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SECTION 1 – GENERAL FACTS
1.1. DESCRIPTION
Look At Me School is a bilingual school with the Characteristics and Standards for U.S.-type Schools in Latin America and International Schools, and with the norms of the Dominican Ministry of Education. 

The school opened its doors in the summer of 1996, being the first bilingual school of the zone. The main purpose was to offer its program to both Dominican and foreign students, with different nationalities and beliefs; beliefs that the school assumes and educates so that they are respected and valued.

Our community aims to provide a dignified English-Spanish learning environment that offers an American-international education, incorporating aspects of both Dominican and American cultures. Look At Me is open to both Spanish and non-Spanish students who demonstrate the ability to fulfill successfully the school’s challenging academic requirements and ethical expectations.

1.2 LOOK AT ME SCHOOL PHILOSOPHY

Look At Me School is a private, profitable educational institution. Our community endeavors to create a dignified English-Spanish learning environment that offers an American-international education, incorporating aspects of both Dominican and American cultures.

Look At Me School is open to both Spanish and non-Spanish college bound students who demonstrate the ability to fulfill successfully the school’s challenging academic requirements and ethical expectations.

Recognizing and supporting each individual’s right to realize one’s potential in all areas, we are committed to providing high quality education, with well-trained and caring staff who not only impart knowledge but also interact as facilitators and collaborators in the learning process. This learning process, where our students are expected to be active and responsible participants, encourages them to think critically and constructively thus preparing them to face successfully the multiplicity of experiences and challenges in the ever-changing world.

1.3 VISION AND MISSION

Our vision is to offer the best bilingual education; to prepare children by updating them with the latest technology, science, social, and cultural changes in the current world. Our mission is to ensure the development of individuals who speak more that one language; Individuals who are assertive, creative innovators, and who are capable of changing in order to improve their lives. 

Our fundamental task is educating the whole person, recognizing the uniqueness and individuality of children, and guiding them to discover and develop their learning. As Dominicans, Look At Me instill in our students a lifelong commitment to learning,  to developing Dominican identity, maintaining always the values in our culture, roots and faith virtues, and to fostering community services as well.

Look At Me School intends to provide an excellent educational opportunity, based on a U.S. curriculum, regardless of race, nationality or creed. Look At Me School shall offer a program of studies to prepare students for success in the Dominican, U.S. or European  university system. Recognizing the transient nature of the student body, the curriculum should enable students to transfer between Look At Me School and other U.S. international and Dominican schools, insofar as equivalency requirements do not conflict with U.S. or Dominican  curriculum standards. 
Look At Me School shall endeavor to provide a program that maintains, and benefits from, the international diversity of the community. Look At Me School is committed to the development of the whole individual and is dedicated to fostering students intellectual, social, emotional and physical growth to prepare them to become good citizens and productive members of society.
1.4 LOOK AT ME SCHOOL BOARD OF DIRECTORS

Look At Me operates as a private corporation. Its academic operations are with the Characteristics and Standards for U.S.-type Schools in Latin America and International Schools, with the norms of the Dominican Ministry of Education. Look At Me School operations are supervised by a Board of Directors elected for two year terms. 
The Board of Director is responsible to the community of Look At Me School and the Board of Trustees. Its primary responsibility is to developed policies that will promote the educational achievement of all the children enrolled in the school. The Board of Directors is charged with accomplishing this effort while also being responsible for the wise management of resources available to the school. The Board of Directors must fulfill these responsibilities by School Director to implement policy, and by evaluating the results.

Board members have no authority over school affairs as individuals. They have authority only when acting as a group dully called into session. They will suggest problems for Board consideration, inform themselves on school matters, take part in Board deliberations, arrive at opinions independently, and vote as they choose. In order to arrive at mature and functional decisions, Board members recognize the need for information and materials. All formal requests for information should be directed to the Chief Administrator or School Director.

The School Board will delegate to the Chief Administrator or School Director the function of specifying required actions and designing the detailed arrangements under which the School will be operated. Such detailed arrangements will constitute the administrative directives governing the school. The administrative directives must be in every respect consistent with the policies adopted by the School Board of Directors.

2. PARENTS INFORMATION
2.1 PARENTAL INVOLVEMENT

Look At Me School works to establish strong bonds of communication between the Parents and the school; therefore, dynamic and effective parental involvement in school activities is required. 

This parental involvement includes:

• Attendance and/or active participation at school functions and school related activities.

• Attendance at a minimum of three Parent-Teacher Conferences a year.

• Family financial support of school fundraising activities.

• The reading and acknowledgement of all communications sent home.

• Hours of volunteered services during the school year. See your homeroom teacher for further details.

2.1.1 Parent Delegates
During Parent Night, parents have the opportunity to sign up to be a Parent Delegate for their child's class.

What does a Parent Delegate do?

1. The Parent Delegate serves as a link between the School (Administration and Faculty) and other parents of his/her child’s class. 

What does being a Delegate mean?

2. Providing a link between the school (administration, faculty and parents of that particular grade.

3. Transmitting Information and requests that affect the children's class in general. 

What does the post entail?

1. Attend monthly meetings with the Administration.

2. Receive calls relating to information needed by the parents of students in this grade.

3. Create a telephone chain to spread this information.

How many representatives are needed per class?

1. Any parent who signs up for a class may attend delegate meetings. They can only represent one class. 
How long does one hold this post?
2. One school year. 
Reminder: Your collaboration with the school will benefit the whole school community, and specially your child's class.

2.1.2 Volunteers
If you would like to assist us in any way at school, please let us know. Throughout the school year we organize activities for parents to assist us on different tasks. Parents also organize events to raise money for the school, welcome new families, and increase educational opportunities for students.

2.2 PARENTAL MANNERS

Students of Look At Me School are called upon to cooperate and comply with the norms and regulations of the school in order to promote a healthy and dynamic academic environment. Look At Me School also appeals to Parents to exhibit self-control when dealing with uncomfortable situations that involve one of its Faculty or Staff members. The School will not tolerate physical or verbal aggression to a Faculty or Staff member, another student, Parent or visitor, in or outside school grounds during academic or any school related activity. The School reserves the right to decline re-admission to a student if his/her Parents behave in a disrespectful manner.

2.3 BACK TO SCHOOL NIGHT    
This is a required meeting for all Parents to attend. At this meeting, the classroom teachers introduce themselves and present an overview of the School philosophy and educational priorities for the new academic year. In addition, curriculum contents, class procedures, policies and rules are exposed to parents. 
2.4 NOTICE OF CHANCE OF TELEPHONE AND/OR ADDRESS

The address appearing on the Registration form will be regarded as the permanent and mailing address. Please remember that it is important to notify the Administrative Office of any change of address or telephone number. This Office will then inform all others as needed. Accurate records are necessary to be able to notify parents in case of an emergency.

2.5 CONFERENCES AND VISITS TO SCHOOL
As a security measure and to ensure the best service to our school community, all visitors to the school must check in at the Main Office, and obtain a visitor’s pass. Please call the office to make an appointment with a teacher in advance. Look At Me School exhorts the school community to meet with faculty and administrators.

• Scheduled Parent-Teacher Conferences - The school has prearranged four scheduled conferences, during which Parents are given information regarding the student’s academic and disciplinary development in school, and receive the student’s report-card (according to level dates assigned. See calendar) It is essential for Parents to attend these conferences. See Parental Involvement Section.

•   Un-scheduled Conferences – If through out the school year Parents wish to confer with a faculty or Administrative staff then an appointment should be made beforehand at a time suitable to all participants. Classes, planned activities, recess periods, school duty assignments are not to be interrupted or use to hold a conference. (Remember that the staff after school personal time should not be employed for academic purposes, school concerns, or conferences either).
•   Classroom Delegates - Parents who are delegates may request permission from the Academic Coordinator to visit the classrooms during homeroom period.

•    Students interested in enrolling at Look At Me School  or community friends - the request to visit school grounds must be approved by the School Director in advance. The Guidance Counselor will issue a visitor's pass that needs to be returned and is the person responsible for the conduct and safety of the visitor.

•   Unannounced School Visitor - All unannounced Visitors should report to the Administrative Office upon entering the school. If it concerns a student, he/she will then be called to see the visitor or one of the staff members can make sure he/she receives the message or any items dropped off.

2.6 - STUDENT SAFETY AND SCHOOL SECURITY

Look At Me School has designed specific plans to be followed in case of emergencies. But, in order to protect our students and make school grounds safe and secure, the school demands that only authorized personnel are permitted on school property during school hours. To avoid any embarrassment the school reminds Parents to bring items such as books, clothing, etc. to the School Administrative Office. No one without special permission will be allowed to visit the classrooms or deliver any item to a student. Parents and friends are asked to understand and cooperate with the School Staff who have been instructed to enforce this policy.

2.7 PARENT CUSTODY/RELEASE OF RECORDS

If Parents are divorced and custody of the child is part of the degree, the school must know if only one or both Parents have permission to sign a child out, visit during the day or pick a child up after school. This notification must be an official document form. Also, it should be immediately ascertained whether one or both Parents would have access to the student’s school records.

2.8 Drills and Emergency Situations 
Look At Me School has taken the precaution to prepare and trained Faculty and Staff for an unforeseen emergency. Thus, if an emergency situation occurs, Faculty and Staff will proceed to ensure the wellbeing of students. The written safety procedures and emergency exits sketches are posted in every area visible to all. The School planned emergency Fire and Earthquake exit drills are carried out periodically. At the time of the drills all work, including tests are discontinued. Students are to walk quickly and quietly to the assigned area, and remain with teachers until further notice.

2.9 GUIDELINES FOR EXPRESSING CONCERNS AND SUGGESTIONS

Faculty, Administration, and the Board of Directors of Look At Me School are firmly committed to solving problems at the appropriate level within the school. Should you not feel satisfied with the outcome of your first level of discussion, you should take the problem to the next level. The usual pattern for a classroom problem, as an example, would be:

1. Teacher

2. Academic Coordinator
2. Counselor           
3. School Directors
A. Concerns - It is logical that the school community may be at one time apprehensive about procedures, decisions or actions taken by the School Board of Directors, Administration, Faculty or Staff. It is also reasonable that perhaps a parent or student's conduct may be cause for concern. The School urges all to follow effective channels and styles of communication to solve difficulties. Please adhere to the 
following procedure:

*  If the concern involves a Faculty or Administrative Staff:

a. Request a meeting with the person in question to talk about the issue. 

b. If the issue is not settled then speak to the School Director. 

c. The Board of Directors is the final appeal forum.

*  If the concern involves a student or Parent

a)  Request a meeting with the teacher, Counselor, Coordinator or Principal to look into the matter, notify the people involved, and attempt to resolve the difficulty.

b)  If the issue is not settled then request a conference with the School Director so proper actions are taken.

B. Suggestions - The School always embraces positive and constructive suggestions to uphold its excellence. But, for suggestions to receive complete and through deliberation, they must be submitted in writing to the School Director. A reply and reaction will be provided only if participants submitting the suggestion are acknowledged. Please remember to include name and grade level.

2.10 ILLNESS AND SUPERVISED MEDICATION

2.10.1 School Nurse/Doctor and Safety Personnel

Our school nurse/doctor is available to ensure the maximum attention to our students’ well being and safety at school. She can be located in the infirmary. Any correspondence regarding medical details should be sent there. The nurse/doctor will only help v/ith First Aid emergencies. Please do not send your child to school to stay in the first aid station if you suspect that he/she is ill.

2.10.2 Medicines Sent to School

Medication may be necessary when your child is recovering from an illness. Please send the medicine through the School Secretary. Along with the medicine it is essential to attach an authorization signed by parents/tutor with legible name underneath, where you indicate the name of child, grade, date and name of medication and hour of administration. Please do not place medicine inside the child’s school bag.

2.10.3 Head Lice

When students have lice a letter is sent home telling parents what to do. We ask parents to telephone the nurse when their children have lice. In that case we send letters to all students in the same grade. Periodically, the nurse checks students for head lice.

2.10.4 Contagious Diseases

When any student in your child’s class has a contagious disease (mumps, conjunctivitis, measles, chickenpox, etc.) parents will receive an informative letter. If your child shows symptoms of a contagious disease, please notify the office and keep your child at home.
2.10.5 Person/s to Contact in Case of Emergency

In addition to parents’ home and work phone numbers, mobile phone, we need a number of another member of the family or a close friend for cases of emergency.

2.10.6 In Case of Injuries or Accidents

Although our school has an infirmary, when a case requires special attention, we try to locate parents immediately. If we are unable to reach parents the homeroom teacher will accompany the student to the nearest medical center. 
2.10.7 In Case of Illness

Parents will be contacted to come and pick up the child. If we are unable to reach parents, we will call an alternative emergency phone number.

2.10.8 Updating Medical Information

Please keep us informed of any new medical information regarding your child so we may keep our files up-to-date.

2.11. - ARRIVALS

2.11.1 Punctuality
Students are encouraged to come to school on time not to interrupt the instructional program. Students must arrive at 7:30 am.  The school is not responsible of students who arrive before 7:20 a.m. since there is no supervision provided prior to that time. Homeroom period starts promptly at 7:30.m. daily. Students arriving later than 7:45 a.m. are considered tardy. 

2.11.2 Late Arrivals: Procedure and Consequences

•  If Parents, chauffeurs and/or housemaid bring the child to school after the specified times, they must come with the student to the Reception Office to sign him/her into school, request a late pass and fill out the late arrival slip. 
•  Only three (3) tardy slips monthly are accepted. After that, the student will not be admitted to school whenever being late and will have to go back home.
2.12 DISMISSAL

The students will only be released to a Parent or authorized person. In order to help students leave the school grounds in an orderly fashion, the Staff requests that the following norms be observed:

• Since students are to walk with the Faculty member to the dismissal area, Parents are not to come into the classroom to pick them up

• Students are to be attentive to their ride, but not move until duty teacher calls them

• If the students carpool with a group, gather together so that a minimum of time is used in loading

• Students are not allowed to walk away from the loading area to meet the ride at any other spot.

• Students who do not follow directions will have to be picked up from the office.

We want to remind all our families that you are expected to drive FROM EAST TO WEST (from San Vicente de Paul av. toward Sabana Larga) for both bringing your child to school and/or picking them up. Parking is not allowed. WE ASK FOR YOUR COOPERATION REGARDING THIS MATTER AND HELP US AVOID ANY TRAFFIC INCONVENIENCES. If by the time you drive by the school entrance your child is not at the gate, please continue driving and go back to the end of the car line. 

2.12.1 Early Dismissal: When it becomes necessary for a student to be dismissed during the school day, the Parent must come to the Office to sign the student out. Students will not be released to anyone other than the Parent or Guardian without specific authorization. If the students’ dismissal routine is changed in any way, please let the teacher know in writing. The school should also be notified in writing of any other special circumstances related to the student's dismissal. Early dismissals should be for valid reasons only. 
2.12.2 Departure from after School Activities: At the conclusion of after school activities, parents are asked to be prompt in picking up students. The School will not provide supervision therefore it is not 
responsible for students who stay once these activities conclude. If there is a change in departure, the 
student should bring a note from home. A student who is consistently not picked up at the agreed time will not be allowed to participate in afternoon activities.
2.12.3 Rainy Day Dismissal: Rainy day dismissal generally takes longer because students are kept in the classrooms. Parents are to pick their children up at the Reception Area in which a teacher will be in charge of going to the classroom and bring student out to be reunited with his/her parent..

2.13 ATTENDANCE/ABSENCE

2.13.1 Student Attendance

Students are expected to be present in class every day. Regular attendance enhances the success of a student. In order to be promoted to the next grade level, attendance will be taken into consideration. Cases will be dealt with individually. The particular situation of the individual students will determine the principal's final decision.

2.13.2 Excused and Unexcused Absences:
Absences for reasons of illness, family emergencies, visa requirements or an activity approved in advance by the Director are excused. This means that a student may ask for and submit make-up work. It is the student's responsibility to contact teachers to obtain make-up work whenever he/she is absent. Absences for any other reason will be unexcused and therefore make-up work won't be allowed. A doctor's note may be required for absences of more than 2 consecutive days of illness. 

Students who have been absent for all day or part of it are required to bring a written note signed by the parents explaining the reason for the absence. This note should be brought to the classroom teacher. If the student does not bring a note, the absence is considered to be unexcused.
If an extended period of absence is anticipated as in the case of a family emergency, parents must speak to or write a note to the principal to make the necessary arrangements ahead of time.
Upon their return to school after an absence, all students are required to take part in all school activities. Exceptions to this rule are only accepted when a request in writing is submitted by the family physician.

A. Special Circumstances- The School Director or authorized Staff is empowered to approve a justifiable absence to any student for the following reasons:

* Evidence that the student is not in proper physical or mental condition to attend school. The School 
may request the Parent or Guardian to obtain a written statement from a physician as proof of the physical or mental condition of the student. Such excuse should be in writing, state the period of time for which it is valid and not exceed 30 days.

* An immediate family member who is ill and requires the absence of the student because of family responsibilities

* Emergency medical, dental, chiropractic, optometric or other valid professional appointment 

* A death in the immediate family

* Religious holidays

* Special circumstances that show good cause and are approved in advance by the Principal
B. Excused Absence is when the student is absent for a justifiable reason.

* All excused absences require Parent written verification that is to be submitted to the Office in advance or prior to re-admittance to school. The note should explain the reason for the absence; otherwise the student's absence will be recorded as unexcused. If the absence has been for several days, a conference with the teacher is required. Excuses should be written by the Parent or Guardian and directed to the School Director.

* All students with excused absences will be given the opportunity to make up work. 

C. An Unexcused Absence is when a student is absent for unnecessary reasons or simply as a matter of convenience to Parents.

* Students do not have the right to make up work, tests, or projects.

2.13.3 Procedure for Readmission:

* Before going to class, students are to stop at the Main Office to be re-admitted. The Office will issue a re-admittance slip to present to teachers.

* After a student misses a maximum of days during any school period with acceptable or unacceptable excuses, no absence will be excused unless the Administrative Office approves it beforehand.

* In the case of an extended absence (three days or more) request homework through the Academic Office before 9 a.m. in the morning. Homework Assignments are then picked up from the Administrative Office from 2.15 p.m. to 3:00 p.m.

* Upon their return to school after an absence, all students are required to take part in all school 
activities. Exceptions to this rule are only accepted when a request in writing is submitted by the family physician.

E. Truancy -Truancy means any absence of part or all of one or more days from school without parental authorization, during which the School Administrative or Academic Office has not been notified of the legal cause of such absence. Truancy Guidelines:

* Parents will be notified through a letter asking for a meeting if a student is considered a truant. The note includes a request for the parent or guardian to meet with appropriate school personnel to discuss the student’s truancy and possible consequences, which may include detention, suspension, or expulsion from school.

* A truant does not have the right to make up work, tests, or projects

2.13.4 Make Up Work
A. Excused Absence: Upon returning from an excused absence students will be given some time (at teacher's discretion) to make up important work missed. Teachers will follow these guidelines:

• It is the student’s responsibility to contact teachers to make arrangements for making up work missed when they return to school.

• Tests or assessments missed during an absence will be taken at a time mutually agreed upon by the student and the teacher.

B. Un-excused Absence: No grades will be given for work missed and no make-up will be assigned for tests or projects.

2.14. PASSES

A student must have a classroom pass signed by the teacher or authorized school staff to leave a classroom during a class period. Students should have the classroom pass visible at all times when he/she is outside a classroom.

2.15 TELEPHONE CALLS

Office phones are private lines and not to be used by the students. In case of an emergency the School Directors, Coordinators, Guidance Counselor, or Nurse/Doctor will make the call. 

Teachers cannot normally be reached by telephone. A message will be taken and teachers will return the call at later time. 

Many students now carry personal cellular telephones. Phone use must not disturb classes or distract from studies. If this happens, the phone may be confiscated.

2.16 GROOMING GUIDELINES: STUDENT DRESS CODE

Students should come to school dressed comfortably, as often they sit on the rug for group discussion and story-telling, or playing games or working on projects on the floor.

The student's image is a parental and an individual responsibility. Good hygiene, tidy hair, and unsoiled clothes and shoes are elements of a pleasant physical appearance. Thus, each student is expected to comply with simple reasonable grooming guidelines.

The School Administration reserves the right to assess and decide on any case involving the physical appearance or dress code of the student. Parents will be contacted and held accountable whenever these guidelines are violated. Persistent violations will be considered as disciplinary problems. (See Section on Conduct Standards for consequences). 
The School Director upholds the privilege to prescribe standards for hairdo restraint, use of jewelry, and dress code to any school related activity or function. Unless previously authorized by the School Director, students are not allowed to:

· Dress in jeans, shorts, Bermuda shorts, boxer shorts, denims, mini-skirt, dresses, bare midriff and spaghetti strap shirts, jackets, coats
· Wear hats, cap, bonnet, scarf, extravagant and excessive jewelry, sandals, tennis shoes with lights or sounds
· Put on earrings, large hoops, nose rings, or pierced tongue jewelry
· Wear make up, have extravagant nail polish, tattoos or diverse hair colorings
· Boys are not to sport facial hair or long hairstyle. 

The School Faculty and Staff will not be held accountable for the loss of valuable jewelry brought to school.

2.16.1 Uniforms
Look At Me School requires that students wear the complete official uniform to class, field trips and related school activities. If a student reports to school not wearing proper uniform Parents will be notified and the student will not be allowed to attend classes until the unauthorized clothing is changed. Absences to class will be considered unjustified. (Please see the Section on Attendance/Absence for consequences). The School Administration reserves the rights to withhold students from class, send them home, or remove and retain the unauthorized item brought to school.

Proper use of uniform = it must be clean and neatly pressed.

• Shirts must be worn inside the pants showing the belt,


• The pants may not hang loosely about the hips;

• The Sweater should be worn properly, not tied around the waist hips or shoulders. This sweater should not have any other identification on the outside, except for the school emblem. The name of the student needs to be correctly spelled in the inside portion of the collar. The school wills not accept jean jackets, sweatshirts, sweaters in
any other color or with colorful designs.

2.16.2 Physical Education Uniform
For Physical Education class all students must wear the school uniform which can be purchased at the School Store. If you have any question you may revise the Uniform Guide or refer to our General Coordinator. Suitable shoes must be worn. At the beginning of each school year students are informed of the days they have P.E. so they can come to school dressed accordingly. More detailed information may be obtained through the Main Office.

• Students may wear their PE uniforms all day whenever they have sport classes. 

2.17 LOST & FOUND

All clothing and belongings must be marked with the student’s name. If your child loses something, please send a note to the teacher, describing the article which has been lost.

Faculty and Staff take every precaution to ensure the care of items brought from home, they cannot be held accountable for the loss or damage to valuable goods. Articles found on the school premises will be taken to the Lost and Found Area in the Administrative Office. 

2.18 TOYS

Students are not allowed to bring toys to school, so please do not send toys or electronic devices. Students may bring jump ropes to schools. 
2.19  PERSONAL ARTICLES

Personal articles such as: electronic games, toys, cameras, electronic equipments, radios, tape recorders, laser pointers, compact disc, cassette players, scooters, skateboards, roller blades and roller skates will not be permitted on school grounds, on school-provided transportation and/or activities at any time except by permission from the School Director. Any of the above brought to school by a student will be kept in the Academic Coordinator´s Office and may be picked up by Parents. Items may be held in the Academic Coordinator´s Office until the conclusion of the school year. Game cards and other Items commonly traded or exchanged are also not permitted on school grounds. Buying, selling or trading anything of this nature on School is prohibited. The school is not responsible for any confiscated Items.

2.20 ANNOUNCEMENTS

The School Directors must first approve signs and posters that a student wishes to display. Announcements or Posters displayed without authorization will be removed. No one shall sell, advertise, or distribute on school grounds any literature, which would substantially disrupt or interfere with normal school operations. All printed, written, or pictorial literature must be in compliance with school policy and documented with the Academic Office beforehand. The School Directors will address violations of these regulations regarding student publications appropriately and according to the code of conduct.

2.21 CARE OF SCHOOL PROPERTY

Students are accountable for their own actions and/or any damage directed toward school property. They are responsible for the care and/or safe return of all school-issued property, including but not limited to, athletic equipment, music instruments, books, and computers.

Vandalism, writing or marking on any school property will not be tolerated. In instances where school property is marked on, broken, deface by cutting or with writing or pasting pictures or otherwise abused, the Parents will be expected to pay replacement or repair costs.

3. ACADEMIC INFORMATION

3.1 Progress Reports

On each marking period, teachers will send home a brief progress report about students. These are not grades, but rather an indication for parents of the progress the student is making. For subjects taught by specialists there is not always a progress report, as these are sent depending on each student’s needs. The report folder should be signed and returned to school within the following three days with any comments you would like to make

3.2 Report Cards

In keeping with the objectives of helping each child reach his/her full potential, the report card gives information on the progress of the child and is sent home four times each year.

Conferences with parents are held during each period in the case of unsatisfactory progress.

3.3 GRADING
Grading Procedures: Teachers record student progress in their grade-books throughout the year. Reports cards are sent home periodically in an effort to report students performance to parents (SEE CALENDAR).

Marking System to be Used:  

At the end of each marking period (trimesters) teachers send home report cards explaining each student’s progress. These reports are specific and give in detailed the achievement level in each subject’s individual skill areas as well as student performance in other areas such as class attitude, neatness, cooperation in a group, etc.

From 6th grade up, grade letters are used as grades. The report card is designed to help you understand your child strengths and weakness within each subject area. 

"A" Excellent

"B" Good 
"C" Satisfactory (average)

"D" Below average

"F" Failing
The grades are taken not only from final exams, but as a reflection of various modes

of evaluation: Tests and Quizzes, oral exams, written exams (essay, multiple-choice, etc.), textbook curriculum correlated, teacher designed, class Participation, writing samples, daily class assignments, group activities, journals, plays, observations (anecdotal notes or checklists), speeches/debates, projects, poster, model, diorama, research, multimedia, computer generated, presentations, final Report Card.
Report cards will be distributed to the parents on scheduled parent-teacher conference dates ( see the school calendar for specific dates). If a  parent cannot be present to receive the report card on the PTC date, he/she should give the students a signed letter advising the school to release the report card to the student. Those students taking National Exams ( Pruebas Nacionales) will not receive final grades in the tested areas until the official report is released By SEEC On the last day of school, students with no financial, academic or disciplinary situations that require direct parental notification will directly receive their report cards and certificates. In 7th and 8th grades students with a passing final grade will need no summer school. However, from 9th through 12th grades, with the exception of some subjects that are marked in the report card as having a final grade, must major subjects do not have a final mark, but are graded on a semester basis
3.4 CHECK-UP FORMS
In the event a student presents academic and/ or disciplinary difficulties, parents will be advised through a Check-Up Forms. This form requires parental signature and prompt return on the following day. This is an advisory notice that should not go unheeded. In fact, the school encourages that parents make every effort to set up an appointment with the teacher as soon as possible, or come any day from 2:10 to 2:30 pm.

3.5 PARENT-TEACHER CONFERENCES

The school will have scheduled parent-teacher conference dates during which parents may discuss their child’s progress with each class teacher. On these calendar dates, there will be time scheduled for general meeting with parents as well as a by-appointment-only conference period as per teacher’s request. Otherwise, conferences with faculty and/or administration members can be arranged throughout the school year by asking in advance for an appointment.

3.7 ACADEMIC HONORS

To be on the honor roll a student will have a weighted average for all major subjects (Language Arts, Mathematics, Science, Social Studies, Español and Sociales) of 84 or above. 

In addition to a minimum average of 84, a student must obtain a 70 or above in all subject; Honor roll lists are posted at the end of each marking period for regular program and ESL program students.

Middle school and high school honor students will be placed on High Honors if the student’s weighted average is 90 or above.
Finally, HONORS and HIGH HONORS Certificates or Medals will be awarded to those Junior High or High School students whose final average merits this honor. 
3.8 VALEDICTORIAN AND SALUTATORIAN

The graduating class Valedictorian and Salutatorian are the students with the highest and second highest final weighted averages for the present school year, respectively. This average is calculated to the nearest unit. In the event of tie the honor is bestowed upon all who merit it.

3.9 GRADE POINT AVERAGE

The Grade Point Average (GPA) is calculated at the end of each year, 9th through 11th, and at the end of the first Semester of the senior year.

Only grades earned at Look At Me School are reported on the student’s Look At Me School transcript. (For students who complete high school credits elsewhere, the Look At Me School transcript will indicate PLEASE SEE ATTACHED TRANSCRIPT FROM PREVIOUS SCHOOL). GPA’s are calculated only from grades earned at Look At Me School.

3.10 GRADING SCALE 

Grade Values on the Look At Me Grading Scale
A+ 95-100 

A- 90-94 

B+ 85-89
B- 80-84 

C+ 75-79
C- 70-74 

D+ 65-69
D- 60-64
F 59-0 

3.11 EXAMS

3.11.1 End of Period and Final Exams
All high school students (9th grade up) are scheduled to take semester exams at the end of each semester. Middle school levels (6th – 8th) are scheduled to take exams at the end of each trimester. 
Exemption from a semester exams is only permitted if a high school student obtains an average of 90 or above for both quarters of a given subject.

Due the requirements of the Dominican Ministry of Education no exemption will be given for any of the Spanish or Sociales subject area semester exams..

3.11.2 Recuperation Exams
Recuperation exams are comprehensive exams and/or projects covering all aspects of the year’s work. Students who have F averages as final grades at year-end, ARE REQUIRED TO TAKE RECUPERATIONS EXAMS IN EACH AND EVERY FAILED SUBJECT, as per the limits specified below. If the student passes the recuperation exam, a grade of P will replace the F grade on the student’s transcript.

· Any student who has failed more than three subjects at the end of the school year, will not be allowed to take the Recuperation Exams and will be required to repeat the grade. In extraordinary cases, the Principal and staff may recommend an exception to this rule. Any case so treated, must be justified by the student/family and is subject to approval by the Director. (Justifiable reasons: extended absence due to illness; family emergency).
· Any student who fails up to the three subjects must take the Recuperation Exams for all failed subjects in order to be considered for grade promotion. 
· Students will not be promoted to the next grade if, after Recuperation Exams in September, they have more than two pending subjects.
· Students will not be allowed to repeat a grade more than once.
· Grade 10: can not be promoted to next year with more than one pending subject.
· Grade 11: can not be promoted to next year with any pending subject.
3.11.3 Make - up Exams
Any student who misses school because of an excused absence will be allowed to make up work and tests missed. The time given to complete make-up work must be agreed with the teachers concerned on return, and is generally equivalent to the time missed from school. The 

student must request all information from the teacher upon return to school. Students are responsible for make-up work. When a student knows of the absence in advance, the school administration and teachers should be informed and a make-up work schedule established before the absence occurs. In cases where a student has missed a test due to illness, the teacher concerned will then fix a time with the student for them to take a make-up exam. Failure to take the exam at the time appointed by the teacher will result in the student receiving a zero.

3.12 SUMMER SCHOOL COURSES

A high school student who takes summer school to make up failed subjects is required by Look At Me School to obtain a 75 or above to pass the subject. A student will receive a failing grade if he or she does not attend 90% of the scheduled class hours.

3.13 ACADEMIC PROBATION

Students with a combination of three or more F’s and/or D’s in a marking period may be put on academic probation. Students on Academic Probation will be periodically reviewed by the Counselor and/or the Academic Coordinator and parents will receive regular bulletins about progress until improvement to a C- average or better is recorded.
Students on Academic Probation:

1. May not participate in extra-curricular activities (Student council, after school sports, etc.) except with express permission of the Principal. (A review of such exclusion may be requested by a teacher, parents, or the student.)

2. May not go on special class trips except with express permission of the Academic Coordinator.
3.14 ENRICHMENT PERIOD

At the end of the day, teachers will be available to offer individualizes instruction to students who seek this help. Homeroom teachers will use this period to help individual students make up any class or homework which has not been completed on time. 

3.15 TUTORIALS
Only the School Directors, Academic Coordinator and/or Counselor, may advise a student’s parents that the student would benefit from additional outside help. Due to ethical considerations, written consent from School Directors is required for a staff member to tutor a Look At Me School pupil. Though the Counselor or Academic Offices may recommend tutorial services, they have no direct ties with these services and cannot be responsible for their outcome. The school recommends that parents inform their child’s principal if outside tutorial services are in use.

SECTION 4 - STUDENT SERVICES AND ACTIVITIES

4.1 PSYCHOLOGY DEPARTMENT AND COUNSELING SERV1CE

The goal of Look At Me School counseling program is to teach preventive health skills that will help students develop responsible social behavior. Classroom guidance sessions, small group activities, or individual sessions accomplish the goal. In addition to student counseling responsibilities, the counselor confers with Parents by conducting group talk which enhances parenting skills and self-esteem. The school is staffed with two full time counselors. They both coordinate testing as appropriate to grade level and prepare academic and career plans for the students. 

4.2 SCHOOL INSURANCE

Look At Me School has a supplemental insurance for all school related accidents that occur while in school or authorized school activities. This policy provides secondary coverage with limited benefits. All accidents are to be reported to the School Director as soon as possible. However this insurance is just a supplemental type insurance.

4.3 SCHOOL ACTIVITIES

Teachers, PTA-classroom delegates, club moderators, and the student body leaders from the student government may plan activities. Most of the activities held at the school will occur during school time; some may be held after school, on Saturdays or during the evening. The approval of the School Director is necessary for all Student activities.


4.3.1 After school Program 
There will be after school sports offered to students from 5th grade up. These activities are taught/sponsored mainly by School Faculty. Each period a list of students on each team will be posted. Parents may sign their child up for these activities at the office. These activities will take place from 3:15 - 5:00.
4.3.2 After school Program Participation Requirements
Participating in after school activities is a privilege awarded to the students. Therefore, to join a group a student must have a minimum of 2.75 GPA, obtain parental approval, and not partake in more than two activities. Those students who are on discipline or academic probation are not eligible. After school activities and students must abide by the school code of conduct.
Look At Me students participate in a diversity of co-curricular and extra-curricular activities during the school year. 
Regulations:


• Students participating in any program must demonstrate appropriate behavior and


good academic standing.


• Students must make acceptable grades (75 or above), as determined by the teachers, coach, and the Principal.

• A student whose recorded period grade average in any subject is lower than 75 at the end of the grading period is suspended from participating in any extra-curricular competition or public performance. If during the succeeding period, the student achieves a grade average of at least 75 in each course, the student regains eligibility.


• An "I" (Incomplete) grade counts as an "F" for eligibility purposes until it is resolved to a passing grade of 75 or above and the teacher has recorded that grade with the counselor and registration office.


• To ensure the success of the activities, students must have regular attendance and few tardiest.


• A student shall be removed from the activity the/she has unexcused absences for two consecutive weeks.


• Unexcused absences are to be defined by the teacher in charge and the Academic Coordinator.

4.3.3 Activity Funds
The School Accountant in the Administrative Office will operate a central accounting system and depository for all school funds. Money collected that derives from students' organizations or clubs, specific class activities or those which are school-sponsored must be deposited with the School Accountant.

4.3.4 Field Trips 
Field trips are an important part of education and are often taken to complement the curriculum. Students will participate in various field trips that will vary from year to year and from class to class. Parents will be asked to sign a permission slip that covers all field trip participation throughout the academic year and be notified as the trips are scheduled. If Parents do not wish for their child to attend any one of the field trips, they must advise the teacher or School Academic Office in writing prior to the field trip. A student will not be allowed to go without the signed permission slip. Students may be excluded from participating in a field trip if conduct indicates this need. Non-participation ¡n a field trip will not justify absence from school. A teacher assistant will supervise students missing a field trip and appropriate work will be assigned.
4.3.5 Assemblies 
During the year performing groups, storytellers and wildlife experts give presentations to the students. In addition, there are occasional civic assemblies—such as fire safety, water conservation, etc. A student \s conduct in assemblies must meet the same standard as in the classroom. A student who is tardy or engages in inappropriate conduct during an assembly will be subjected to disciplinary action.

4.4 SCHOOL CELEBRATIONS
It is our aim to provide our students with a dynamic learning environment, and to that end we have several celebrations throughout the school year:

• Thanksgiving Day (shared snack)
• Christmas Concert
• Book Fairs

• Dominican Assembly (local festival)

• Art Exhibit 

• Mother’s Performance

• Math Olympiads 
• Spelling Bees       

• Science Fair

• Literature Fair     
4.5 STUDENT ORGANIZATIONS: 

4.5.1 Student Council
The Student Council represents and serves the students in Grades 6 through 12. It functions as the main liaison between the students, faculty and school administration. Its purpose is to help create a better, more enjoyable, school atmosphere. The Student Council has three main goals:

• To be the voice of the students and to express to the faculty and administration concerns over policy and procedures. The Student Council is also encouraged to propose new ideas for school policy or procedures to faculty, administration, or the Board of Governors.

• To encourage student activities and school spirit by organizing school activities such as dances and public service projects.

• The Student Council relays policy changes and the reasons for them to the students, voices student opinion of proposed policy changes to administration, and gains continual student input on school affairs. The Student Council also provides observers for Discipline/Ethics Committee meetings when a committee meets to consider a student violation of the rules.

The following offices are vacated at the end of each school year: President, Vice-President,

Secretary, Treasurer, and Junior High Representative. Elections for these offices are held in September.

In addition, each High School advisory group (i.e. Section 1 of 9th Grade) elects one representative to the Student Council. Where only one section exists in a grade, two representatives will be elected.  Officers and class representatives must maintain at least a “C-” grade average (a minimum 70 G.P.A. and no grade of “F”) and exemplary conduct (no I’s).


Student Representatives such as Student Council Officers require that the candidates be students with long-standing, good academic and disciplinary records. This means the student has attended the school at least one year prior to nomination and has not been on the Honors or High Honors list that year. All leadership position nominees must also demonstrate a prior active participation record

To run for the positions as Class Officers, students must have an average of at least at the Honors level the school year prior to their candidacy. If a candidate has been on academic probation during one marking period but has improved his/her academic performance in subsequent marking periods his/her candidacy will be reviewed and may be considered acceptable according to effort and merit.

4.6 FUNDRAISING PROJECTS

No sales or other activities related to the fundraiser will be allowed in or during class. Students may not be involved in any door-to-door solicitation. Parent groups may be permitted to organize fundraising drives but must obtain permission well in advance from the School Director. At no time are Parents or students permitted to use the name of the School in order to raise funds.

4.7 ADVISORY PROGRAM

Each section of each High School grade is assigned a teacher Advisor. The students meet with their Advisor daily for homeroom, plus one period per week.

Look At Me School Advisory Program - Curriculum Objectives:

to help students deal with concerns relevant to their age and development and which are normally not acknowledged in other class settings.

to promote relationships and effective social skills by providing structured social exchanges

to develop self esteem by providing structured peer recognition and introspection

to develop communication skills

to develop positive attitudes toward diversity and multi-cultural sensitivity

to promote coordination between the school, student and the home

to facilitate problem solving skills and critical thinking relating to relevant ethical and social issues

to help assess students’ progress holistically

4.8 LOCKERS 
The School provides lockers where students from grades 6th & up, may store their personal belongings. Each student is required to keep lockers orderly and clean and be held accountable for its content and/or possible damage. The use of pictures, tape, glue, stickers, or writings of any kind is not permitted on the lockers. If a student wishes to do exclusive decoration for special events, he/she needs prior approval from the School Academic Office.

Because a locker is school property and available to a student on a "loan" basis, lockers are legally subject to search. The student will supply the lock. The combination to the lock must be registered in the Counselor's Office. A student who changes his/her lock without previous authorization and does not notify the Office is subject to Disciplinary Referrals and the loss of locker privileges.

SECTION 5 - CONDUCT STANDARDS AND DISCIPLINE POLICIES
5.1 DISCIPLINE

Look At Me School has an educational responsibility to promote a positive understanding of discipline. There are three distinct phases of this responsibility:

1. To establish a school environment where the activities of the student and adults are orderly and promote a climate of cooperation.

2. To develop an understanding of the need for discipline throughout society.

3. To develop the student’s desire for self discipline. Look At Me School believes that the best discipline is self-imposed and that all students should learn to assume responsibility for their actions. Our goal is to enhance students’ awareness of their sense of personal responsibility by providing an orderly and predictable set of guidelines so the students can choose the course of action which is in their best personal interests.

5.2 STANDARDS FOR STUDENT BEHAVIOR

In order to maintain a school climate in which all students can learn, it is vital for all students to assume responsibility for their behavior. To aid students in making appropriate decisions governing their behavior, the following code of conduct identifying standards and expectations has been developed. 

• Student Behavior towards Other Students and School Personnel

Each student is expected to respect the rights of others. Each student also has an obligation to promote and safeguard an atmosphere where all learning and enrichment activities can take place without fear of disruption. Disruptive or dangerous student behavior in class, on school grounds, during school functions, or while coming to and going home from school, will not be tolerated. The Director shall recommend a pupil’s expulsion for the following infractions:

1. Physical injury to another person -- actual or threatened.

2. Possession or sale of weapons.

3. Possession, sale, use or being under the influence of drugs or alcohol.

4. Repeated disregard for school discipline policies

5.3 STUDENT RESPONSIBILITIES AND PROCEDURES

• Academic Growth

1. Be in class on time.

2. Be prepared for class with appropriate materials.

3. Participate in class activities.

4. Follow classroom procedures.

5. Complete assignments, including assigned homework.

6. Meet proficiency standards.

7. Progress toward promotion and/or graduation requirements.

8. Be in school every day.

9. Speak English while at school unless engaged in activities requiring Spanish.

• Good Attendance

1. Never be absent from school unless seriously ill or with good reason.

2. Be prompt to school and to class. (Chronic tardiness to a class will be regarded as the same as cutting the class).

3. Never leave a classroom while class is in progress without teacher permission.

4. Never leave Look At Me during the regular school day without permission from your Principal or other appropriate school official.

5. Bring a signed note from home explaining any absence from school, or any planned leaving of school prior to the end of the school day, at least 24 hours beforehand.

6. Students who are absent from school during regular school hours may not participate in after school activities unless permission is given by the Principal

7. Students who arrive late to school must report to the School Office in order to be admitted to classes. 

• Good Behavior

1. Demonstrate cooperation and responsible behavior in the classroom and at school activities.

2. Show respect for all school personnel, guests, and other students.

3. Know and carry out the rules and regulations prescribed in this handbook. Use proper behavior and channels of communication to resolve conflicts.

4. Have respect for cultural and ethnic differences.

5. Respect the property of others.

6. Be honest.

7. Use acceptable language.

8. Show concern for the welfare of the school and student body.

9. Have pride in your work and the work of others.

• Unacceptable Behavior

1. Fighting

2. Theft

3. Misuse of property, graffiti

4. Verbal abuse

5. Cutting of classes or non-attendance without parental permission

6. Throwing of any objects

7. Eating or drinking in the classrooms, hallways or school buses.

8. Acts of discrimination or racial prejudice, including social and sexual discrimination

9. Refusing, or falsely identifying yourself

10. Leaving the school campus without the permission of school authorities

11. Spreading rumors

12. Possession/use of firecrackers or other explosives

13. Setting false alarms or making bomb threats

14. Possession, sale, or use of illegal drugs, alcohol and paraphernalia

15. Lighting of any fires

16. Disobeying adult directions at any time including during emergency situations

17. Disobeying the bus driver or bus monitor and not following bus rules

18. Causing disruption

19. Driving motor vehicles recklessly or dangerously

20. Driving a motorized vehicle to school without parent’s written permission being on file at Look At Me School.

21. Riding as a passenger in or on a student driven vehicle without parental or school authorization.
22. Violation of any of the conduct standards and procedures (see CODIGO DE CONDUCTA Y PROCEDIMIENTOS DISCIPLINARIOS 2007-08 published on lookatme.edu.do).

• Tobacco

The use of tobacco by students is forbidden by Dominican law if under the age of 16. Smoking and /or possession of tobacco on the Look At Me School campus (or on buses, at bus stops or during any school activity) is strictly prohibited at all grade levels, K-12, regardless of age. Students found smoking and/or in possession of tobacco will receive a detention.

• Controlled Substances

The possession, purchase, sale and/or use of illegal drugs or drug paraphernalia on school grounds or at school-sponsored events is strictly prohibited. Any student found to violate this rule shall be subject to suspension or expulsion, as determined by the school administration.

· Illegal drugs include, but are not necessarily limited to, alcoholic beverages, marijuana, cocaine, and any look-alike or imitation substances.
· Students shall be dealt with in the above manner in all controlled substance related cases which include, but are not limited to, possession, sale, being under the influence, or knowingly being in an area where drugs are being used.
· It is important that parents and students be aware of the seriousness of any drug/alcohol possession, purchase, sale, or use, and the consequences which may result.

• Search of Students and Student Lockers

Students enjoy a legal right to freedom from unlawful search and seizure. A student shall not be detained for personal search unless the Director or Principal has reasonable suspicion that an offence has been committed, that the student has committed this offence, and/or that the search is reasonable.

When such search is demonstrated to be reasonable, the search shall be conducted in a manner that safeguards the student’s right and personal dignity.

The school reserves the right, and may delegate the right, to have access to student lockers at any time. Such rights shall be acknowledged to students at the time of locker assignments. The right of the school to conduct locker searches may be delegated to law enforcement officers. Whenever possible, the student should be present during the opening and search of his/her locker.

Locker searches may be conducted when there is reasonable suspicion that stolen property or other contraband materials are being kept in student lockers, or that food or other substances will create a health hazard. Likewise, student lockers may be searched in response to a bomb threat. Periodic locker checks to recover library books or similar material may be held as needed. Students leaving school during the academic year will be subject to locker checks prior to their departure.

All lockers and locks are, and shall remain, the property of the school. Students are encouraged to keep their assigned lockers closed and locked. No student may use a locker as a depository for a substance or object which constitutes a threat to the health, safety, or welfare of the occupants of the school building.

• Search of Student Belongings

Physical searches authorized by the principal or his/her designee may include student’s clothing, vehicles, book bags, and/or other property belonging to or being used by students.

5.4 DETENTION

Detentions may be assigned by individual teachers or administrators for violations of the rules that are deemed to be more serious than those for which a warning is given. Detentions may also result from the accumulation of warnings according to the system of escalating consequences above.

During the detention the student may work quietly on class assignments, or may be assigned school service work, as deemed appropriate by the teacher or Principal. Any student arriving late to detention will not be admitted and will have to serve two additional lunch detentions.

Detentions are of two types: lunch and after school.

• A lunch detention requires the student to spend the last 20 minutes of his/her lunch period in the designated detention room. Student must eat lunch during the first 20 minutes of lunch and then report to Detention immediately.

• After school detentions are held from 2:30 to 3:30 A minimum of one day’s notice will be given and parents will be informed of the detention. However, it should be noted that it is the responsibility of the parents, and not the school, to make sure that students on detention can get home whenever there is no bus available. 

In the case of both lunch and after school detentions, the detention takes priority over

other activities.

5.5 SUSPENSION OR EXPULSION

• Policy Statement

It is the policy of Look At Me School that suspension or expulsion is a last resort form of punishment and therefore should be imposed after other means of correction have failed. The exception is when it has been determined that the student’s presence in school would constitute a threat to the welfare and safety of students or severely disrupt the educational process of the school.

• Grounds for Suspension

A pupil may be suspended from the school if the appropriate number of Discipline Referrals has been accrued, due to repeated Demerits or detentions. In addition, students may be suspended for having behaved in a manner and / or committed an act which the faculty deem dangerous or destructive to

• other members of the school community

• the school faculty

• the dignity, integrity and reputation of the school

• the school program.

• Grounds for Expulsion

Expulsion from the school will be recommended for any continued dangerous, disruptive, or destructive behavior (see suspensions) or any illegal act.

• Suspension - Procedural Safeguards and Limitations

No pupil shall be suspended or expelled for any of the acts enumerated unless that act is related to school activity or school attendance. A pupil may be suspended or expelled for acts which are enumerated in this section and related to school activity or attendance which occur at any time, including, but not limited to, any of the following:

a. While on school grounds.

b. While going to or coming from school. (suspension from use of bus, etc..)

c. During, or while going to or coming from, a school-sponsored activity.

d. NOTE: This includes any act on any day of the week which causes the attendance of the

student or another student to be affected.

When suspension is deemed an appropriate sanction, it may be given as “In -School” or “At-Home”. In-School Suspension requires a student to attend school but be kept in isolation from classmates during the period of suspension. In either case, students are responsible for obtaining and completing missed class assignments, so that they reenter Look At Me School’s normal activities without falling behind in daily work.

5.6 THE DISCIPLINARY-ACADEMIC COMMITTEE

Based on the fact that a demanding and stimulating academic program is the foundation for a positive school climate and good discipline, Look At Me School encompasses the Disciplinary-Academic Committee.

The members of the School Disciplinary-Academic Committee are:

• The School Directors

• All Academic Coordinators

• Teachers (one from each school)


• The School Counselor


• Three parents (Non-members of the PTA and one from each school)

5.7 ACTIONS OF MISBEHAVIOR 

Actions of misbehavior are categorized into the following four stages:
5.7.1 Stage I— INFRINGEMENT OF CLASSROOM RULES:
This stage is involved with misbehaviors that generally occur in the classroom and can be corrected by the teacher. The Faculty will use their professional judgment to determine the most effective way to correct student misconduct. The teacher discusses the misbehavior with the Parents, Academic Coordinator and/or Counselor and keeps a record of the offenses and disciplinary actions. Stage I behavior infringement and consequences are not limited to those provided here. Serious or repeated violations may result in a more severe response or referral to Stage II.

Usual disciplinary responses measures involving classroom teachers may comprise:

· Verbal correction


· Loss of privileges

· Parent -Teacher-student conference

· Student-counselor conference

· Detention (maintained by teacher) during recess or after school

· Other appropriate in-class disciplinary actions specified by teacher beforehand

A teacher may remove a student from class whose behavior is disruptive and/or who has been acknowledged to seriously obstruct the teaching-leaning process. The student will be sent to the Academic Coordinator’s Office with a written tactual explanation of the behavior that took place in the classroom. Once the student is sent to the Office, he/she may not return to the class without the teacher's consent. The disciplinary options available to the Principal include:


• After school detention and request that student be accompanied to school by Parents the following day to confer with teacher and Principal

5.7.2
 Stage II — DISC1PLINARY-ACADEMIC COMMITTEE INTERCESSION

Stage II includes those infringements that interfere with the organized educational process in the classroom or in the school and are serious in nature or persistence of Stage I misbehavior. The Final decision on the student outcome rests with the Disciplinary-Academic Committee.


a. Actions of misbehaviors in this stage may include:


•  Failure to abide by rules.

• Leaving the classroom or school grounds without the authorization of School Administration.


•  Verbal abuse of others


•  Distributing unauthorized materials


•  Littering in excluded areas

• Altering school documents or forging parents name or signature on school documents

•  Use of paging devices or any other type of communication systems while in school. In addition to 
disciplinary action, possession of paging devices or cell phones will result in confiscation.


•  Violation of the Schools required dress code or cafeteria policy

•  Unruly behavior or any other action that interferes with the teaching-learning process


•  Inappropriate use of Internet, e-mail, web pages, etc.


b. Disciplinary measures that may be used in this stage include:


•   Required School Director/student/parental conference


•   Detention


•   Exclusion from all school activities


•   Conduct contracts


•   In School Suspension


•   Any other appropriate disciplinary actions determined by the Disciplinary-


    Academic Committee

 c. Procedure:

• A teacher who is knowledgeable of a student’s infringement files out a disciplinary referral form and sends it to the Principal with a copy to the Counselor.

• Once the Principal receives the Disciplinary/ Referral Form, then he/she confers with School Director 
and/or the Counselor, the student and/or teacher to establish appropriate action or proceed with consultation from Disciplinary-Academic Committee

• Written notification and copy of Discipline Referral is sent to Parents/Tutors, and the teacher indicating action taken, otherwise, report is sent to Disciplinary-Academic Committee who will then 
decide the consequence

• Disciplinary referrals must be signed by the Parents/Tutors and returned the next school day.

•   Signed Discipline Referral Form is filed by the School Administration
In School Suspension- This consequence is assigned by the School Director and/or the Disciplinary-Academic Committee and will be served in a designated area. Students will complete work and eat lunch in the selected area. A Parent-teacher conference will be scheduled before the student's return to the classroom.

Stage II behavior infringements and discipline responses are not limited to those provided. Re-occurrence of misbehavior may hinder a student’s readmission to the following academic year.

5.7.3 Stage III —SUSPENSION

This Stage considers offenses or misbehaviors that really disrupt the educational process in the classroom, in the school or related activities, or are repeated Stages II and/or I misconduct. The Disciplinary-Academic Committee will determine consequences on the basis of the gravity of the misbehavior. The period of the suspension is at the discretion of the Disciplinary-Academic Committee. A decision to suspend a student is final and may not be appealed.


a. Actions of offense may include:

• Repeated disciplinary infractions of Stage I and/or Stage II misconduct


• Fighting, gambling, stealing, or smoking


• Truancy


•   Possession of pyrotechnic devices, laser pens or pointers that may be used to disrupt the educational process


•   Interfering with or defiance of school authorities


• Involved with group demonstrations, this includes such actions as boycotts, trespassing, and walkouts.


• Failure to adhere to terms of behavior contract


• Sexual harassment

• Selling or soliciting for sale goods on school campus or related activities without                the authorization of 
the School Administration


• Participation in activities by groups such as gangs and cults


• Use of ethnic or racial insults, profanity, vulgar language, or obscene gestures

• Threats or other acts of intimidation that interfere with another student's learning process


• Vandalism resulting in the destruction or defacing of any property

• Unlawful use of the school computer network or other electronic devices for any purpose


•   Violation of the Guidelines for Dispensing Medications at School

• Any actions of serious misconduct that disrupt the school environment in the classroom and/or school


• Encouraging any behavior forbidden by this Parent-Student Manual


b. Disciplinary measures that may be used in this stage include:


•   Required School Director/student/parental conference


•   A restricted disciplinary contract


•   Restitution or restoration, as applicable, for vandalism to property

•   Exclusion from all school activities


•   Placement of the student into in-school suspension


•   Suspension for up to three school days

•  Restriction or removal of computer-use privileges for the remaining of the school year

•  Any other appropriate disciplinary actions determined by the Disciplinary-Academic Committee.

c. Procedure:

•   Disciplinary Referral is sent lo the School Director via the Academic Coordinator with copy to the Parents and Counselor

• School Director, Academic Coordinator and/or Counselor confer with student and Parents about the infringement.

• The School sends a report and suggested disciplinary measures to Disciplinary Academic Committee

• The Disciplinary-Academic Committee decides to uphold the suggestion made by the School Director or reconvenes and investigates.

•   Once the final decision is reached a written notice of the offense and the action taken are given to the student and the Parents. If the student is given a disciplinary contract, it will state the reasons for it and set the terms. A student in a disciplinary contract is not allowed to participate in any school activity.


•   Repeated violations shall result in a more severe response and/or referral to stage 

Stage III behavior infringements and Discipline Responses are not limited to those provided Re-occurrence of misbehavior may hinder a students readmission to the following academic year.

5.7.4 Stage IV—EXPULSION

Stage IV includes serious misconduct and/or illegal actions that jeopardize the educational competence of the school and/or that may seriously upset the teaching-learning process in the school. Expulsion means removal of a student from school for the remaining of the school year with no possibility of re-admission. A student may be expelled from Look At Me School for engaging in the following misconduct:


a. Actions of offense may include:


• Continued serious or persistent misbehavior that violates the Code of the Student Parent Manual (See Stages I - III)


• Possessing an illegal weapon (e.g. hunting knives, switchblades, firearms, a club, brass knuckles, armor-piercing ammunition, a chemical-dispensing device, etc)

• Possessing, using, or being under the influence of controlled substances (e.g. drugs or alcoholic beverages) sniffing glue or spray paint and/or handing of paraphernalia for such matters


•   Intentionally or recklessly causing bodily injury to a fellow student. Faculty, Staff member or visitor


•   Engaging in false alarm or report of terrorist threats


•   Sexual assault


•   Arson


b. Disciplinary measures that may be used in this stage include:


• Required an immediate School Director/ Academic Coordinator / School Counselor/ Parent/student conference


•   Notification and investigation by Disciplinary-Academic Committee


•   Exclusion from all school related activities


•   Restitution or restoration as applicable

•   Suspension for up to five consecutive days per occurrence

•   Expulsion


c. Procedure:

•   The School Director and/or Academic Coordinator confers with the student after consulting both teacher and Counselor, and sends report to Disciplinary-Academic Committee

•  The School Director notifies student and Parents in writing of the reasons to proposed expulsion

•    The Disciplinary-Academic Committee will conduct a full hearing before a decision to expel a student is made, unless the Parents waive the hearing

•    The student is not to return to school or be involved in any school related activities until such time that a decision is reached

•  The Disciplinary-Academic Committee will send a complete report to the Boar. Directors via the School Director applying for authorization to carry out the hearing and expel the student.

•  Within two business days after a hearing is held the Disciplinary-Academic Committee will send to the Parents and School Administration a copy of the order reinstating or expelling the student along with any information required.

Expelled students by the Disciplinary-Academic Committee will not be readmitted to Look At Me School.

5.8 CORPORAL PUNISHMENT

As a matter of policy, Look At Me School prohibits corporal punishment as a disciplinary method.
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