AM ERICAN ACADEM Y

Ciudad Jardin Resort & Country Club
1085 Cohitre Avenue
Gurabo, Puerto Rico 00778-9674

NT & STUDE
PAREHANDBO()K NI

007 2008

Telephone (787) 737-0170
Fax (787) 737-0175
info@americanacademypr.com

Accredited by Middle States Association and C.A.D.I.E.




Table of Contents

I 1 011 0T [H o o) o SRS 4

[1. Anti DiSCHMINGLOrY POIICY......couiiiiiiieereeiee ettt 4

I T VTS o] PSSO 4

LYY T o S PRRSRN 4

V. PhIHOSOPNY ..ot sa e 5

RV N = 0 (< 0 [0 N i = 1 £ RS 5
VI, Organizational LEVEIS.......ccviicieiececes ettt sttt ene e 5
VI, Graduation REQUITEMENES. .. ....cvvieit it et et s D
IX. Admission and REAAMISSION .......cccviiiieierieiesieseieesesieseseese e e et sessessseeseeneeneas 6

X. Grade Evaluation and Promotional Criteria.......cccocovevirrreneeneeiesiesesisesese s 4

XIo WIRATAWEIS......coecve ettt ettt enees e er e srese e ae s nenns 9

D TR I = 1S 1 £SO 9

D L IR |V Lo g (0] = ) 1 o RO 10
XIV. First Aid Station, 1lIness and MediCiNES..........cccvoveeerienesieseeese e 10
XV, FOOU SEIVICES .....ccuiiieieieeteetesieste st sessesesse e e s e e te e sesestese et e e saessensenensesseeseseeneans 11
XV StUENIS ACHVITIES ...ttt ettt n e er e naenen 12
XVII. DeStruction Of PrOPEITY .......cciviiierieieciesesieisseetesteseesee e s e s et sssessessesresee e e e ssessensenens 12
XVIII. Cafeteriaand RECESS RUIES..........ccoueieiiiieeieisisic et see e ssesre e ssenes 12
XIX. DiSCIPIING COUE.......cceeeee ettt sttt ettt s e esesre e e e s seneenes 13
XX. Probation, Suspension and EXPUISION..........cccc i 16
XX Conflict RESDIULION ...ttt st n et 17
AL APPEEI PrOCESS ..ottt ste ettt ste e st et s et e eteseeseene e e snessensnnens 17

2 AN 1 o 11 = (o] o RPN 17

XXII. Personal Belongings and phon@ USAgE..........ccuevrvreneieeiesiesieieeeresieseeseesee e sessensnnens 18
XX, TardingSs CONLIOL .......cceiueiieiiiriiieieeete st st see e s e sesseseese s e ssensenes 18
XXIV. ATENUENCE. ......ceeceeeee ettt sttt sttt sae st st e e tesaeseeseeteseesee e e e enensensanens 19
XXV, EGIY LEAVES.....c.eieeceeete ettt ste st ettt s et ete et se s et anseseesensesnensenen 20
XXVI. Uniforms and DreSS COUE.......ccoviiierieieserieieeetestssee e s se e sassessessesse e e esesnessensanens 20
A, Elementary LEVE ...ttt s 21

B. SECONUANY LEVEL ...ttt sttt st s 21

XXVII. Search of alocker, Desk and Other Storage Area (Secondary Level)..................... 22
D0, QYA L1 I AN [0 4 TS = (o) TP 23
XXX, SEIVICE SUSPENSION......ocieuiitiereeteeteseeseeessestesaseesesssssessesesssssessessessssessessessessessssessensanens 25
XXX, REUMMNE ChECKS .....coiieiieecicieiiieete ettt sttt ns et ere e nsenes 25
XXX EMEIGENCY Plan.......cocoieeiece ettt st seesn e e e sesanens 25
XXX, SCROOI HOUIS ...ttt sttt sttt er et e se e e e s sansaneas 26
XXX, After SChOOl PrOgram ..........coiiieieiie et ssssse s see e ssenes 26
XXXIV. Insurance and Personal ProPErtY ........ccoccoeerieireseniesesiesesieseessesse e seesesss e ssesnnens 28
D00 VA = o 0] €T 29
XXXV AGVEITISING .eeveieeeeeeesieieesieeteste st e st e e e s et as e ssesteseesee s s e ssessessasessensesseseensensnsessensanens 29
XXXVII.  Alcohol, Drugs and TODECCO........ccuuoeierieiiieeeieseeseesee e et esesse e se e e s sensanens 29
XXXV Sexual Harassment POLICY .......cccveieiiiienecirsiesiseseete st sse s e e ssenes 29
XXXIX. ReimMbUrsemMeNt POIICY .......cuoiiiieieeie ettt ss ettt sae e e s ssensanens 31



XL.
XLI.
XLII.
XLII.
XLIV.
XLV.
XLVI.

PAITIES. ... et b e e et ren e 33
SaleS anNd SOlICITALIONS .......c.coeeiiiieeee e eb e en e 33
Morning and Afternoon Traffic (Entrance and Pick Up Procedure) .............ccecu.... 33
Notice of Promulgation AULNOITY .........cccoeiiiiriireee s 34
TeStS aNA EVAIUBLIONS ..ottt s 34
F N o 01 0| DS 35

a Prohibition of the use of the Social Security Number



. Introduction

The Academy is a co-educative school, from Pre-Pre K to Tenth
Grade (2007-2008). The Academy began with the levels of Pre-PreK
through First Grade in 2002-2003. I n the school year 2003-2004, American
Academy added 2™, 3, 4™ 5™ and 6™ grade. Accordingly, the Academy
will add one grade level each year up to twelfth grade.

1. Anti Discriminatory Policy

American Academy, conscientious of its educational mission and
recognition that the education is a universal right, will not discriminate for
reasons of race, gender, religion, political ideology, social background or
physical disability against any student applying to the Academy. We arean
equal opportunity employment institution.

[Il. Mission

American Academy is an English instruction institution that believes
that youth can develop their own knowledge if they’re provided with
experiences and all the necessary tools for success (to succeed). The
Institution promotes the interest of its students in their own educational
process, according to the school curriculum. It's our mission to encourage
each child to establish a positive attitude towards learning and to help them
develop their cognitive, social, and physical skillsto their maximum

capacity.
V. Vision

Our vision is to continue growing as an English speaking educational
institution, which nurtures the uniqueness of every student. Thisis achieved
engaging our studentsin a variety of significant activities, both concrete and
abstract, that promotes and facilitates the construction of their own learning.
Our children, asan integral part of our society, will develop life-long skills
such as; decision- making, problem solving and cregtivity in ajoint effort
with the faculty, parents and the community.



V. Philosophy

The philosophy of this institution strives to the integral growth of the
students, or what it means: the full development of the human potential. It
emphasizes the Academic future and background enforcing the physical,
moral and social dimensions of the human being. This holistic approach is
framed in a healthy social environment, because it is considered an effective
way to develop leadership, respect, self-esteem, confidence, problem solving
and critical thinking skills, discipline, as well as self control.

V1. Academic Affairs

Through the fulfillment of the mission and the philosophical vision of
the human being and of life, the American Academy will strive to create an
intellectual, spiritual, moral and social atmosphere where students are able to
cultivate Sciences and Arts, can grow as individuals, could reach personal
and intellectual aspirations and may be instrumental in our society.

VIIl. Organizational Levels

The Academy will grow, divided in levels, directed by a Principal and
two Assistant Principals:

Preschool: Pre-pre, Pre Kinder & Kinder

Elementary: 1%, 2™ 3 4™ 5" and 6" Grade

Secondary: 7", 8", 9" 10", 11", 12" Grade

VIIl. Graduation Requirements

Commencement exercises will be held in:
Kindergarten, 6" and 12" Grade
Requirements: To have satisfactorily completed the competence and
the application of skills, concepts, social aptitudes and habits learned,
according to the level and to the American Academy standards. This activity
will be held at the end of the year, during school hours.
Grade Scale: 4.00-350 A 100-90
349-250 B 89-80
249-160 C 79-70
159-0.80 D 69 — 60
0.79-0.00 F 50- 0




The Academy reserves the right to suspend a graduation if it isin the
best interest of the school.

The Academy also reserves the right to deny admission of anyone
whom they believe to hinder the well-being or safety of the school.

| X. Admission and Readmission

A. Admission

Several forms must be completed for each child enrolled to
comply with state regulations. Among these forms are an enrollment
application, one photo (2x2), health and medical information forms.
Also required is an immunization certificate signed by a physician or
the Health Department (PVAC3), social security card (copy) and a
Birth Certificate. The information on your child must be updated as
needed. No child will be admitted until all enrollment records have
been completed and turned in to the office.

1. Admission requirements

a. Age requirement before August 31%

Pre-Pre 3 years
Pre-K 4 years
Kinder S years

b. Documents required

1. Completely filled out and signed application

form

2. Anofficial transcript of credits from previous
school (1% Grade & up)
A letter of conduct from previous school
(1% Gr. & up)
One 2x2 photo
Student’ s social security number (photocopy)
Copy of birth certificate
Health Evaluation Form prepared by the
applicant’s physician
A recent Psychometric Exam performed by a
licensed psychologist for grades Kindergarten
or higher, if requested.
9. An Official Immunization record prepared by

the applicant’s physician

10.Must betoilet trained (Pre-Pre & Pre K)
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11.Non-refundable Enrollment & Application fees

per student
c. Entrance Evaluation and personal interviews.

1. All applicants must take an entrance evaluation.
Accordingly, American Academy reserves the
right to determine each student grade
placement. No tests are administered unless all
admissions requirements have been completed

*|nformation pertaining to the children enrolled is considered confidential
and may not be released by Academy staff without first obtaining written
permission signed by the parents. Relevant information related to the
children’s family situations, medical status and behavioral characteristic of
the child enrolled at the Academy will not be shared with anyone, unless
authorized by the parents, other than faculty members.

B. Readmission

The Academy’ s Administration sends parents a Readmission
Application that must be completed and returned by the set deadline
(March). The Readmission Application must be accompanied by the
registration payment. The Academy will charge a $300.00 fee for
applications and payments submitted late, for what is called late
readmission charge. After the readmission deadline, the Academy will
not be responsible for reserving a seat to any student whose parents
did not complete the readmission process.

An Advisory Committee will evaluate each case before the
readmission period. They will take into consideration the student’s
academic progress as, well as the student’s and parents’ cooperation
with the discipline code and other school policies.

All students must meet and comply with the required academic and
discipline code.

X. Grade Evaluation and Promotional Criteria

Students will be evaluated for the progressive skills determined each
semester (secondary level) or trimester (elementary level). Students
satisfactorily evaluated will be recommended for a promotion of grade.
Daily attendance records will also be considered in the promotional process.
Students must fulfill the following promotional requirements:



Grade Criteria

1% & 2™ -Must be able to read with
comprehension.

-Must pass the three major
subjects (English, Spanish and
Math)

-Summer remedial class must
be taken for afailed subject.

3d_g" -Failure of two major classes
will consist in retention.

-Failure of one subject will
consist in remedia summer
school.

7 —up -Failure of two courses will
consist in summer remedial. |If
remedial requirement is not
met, student will not be
promoted.

-Failure of three major subjects
will consist in retention.

*Any student required to take summer school will need to pass a test given
by the Academy upon returning to school.

Note: Parents may see the exams, projects, quizzes or assessment test of
their children making an appointment with the teacher or the Principal. A
meeting with the parents and teacher is scheduled when report cards are
given (except in May). Parents are responsible for attending report card and
other scheduled conferences. If acopy of the document is needed, must
have first the approval from the Principal, and afee of .50¢ per page will be
charged.



XI. Withdrawals

XI1.

A.

Parents, who wish to withdraw their children from the Academy,
must send a letter to the Principal and fill out the withdrawal form,
expressing the reasons for the withdrawal.

. The Academy will not reimburse any monies paid in advanced for

tuition, registration, building fund, materials (See reimbursement
policy).

Student’ s transcript will be sent directly to the new school upon
request.

. Parents must pay all outstanding debt at the time of the transcript

request.

If the student deserted school without the official withdrawal, the
Academy will charge the corresponding fees until the parent or the
person responsible of the student withdraws him or her at the
Registrar Office. The Academy will not make official any
withdrawal which has not been requested in writing. The
Withdrawal Application of the Academy is the official document
for withdrawals and is available at the Office.

Students under disciplinary probation or conditioned admission,
who fail to comply with the expressed requirements, will be
withdrawn automatically.

. Students with more than 20 consecutive absences or with 22

accumulate (unjustified) absences will be taken to a committee
presided by the Principal and could be withdrawn, if the committee
recommends it.

. The Academy will not accept a child for enrollment or continue the

child’ s enrollment, if the school staff determines that services
necessary to protect the health and safety of the child cannot be
provided at school.

A student will be withdrawal for violation of the Discipline Code.

Transcripts

A.

Parents or Legal Guardians may request a credit transcript in the
office.
1. A $5.00 fee will be charged for each credit transcript.
2. Transcripts must be requested in writing or in person at least
three days in advanced. The Academy does not accept
petitions by phone.



3. When the School is processing the final grades of the
students, transcripts will take at least three business days to
be processed.

4. Parents must pay any outstanding debt at the time of the

transcript request. Students must also pay for any other

pending property of the Academy (i.e. Library books, snack
tickets, etc.).

Every document’s copy will have a charge of 50¢ per page.

A transcript of credits will be sent directly to the new school

after parents or the new school has requested it in the

Principal’s Office.

o Ul

XI11. Minor Protection Act

The Law number 177 of August 1, 2003, mandates every private
institution of Puerto Rico to inform to the Family Department of the
Commonwealth of Puerto Rico every case or suspicion of minor abuse that a
student could be suffering. Counseling Department in the Administration
will determine a suspicion of abuse to proceed to inform according to the
Act.

XI1V. First Aid Station, Illness and M edicines

The Academy holds a well prepared First Aid Station. This station is
located in the Administrative Building. All staff istrained in First Aid &
CPR.

A. Daily Child Admission Policy

1. If achild becomesill or injured at any time while at the
Academy, the parent or emergency contact person will be
notified immediately. Specific written instructions from the
parent or emergency contact person will be followed.
2. The Academy will not admit a child with the following
symptoms or characteristics: *

a. If the child had a high fever, vomits, diarrhea within a

period of 24 hours.

b. If the child has severe nasal secretions and cough

c. Any skin eruption

d. Any other symptom with a contagious characteristic

10



XV.

(i.e. lice, etc) pink eye (conjunctivitis)
*Make sure to get clearance from the doctor before
bringing in child.

B. Medicines

While taking a prescribed medication, if a child becomesill, or
has an adverse reaction that does not require immediate
professional medical attention, the reaction will be written down
and the parent will be notified immediately.

If it is necessary to seek immediate medical attention for a
child, the Academy will transport the child to the nearest medical
facility along with the child’s emergency health information and
emergency medical permission slip. The parent or emergency
contact person will be notified as soon as possible for further
Instructions.

In the event of the occurrence of any communicable disease, as
outlined by the Department of Health, parents will be notified of
the illness in writing within 24 hours or the next working day.

All medications need to be given at home. School personnel
cannot administer any medication to students. Parents must
make the necessary arrangements to administer medications at
the prescribed times.

C. Health and Hygiene
A child will not be accepted nor allowed to remain at the
Academy if the child has the equivalent of one hundred (100)
degrees or higher oral temperature and other contagious
symptoms, such as, but not limited to, arash, diarrhea, vomit, or
sore throat.
Food Services

The Academy operates a cafeteria which provides breakfast and lunch

that are approved by a certified nutritionist. Breakfast is optional and it is
charged to the students Breakfast and Snack tickets (which are sold at the
office). Breakfast will only be served from 7:15 a.m. to 8:00 a.m. No special
menu is to be prepared for students. The breakfast menu is already set by
the office. Lunch isincluded in the annual tuition fee.

11



The personnel are not authorized to heat or to save food for students,
unless authorized by the Principal.

When a child requires a modified diet, for medical reasons, a written
statement from a medical authority will be on file. When a child requires a
modified diet for religious reasons, a written statement from the parent is
required, and this note will be on file.

XVI. StudentsActivities

According to the Academy’s philosophy for an integral education,
every aspect of the human being must be developed. Student activities
contribute to the educational, moral, social and emotional growth.

An important aspect of an individual is the affective one, aiming to
form a human being socially good, capable to give him or herself to others,
according to the intrinsic democratic values of the Puerto Rican society.

Three main objectives; spiritual, emotional and social are used to
develop the affective plan which helps us reach the philosophy of the
Academy. It is necessary to develop a good student-teacher relationship to
share the teaching-learning process and to clarify moral values. It isalso
necessary to have a good relationship between the school and the family to
reach the objectives. With the planning and the development of extra-
curricular activities, the Academy meets with all the set objectives.

XVII. Destruction of Property

Definition — Intentional vandalism, destruction or damage to the
school or private property.

The student or person responsible for the act will be held responsible
to replace or pay for the damaged property. The school will have the right to
suspend the student until the property damaged has been, to the Academy’s
satisfaction, replaced or corrected.

XVIIl. Cafeteriaand Recess Rules

I. Makealine and stay in one place in the line
li. Tak inanormal conversational tone
iii. Keep the table clean for the next class
Iv. Put trays and garbage in the proper places
v. Food and/or dinks must remain in the cafeteria

12



vi. Respect and obey the teacher and/or other adult on duty
and report any accidents to him/her.
vii. Go inside quickly if it begins to rain.
viii. Share the equipment with all the children by taking turns.
ix. Play only in the playground areas.
X. Do not run, walk. Especially in places where the trees
roots are over grown.

XIX. Discipline Code

American Academy’s discipline code guarantees a proper environment,
within the academic community, that will ensure the proper operation of the
school. Asasociety of law & order, the code will maintain the necessary
order and optimal environment for the school teaching learning-process.

We want all of our students to learn and seek, for educational
experiences, aimed to academic excellence and for the social and civic
formation of the individual. The ultimate goal will be for them to become
responsible and productive citizens.

We expect for students to comply with the Code (during school
activities in the Academy or outside the Academy), to grow as individuals
and to demonstrate the concept of self-disciplinein their lives.

According to our philosophy, one of the objectives is that students
develop, for themselves, the concept of self-discipline so they can learnto
manage impulsiveness. The Academy propitiates positive interaction and
dialogue between teachers and students to prevent or amend behavior not
acceptable in the I nstitution. We promote an environment where everyone
works together.

The Code categorizes three types of infractions: (1) minor; (2) sensible;
and (3) major. A system of disciplinary actions s created, according to each
infraction. Students or parents failing to comply with school rules will be
subject to the following:

A. Minor Infraction

Prohibited or inappropriate behavior that does not involve potential or
actual harmto the safety, health or physical or personal well-being of

13



persons or impede the ability of the school to function or does not constitute
aviolation of any federal, commonwealth or local law, is categorized as a
minor infraction. Disciplinary action resulting from minor offensesis dealt
directly with the student or the person involved. Parents of students are
normally not notified until the conduct is repeated. Disciplinary action for
minor offensesincludes. verba warning and written warning.

1. Verbal Warning A verbal warning is considered when ateacher
or administrator talks to the person regarding the inappropriate behavior, and
the person will make a commitment to change his/her behavior.

2. Written Warning. After the initial verbal warning and, a
failure of the person to change the prohibited behavior, the faculty or staff
member may send a notice to the student’s parent. This disciplinary notice
IS to be signed by the parent and return to the teacher on the following
school day. Thisdisciplinary notice will become part of the student file. A
student will not be allowed in the classroom until the notice has been signed.
Thefollowing list isalist possible minor violation that may result in
disciplinary notice:

- Breaking classroom rules

- Dress code and personal appearance (excessive jewelry, hair length
or dye, piercings, etc.)

- Using cellular phone during school hours

- Chewing gumin class

- Littering

- Being late (3 times)

- Not using the correct uniform including Physical Ed. uniform

- Not having written excuse for not attending PE.

- Not doing homework or bringing classroom materials.

- Absence (student must bring written excuse upon returning to
school)

- Others

After six disciplinary notices the parents will be called infor a
conference and the following measures may be taken depending on the
severity, frequency and other circumstances:

a. Toimpose in-school suspension or suspension from classroom
participation

14
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To impose suspension of privileges or participation in non-academic
activities

To require in-school or outside counseling

To require the performance of additional academic or non-academic
tasks, during regular school hours or otherwise aimed at complying
with the school rules

To impose conditions on the resumption or continuance of
participation in academic and non academic activities, including
probation, or re-enrollment for a subsequent academic year, directed
to meeting the school rules

The director may order the above measures separately or in
combination, depending on the circumstances of each case

In cases involving persons other than students, such as parents or
visitors, the director of the school may deny or otherwise limit,
condition access to the school premises, or the participation in school
sponsored and/or supervised activities

B. Sensible I nfractions

Sensible infractions will result in aPrincipal’s referral. The student will

be sent to the office and may have immediate consequences such as in-
school suspension, suspension or loss of student privileges. Parents will be
notified and a copy of the referral will be sent home. The following isalist
of possible sensible infractions:

Using inappropriate language

Fighting

Disruptive behavior in class and school sponsored activities
Falsification of signatures

Plagiarism

Defamation

After three Principal’s Referrals a conference will be held with the
parents and this may result in an immediate suspension. The same measures
taken for minor infractions may also be applied to sensible infractions.

C. Maor Infractions
Major Infractions performed by students or parents are defined as

inappropriate behavior which is serious, and involvesrisk of or actual harm
to the safety, security, health or physical and/or mental well being of persons

15



or impedes the ability of the school to effectively function or constitute a
violation of any federal, commonwealth or local law.

Disciplinary action resulting from major offenses can have immediate
consequences such as suspension or expulsion. Inthe event of student’s
major infractions, the administration will notify the parents and will be
Invited to school to discuss its consequences.

Major infractions are:

- Buying, selling, possession, or use of illegal non prescribed drugs

- Buying, selling, possession, or use of tobacco products

- Smoking

- Possession of weapons

- Physical or verbal aggression against any member of the school

- Stealing

- Destruction of school or private property

- Cutting class

- Cheating on test

- Inappropriate language, indecent gestures or words, verbal threats
or intimidation

- Defiance to any member of the educational community

- Lack of respect to any member of the educational community.

- Buying, selling, possession, or use of pornographic material

- Inappropriate use of the cellular phone, as using its camera or
video for obscene pictures.

- Inappropriate use of computer/laptop (internet sites, etc.)

Any act, conduct or omission performed by a student or his/her
parents, not specified in this code, but that, at the director’s discretion,
considered being serious or that injures the image of American Academy,
may result in disciplinary notices, principal referrals, suspension,
expulsion and/or retention of re-enrollment papers.

XX. Probation, Suspension and Expulsion

A student whose behaviors conflict with our social expectations, or
disrupts the normal operation of the school, may be placed on probation.
Students who incur in amajor infraction to our discipline code will be
automatically placed on probation and/or other more serious

16



consequences such as expulsion, suspension, etc.; will be applied.
Repeated minor infractions to our discipline code will also result in the
student being placed on probation. A student’s disciplinary record will
be reviewed at the end of each academic quarter.

A.  Probation. Any student who has been suspended will
automatically be placed in Probation. At the end of the school year, the
student status will be assessed and it will be decided if the student can re-
enroll at American Academy or may be asked to register at another
school. Probation is seen as both a motivation to improve and a clear
indication that student’s status at the school may be in jeopardy.

B.  Suspension. Any student who has incurred in three sensible
infractions, a major infraction or has received six disciplinary notices
may be suspended.

C. Expulsion. If astudent has been suspended two or more times
in the academic school year, re-enrollment papers will not be issued for
the following school year or the director may reserve the right to seek
expulsion.

XXI. Conflict Resolution
A.  Appeal Process

Any interested party adversely affected by the administration’s initial
resolution of a dispute, dissatisfied by such initial resolution, may request
an appeal of the initial resolution directly to the school President. Inthe
event of the school President absence or inhibition, the affected party
may appeal the decision directly to the School Board of Directors.

In order to request an appeal, the affected party must submit their
request in writing explaining their position, no later than fifteen (15)
natural days after the initial resolution by the Director or the Principal.

B. Arbitration

Any dispute arising under the provision of this manual or any decision

or act carried out by the administration according to this manual must be
resolved by submission to mandatory arbitration as set for in the Arbitration

17



Policy. Copy of the Arbitration Policy is available, upon request, at the
school office and is hereby made an integral part of this manual.

Any interested party adversely affected by the initial resolution of a
dispute, or by the decision in the appeal process, interested in activating the
arbitration process, must submit their intentions of commencing the
Arbitration Proceedings in writing to the School President or Board of
Directors no later than 30 days after the initial resolution date or the appeal
decision date.

XXIl. Personal Belongings and phone usage

The Academy is not responsible for lost valuables. Items such as
electronic games, portable music devices, and/or other games and toys are
not allowed in school.

The use of cellular telephones is strictly prohibited during school
hours. These must me properly turned off at 8:00 am. and may be turned
back on at 2:30 p.m. If acell phoneis used or it rings during school hours
without the authorization of ateacher or administrator may and will be
confiscated. The phone will only be returned to the parent of the child.

The school telephone is for official use only. Students are not allowed
to use them. If an emergency should arise, the school will call the parent or
the emergency contact.

XXIIl. Tardiness Control

American Academy begins daily labor at 8:00 am. At that time all the
students must be at their respective classroom to begin the day. Students
who arrive tardy interrupt classes. To avoid this situation the Tardiness
Control System will be asfollows:

A. The school bell rings at 8:00 a.m. sharp. Classes will begin
immediately at the sound of the bell. All students arriving at or
after 8:00 a.m. are late. Once the bell has rung, parents must leave
the school premises.

B. After 8:01 a.m., parents need to come and sign the tardy list at the
office and will be accompanied to their classroom by office
personnel. Parents are not allowed to walk studentsto their rooms
after 8:00 am. If the tardiness persists, parents will be called by
the Principal.

18



C. If astudent is not in his’her homeroom by 8:01 a.m., he/she will
not be accepted in the classroom without proper office clearance.

D. Fivetardies, without a valid written excuse, will be considered one
absence.

E. After three tardies, without a valid written explanation, parents will
receive a warning letter. If the situation persists, parents will be
called. If the situation does not change, the student will be
suspended until parents meet with the Principal.

F. After ten (10) tardiness students will be suspended and summoned
their parents for an interview with the Principal. If parents do not
attend the meeting, the students will not be allowed at School until
the interview is held.

G. For grades K & up, frequent tardiness can affect students’ grades
and promotion.

H. No breakfast will be served after 8:00 am.

I. No breakfast is allowed in the classrooms.

XXIV. Attendance

Parents must call to report student’s absence to the Principal’s office
the same day of the absence. As soon the student resumes, parents MUST
present a written excuse. This written excuse will not be accepted in the
notebook nor class program, it must be on a separate sheet addressed to the
principal.

A. A student who does not show during the Attendance call will be
considered absent until he/she hands in the late pass in the
classroom. The Academy is not responsible for incidents related
directly or indirectly with the student before showing up to classes.

B. Students who are absent from an announced exam must present a
medical certification, and come prepared to take the test on that
day.

C. Missed work must be made up by the time frame given by the
teacher.

D. Students who come to class, but leave before 11:30 a.m., will be
considered absent.

E. Students showing up after 11:00 a.m. will be considered absent,
unless a written medical excuse is presented.

F. Fivetardies, without avalid excuse, will be changed to one
absence in the cumulative card.
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G. After three absences without valid written explanation, parents will
receive a warning letter. If the situation persists, parents will be
called. If the situation does not change, the student will be
suspended until parents meet with the Principal

H. Students with more than 20 consecutive absences or with 22
accumulative absences will be taken to a committee presided by
the Principal and could be withdrawn, if the committee
recommends it.

|. Students who are absent throughout the day due to illness are not
be come in to participate in special school or class activities (i.e.
parties, shows, etc.)

XXV. Early Leaves

The Academy ends their day labor at 2:30 p.m. It is the responsibility
of the parent to adjust to their children hours. The Academy, in order to have
control over early leaves, will require parentsto sign the Early Leave sheet.

Children of Academy personnel, and students, who receive
transportation with Academy personnel, must follow the tardiness and leaves
norms as any other student. Students can’t be in school grounds without
adult supervision. Thisincludes after school hours.

Constantly missing of school hours, including tardiness, early leaves,
late pick-up (after 2:45 p.m.), or from the Extended Care Program (after 6:00
p.m.), will be reason enough to lose the right to be admitted or to be
suspended from the program. A $1.00 fee per minute will be charged to the
account if children are picked up after 6:00 p.m. (Using the school clock). A
formal notice will be sent to parents who do not pick up their child on time
(unless child isregistered in Extended Care).

L eave permits must be authorized in writing by the parent or legal
guardian. The Academy will not accept verbal authorizations.

XXVI. Uniformsand Dress Code

All students, girls and boys, must wear the complete uniform while in
the Academy. To receive any kind of service from the institution and to
enter the classrooms, or other premises, students must wear the complete
uniform. The Principal and faculty may not accept students with an
incomplete uniform.
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A. Elementary Level (Pre-pre-6™ grade)
1. Uniform for Boys- Navy blue Bermudas or long pants and a
red polo shirt with the official embroidery of the school logo on
the front.
2. Uniform for Girls- Navy blue skorts, Bermudas or long pants
and ared polo shirt with the official embroidery of the school
logo on the front.
*Physical Education: (Boys & Girls) Navy blue sweat pants
with school logo or shorts, and ayellow T-shirt (gray can still
be used) with the Academy logo on the front.

B. Secondary Level (7"-12")
1. Uniform for Boys- Khaki (Beige) Bermudas or long pants
and a blue polo shirt with the official embroidery of the school
logo on the front.
2. Uniform for Girls- Khaki (Beige) skorts, long pants and a
blue polo shirt with the official embroidery of the school logo
on the front.
*Physical Education: (Boys & Girls) Navy blue sweat pants
with school logo and light blue t-shirt with the Academy logo
on the front.

Students represent the Academy and, therefore, should carry

themselves in an appropriate manner.
The following guidelines must be observed at all times:

Boys
-Hair should be kept short

-No hair dyes

-No ear or body piercings

-Pants should be worn at adequate size (please wear a
belt if size is larger)

-Keep polo tucked inside pants at all times

-Avoid excessive jewelry (School is not responsible for
stolen or loss jewelry, watches, purses, wallets, cash or
other accessory)

-No hats or caps are allowed to be worn inside the
buildings.
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Girls
-Skirts need to be worn at no more than an inch above the
knee (not short)
-Pants are not be worn tight
-Light make-up only (no eye-shadow, dark lipstick, etc.)
-Excessive or large jewelry is not to be worn (School is
not responsible for stolen or loss jewelry, watches,
purses, wallets, cash or other accessory)
-No hats or caps are allowed to be worn inside the
buildings.
-Polo to be kept tucked in at all times.

Boys & Girls

- No pins, sticker, label or other accessory that may be
attached to the body or the uniform to promote any type
of message not appropriate for an educational institution,
for example, any message categorized as ideological,
political, social, musical, national, or other type of
message not authorized in writing by the administration.
-No tattoos face or body piercings (except earsfor girls).

XXVII. Search of alocker, Desk and Other Storage Area (Secondary
Level)

A. American Academy provides lockers, desks and other storage
areas in which students may keep and store personal belongings
and materials. Such storage areas are property of American
Academy. Lockers have a usage fee of $5.00 per year.

B. No students shall keep or store personal belongings or materials in
any storage area other than one provided by American Academy.

C. Each student shall be responsible for maintaining any storage area
assigned to him/her for his’her use in an orderly and sanitary
condition.

D. No student shall keep or store in a storage area assigned to him/her
for his/her use any item the possession of which isillegal or in
violation of school regulations or that endangers the health, safety
or welfare of self or others (such as matches, chemicals,
ammunition, weapons, drugs, tobacco, alcoholic beverages, etc)
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E. The use of lockers and other storage areas by studentsis aprivilege
and not aright. At all times such storage areas remain property of
American Academy. If the school administration reasonably
suspects that a pupil is not maintaining a storage area assigned to
him / her in a sanitary condition, or that the locker contains items
the possession of which isillegal or in violation of school
regulations or that endangers the health, safety or welfare of the
student or others, it has the right to open and examine the storage
area and to seize any such items that are found.

XXVIIl. Administration

The American Academy charges an Annual Fee and the Tuition Fee
(lunch included).
A. The Annual Feeis anon-refundable fee and is divided into the
following fees:

1.

Application Fee: Thisfeeis paid by all student candidates who
must fill the Application Form for school enrollment. Thisfee
must be paid before the day the candidate is evaluated. Please
see the updated Price List for the upcoming school year.
Enrollment Fee: Thisis an annual fee charged per student. This
fee will guarantee a space for the next school year and will be
charged on or before the month of March, as established by the
Administration and the penalty feesfor late payment of the
enrollment fee. Please see the updated Price List for the
upcoming school year.

Educational Material Fee: Thisfeeisdirected to purchase
classroom material to be used by students during the year. This
does not cover textbooks or any other needed supply that the
teachers may ask for. Please see the updated Price List for the
upcoming school year. Thisfee must be paid on or before the
first day of the school year. Inaddition to the education
material fee, amaterial list may be handed by the teacher at the
beginning of the school year to cover other classroom needs.
Building & Equipment Fund Fee: This is an annual fee charged
per family and is directed to raise afund to cover all building
and equipment expenses. Please see the updated Price List for
the upcoming school year. Thisfee must be paid on or before
the first day of the school year.
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5. Graduation Fee: Thisfeeis charged to all students enrolled in
the Kindergarten, Sixth Grade and Twelfth Grade. Thisfee
must be paid on or before the first day of the second semester.

6. Learn Aid Examination Fee: The Learn Aid Examination is
compulsory standard test and is charged to all students in the
Kinder and higher levels. Please see the updated Price List for
the upcoming school year. Thisfee must be paid on or before
thefirst day of the second semester.

7. Parent and Teacher Organization (PTO): Thisisan annual fee
charged by family. Thisfee must be paid on or before the first
day of the school year.

Thetuition is charged at the beginning of each school year and
will be billed on monthly basis. Each monthly payment must be
paid on or before the first day of the month.

Late payment will incur an interest charge of 1.5% per month
(18% per annum).

. A 3% discount from your yearly tuition will be applied if you pay
the entire year. A 2% discount will be applied if you pay the entire
semester. No discount will be given to monthly payment
arrangements.

. Lunch Fee: The Academy serves lunch which is approved by a
certified nutritionist. Thisfeeis included in your tuition.

. After School Program Fee. Thisfeeis charged on a monthly basis
and payment is due at the end of the prior month. Please see the
updated Price List for the upcoming school year and the After
School Programs section for details of the types of programs,
enrollment procedure, additional charges for not enrolling in the
programs & penalty feesfor late pick up.

. Field Trip Charge. Field Trips are acomplement of our curriculum
in order to introduce, enhance, or finalize atheme that has been
studied in the classroom. Every student participating in the trip
will be charged and extrafee to cover the trip expenses. For
example, the bus transportation cost, lunch, if necessary, and the
destination’s entrance fee (i.e., museum, theater, parks, etc.) will
be covered by the fundsraised in the Field Trip Charge.

. Special Activities Fees. Special seasons are also a complement of
our curriculum for example International Week, Puerto Rican
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