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FACULTY HANDBOOK

This document contains important information about Colegio Menor San Francisco de Quito or
CMSFQ. Please read it carefully and refer to it when you have a doubt or need particular
information. Also, please sign the format on the last page and submit to the Human Resources Office.
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I. INTRODUCTION/SCHOOL PROFILE

School Information:

COLEGIO MENOR SAN FRANCISCO DE QUITO
Phone : (593) (22) 893-391, 395

Fax: (593)(22) 894-419

Address:
Via a Santa Inés S/N
Cumbayd - Ecuador

P.O.Box:

Colegio Menor San Francisco de Quito
#17-22-20-104
Cumbayd - Ecuador

Il. FOUNDING PRINCIPLES

Goodness, Beauty and Truth are the guiding principles that inspired the founding of Colegio Menor
San Francisco de Quito.

11l. MISSION AND VISION

Our mission is to inspire students to be lifelong learners and to guide them, through a liberal arts
education, to be creative, well-rounded individuals, and critical thinkers who are proud of their
culture, advocates of freedom, and prepared to be successful and live harmoniously in a diverse
world.

Our vision is to be the premier educational provider in the region through sound institutional
practices, active community involvement, and a commitment to continuous improvement

IV. CORE VALUES

The core values of Colegio Menor are:

e Respect
e Responsibility
e Honesty
e Wisdom
e Fairness

e Tolerance

e  Empathy and caring
e Justice

e Self-control

e Self-discipline



V. STUDENT PROFILE

Student Profile

Our mission is to inspire students to be lifelong learners and to guide them, through a liberal arts
education, to be creative, well-rounded individuals, and critical thinkers who are proud of their
culture, advocates of freedom, and prepared to be successful and live harmoniously in a diverse world.

I Lifelong learners, creative, and critical thinkers who:

A. Areintrinsically motivated and dedicated to self improvement

B. Understand their strengths and weaknesses

C. Are curious, inquisitive and raise doubts

D. Are competent, independent users of a broad base of knowledge.

E. Areinnovators who think outside the boundaries of standard conventions

Il. Well-rounded individuals, prepared to be successful and live harmoniously in a diverse
world, who:

A. Are effective communicators in both Spanish and English

B. Are responsible for their choices and actions and learn from their experiences

C. Areflexible and perseverant when faced with challenges

D. Recognize their impact on the greater community

E. Work for the wellbeing of the individual and the community

F. Develop and behave according to our Founding Principles, Core Values and Code of Honor.

M. Proud of their culture and advocates of freedom who:

A. Understand and celebrate their heritage and personal history

B. Appreciate cultural diversity and recognize Ec
C. Balance individual rights with responsibilities

D. Are catalysts for the betterment of society

V. A liberal arts education:

A. Challenges all students to perform successfully in a broad range of academic areas

B. Requires mastery of the tools of active reading, critical thinking, and effective = communication.
C. Emphasizes cross-curricular connections and multi-faceted thinking processes

D. Engages students in intellectual inquiry and develops independent and creative learners

E. Provides all students with choice and empowerment in the learning process

F.  Encourages awareness of international and cross-cultural issues

G. Prepares students to adapt and thrive in an ever-changing world

VI. SCHOOL PROFILE

School Overview

Founded in 1995, Colegio Menor San Francisco de Quito is a private, bilingual school in close
cooperation with the Universidad San Francisco de Quito. Colegio Menor draws on the best of the
international and American school models, while teaching students to understand, respect and
celebrate the diversity of Ecuadorian culture.

More than 1,350 students are enrolled in the four sections of the school.

Accreditation and Affiliation




The school is a Board operated, for profit educational institution, accredited by the Ecuadorian
Ministry of Education, Southern Association of Colleges and Schools -SACS, and a member of ACCAS
(Association of Colombian-Caribbean American Schools) and the Tri-Association.

CODE OF HONOR

Colegio Menor is a community of many individuals who seek to develop certain values. These
central values represent our aspirations for behavior. We expect all members of the Colegio Menor
community, adults and students, to act with integrity, concern and respect for themselves and
others both inside and outside the school community.

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

e Interact with fairness toward others.

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

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

¢ Respect ourselves, others, others ’ privacy, property, and the envi

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.

o Act with empathy and caring for others and exercise goodwill toward them.

¢ 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:

. Encourage classmates to uphold the Code of Honor.

. Cooperate with school authorities during any conversation on a violation of the Code of Honor.
(During the inquiry of serious offenses, Colegio Menor reserves the right to search lockers, backpacks,
and the personal effects of students.)

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 Insubordination
e Fighting

e Vandalism

e Theft / Possession of Stolen Property
e Deception

e Cheating

e Plagiarism

(For a more in-depth description of what constitutes Gross Misconduct, please refer to the Colegio
Menor Handbook.)

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



Materials that demonstrate and/ or puesomote a

and Code of Honor

VII. RESPONSIBILITIES OF A COLEGIO MENOR EMPLOYEE

You are working at an educational institute where students are here to learn from you,
please keep in mind that therefore you are role model for the entire student community
and not just for the grade or section you work in.

ALL-SCHOOL ESSENTIAL AGREEMENTS

CURRICULUMT Colegio Menor teachers:

Actively engage in curriculum development and revision.

Use backward design to create unit and lesson plans.

Before identifying the learning activities, teachers will design the actual assessment
tool and tag the standards and benchmarks to it.

They will confirm that intended learning, assessment, and activities are aligned.

Build all wunit plans around “enduring und
Integrate cross-curricular skills standards into all unit plans.
Implement the curriculum consistentyacr oss t he grade | evel, e
access” to all Il earners.

Elaborate lesson plans that promote active student engagement in the learning
process.

Record suggested revisions and recommend needed resources upon completion of
each unit.

INSTRUCTIONT Colegio Menor teachers:

Deliver instruction that is age and developmentally appropriate.

Actively engage students throughout the class period.

Include the following elements in lesson plans: learning objective, pre-assessment,
introduction/anticipatory set, task analysis and chunking, and closure.

Provide students with an overview of each new unit.

Post the lesson objectives and agenda on a daily basis.

Give students all assignments in writing (e.g. communication notebook, posted on
the board, handout).

Differentiate instruction and assessment and implement necessary classroom
adaptations to meet the needs of all learners.

Use content and skills in real world applications.

Use explicit instruction, among other methods, to teach skills and strategies (e.g.
note taking, summarizing, comparing and contrasting). These will be reviewed and
re-taught annually.

Design learning activities that address different learning styles and engage students
in exploration and discovery.

Engage students in strategies and tasks to develop memory skills and automaticity
(e.g. multiplication tables).

Collaborate with counselors and learning specialists to ensure that students with
emotional and/or cognitive difficulties receive support and guidance within the
classroom setting.

Integrate technology into the classroom as a learning tool.

Include community building discussions and activities in lessons on a regular basis.
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Model learning outcomes and processes and guide students through practice
activities before requiring students to engage in independent practice or homework.
Use balanced literacy to teach reading and writing in English in Early Childhood and
Elementary.

Refine teaching strategies through internal and external professional development
and peer observations (cross-area and cross-discipline).

LANGUAGE OF INSTRUCTIONT Colegio Menor teachers:

Use ESL techniques to maximize understanding in all subject areas taught in English.
Speak with students in the language of instruction at all times.

Create an environment in which students speak exclusively in English in subject
areas taught in that language.

ASSESSMENT AND FEEDBACKT Colegio Menor teachers:

Use a variety of assessment tools and types, including on-going, performance,
contextual, common, and standardized.

Usepreeassessment tools to determine student s
In advance, provide students with assessment tasks, criteria, rubrics, and/or
benchmark pieces that will be used to evaluate learning.

Promote self-assessment and peer evaluation.

Assess enduring understandings and underlying concepts, not what is simply easiest
to score.

Use assessment results to modify instruction to better meet student needs.
Provide specific feedback on all tasks completed by students.

Break long term projects into separate tasks with multiple check-in dates for
feedback. Teachers will guide students through each task.

Create final assessment tools that are similar to those used throughout the school
year and provide in-class review time.

Submit semester and final exams to Area Head or academic coordinator for timely
review and specific feedback.

Review and return student work in a timely manner.

Provide opportunities for students to showcase their learning (e.g. class
presentations, literacy celebration, math afternoon, Globalizarte, science fair).
Provide positive and specific reinforcement and celebrate student progress.

COMMUNITYT Colegio Menor teachers:

Serve as positive role models, maintaining high professional standards and
upholding Colegio Menor’s Code of Honor.
Reinforce the core values both inside and outside the classroom.

Contribute to the success of your team, and the school in general, by sharing your
expertise, experience and work with colleagues.

Create community spirit through collaboration and cooperation with all personnel.
Demonstrate solidarity with the community through active participation in a variety
of school events.

Dedicate time and effort to involve colleagues, students, and parents in community
building initiatives.

Take care of the environment and school resources.

Demonstrate respect and open-mindedness toward all cultures and differences both
inside and outside the classroom.

Take measures to reinforce appropriate behavior of all students at all times (e.g.
trash, discipline).
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e Accept challenges and changes with an open mind.

e Maintain timely and open communication with parents throughout the school year.

e Ensure that all documents sent home are edited by a native speaker (Spanish and
English).

VIIl. GENERAL

The Faculty Handbook is an extension of the employment contract and must be read,
understood and followed.

In order for foreigners to be paid they must have a tax number and submit invoices. This tax
number is called RUC. The Human Resources Office will help get your invoices.

In order to obtain this RUC you need to bring the following documents to the Human
Resources Department:

Original Passport

Original Censo

Copy of Passport and Censo

Copy of water, electrical o telephone bill

O O oo

The school year at Colegio Menor is regulated by the Ministry of Education. It usually starts
the first week of September and finishes the first week of July. The end of the school year
may vary when classes are suspended and recovery is done at the end of the year.

All personnel at Colegio Menor have 30 mi nut es f or |l unch, accordi

schedules. All the employees must follow these schedules with punctuality. If late arrival to
the school is a chronic problem, the employee will receive a written warning, which will be
included in their personal file and will be taken into consideration in human resource
decisions.

Follow general school regulations and specific area rules (library, cafeteria, computer labs,
science labs, sports, art, music, infirmary, etc.) and reinforce these rules with every student.
Be present at the school from 7:45 a.m. to 3:45 p.m. Monday through Thursday; and 7:45
a.m. to 3:00 p.m. on Friday.

Review your internal email, area bulletin board and mailbox everyday.

Read the parent —student handbook from your section.

Perform any other assigned community responsibilities (recess, bus, lunch duties, etc.).
Teachers are not allowed in the school if they have consumed alcohol outside the school and
are under its effects (including hangover-chuchaqui). This is a serious violation and teachers
may be placed on probation or asked not to return to school.

The use of cellular phones on campus grounds is restricted. Teachers and/or administrators
must turn them off when teaching, attending and observing classes or meetings.

Immediately inform administration of any change of address, telephone, etc.

Faculty Dress Code

Faculty is requested to dress comfortably but professionally, following these basic
guidelines:

Remember that you are a role model. Colegio Menor is a community made up of students
from Playgroup through 12 grade, and your appearance, regardless of the section you work
in, may influence children at any level. Generally, our community expects formality from
teachers.



Be neat and clean at all times. Clothing should be in good condition.

The use of provocative or distracting clothing should be avoided. Specifically, this includes,
but is not limited to, the following:
Clothing that is excessively tight or short:
A mini skirts
A tight-fitting and/or low-cut tops and blouses
A blouses or jerseys that expose the midriff
Pants/jeans or skirts that expose one’'s back:
A A basic “top meet bottom” rule should be
bending over, the top of the pants/jeans or skirt must meet the bottom of the
shirt/jersey.
Clothing that exposes one

s undergarments (e.
Information Management

At the beginning of the academic year, you will be asked by your Area Head to sign a
"Confidentiality Form".

e Discussions about teachers, students or any particular school situation must be kept
at a professional and confidential level at all times. This is especially important in
the case of teachers who are also parents.

e Communication with parents and students regarding both problems and successes is
strongly encouraged. If you need assistance communicating in Spanish, please see
your Area Head or Administrative Assistant. You should keep a written record of all
communication with parents. At times it is advisable that you have another person
present with you when you meet with a parent (fellow teacher, counselor, Head,
etc.)

e Attend in a timely manner faculty meetings, other meetings and parent conferences
as requested. Make sure you do any follow-up that is agreed on. Every teacher is
expected to attend faculty meetings, grade level meetings and department meetings
and special needs meeting. These are mandatory meetings.

e Use of the English language is compulsory in all English classes and English language
teachers are expected to communicate in that language with students at all times on
campus.

e Appropriate language must be used by teachers and staff at all times. The use of
foul language or other improper communication methods will not be tolerated
under any circumstances.

Internal e-mail and Intranet

e The internal e-mail is the primary means of communication. Each employee of
Colegio Menor will receive an e-mail address at the beginning of their contract.

e General and individual announcements and communication will be sent through e-
mail. Teachers and staff are required to check their e-mail at least once a day.

e The school also has an Intranet page where general announcements are posted.
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T e a ¢ h e lvoges are atsa llochted in each school area. Telephone messages for teachers
will be placed in mailboxes, unless they are urgent.

SCHOOL MATERIALS AND SERVICES

IX.

Taking school equipment, material or furniture off campus is prohibited without
written permission from General Director.

Personal copies, use of computers for personal purposes, international fax, and
international phone calls are services available at the school. You will be charged for
use of these services, you must receive authorization in advance from the Area
Head.

Teachers should use school phones to make professional phone calls only. Phones
for this purpose are available in the Administrative office in each area. Phone calls
for personal issues will be charged to the teacher and should be brief and limited to

urgent matters. Allcallsshoul d be made when t eracthérer s

duties.

The wuse of school transportation
responsibility to arrange this with the Transportation Office. This service may not be
available in all areas.

Teachers are responsible for all furniture, keys, equipment, books and materials
assigned and inventoried under their name. The teacher will be charged for any

loss or damage to these items.

Special copies will be authorized by your Area Head, after filling out the proper form
at least one day in advance.

Audiovisual equipment should be requested from the area administrative assistant.

IMPORTANT ISSUES TO REMEMBER

In case of sickness or family emergency:

Call your Area Head/Coordinator the evening before or by 7:00 a.m. on the day of
your absence. You should also make sure that the Human Resources Office has the
name, address and telephone number of whom to contact in case of an emergency.

Make sure you have an updated substitute folder in the appropriate area office.
If you are absent for three or more consecutive days, due to illness, you must turn in

a medical certificate from your doctor as soon as possible. The certificate should be
given to the Area Assistant.
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e For death of relatives up to the second grade of consanguinity (husband/wife,
children, parents) the school authorizes a maximum of three days of bereavement
leave.

e |n case of marriage, the school authorizes three days of special leave.

Academic, social, cultural, or athletic field trips

Use the appropriate "Field Trip" Form available on the intranet and read the form for
procedure details.

Leaving School grounds during working hours
e Ask your Area Head for permission.
e [f you are going to miss one of your classes, be sure to arrange for your substitution.
e Before you leave, sign out in the administrative office of your area and with the
guards at the point of exit.
Accident or lliness of a student during class
Take or send the student to the infirmary and provide as much information as you can about
the incident. The nurse will evaluate the situation and will decide what needs to be done.
Students are covered under an accident insurance policy. Only the nurse is allowed to send
students home.
Use of school grounds/locations
There are many places at school where you can plan special activities. You must send an
email to physical plant and Area Head at least two days in advance, explaining in detail and
including any necessary materials needed. Try to be sure that your activity does not
interrupt daily activities taking place nearby.

Emergency Drill Procedures

The Security Office is responsible for organizing and conducting drills to evacuate the school
in case of fire, bomb threat, volcano eruptions or any other emergencies.

All types of drills are coordinated according to the Emergency Plan. The plan is frequently
updated and is available on the webpage under Security. You are responsible for
understanding and complying with the content of the plan so please read the electronic
version.

Loss and robberies
Any type of robbery or loss should be immediately reported in writing to the Security Office
(Valuables should be kept in a secured place). Secur ity is everybody’s

help to maintain our campus and community free of theft. Please remember that CMSFQ is
not responsible for the loss of personal belongings.
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X. FINANCIAL MATTERS

Your salary may be deposited in your account upon your request; otherwise, the Finance
Office will issue a check on the last working day of each month.

Benefits for full-time employees include:

e SUPERMAXI card

e Lifeinsurance

e Medical insurance

e Paid vacations during summer, according to the academic calendar

e For academic and administrative staff: three personal days. These days will be
granted with the Gener al ddtharization boutr will ot be granted at the
beginning of the year, during orientation, during the first or last two weeks of
School, and right before or after a long weekend, holiday, or summer vacation.
Requests for non-emergency personal days must be made a minimum seven days in
advance.

If you take more than three personal days during the school year, those days will be
deducted from your salary. The amount discounted is calculated based on a per diem value
which is calculated on your entire salary plus benefit package.

Al | requests must be made in writing
Personal Days RegnuheisttanecFor m avail abl e

FACULTY PROBATION POLICY

e The teachers at Colegio Menor San Francisco de Quito are dedicated professionals
who contribute greatly to the development and growth of the school community.
The responsibilities of our teachers are extensive and varied and provide them with
opportunities to develop both professionally and personally. We expect our
teachers to maintain high standards in all that they undertake in the school
community.

e Teachers who fail to fulfill their responsibilities in a professional manner or violate
the policies, procedures or norms of the community will be subject to the following
actions:

1. Conversation with the Area Head to discuss the problem (s) and to identify
solutions and strategies to avoid a recurrence.

2. A professional growth plan will be created for areas in need of attention.

3. Meetings with Area Head and General Director to discuss the situation.

4. Continued difficulties will result in probation and or termination.

The terms of probation will be determined on an individual basis by the Area Head and the
General Director.

In the event of a serious policy violation, a teacher may be placed directly on probation. In
specific instances, it may be decided
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Per Ecuadorean Law, all contracts are provisional during the first 90 days and are subject to
termination by either party.

Xl. GENERAL SCHOOL POLICIES

Further explanation of policies can be found in the Human Resource Section of the
Administrative Policy Manual. Please refer to this intranet based document for

clarifications, extended policy description and for more complete coverage of Faculty
Handbook topics.

It is your responsibility to follow all Human Resources Policies.
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August 2009

Please fill out format below sign and send to Human Resources Office.

I have received the Colegio Menor San Francisco Faculty Handbook and understand that
this Human Resources document and the employee contract outline employee and
employer obligations and responsibilities.

NAME

SIGNATURE DATE
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