
celebrate the diversity of Ecuadorian culture. Graduates of Colegio Menor will be:

e Lifelong learners who are active participants in their local and global communities
e (ritical thinkers, creative problem solvers, and decision makers

e Effective communicators in both Spanish and English

e Aware of their environment and passionate about the betterment of society

CMSFQ STUDENT PROFILE

1. Lifelong learners, who are active participants in their localand global communi ti es,
¢ Beintrinsically motivated and self-directed,
e Be curious and inquisitive,
e Be accountable for their choices and actions,
e Develop and behave according to a personal value system,
e Demonstrate leadership skills,
e Understand that they have a specific contribution to make.

2. Critical thinkers, creative problem solvers,
e Identify a question or an issue,
e Be competent, independent users of information,
o Recognize that a need for information exists,
o Develop strategies for locating and accessing appropriate, relevant sources for
information,
o Examine sources for readability, credibility, currency, and bias,
o Process, organize, and decide how to use information,
o Present findings through diverse and appropriate modes,
e Reach a solution using multiple pathways,
Set goals,
Anticipate potential risks,
Ask appropriate questions,
Understand and apply basic principles of presenting an argument,
Restrain impulsivity,

o O O O O

Demonstrate perseverance,

Think outside the boundaries of standard conventions,

e Take a position based on principles of reasoning and logic,

e Reflect upon and evaluate results to determine effectiveness.



3. Effective communicators in both English and
e Communicate clearly, accurately, and fluently in all modes of communication,
e Communicate critically, creatively, and reflectively in all modes of communication,
e Listen/observe empathetically and respectfully,
e Listen/observe with an open mind.

4. Individuals, aware of their environment and passionate about the betterment of society,

wi ||

e Understand the ideals, rights, and responsibilities in a democratic republic,

e Work collaboratively and productively together for the welfare of the individual and the
community,

e Demonstrate tolerance and appreciate diversity,

e Appreciatet he uni que nature and i mportance of
understand human impact upon its fragile systems,

e Develop a set of ethics and behaviors that value and help protect the natural environment.

CMSFQ VISION

Student learning is our priority. Stud ents will achieve excellence through our dynamic academic
model, our strong sense of community and our diverse resources.

Our Dynamic Academic Model

Curriculum:

A Curriculum, instruction, and assessment are supported by current research in education,
especially in the areas of brain research and metacognition (learning about learning).

A A bicultural curriculum gives importance to both international and Ecuadorian standards.

A Students attain high levels of proficiency in both English and Spanish through a long-term
bilingual model that begins with English immersion during the early childhood years and
transitions to a full bilingual program.

A Aliberal arts curriculum, including distinctive programs in music and art, contributes to
developing well-rounded individuals.

A Core values are developed through and reinforced by our academic and community-
building programs.

A Technology is integrated throughout the academic program as both a learning and a
support tool.



Instruction:
A Quality instruction is age and developmentally appropriate.
A Instruction promotes the discovery, understanding, and application of the concepts and
values relevant today and in the future.
A A balanced approach to instruction includes learning by doing, cooperative learning,
modeling, direct instruction, and teachers as facilitators.
A Query-based instruction awakens students’ sense

Assessment:

A Assessment provides the best evidence of learning. A balanced approach to assessment
includes real world and performance assessment, traditional evaluation, standardized
testing, and most importantly, adjustment of instruction based on evaluation results.

A Mistakes are considered an integral part of learning.

Our Strong Sense of Community

A Students, parents, and school personnel are all integral members of the Colegio Menor
community.

A Community members are dedicated to building and maintaining a positive school climate
through both team contributions and individual productivity.

A All individuals are accountable to the community and conduct themselves in accordance
with the Code of Honor.

A Community members celebrate and support each other through successful, as well as
difficult moments of growth and change.

A The faculty models solidarity through active participation in community service.

Our Diverse Resources

A Highly qualified teachers who are supported by an ongoing program of supervision and
evaluation which cultivates, recognizes and celebrates good teaching.

A Support services provided by experienced professionals and specialists in areas such as
counseling, early intervention, special needs, and English as a Second Language.

A A modern library and teacher resource room with over 40,000 book titles and didactic
materials, contributing to a collection of almost 100,000 items.

A First-rate facilities that include science and computer labs, athletic fields, a planetarium,
ample green spaces and the Da Vinci Center which houses the Art, Music and Athletics
departments.

A Academic and discipline support programs that require students to be active participants
in finding solutions to their problems and to assume their responsibilities in the school
community.

A Professional development opportunities in and outside the country that update and
enhance effective teaching.

A Technology integrated throughoutt he school’'s academic progr
services, serving as a learning and support tool, a medium of communication, and a
source of information for all members of the community



GENERAL ORGANIZATION OF THE MIDDLE SCHOOL

The secondary school at Colegio Menor includes grades six through twelve. The Middle School
and the High School maintain distinctive academic and student life programs aimed at providing
an integral and appropriate education for all secondary school students. However, the two areas
do work together to assure integration, consistency and cohesion in all programs offered to the
students during their secondary school careers.

Brief Description of Administrative Functions

AREA HEADS
The Middle School Head is responsible for all teachers, students and activities. Her
responsibilities include:

Middle School policies

Academic / curriculum planning

Faculty support and development

Development and/or revision of academic standards

Coordination/integration of academic programs among sections of the school

Transition programs for students moving from one section to another of the school
Administrative Meetings (General Director, Board, other Heads, Middle School Team)
Meetings with faculty (individually and in groups), counseling personnel, students, and
parents

Collaborating with Dean of Students and Counselors on disciplinary and academic issues
Conducting systematic teacher observation/evaluation

Supervising activities taking place in each area

Participating in the Admissions Committee

Playing an active role in the hiring process

Controlling and supervising books and materials orders

Preparing annual budget for the area

DEAN OF STUDENTS
The Dean of Students’ general responsibilities include:
Disciplinary issues and monitoring of student behavior

Working closely with Head, counseling personnel, advisory program, teachers, parents and
students

Participating on the Middle School Administrative Team

Classroom observation

Faculty support

Coordination of the Community Hours



COUNSELOR

The work of the Counselor includes planning and coordination in the following areas:

Counseling students with individual and/or group problems
Planning and implementing special programs:

Values

Drug and Alcohol Awareness Week

Wholesome Life
Conducting informational conferences for parents and teachers
Maintaining parental contact
Providing faculty support

SPECIAL NEEDS SPECIALIST

Works within the counseling department, and is responsible for the following;:

Applying psycho-pedagogic assessments of referred children.

Providing support for teachers in implementing adaptation strategies in the classroom
Following up on referred children across the school year

Interviewing and meeting with parents, teachers and external therapists

PAS COORDINATOR RESPONSIBILITIES SHARED BETWEEN COUNSELOR & SPECIAL

NEEDS SPECIALIST:

Monitoring grades and keeping track of the students' academic performance
Observing classes

Student and parent contact / Communication of progress

Faculty support

MIDDLE SCHOOL ADVISORS

Middle School teachers serve as advisors to a parallel of their students.

The advisor is the key contact for his/her advisees and will maintain his/her students
informed about current events and school news.

He/she is the first person to whom parents and other faculty members turn with questions,
concerns or praise about students.

Implicit in the role of advisor is the work of guiding, counseling and delivering constructive
criticism. They need to be firm and hold students to high standards, constantly reviewing
with their advisees Colegio Menor expectations. Through interactions with their advisors,
students learn to take responsibility for their actions and begin to see the connections between
our Code of Honor and their personal success in the CMSFQ community.

CURRICULUM COORDINATOR

The All-School Curriculum Coordinator for Middle School is in charge of:

e Coordinating/integrating academic programs across subject matter departments and
grade levels
e Teacher/Administrative support

10



ACADEMIC COORDINATORS
Academic Coordinators are directly supervised by the Area Head. Their responsibilities include:

e Curriculum development and supervision
e Teacher/Administrative support

REGISTRAR
The Registrar's main responsibilities are:
Maintaining students' records and archives
Developing and providing schedules
Coordinating the computerized grading system and its applications
Preparing:
Progress Reports and Report Cards
All documents for the Ministry of Education
Official transcripts

Students who need official transcripts, certificates from the Ministry of Education, or copies of
report cards, should request them from the Registrar. These documents will be ready for the
students within two working days.

11



MIDDLE SCHOOL ACADEMIC INFORMATION

GRADING SCALE

A+ 100-95

A 94-93

A- 92-90

B+ 89-87

B 86-83

B- 82-80

C+ 79-77

C 76-73

C- 72-70

D 69-67

F 66-0

GRADING SYSTEM
SEMESTER 1 SEMESTER II
Grades | Semester Grade Semester Semester Grade Semester
Exam Exam
6th 90% 10% 90% 10%
7th 85% 15% 85% 15%
8th 80% 20% 80% 20%
Year
Weight 40% 60%
ACADEMIC HONORS

e 3 or better in effort and conduct in all subjects

e Not in Written Warning in the discipline system
¢ No Honor Code Violations during the semester

a) Academic Recognition
87-89 (B+ average)

b) Honor Roll

Semester grade point average of 90- 94 (A average)

c¢) High Honor Roll
Semester grade point average of 95 (A+ average) and above

12



EFFORT MARKS

Each grade is accompanied by an effort mark which is independent of the grade average and
may be based on such considerations as participation in class, quality and punctuality of work,
and any extra work beyond that assigned.

1 exceeds expectations: outstanding student, consistently performs above and beyond

2 regularly does all that is asked for

3 needs improvement: student needs to improve in at least two areas (e.g. homework,
participation)

4 unacceptable

CONDUCT MARKS

The conduct mark is separate from the grade average, but there is an obvious connection.
Behavior in class is something that students can control. The grade is based on such
consideration as punctuality, quality of participation in class (positive/negative), behavior, and
general attitude to both subject matter and members of the class.

1 exceeds expectations: outstanding, always a role model, contributes in some exceptional
way.

2 regularly does all that is asked for: regularly a positive member of the class, arrives on
time ready to work.

3 needs improvement: student needs to improve in at least two areas (e.g. behavior,
punctuality, attitude)

4 unacceptable

PROGRESS REPORTS AND REPORT CARDS

Colegio Menor has two official Report Cards a year, one at the end of the first semester in
January and one at the end of the school year in June. However, it is our interest to keep both the
student and parents informed of the academic performance and progress in smaller periods of
time. For this reason, there are two Progress Reports each semester. These reports go home
approximately every six weeks. The grades shown in these Progress Reports are not permanent;
they are cumulative and change day to day until the end of each semester. These grades show the
work done during this shorter period of time and help students, parents and teachers to monitor
the student's progress and promptly identify problem areas. Progress Reports are designed to
help prevent failure and to develop strategies for improvement. Report Cards contain the official
grades.

Official Report Cards JEOUEUAa wEOEw) UOI AwOUUUWET wxPEOI EwUxw
person who brings a written authorization to do so.
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MIDDLE SCHOOL HOMEWORK STAMP POLICY
Students who do not hand in a homework assignment when due will receive a "No Homework"

stamp in their agenda. This also serves as communication home to the parents that a student is
not meeting his/her commitments in the classroomand t he student’
category of *“Lif e s Ratehtdase asked éoanbrdtor dha@n@ewlolrkiamdeoscheck
the agendas on a regular basis. A parent signature is requested on each stamp to verify that

the communication has been seen. This system helps the student and parents to receive

immediate and consistent information about homework performance.

MAKE-UP WORK:
Students who have an excused absence are responsible for making up work. They will have the

same number of days they are absent to make up the work. If a student is absent for more than 2
days, the student shoulduse t he -Upmavkeer Kk organi zer”

MAKE-UP EXAMS
A student will be all owed to make up exams
of an extreme emergency.

SEMESTER AND FINAL EXAMINATIONS

Semester exams are required for most classes and are given during an established exam period at
the end of each semester. Students who do not have an exam on a particular day do not need to
come to school. The only excuse for missing a semester or final exam is a written medical
certificate. (See pagexx—“ Leavi ng School Early at the End

EXAM EXEMPTION POLICY

MS students are allowed to exempt from end-of-the-year finals only. In order to qualify they

must have:

e A minimum year-long average of 93% or higher in that subject one week prior to the close of
the semester

o Effort and conduct grades must be 2 or better in exempted subjects

MIDDLE SCHOOL AWARDS
Students are honored at an awards assembly at the end of the year. Faculty members nominate
students and then participate in the selection process.

AWARDS BY GRADE LEVEL:

Goodness, Beauty, and Truth

This award is given to the student whom the faculty believes to be the most outstanding student
in each grade. He or she represents our motto of Goodness, Beauty, and Truth to the highest

level.
A student nominated for these awards should meet the following criteria.
Achieves academic excellence, both in effort and results

14
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Demonstrates outstanding citizenship. Students who have been in the discipline system
during the year may not be nominated. Students with Code of Honor violations or
Disciplinary Warnings during the year will not be considered

Actively participates in a variety of extracurricular activities. Both activities connected to and
not connected to the Colegio are considered

Pursuit of Excellence
This award is given to the student in each grade, who demonstrates a spirit and drive to achieve
excellence. They may not always achieve the same high results as our GBT recipient, but it is
never for a lack of effort. A student nominated for these awards should meet the following
criteria.
Demonstrates superior effort to achieve academic excellence. (PAS level 1 students are
eligible for nomination)
Demonstrates citizenship. Students who have been in written warning or probation may not
be nominated. Students with Code of Honor violations or Disciplinary Warnings during the
year will not be considered
Participates in extracurricular activities. Both activities connected to and not connected to the
Colegio are considered

AWARDS BY SUBJECT AREA:
Most Improved: This award is given to the student who has demonstrated great effort,
commitment, and consistency to overcome his/her difficulties.

Academic Excellence: This award is given to the student who has maintained the highest grade
throughout the school year.

8™ TO 9™ GRADE PROMOTION
If a student in 8 grade fails Math or English, he/she must:

e Get 40 hours minimum of summer tutoring with a school approved tutor and following
the school curriculum

e Present a certificate of satisfactory completion one week before classes start

e DPass an exam one week before school starts

e Pay a $20 fee for each exam

If the student fails the exam, he/she will be given conditional admission to HS and must continue
with tutoring until satisfactory progress is made. If the student does not do the tutoring or does
not take the exam, he/she will not be admitted to 9% grade and continued registration may be
denied.

JURA A LA BANDERA
e At the Middle School level the school does not designates special positions of honor at this
ceremony because in primary we do not have numeric grades. The school will recognize

15




the 6 students with the highest cumulative grade point average during the first semester
of sixth grade.

e Attendance at the Jura ceremony is mandatory for Students of Grades 6, 11, and 12 and
their respective teachers and advisors

16



OPTIONAL ACADEMIC PROGRAMS

MIDDLE SCHOOL ACADEMIC FIELDTRIPS

The purpose of the Middle School academic fieldtrip program is to expose students to Ecuador's
geographic and cultural diversity and provide numerous links to the curriculum. The program
gives students the opportunity to reinforce and extend their understanding of concepts through
experimental field activities. Students use their five senses to make connections between what
they are observing and what they have studied in class. For example, the study of human-
environment interactions around the world-an important theme across all three grade levels in
the middle school-is greatly enriched when students are able to observe both the positive and
negative effects of these interactions in their own country.

The academic fieldtrips offer the opportunity of learning life skills as well as team work, while
exploring the bio-diversity found in the different regions of Ecuador.

Middle School requirements for participation in academic fieldtrips:

1. No lower than PAS level 1.
2. Minimum of 17 community points.
3. No Code of Honor Violations during current year

Students may petition, in writing, special consideration if they do not meet any of these
requirements. Students may not petition if the Code of Honor Violation involves physical or
emotional harm to another member of the community.

These academic fieldtrips are optional. Students who opt not to go must attend the regular
schedule.

The school reserves the right to deny student participation of a student on a trip for health
and/or safety reasons.

MIDDLE SCHOOL PROGRAM FOR ACADEMIC SUPPORT - PAS

Objectives:

e Supervise all middle school students and keep track of the students' academic
“potenci al i zoperativa’u. capaci
e Supervise all Middle School students to prevent failure and to help them with the

betterment of their academic and study skills.

performance to prevent low grades and to

PLACEMENT IN THE PROGRAM FOR ACADEMIC SUPPORT
e Students may be placed in the system by parent, student or faculty request

17



Students who end the school year with two D's or any worse combination will start the new
school year in support level 1 at the beginning of the school year

Following each progress report and report card, the faculty will conduct a Performance Check
(PC) of all students to determine who will be assigned to support level 1 in PAS

SUPPORT LEVEL 1

Students wit h HrogfessReportdr REporsCa@ln a

Students will stay at Support Level 1 until the next Progress Report or Report Card

A student assigned to this level will meet with the advisor. The purpose of this meeting is to
identify the student's specific academic problems and to propose viable solutions. These may
include required in-school help sessions, outside tutoring, or testing for special needs

Parents will be informed by letter. They must sign this letter and return it to the advisor, if
not, the advisor will call the parents

Teachers will submit a periodic progress report to monitor the student's performance. This
information will be shared with the student and parents

PAS reports go home in between Progress Reports

SUPPORT LEVEL 2

Students with two F’s or worst combination on a Progress Report or Report Card

Students who have not shown sufficient progress in support level 1 or a worse combination of
D's and F's

Parents will be informed and/or called in for a meeting with the Middle School Team.
Students will be required to stay for extra help sessions and must comply with all other
recommendations made during the PAS meeting

All other procedures listed under Support Level 1 apply to this level

SUPPORT LEVEL 3

Students who have not shown sufficient progress in support level 2 or students in risk of
failing the school year will be extended to level 3 after the first Progress Report of the Second
Semester

The students and their parents will be called in for a meeting and will receive a warning letter
During the PAS meeting, the students and parents will be advised that there is a serious risk
of failing the school year and/or delaying the graduation date

All other procedures listed under support levels 1 and 2 apply to this level

UPGRADE / EXTENSION / REMOVAL FROM SUPPORT LEVELS 1,2 OR 3

After students have received a Progress Report or Report Card, they will be reviewed by the
Middle School Team.

Students who show a consistent record of improvement on their PAS reports and their
Progress Report/Report Card will be removed from the support program
18



Students who have not complied with the requirements of the support level and/or do not
show a consistent record of improvement will have their time in the support level extended
or will be downgraded to the next level

Parents will be notified by letter of all decisions to changethes t udent s

e prbgaatnu s |
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CMSFQ COMMUNITY EXPECTATIONS

PHILOSOPHY

Faculty and staff at CMSFQ believe that it is important to be part of a learning community where
students learn from their mistakes. We become especially concerned when we see patterns to the
negative behavior. The process of changing one's behavior can often be frustrating and difficult.

It requires patience and consistent effort primarily on the part of the student, but also of parents,
teachers and administrators. F o r this reason, AWRC alpeplrioeavcent: t h e
Advising, Behavior, and Community Service. In our approach:

e Advising: is meant to create structure and allow communication so that students receive
regular feedback on their behavior and effort through the Advising Team, made up of the
Advisor and Dean of Students. To insure success, students, parents and teachers need to
be active members of our team. Students also receive support and encouragement
through the MS Counselor.

e Behavior: Healthy behaviors are supported and encouraged in our students in order that
they reach their potentials to become persons of integrity. We expect students to take
responsibility for their behaviors and accept the consequences as part of their learning
process in order to regain their status

e Community Service: is an integral part of our approach as we expect students to give
back to the community when they have made a mistake and possibly affected others as
well as their own personal image and good standing

CORE VALUES AND HABITS

The Colegio Menor faculty and administration work to develop character integrity in all
students. Character integrity is defined as having a consistent set of interlinked values that
influence a person's response to each and every situation. We have identified the following nine
habits and values as indispensable for members of the school community, Ecuadorian society
and our global society:

e Fairness e Perseverance

e Responsibility e Empathy and caring
e Honesty e Wisdom

e Respect e Tolerance

e Self-control

20



CODE OF HONOR

Colegio Menor is a community of many individuals who seek to develop universal values. These
core values represent our aspirations for behavior. Above all, respect forms the foundation for a
peaceful and orderly environment where learning can flourish. We expect all members of the
Colegio Menor community, adults and students, to uphold the founding principles of the
school: goodness, beauty, and truth, and to adhere to the Code of Honor, both inside and
outside the school community.

We, as members of the Colegio Menor community, strive to:

e Interact with fairness toward others.

e Take responsibility for our own learning and for all that we say or do.

e Make honesty a priority in life by acting truthfully and with integrity at all times.

e Respectour sel ves, ot he propertypahditle enyitonnpenti vacy,

e Make and honor commitments and practice self-discipline and self-control.

e Achieve personal excellence in all endeavors through perseverance and pride in our
performance.

e Act with empathy, caring, and generosity for others and exercise goodwill toward them.

e Reflect on and integrate knowledge and experience to achieve understanding and wisdom.

e Speak and behave with tolerance toward women and men of all races, religions, and cultures,
as well as toward individuals whose beliefs, opinions, and lifestyles differ from our own.

In upholding the Code of Honor, students will:

e Encourage classmates to uphold the Code of Honor.

e Cooperate with school authorities during any investigation of a violation of the Code of
Honor. (During the investigation of serious offenses, CMSFQ reserves the right to search
lockers, backpacks, and the personal effects of students including cellular phones and i-pods.)

Gross Misconduct in or around the Colegio Menor campus, during school-sponsored activities,
or on school transportation is prohibited and may lead to expulsion. Gross Misconduct is a
behavior that goes against our core values and community expectations; such as:

e Bullying e Theft / Possession of Stolen Property
e Insubordination e Deception

o Fighting e Cheating

e Vandalism e Plagiarism

Possession or evidence of use of the following items on the Colegio Menor campus, during

school sponsored activities, or on school transportation is prohibited and may lead to expulsion:

e Drugs, alcohol, or cigarettes

e Weapons

e Pornography

e Materials that demonstrate and/ or promot e
Code of Honor
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Major Infractions against the Code of Honor leading to immediate expulsion:
e Possession of firearms
e Selling drugs on campus

DEFINITION OF TERMS USED IN CODE OF HONOR

The following definitions are reprinted with permission of Buckingham Browne & Nichols
(Upper School Handbook 1999-2000); however some may have been changed to better meet
Col egi o Menor’s needs.

Gross misconduct

These are behaviors that threaten the well-being of the community or of individuals and are
subject to disciplinary proceedings as outlined in this handbook. The behaviors listed below are
all examples of Gross Misconduct and go against our Core Values and Community Expectations
and are considered types of Gross Misconduct.

Bullying

Bullying constitutes any intentional act which is hurtful or harmful to another member of the
community. Bullying may be verbal, physical or psychological. Some examples include: threats,
intimidation, coercion, physical aggression, name calling, defamation, insults, exclusion, practical
jokes, public humiliation, and technological harassment.

Insubordination

Insubordination is the refusal to follow a reasonable request by any faculty member, staff
member or coach; or the making of rude, profane of obscene statements or gestures to a teacher,
coach or staff member.

Fighting

A fight is a physical conflict between two or more individuals. Offenders will be disciplined
regardless of whether or not they initiated the fight, ended it or were defending themselves.
However, initiators will be dealt with more severely.

Vandalism
Vandalism is the willful destruction or defacement of property.

Theft / Possession of Stolen Property

Theft is the taking of property that does not belong to the student. Possession of stolen property
is the holding without permission of property that does not belong to the student. Students can

help avoid theft by marking their backpacks, reporting thefts, closing open lockers and leaving

large sums of money and expensive jewelry at home.
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Deception
Deception is defined as lying, forging documents and signatures, or any attempt to mislead
others.

Academic Dishonesty

There are many types of academic dishonesty. This behavior is seen to provide an unfair
academic advantage to a student or students. Examples are: cheating, dishonest conduct, and
plagiarism. Below are some examples of each, but by no means is it a complete listing of all
possibilities.

1. Cheating examples:
e Willful giving or taking of unauthorized information on exams, projects, class
assignments, etc. intended to be individually completed
e Bringing any unauthorized materials into a testing situation
2. Dishonest Conduct examples:
e Turning in a paper or other academic product to more than one teacher or course without

permission
e Stealing or possession of a stolen exam or answer key
e Changing official academic records
3. Plagiarism**:
e The presentation of material taken f rattemptanot
successful or not, to do so. What follows is a more complete explanation of plagiarism:

"Most writers know that copying another's work word for word without giving the author
credit is considered plagiarism. But they often assume that this practice is frowned on only
when long passages are involved (i.e. whole pages or paragraphs). Consequently, they feel
free to copy phrases and sentences without using quotation marks or acknowledgments.
Actually, any unaccredited use of another's information or ideas is plagiarism whether the
wording is changed or not. Under the mistaken notion that unaccredited paraphrasing is
acceptable, students often reproduce sources almost exactly, changing only a word here or
there. An honest paraphrase, however, is one in which the ideas of the source are stated in
the writer's own words, it is still necessary to credit the source." (Taken from Handbook of
Current English, 6th ed., Jim W. Corder, 1981).

The term plagiarism can apply not only to written words and ideas, but also to songs, works
of art, computer programs and films. In other words, credit must be given for any aspect of a
work that a student has not created. Please note that carelessness is not considered an excuse
for plagiarism. Putting a name on a paper, poem, a painting, etc., is a pledge that, except
where specified, it entirely represents one's own work.
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**These cases can be very difficult and at times the actual source cannot be found, but the
teacher has previous work of a student that would indicate that some part or an entire work

in question is not the work of the student. In these cases, a review will be done with at least 3

of the student’s current and/ or past teachers
plagiarism or not.

MIDDLE SCHOOL CONSIDERATIONS FOR INFRACTIONS AGAINST THE
CODE OF HONOR

e Consideration of a student's behavioral and academic record and other relevant information
will be a factor in determining any suspension and its criteria.

e Any Code of Honor violation may be considered by the Disciplinary Committee or, at the end
of the year, by the Junta for possible denial of matriculation the following year.

e Any infraction against the Code of Honor will be analyzed by the Disciplinary Committee
(School Director, MS Head, MS Dean of Students, MS Counselor, student Advisor).

e [Exams and presentations due during suspension days are made up at teacher's convenience;
all other assignments are to be sent to the area assistant who will distribute them to faculty
mailboxes.

Middle School to HS Disciplinary Transition

Discipline history from Middle School will be carried over to HS as follows;

e Students ending 8" grade in Verbal, Written Warning, or Probation may have a parent
conference called at the beginning of 9" grade at t he Dean’s discret.i
remain in the system until they complete the requirements necessary

e 6" and 7™ grade violations to the Code of Honor will be considered in HS if related incidents
should occur

e 8" grade violations to the Code of Honor will be considered and will count toward the
number of violations to the Code of Honor in HS

EXPECTATIONS:

e Students will follow the Code of Honor, and the rules and procedures of the middle school
and therefore enjoy the benefits of those positive choices.

e Our system is designed to protect the learning environment and individual rights of all
members of our community, while at the same time encouraging our students to reflect
permanently upon his/her behavior.

e Students will recognize previously made poor choices and seek to avoid them by
participating as positive and self-disciplined members of the community in the immediate
future.

e Students are expected to exercise the highest level of honesty and integrity in every aspect of
their lives, both in and out of school. Academic or personal dishonesty is an affront to the
student, his/her parents, and the Colegio Menor community. We expect that all members of
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the community will embrace this ideal which is indispensable in our pursuit of Goodness,
Beauty and Truth.

COMMUNITY POINT SYSTEM

All students are valued members of the Colegio Menor community. As such, they start the
school year with 20 community points (c-points) indicating full membership in our community.
(Occasionally a student will start at a lower status given his/her record from the previous year.)

If a student respects the Code of Honor and CMSFQ rules and policies, there should be no
problem maintaining the full 20 c-point status. If a student behaves in a way which is
inconsistent with the Code of Honor or classroom rules and policies, he/she may lose a
community point. Though the loss of many C-points will eventually put membership in our
community at risk, students always have the ability to fully restore themselves in our community
by following the recuperation process as explained below.

The Code of Honor and the General Rules and Policies are not a complete listing of all
unacceptable behaviors; similarly, the list of sanctions shown below is not a complete listing of
all possible consequences. There will be consequences for any and all actions which are found to
be unacceptable whether mentioned or not. All members of the community are invited to share
with us the spirit of these expectations.

There are three stages to the recuperation process: Verbal Warning, Written Warning, and
Probation. A student is considered "in the system" once they have reached 16 points or lower.

STEP ONE: VERBAL WARNING (TWO WEEKS)

When a student reaches 16 community points:

e The student will meet with the Dean of Students and will receive a Verbal Warning.

e The Dean will help the student realize that he/she is not fulfilling the behavioral expectations
of the school and will discuss some possible strategies for the student. As part of this process,
the Dean will explain the requisites to fully restore membership in the community.

¢ The Dean will e-mail or call home to notify parents of the change of status to verbal warning.

e The advisor will collaborate in the process of filling the Weekly Feedback Form.

To fully restore membership in the community, students will:

1. Complete the assignment and turn it into the dean's assistant on the assigned day
2. Complete community hour requirements. (4 hours/6 hours for 2. Time Verbal)
3. Complete the weekly feedback forms. (2 forms)

4. Not lose more community points
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REVIEW

Two weeks after the verbal entry meeting, the student's case will be discussed by the Dean of
Students and the student. This review will result in the extension (1 or 2 weeks), downgrade, or
removal from verbal warning status. If the student has completed all the requirements,
membership in the community will be fully restored. Following the review, parents will be
notified of changes in a student's status.

SECOND TIME VERBAL

The second time a student reaches Verbal Warning parents will be advised by email or letter.
The student will follow the procedure described above.

THIRD TIME VERBAL

The third time a student reaches Verbal Warning he or she will automatically enter Written
Warning and will follow the procedure described below.

STEP TWO: WRITTEN WARNING (TWO WEEKS)

When a student reaches 12 community points:

e Parents will be notified by e-mail or phone of the status change

¢ The student will meet with the advisor, parents, and the Dean of students and will receive and
sign a written warning letter. The Dean will discuss some of the causes, effects, and possible
solutions, and will inform the students what will happen if the behavior does not improve

¢ The advisor will collaborate in the process of filling the Weekly Feedback Form

e To provide a support system for the student, observations will be scheduled and the MS
Counselor and the advisor will work closely with the Dean

e While in Written Warning the student will not be allowed to participate in fieldtrips, academic
trips or events representing the school.

To fully restore membership in the community students will:

1. Complete assignment and turn it into the Dean's assistant on the assigned day
2. Complete community hour requirements (10 hours)

3. Complete the weekly feedback forms. (2)

4. Not lose more community points

REVIEW

Two weeks after the entry meeting, the student's case will be discussed by the Dean of Students
and the student. At the review for Written Warning, the student's case will be discussed by the
Dean of Students, the advisor and the student. This review will result in the extension of written
warning status or removal to verbal warning (16 c-points) or the downgrade to 10 c-points.
Following the review, parents will be notified of changes in a student's status.
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SECOND TIME WRITTEN

The second time a student reaches Written Warning, a parent conference must be called and the
student will follow the procedure described above. In-School Suspension (ISS) or Out-of School
Suspension (OSS) or Community Hours may be considered.

If a student reaches 10 c-points, one day of In-School Suspension (ISS) or Out-of School
Suspension (OSS) may be considered.

STEP THREE: PROBATION

If a student reaches 8 community points, his/her continued membership in the school community
is in serious jeopardy. This two-week probationary period is a time when the student must begin
to clearly demonstrate a commitment to and a willingness to abide by the rules of the school. If
the student's performance does not improve, he/she will probably be asked to leave Colegio
Menor. When the student reaches probation status, the school will follow procedures as in
Verbal and Written Warning. In addition:

e The meeting with the student's parents and the probation letter will have stronger conditions
e The student will serve In-School Suspension (ISS) or Out-of-School Suspension (OSS)

To fully restore membership in the community the student will:
1. Complete community hours. (10 hours)

2. Complete the weekly feedback forms

3. Not lose further of community points

4. If determined, complete other school requirements

REVIEW

After one week in Disciplinary Probation, a preliminary review of the student's progress will be
conducted by the Dean of Students, the advisor and parents. This will be an opportunity to
encourage the student's efforts and discuss any continued disciplinary problems. The student
will be eligible to recuperate up to two community points at this time, provided significant
improvement has been demonstrated by the student.

A final review will be held at the end of 2 weeks. This final review will result in either the
extension or removal of the Discipline Probation status. If the student completes all the
requirements, membership in the community may be restored. Following the review, the
student's parents will be notified of the removal or extension of his/her status.

The case of a student reaching Probation for the first time may be considered at the end-of-the-
year Junta.
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If a student reaches 5 community points, he/she will serve 2 to 5 days of In-School Suspension
and Friday afternoon community service. This case may be considered by the Discipline
Committee.

RECUPERATION OF COMMUNITY POINTS
Throughout the year, students who are not in the Disciplinary System (17 or more community
points) may earn back certain lost C-points if they meet the following conditions during a one

week period:
1. Sign up with the Dean’s assistant

2. Have no further loss of c-points during this process.
3. Fill out one weekly form with ONLY 1’s and 2’s in conduct and turn it in without delay
4. Complete 2 community hours during lunch time (Students are invited to bring food from
home)
5. Confirm the redemption with the Dean’s assi s

The following losses of C-points are considered more serious and therefore will require more
effort on the part of the student to recuperate. Students must complete the above requirements,
but for a 2 week period.

e Code of Honor violations

e Disciplinary Warnings

e Disrespect or similar offense

e Skips

¢ Ot her serious offenses (at Dean

s discretion

REVIEWS OR REVISIONS:

e At the end of each step the student's case will be discussed by the Dean of Students and the
student. This review will result in the extension, downgrade, or removal from the status
he/she was in. If the student has completed all the requirements, membership in the
community will be fully restored. Following the review, parents will be notified of changes in

a student's status.

COMMUNITY HOURS
Students in the discipline system have to participate in service projects in order to restore their
full membership in the community.

END OF THE YEAR REVISION:
e Students ending the year in the community point system will have to stay after exams to do

community hours (8 hours) to be raised one step in the system.
e [f the student fails to attend, he/she will start the year with the same number of c-points
he/she finished the year.
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e Students ending their 8t grade in Second Time Verbal Warning, Written Warning, Probation,
or at IMseratior, swill start the next year with a parent conference with the Dean of
Students and his/her advisor.

e C-point history from Middle School will be carried over to High School as follows:

e 6t and 7" grade Code of Honor Violations may be considered in High School.

o 8" grade Code of Honor Violations will be kept as a part of the st u d ehigh ' s

school record.

DISCIPLINARY WARNING
A serious incident that is not typified as a violation of the Code of Honor will merit a

Disciplinary Warning, which is issued only once after following these steps:

e Teachers send a written Report of Serious Incident to the Dean

e Student will have a conference with Dean and advisor

This will generally result in:

1. 1 c-point is lost

2. Friday afternoon community service is assigned

3. Parents are informed

4. Letter regarding the incidentisplacedi n t he student’'s per manent

Disciplinary Warnings are issued only once.

CODE OF HONOR VIOLATIONS

Code of Honor violations will generally result in:

e 2 c-points are lost

e A letter regarding the incidentis placedi n t he student
e A student/parent conference is held

e In-School Suspension (ISS) and Friday afternoon community service is assigned
e Academic Recognition is forfeited

SECOND CODE OFFENSE
Second Code of Honor violation will generally result in:

e 2 c-points are lost

e A |l etter regarding the incident is placed i
e A student/parent conference is held

e 2to 3days of In-School and Friday afternoon community service is assigned

THIRD CODE OFFENSE

Third Code of Honor violation will generally result in:

e 2 c-points are lost

e A |l etter regarding the incident i1s placed i
e A student/parent conference is held
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e 3to 5 days of In-School Suspension (ISS) and Friday afternoon community service is assigned

FOURTH CODE OFFENSE

Fourth Code of Honor violation will generally result in:

e 5 days of Out-of-school Suspension or permanent expulsion

This time should be utilized to visit other schools in search of an alternative educational
institution.

MIDDLE SCHOOL SUSPENSION POLICY

e In-School Suspension (ISS) may be assigned by the Dean of Students for infractions against
the Code of Honor and MS rules as an alternative to Out of School Suspension

e Out of School Suspension (OSS) may be assigned by the Dean of Students for infractions
against the Code of Honor and MS Rules

e Some infractions may deserve immediate suspension

e During | SS, exams are taken in the Dean’s of
teacher's convenience

e During OSS, exams and presentations due are made up at the teacher's convenience; all other
assignments are to be sent in to the Dean’s A

e The student is responsible for filling in a *
of the school work missed. Work not submitted on the date due will not be accepted

Day One

e Dean of students assigns ISS and informs parents in writing.

e Dean's assistant publishes the news in the Faculty Book and advises the MS Head and the
student's teachers.

e Teachers prepare work for next day or days.

Day Two

e The student attends classes normally and collects all class work for his/her suspension the
following day(s).

Day Three

1. ISS:

e The student reports to the Dean and then to the area assistant.

e The student serves the ISS in the area office. He/she is responsible to hand in to Area
Assistant all assignments for the day, including homework assigned the previous day.

e The area assistant will deliver completed homework and ISS assignments to the faculty
mailboxes.

e Any exam for that day will be given with complete instructions to the area assistant who will
administer the exam to the student.

e Exams and presentations are made up at teacher's convenience; all other assignments are to
be sent in to area assistant who will distribute them to faculty mailboxes.

2. OSS: The Student stays home.
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DISCIPLINARY EXPULSION

The Junta or the Disciplinary Committee reserves the right to request a permanent expulsion of a
student at any point of the year if they consider that an infraction or disciplinary status is serious
enough to merit such action. Whenever a student faces permanent expulsion, the final decision
will be made by a discipline committee composed of: the Director, the MS Head, the Dean of
Students, the Advisor, and a teacher chosen by the student in question. Other teachers,
counselors, and the student himself/herself will be called in to provide information.

DISCIPLINARY STATUS OF NEW STUDENTS
New students with frequent behavioral problems be automatically referred to the Junta and may
be asked to withdraw from Colegio Menor.
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GENERAL RULES AND POLICIES

PERSONAL BEHAVIOR
Students will:
e Dress in a clean, non-distracting, non-offensive way
e Use language appropriate for a school setting
e Not make excessive noise or otherwise interfere with the learning of others
e Behave appropriately on buses, during assemblies, and in other school settings (refer to
transportation policy, also in this handbook)
e Show appropriate affection for a school setting
¢ Help maintain campus beauty by:
e placing trash in appropriate receptacles
e respecting campus grounds and plants
e not writing graffiti on campus walls or property
e keeping lockers clean and in good condition (lockers are subject to inspection)
Students will not:
e Use cellular phones and/or electronic devices during class hours (from 8h00 to 14h45)
e Wear sunglasses, hats, or caps inside classrooms or at assemblies
e Eat food or drink beverages (other than water) in the classrooms or at assemblies
o Use lighters, matches, fireworks or other potentially harmful items on campus
e Use sexually explicit, drug or alcohol-related symbols or propaganda on clothes or any
personal items, including notebooks

USE OF ELECTRONIC DEVICES (CELLULAR PHONE, MUSIC OR GAME)
CMSFQ recommends that Middle School students not have the above-mentioned devices on
campus, but should parents/students decide differently:
e the school will not take responsibility for damage or loss of the item.
e the school does not allow use of the above-mentioned devices during the regular class
schedule (7h45 to 14h45).
e the school reserves the right to sanction student who has inappropriate information in the
form of pornography, photos, music, jokes, etc, stored on their electronic device. The
sanction will be in accordance with our Code of Honor.

Cell phone use is limited to after school only (after 2:45 p.m) and should not be visible during
schoolday. St udents who do not respect the “Use of EI
one or more of the following consequences:

e Warning, temporary confiscation of the cell phone

o Referraltothedean’ s office (repeapointof fenders) and

e Temporary or permanent loss of cell phone privileges, or other appropriate consequences.
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ATTENDANCE

Students will:

e DPunctually attend every assigned class and activity Monday through Friday from 8am —
2:45pm

e Arrive fully prepared

e Not be off campus without permission. Leaving school without permission is considered a
violation of the Code of Honor.

¢ Only students participating in extra-curricular activities and/or extra help sessions will be
allowed on campus after 2:45pm until 4pm.

ABSENCES

e Generally, parents will be called to confirm absences on the day of the absence; however, a
phone conversation does not excuse an absence.

e All students who have been absent need to give the area administrative assistant a note from
their parents the following school day.

e If a student does not present a note within two days, the student will not be allowed to make
up work; their absences are recorded as unexcused; they will receive no credit.

PUNCTUALITY

Punctual ity to class is directly connected to aca
attend and be punctual to all classes; however, parents are expected to also cooperate in this
matter, especially when arriving on time to school. Students who arrive late interrupt the
learning environment of they peers. They miss instruction and important information and can

not participate in class activities and discussions that will not be repeated. Colegio Menor
emphasizes the importance of punctuality as a positive habit in life; therefore, tardies to classes

are justified only in exceptional circumstances. When students arrive to school or to class up to 5
minutes late without an administrative pass, the tardy is unexcused. After 5 minutes without the
administrative pass, it is considered a skip.

TARDY POLICY

The following policy is meant to help students be responsible for their own choices and be aware
that those choices affect their academic status and the rest of the community.

Procedure:

e Teachers close their doors at the beginning of class.

e Student who is not in class is tardy.

e Students must fill out a tardy slip and wait outside.

e Student with a pass must also wait but do not need to fill out a tardy slip.

e Once class is settled, the teacher will go to door to collect tardy slips and allow the student
to enter the class.
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e Student later than 5 minutes must fill out a tardy slip and knock on the door.
e Student late by 10 minutes or more receive a skip. These students may be sent to the Dean
of Students at the teacher's discretion.
e Teachers turn in tardy slips to the Dean’s o

DISCIPLINARY CONSEQUENCES
e Three (3) times tardy (cumulative) equals the loss of a c-point.
¢ 10 minutes or more late to a class is a skip and the loss of a c-point.

ACADEMIC CONSEQUENCES
Punctuality is a part of the Life Skills cate
overall average.

RECUPERATION OF COMMUNITY POINTS LOST FOR TARDIES
Students may earn back two community points per semester for tardies. The following

conditions and steps must be met:

e The student must talk with the Dean's assistant and politely ask her to include him/her on the
list of students applying for this option.

e The Dean's assistant will write his/her name down plus the date of the application.

e In order to gain back the c-point, the student must not be tardy to any class for the next two
weeks (10 school days); starting the date he/she applied.

o [f the steps above are completed, the student will immediately gain back a c-point and receive
notification from the Dean's office through his/her advisor.

Students who are unable to complete two weeks without a tardy may reapply later for the

redemption of a c-point and follow the steps outlined above. Students in the discipline system

are eligible for this privilege.

ACCIDENTS/ILLNESSES

1. Students going to the Nurse's office during
order to go. On return to class, the student must return the pass to the teacher with the

signature of the Nurse.

2. Students should normally not go to the Nurse during the last 5 minutes of class; they should
go to the next class and request a pass from the next teacher. This applies as long as it is not
an emergency.

3. If a student does not feel well or has an accident during school hours, they will be attended to
by the School Nurse. They will receive First Aid, and the Nurse will decide if the student
may return to classes, be sent home, or if they need to be evaluated by a physician.

4. In the event the student needs emergency services, the Nurse will immediately notify the
parents or authorized person and the student will be sent to the USFQ emergency clinic or
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Hospital de Los Valles, accompanied at all times by a member of the CMSFQ community
until parents arrive.

5. 1t I's of ut most Il mportance that the medical f
times on each student. This information should include data on allergies, medications, and
any treatments the student is undergoing for health reasons. If a student is receiving a
medication or treatment, the nurse can follow the medical prescription during school hours
ensuring the student receives all necessary requirements. This information should also be
shared with the HS Head.

6. Students should NOT attend classes when they have an infectious/contagious illness. We ask
that they recuperate at home until their physician gives permission to return to classes. In
this case, students should return with an authorized Medical Certificate.

EARLY DISMISSALS OR LATE ARRIVALS

Students will be allowed to arrive late or leave school 3 times during each semester. After that,
late arrivals or early dismissals will be considered as unexcused absences. Students will lose a
community point and will not receive any credit for work in the classes missed.

OFF-CAMPUS ACTIVITIES
All students will present a parent permission form which automatically allows them to go on all
off- campus activities organized by the school, unless:
e Parents specifically request in writing their preference to give authorization for each
individual activity,
e The fieldtrip is denied because:
o student is in written warning or probation status,
o an authority of the school does not recommend participation by this student.

CANCELLATION OF CLASSES
Colegio Menor will follow instructions given by the Ministry of Education. In the case of an
exception, teachers and/or students will be notified using the phone chain.

STARTING THE SCHOOL YEAR LATE

Students who plan to arrive more than one day late for the start of classes in September must
have the approval of the appropriate area head. Parents should send a letter detailing the
reason(s) for the absence and requesting permission at least one week prior to the start of classes.

Generally, approval will be considered for absences of up to one week. Requests for absences of
more than one week will be reviewed on a case-by-case basis and will be granted only in special
cases (e.g. to complete a summer study abroad program).
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Parents who do not follow these procedures may be putting their children at academic risk.
Students who want to start classes more than one week late and have not notified the school in
advance may lose their space reservation in the grade.

LEAVE OF ABSENCES DURING THE SCHOOL YEAR
Requesting a Leave of Absence is a very serious matter. Students who receive permission to take

a Leave of Absence must understand that it is their responsibility to communicate with teachers

and to make up all missed work. Teachers are under no obligation to provide special tutoring to
students who miss school due to a Leave of Absence. Upon his/her return to school, the student

is responsible for filling in a “make up work o
work missed. Work not submitted on the date due will not be accepted.

Students requesting a Leave of Absence of more than one day must do the following:
e Present a letter to the Middle School Head a minimum of one week prior to their planned

absence.

e Request a leave of absence approval form from the Middle School Administrative
Assistant, which they must present to the Dean and all of their teachers.

e Return the signed approval form to the Middle School Administrative Assistant before the
absence.

The Middle School Head will then decide if the leave of absence is approved or not. The student
will be advised immediately of the decision. If the leave of absence is not approved, the parents
will also be notified of the decision. Students who take a leave of absence without permission
will not be allowed to make up missed work.

LEAVE OF ABSENCES AT THE END OF FIRST SEMESTER OR AT THE END OF THE
SCHOOL YEAR

Leave of absences at the end of the school year will only be granted for up to 2 weeks prior to last
day of classes. In order to receive permission to leave school early, students and parents must
follow the steps outlined below:

e Parents will request their children's early departure in writing at least two weeks prior to the
anticipated departure date.

e The area head will assure that the student is in good academic standing.

e Students will complete the leave of absence request form. They will ask their teachers to
provide detailed information about what they must do to finish the school year.

e Students will take all semester or final exams prior to their departure. A special schedule will
be sent to the parents.

e Parents will pay, prior to the departure, an exam fee of $20 per exam.

e Students must complete all work prior to their departure; no incompletes will be given.
Incomplete assignments will receive a "0".
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e Students need to complete a check out form with signatures certifying all books and materials
have been returned and then give the form to the area administrative assistant.

MEDICAL LEAVES OF ABSENCE (MORE THAN 2 WEEKS)

Student must follow the procedures for a regular Leave of Absence. Upon his/her return to
school, the student is responsible for filling
all of the school work missed. Work not submitted on the date due will be penalized with 50% or

no credit.

WITHDRAWAL FROM COLEGIO MENOR
The parents of students withdrawing from Colegio Menor during or at the end of an academic
year must inform the school in writing. This letter should be produced in triplicate and sent to
the following people: the Area Head, the registrar, and the finance director. Students will then
follow regular year-end checkout procedures.

READMISSION POLICY

Readmission Following a One- Year or Multi-Year Absence

Students who move away from the Quito area for more than one year and wish to apply for
readmission must meet the current academic and disciplinary requirements of CMSFQ.
Returning MS students will be able to transfer credits to CMSFQ only if their grades meet the
school's academic standards. To be readmitted, the student must pass the admission tests for the
new grade level.

Readmission Following Withdrawal
Students who want to return to CMSFQ after withdrawal must follow a full admissions process.

Readmission Following Expulsion
Generally, students who have been asked to leave CMSFQ are not eligible for readmission. In
rare cases, however, a student may be allowed to reapply. In order to be considered for
readmission, students must meet the following criteria:
e Complete two academic years at another school
e Earn an overall average of 18/20 or higher in conduct during the two academic years prior
to reapplication to CMSFQ
e Earn an overall average of 17/20 or higher in academics during the two years prior to
reapplication
e Complete the regular admissions process
e Students may not reapply to complete only their senior year at CMSFQ

37



LIBRARY POLICIES

e Use of the Library:

The library is to be used for the purposes of browsing and checking out books and other

materials, for study and research, and for related purposes. In general, students will come to the

library as part of a class or in a supervised study hall. Students sent to the library for individual

study must carry a library pass and must come in small groups or individually. No pass is
required to use the library at lunch time for Middle School students.

e Borrowing Policy:

o

Loan Period and Regulations

Only books are available for student loan. All other materials are available for student
use inside the library.

Students are provided a two-week loan period and may renew books for an additional
two weeks.

Students with overdue books must renew or return those items before borrowing
additional books.

Students who have lost a book must pay its replacement cost prior to borrowing
additional books. In the event a student finds a lost book he/she has already paid for,
he/she may present the book and the receipt to the library for a full refund.

Overdue Books / Library Fines:

The library charges fines of $.20 per day for overdue items as a way to keep books
circulating throughout the year and to replace lost or damaged materials.

Fines begin accruing two weeks after the due date for the books.

On a monthly basis, the library sends a list of overdue books to all core teachers /
advisors. The teachers / advisors are expected to notify their students / advisees. .
Payment of library fines or replacement costs of lost or damaged books may be made
in the library or in the finance office.

Photocopying

The library has photocopying equipment for copying library materials only. Students needing to
photocopy must pay in the business office for the number of copies required.

RULES FOR BEHAVIOR IN THE LIBRARY

The library is a very special place, primarily for reading and quiet studying. These are behaviors
requiring concentration and a quiet atmosphere. To ensure that the library can fulfill its function,
users should behave appropriately.

38



TRANSPORTATION POLICY
Buses
Buses are part of the Colegio Menor community; therefore, we expect students to maintain
the same orderly environment as in the academic areas. The Code of Honor applies to
students while traveling to and from school in the buses. Students who misbehave on the bus
will face disciplinary action, including suspension or expulsion from the bus service.
e Bus changes are permitted only if the student presents a note from his/her guardian to the
area administrative assistant prior to the end of break
e Students may get off the buses only at their assigned drop off spots
e Students on fieldtrips must return to school on their assigned buses unless they give the area
administrative assistant written authorization from their parents prior to departure
e Students should board the buses in a timely manner at the end of the school day. Once buses
are in motion, students will not be allowed to board. Students who have missed their buses
must be picked up by their parents
e Address changes should be reported to the transportation office in writing with anticipation.
This will allow the drivers to modify their routes in a timely manner
e For security reasons, students who have not contracted transportation will not be allowed to
use the regular bus service
e Misbehavior on the bus will be reported in writing to the Dean of Students and consequences
will be applied accordingly.
e Students are required to wear seatbelts at all times per Ecuadorian law
e Misbehavior on the bus will be reported in writing to the Dean of Students and consequences
will be applied as followed:
e Istincident: disciplinary warning or Code of Honor violation depending on incident
e 2ndincident: lose bus privilege one week
e 3"incident: lose bus privilege one month
e 4Mincident: permanent loss of bus privilege

CARS

Students coming to school by car should be dropped off and picked up in the designated areas
by pre-school playground or at the backdoor entrance to the High School (next to the volleyball
courts). No student may be dropped off or picked up at either of the entrance/exit gates of the
school. We ask that students be dropped off with sufficient time to go to their lockers and arrive
to class on time. Internal parking spaces in the school are assigned to staff and should not be
used for short term parking.

Due to the heavy circulation of traffic during drop off and pick up times, we ask that all drivers
obey and respect the directions of the security staff.

Students are not allowed to come driving to school.

39



SECURITY

1. Students Leaving School at the End of the Day
Parents who authorize their children to leave school at 2:45 or 4:00 by any means of
transportation (walking, bicycle, any motorized vehicle or with someone other than the
legal guardian) or to ride in another bus other than the one established with the
transportation office must sign the required written authorization. Students must clear
with the security officer in order to leave the school. If a student leaves at 2:45 he/she

cannot return to take the extra- curricular buses.

This policy runs on a yearly basis. However, if parents decide to withdraw this permission
at any time of the year, they may do so by sending a letter to the Dean.

2. Lost and Found
Lost or misplaced articles will be stored by Security Staff. Students or parents may check
with the Security office to reclaim articles.

3. Student Visitor Policy
e General Guidelines:
o Requests for students to visit CMSFQ must be presented to the Dean in writing
from the parent or guardian at least 24 hours in advance
o Permission will not be granted during the week prior to semester exams or during
exam week
o Former CMSFQ students (who have withdrawn or been expelled) may be granted
permission to attend special events, but they will not be allowed to attend regular

classes or to be on campus during breaks and lunch.

o Generally, visits are limited to one day only. In special cases, longer visits may be
approved at the discretion of the Dean.

o Upon approval and arrival of the visitor
pass that he/she must wear in a visible place at all times.

o Teachers have the prerogative to not allow a visitor in the class when the visit will
interrupt a class activity. In this case, the visiting student is dismissed from school.

o Student visitors who behave inappropriately may be asked to leave campus
immediately.

e Special Cases:

o Prospective Students
A By special request only, prospective students may visit CMSFQ for one day.
At least 24 hours in advance, the admissions coordinator will contact the
Dean’s office in writing to request pe
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A The Dean will approve or deny the request and advise the admissions
coordinator
Alf the visit is approved, the Dean
Ask the Advisor to assign a buddy to the prospective student

S a

Notify the Head, Dean of Students, teachers, and guards in writing
that the studerd’' s visit Iis approv

x Issue a student visitors pass to the student upon his/her entrance to
CMSFQ. This pass should be visible at all times.

Student Insurance

Parents are required to purchase school accident insurance and tuition insurance for their
children. In the event of the legal guardian's accidental death, the tuition insurance guarantees
payment of CMSFQ fees until the student graduates.

Locker

Students are assigned lockers at the beginning of school. They are responsible for the locker they
are assigned. If any damage is done to their locker, they should report to the area administrative
assistant. At the end of the year, they will be charged for any damages to the locker assigned.
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STUDENT LIFE

ADVISORY PROGRAM

The advisory program is designed to give extra support to Colegio Menor middle school
students as well as facilitate the communication between the home and the school. Advisors
play important roles in assuring that each student receives support in meeting the academic and
personal standards expected from our students here at Colegio Menor.

VOS (VOICES OF THE STUDENTS)
VOS is a group of student elected representatives that has a sole purpose of bettering the
community.

Objectives:

1. Provide opportunity for developing student initiative and leadership.

2. Create a greater sense of responsibility and cooperation among students and to
encourage closer student/faculty communication.

3. Provide channels for student expression.

Student Requirements:
e Motivated
e Leadership initiative
e Minimal 75% average
e Minimum 17 c-points

WHOLESOME LIFE

The counseling department has developed a program called Wholesome Life Education which
has been approved by the Ministry of Education. The goal of the program is to teach the facts of
human sexuality and to develop in each student increased self-esteem, self-understanding and
self-control. The topics of the program are age specific, so the content is always appropriate.
Special care is taken so that students can easily understand the topics without difficulty or
embarrassment. In the early grades all children are taught together, but starting in the fifth grade
boys and girls are separated for the teaching of certain sensitive topics.

Every effort is made to promote responsibility with regard to human relationships in general,
and towards sexuality in particular. Other topics discussed include the danger of substance
abuse, coping with stress and developing satisfying, effective relationships with others.
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EXTRACURRICULAR ACTIVITIES

Colegio Menor offers students the opportunity to choose among a variety of athletic, music, and
academic activities. As part of a sports team, students have the chance to compete with other
schools. Extracurricular activities offered include track and field, basketball, volleyball, soccer,
roller hockey, karate, Olympic gymnastics, rhythmic gymnastics, as well as art, guitar and Orff
instruments.

The goal of the P.E. department is that all students make sports a part of their lifestyle choice!

NOTE: All students representing Colegio Menor through athletic teams, clubs, at events or
competitions will be subject to signing a contract that reinforces the Code of Honor and
clearly outlines expectations of ethics and behavior for these students.

EVENTS

MS students are busy all year long with a wide variety of events; some have become annual
traditions and some are one-time events. Some activities are academic based and others are for
diversion. Many of these activities are planned and offered to the student body by the students
themselves. Some examples of events include: Science Fairs, Globalizarte, and others such as:

1. Family Day
Family Day is an all school event for all teachers, parents and students to get involved

in a variety of fun activities on the school campus. Each grade sponsors an activity
ranging from karaoke singing to haunted houses and pony rides. These activities
allow all the members of our community to show their creativity and individual talents
and to share wonderful moments together.

2. Juegos Internos
This is an annual athletic event where students are encouraged to participate in a
friendly competition between individuals and grades. The event generally has an
inauguration day with a series of games and events in the days that follow. Students
choose their own original t-shirt designs in each class in order to unite and raise class
spirit.

EXTRACURRICULAR ACTIVITIES

CMSEQ offers students the opportunity to choose among a variety of athletic, art, and music
activities after normal school hours. Extracurricular activities offered may include track and

field, basketball, volleyball, soccer, roller hockey, karate, Olympic gymnastics, rhythmic
gymnastics, as well as art, guitar and Orff instruments. As part of a sports team, students have

the chance to compete with other schools. (See page35-* OfCfampus Acti vities?”)
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NOTE: All students representing CMSFQ through athletic teams, clubs, at events or competitions
will be subject to signing a contract that reinforces the Code of Honor and clearly outlines
expectations of ethics and behavior for these students.

PARENT CONFERENCES

All parent conferences need to take place at appointed times and with more than one staff

member.

ADDRESS AND E-MAIL CHANGES
Please inform the MS assistant in writing any time there is a change in address, telephone

number or e-mail address.
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Colegio Menor San Francisco de Quito
Middle School

2007-2008
Contact Information

Ext. Email Address

CMSEQ Personnel:

Assistant to General Director Cristina Gonzalez 117 cgonzalez@cmsfq.edu.ec
Admissions Office Alexandra Cordovez 104  acordovez@cmsfq.edu.ec
Transportation Office Cristina Lozada 128  clozada@cmsfq.edu.ec
MS Personnel:

Middle School Head Cindy Garzon 120  cgarzon@cmsfq.edu.ec
Dean of Students Carmen Helena Araujo 212  caraujo@cmsfq.edu.ec
Specialist LearningPAS Isabel Carrera 171  icarrera@cmsfq.edu.e
Counselor Francisca Guzman 146  fguzman@cmsfq.edu.ec
MS Administrative Assistant Ma. del Carmen Guerrero 123  mguerrero@cmsfq.edu.ec
Dean’ s Assi st an PamelalLarrea 136  plarrea@cmstqg.edu.ec
PAS Assistant Marcela Duran 152 mduran@cmsfq.edu.ec

School Addresses and Telephone Numbers:

Mailing Address: Street Address: Website:

Casilla 17-22-20104 Via Pillagua, Cumbaya www.colegiomenor.edu.ec
Quito - Ecuador Quito - Ecuador

Campus Telephone 289-3391/2/3/4

Campus FAX 289 -2565

School Hours:

Regular School Day 08h00 —14h45
High School Office 07h45 —16h00
Extra-Curricular Activities 15h00 — 16h00
Bookstore 08h00 —16h00

Library 07h45 —16h00
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