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I . Introduction

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

I I . Anti Discr iminatory Policy

American Academy, conscientiousof itseducational mission and
recognition that theeducation is auniversal right, wil l not discriminate for
reasonsof race, gender, religion, political ideology, social background or
physical disability against any student applying to the Academy. We arean
equal opportunity employment institution.

I I I . M ission

American Academy isan English instruction institution that believes
that youth can develop their own knowledge if they’re provided with
experiencesand all thenecessary tools for success (to succeed). The
institution promotes the interest of its students in their own educational
process, according to theschool curriculum. It's our mission to encourage
each child to establish a positiveattitude towards learning and to help them
develop their cognitive, social, and physical skills to their maximum
capacity.

IV. Vision

Our vision is to continue growing asan English speaking educational
institution, which nurtures the uniquenessof every student. This is achieved
engaging our students in a variety of significant activities, both concreteand
abstract, that promotesand facilitates theconstruction of their own learning. 
Our children, asan integral part of our society, will develop life-long skills
such as; decision- making, problem solving and creativity in a joint effort
with the faculty, parentsand the community.
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V. Philosophy

Thephilosophy of this institution strives to the integral growth of the
students, or what it means: the full development of thehuman potential. It
emphasizes the Academic futureand background enforcing thephysical,
moral and social dimensionsof thehuman being. Thisholistic approach is
framed in ahealthy 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 asself control.

VI . Academic Affairs

Through the fulf illment of the mission and thephilosophical vision of
thehuman being and of life, the American Academy will strive to createan
intellectual, spiritual, moral and social atmosphere wherestudentsareable to
cultivate Sciencesand Arts, can grow as individuals, could reach personal
and intellectual aspirations and may be instrumental in our society.

VI I . Organizational Levels

The Academy will grow, divided in levels, directed by a Principal and
two Assistant Principals:
Preschool: Pre-pre, PreKinder & Kinder
Elementary: 1st, 2nd, 3rd, 4th, 5th and 6th Grade
Secondary: 7th, 8th, 9th, 10th, 11th, 12th Grade

VI I I . Graduation Requirements

Commencement exercises will beheld in:
Kindergarten, 6th and 12th Grade
Requirements: To have satisfactorily completed the competence and

theapplication of skills, concepts, social aptitudesand habits learned,
according to the level and to the American Academy standards. This activity
will be held at theend of the year, during school hours.
Grade Scale: 4.00 – 3.50 A 100 – 90

3.49 – 2.50 B  89 – 80
2.49 – 1.60 C  79 – 70
1.59 – 0.80 D  69 – 60
0.79 – 0.00 F  59 – 0
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The Academy reserves the right to suspend a graduation if it is in 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.

IX. Admission and Readmission

A. Admission
Several forms must be completed for each child enrolled to

comply with state regulations. Among these formsarean enrollment
application, onephoto (2x2), health and medical information forms.
Also required isan immunization certif icatesigned by a physician or
the Health Department (PVAC3), social security card (copy) and a
Birth Certif icate. The information on your child must be updated as
needed. No child will beadmitted until all enrollment recordshave
been completed and turned in to theoffice.

1. Admission requirements
a. Age requirement before August 31st

Pre-Pre 3 years
Pre-K 4 years
Kinder 5 years

b. Documents required
1. Completely filled out and signed application

form
2. An official transcript of credits from previous

school (1st Grade& up)
3. A letter of conduct from previousschool
 (1st Gr. & up)
4. One 2x2 photo
5. Student’s social security number (photocopy)
6. Copy of birth certif icate
7. Health Evaluation Form prepared by the

applicant’s physician
8. A recent Psychometric Exam performed by a

licensed psychologist for grades Kindergarten
or higher, if requested.

9. An Official Immunization record prepared by
theapplicant’sphysician

10.Must be toilet trained (Pre-Pre& PreK)
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11.Non-refundable Enrollment & Application fees
per student

c. EntranceEvaluation and personal interviews.
1. All applicants must take an entranceevaluation.

Accordingly, American Academy reserves the
right to determineeach student grade
placement. No tests areadministered unlessall
admissions requirementshave been completed

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

B. Readmission
The Academy’s Administration sends parentsa Readmission

Application that must be completed and returned by theset deadline
(March). TheReadmission Application must beaccompanied by the
registration payment. The Academy will chargea $300.00 fee for
applicationsand paymentssubmitted 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 evaluateeach casebefore the
readmission period. They will take into consideration thestudent’s
academic progressas, well as the student’s and parents’ cooperation
with thediscipline code and other school policies.

All students must meet and comply with the required academic and
disciplinecode.

X. GradeEvaluation and Promotional Cr iter ia

Students will beevaluated for the progressive skills determined each
semester (secondary level) or trimester (elementary level). Students
satisfactorily evaluated will be recommended for apromotion of grade. 
Daily attendance records will also be considered in the promotional process.
Students must fulf ill the following promotional requirements:
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Grade Criteria

 1st & 2nd -Must be able to read with
comprehension.

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

-Summer remedial class must
be taken for a failed subject.

3rd – 6th -Failure of two major classes
will consist in retention.

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

7th – 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: Parentsmay seethe exams, projects, quizzesor assessment test of
their children making an appointment with the teacher or the Principal. A
meeting with the parentsand teacher is scheduled when report cardsare
given (except in May). Parentsare responsible for attending report card and
other scheduled conferences. If acopy of thedocument is needed, must
have first theapproval from thePrincipal, and a feeof .50¢ per page will be
charged.
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XI. Withdrawals

A. Parents, who wish to withdraw their children from the Academy,
must send a letter to thePrincipal and f ill out the withdrawal form,
expressing the reasons for the withdrawal.

B. The Academy will not reimburseany moniespaid in advanced for
tuition, registration, building fund, materials (See reimbursement
policy).

C. Student’s transcript will be sent directly to thenew school upon
request.

D. Parentsmust pay all outstanding debt at the timeof the transcript
request.

E. If thestudent deserted school without the official withdrawal, the
Academy will charge thecorresponding feesuntil the parent or the
person responsibleof thestudent withdrawshim or her at the
Registrar Off ice. The Academy will not make official any
withdrawal which has not been requested in writing. The
Withdrawal Application of the Academy is theofficial document
for withdrawalsand is available at the Office.

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

G. Students with more than 20 consecutive absencesor with 22
accumulate (unjustified) absences will be taken to acommittee
presided by the Principal and could be withdrawn, if the committee
recommends it.

H. The Academy will not accept a child for enrollment or continue the
child’senrollment, if theschool staff determines that services
necessary to protect the health and safety of thechild cannot be
provided at school.

I. A student will be withdrawal for violation of theDiscipline Code.

XI I . Transcr ipts

A. Parentsor Legal Guardians may request a credit transcript in the
office.

1. A $5.00 fee will becharged for each credit transcript.
2. Transcripts must be requested in writing or in person at least

threedays in advanced. The Academy doesnot accept
petitions by phone.
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3. When the School is processing the final gradesof the
students, transcripts will take at least three businessdays to
beprocessed.

4. Parentsmust 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.).

5. Every document’s copy will havea charge of 50¢ per page.
6. A transcript of credits will be sent directly to thenew school

after parentsor thenew school has requested it in the
Principal’s Office.

XI I I . M inor Protection Act

The Law number 177 of August 1, 2003, mandatesevery 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 besuffering. Counseling Department in the Administration
will determinea suspicion of abuse to proceed to inform according to the
Act.

XI V. First Aid Station, I llnessand Medicines

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

A. Daily Child Admission Policy

1. If achild becomes ill 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 thechild had a high fever, vomits, diarrhea within a  
period of 24 hours.
b. If the child hasseverenasal secretionsand cough
c. Any skin eruption
d. Any other symptom with acontagiouscharacteristic
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(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 achild becomes ill, or
hasan adverse reaction that does not require immediate
professional medical attention, the reaction will be written down
and the parent will be notif ied 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 thechild’semergency health information and
emergency medical permission slip. Theparent or emergency
contact person will benotified assoon aspossible for further
instructions.

In theevent of the occurrenceof any communicabledisease, as
outlined by the Department of Health, parents will be notified of
the illness in writing within 24 hoursor the next working day.

All medications need to be given at home. School personnel
cannot administer any medication to students. Parentsmust
make the necessary arrangements to administer medicationsat
theprescribed times.

C. Health and Hygiene

A child will not be accepted nor allowed to remain at the
Academy if thechild has theequivalent of one hundred (100)
degrees or higher oral temperatureand other contagious
symptoms, such as, but not limited to, a rash, diarrhea, vomit, or
sore throat.

XV. Food Services

The Academy operatesacafeteriawhich providesbreakfast and lunch
that areapproved by a certif ied nutritionist. Breakfast isoptional 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 beprepared for students. The breakfast menu isalready set by
theoffice. Lunch is included in the annual tuition fee.
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Thepersonnel are not authorized to heat or to save food for students,
unlessauthorized by the Principal.

When achild requiresa modified diet, for medical reasons, a written
statement from a medical authority will be on file. When achild requiresa
modified diet for religious reasons, a written statement from the parent is
required, and thisnote will beon file.

XVI . Students Activities

According to the Academy’s philosophy for an integral education,
every aspect of the human being must be developed. Student activities
contribute to theeducational, 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 thePuerto Rican society.

Threemain objectives; spiritual, emotional and social areused to
develop theaffective plan which helps us reach thephilosophy of the
Academy. It isnecessary to develop a good student-teacher relationship to
share the teaching-learning processand to clarify moral values. It isalso
necessary to have a good relationship between theschool and the family to
reach theobjectives. With theplanning and the development of extra-
curricular activities, the Academy meets with all the set objectives.

XVI I . Destruction of Proper ty

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

Thestudent or person responsible for theact will be held responsible
to replaceor pay for thedamaged property. Theschool will have the right to
suspend thestudent until the property damaged hasbeen, to the Academy’s
satisfaction, replaced or corrected.

XVI I I . Cafeter ia and Recess Rules

i. Makea line and stay in one place in the line
ii. Talk in a normal conversational tone

iii. Keep the tableclean for the next class
iv. Put traysand garbage in theproper places
v. Food and/or dinks must remain in thecafeteria
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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 theequipment with all thechildren by taking turns.

ix. Play only in theplayground areas.
x. Do not run, walk. Especially in places where the trees’

rootsareover grown.

XI X. Discipline Code

American Academy’s disciplinecode guaranteesaproper environment,
within theacademic community, that will ensure theproper operation of the
school.  Asa society of law & order, the code will maintain the necessary
order and optimal environment for theschool teaching learning-process.

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

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

According to our philosophy, oneof theobjectives is that students
develop, for themselves, the concept of self-discipline so they can learn to
manage impulsiveness. The Academy propitiatespositive interaction and
dialogue between teachersand students to prevent or amend behavior not
acceptable in the Institution. Wepromote an environment whereeveryone
works together.

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

A. Minor Infraction

Prohibited or inappropriatebehavior that doesnot involve potential or
actual harm to thesafety, health or physical or personal well-being of



14

personsor impede theability of the school to function or does not constitute
a violation of any federal, commonwealth or local law, is categorized asa
minor infraction. Disciplinary action resulting from minor offenses is dealt
directly with thestudent or the person involved. Parentsof studentsare
normally not notif ied until the conduct is repeated. Disciplinary action for
minor offenses includes: verbal warning and written warning.

1. Verbal Warning  A verbal warning is considered when a teacher
or administrator talks to theperson regarding the inappropriatebehavior, and
theperson will makea commitment to change his/her behavior.

2. Written Warning. After the initial verbal warning and, a
failureof the person to change the prohibited behavior, the faculty or staff
member may send a notice to thestudent’s parent. This disciplinary notice
is to besigned by theparent and return to the teacher on thefollowing
school day. Thisdisciplinary notice will become part of thestudent f ile. A
student will not beallowed in theclassroom until thenotice hasbeen signed.
The following list isa list possible minor violation that may result in
disciplinary notice:

- Breaking classroom rules
- Dresscodeand personal appearance (excessive jewelry, hair length

or dye, piercings, etc.)
- Using cellular phone during school hours
- Chewing gum in 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 in for a
conferenceand the following measuresmay be taken depending on the
severity, frequency and other circumstances:

a. To impose in-school suspension or suspension from classroom
participation
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b. To imposesuspension of privileges or participation in non-academic
activities

c. To require in-school or outside counseling
d. To require the performanceof additional academic or non-academic

tasks, during regular school hoursor otherwiseaimed at complying
with theschool rules

e. To imposeconditionson the resumption or continuance of
participation in academic and non academic activities, including
probation, or re-enrollment for asubsequent academic year, directed
to meeting theschool rules

f. Thedirector may order the above measuresseparately or in
combination, depending on thecircumstancesof each case

g. In cases involving personsother than students, such asparentsor
visitors, the director of the school may deny or otherwise limit,
condition access to theschool premises, or theparticipation in school
sponsored and/or supervised activities

B. Sensible Infractions

Sensible infractions will result in aPrincipal’s referral. Thestudent will
besent to theoffice and may have immediateconsequencessuch as in-
school suspension, suspension or lossof student privileges. Parents will be
notified and acopy of the referral will besent home. The following isa list
of possible sensible infractions:

- Using inappropriate language
- Fighting
- Disruptive behavior in classand school sponsored activities
- Falsification of signatures
- Plagiarism
- Defamation

After threePrincipal’s Referralsaconference will beheld with the
parentsand this may result in an immediate suspension. The same measures
taken for minor infractions may also be applied to sensible infractions.

C. Major Infractions
Major Infractionsperformed by students or parentsaredefined as

inappropriate behavior which is serious, and involves risk of or actual harm
to the safety, security, health or physical and/or mental well being of persons
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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 offensescan have immediate
consequencessuch assuspension or expulsion. In theevent of student’s
major infractions, theadministration will notify the parentsand will be
invited to school to discuss its consequences.

Major infractionsare:

- Buying, selling, possession, or useof illegal non prescribed drugs
- Buying, selling, possession, or useof tobacco products
- Smoking
- Possession of weapons
- Physical or verbal aggression against any member of theschool
- Stealing
- Destruction of school or private property
- Cutting class
- Cheating on test
- Inappropriate language, indecent gesturesor words, verbal threats

or intimidation
- Defiance to any member of theeducational community
- Lack of respect to any member of theeducational community.
- Buying, selling, possession, or useof pornographic material
- Inappropriateuseof thecellular phone, as using its cameraor

video for obscenepictures.
- Inappropriateuseof computer/laptop (internet sites, etc.)

Any act, conduct or omission performed by astudent or his/her
parents, not specified in this code, but that, at the director’s discretion,
considered being seriousor that injures the imageof 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 behaviorsconflict with our social expectations, or
disrupts thenormal operation of theschool, may beplaced on probation.
Students who incur in a major infraction to our discipline code will be
automatically placed on probation and/or other moreserious
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consequencessuch asexpulsion, suspension, etc.; will be applied.
Repeated minor infractions to our disciplinecode will also result in the
student being placed on probation. A student’sdisciplinary record will
be reviewed at theend of each academic quarter.

A. Probation. Any student who hasbeen suspended will
automatically be placed in Probation. At theend of theschool year, the
student status will beassessed and it will bedecided if thestudent can re-
enroll at American Academy or may be asked to register at another
school. Probation is seen asboth a motivation to improveand aclear
indication that student’s statusat theschool may be in jeopardy.

B. Suspension. Any student who has incurred in threesensible
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 thedirector may reserve the right to seek
expulsion.

XXI . Conflict Resolution

A. Appeal Process

Any interested party adversely affected by theadministration’s initial
resolution of a dispute, dissatisfied by such initial resolution, may request
an appeal of the initial resolution directly to theschool President. In the
event of the school President absence or inhibition, theaffected 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 daysafter the initial resolution by the Director or thePrincipal.

B. Arbitration

Any disputearising under the provision of this manual or any decision
or act carried out by theadministration according to this manual must be
resolved by submission to mandatory arbitration asset for in the Arbitration
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Policy. Copy of the Arbitration Policy is available, upon request, at the
school officeand 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 theappeal 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
Directorsno later than 30 daysafter the initial resolution date or theappeal
decision date.

XXI I . Personal Belongings and phoneusage

The Academy is not responsible for lost valuables. Itemssuch as
electronic games, portable music devices, and/or other games and toysare
not allowed in school.

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

Theschool telephone is for official useonly. Studentsarenot allowed
to use them. If an emergency should arise, theschool will call the parent or
theemergency contact.

XXI I I . Tardiness Control

American Academy begins daily labor at 8:00 a.m. At that timeall the
students must beat their respective classroom to begin theday. Students
who arrive tardy interrupt classes. To avoid thissituation the Tardiness
Control System will beas follows:

A. Theschool bell ringsat 8:00 a.m. sharp. Classes will begin
immediately at the sound of the bell. All studentsarriving at or
after 8:00 a.m. are late. Once the bell has rung, parents must leave
theschool premises.

B. After 8:01 a.m., parentsneed to comeand sign the tardy list at the
officeand will beaccompanied to their classroom by off ice
personnel. Parentsarenot allowed to walk students to their rooms
after 8:00 a.m. If the tardinesspersists, parents will be called by
thePrincipal.
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C. If astudent is not in his/her homeroom by 8:01 a.m., he/she will
not be accepted in theclassroom without proper officeclearance.

D. Five tardies, 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 thesituation persists, parents will be
called. If the situation does not change, the student will be
suspended until parents meet with thePrincipal.

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

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

H. No breakfast will beserved after 8:00 a.m.
I. No breakfast is allowed in the classrooms.

XXI V. Attendance

Parentsmust call to report student’s absence to thePrincipal’s office
thesameday of theabsence. Assoon the student resumes, parentsMUST
present a written excuse. This written excuse will not be accepted in the
notebook nor classprogram, it must beon a separatesheet addressed to the
principal.

A. A student who doesnot show during the Attendancecall will be
considered absent until he/shehands in the late pass in the
classroom. The Academy is not responsible for incidents related
directly or indirectly with thestudent beforeshowing up to classes.

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

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

D. Students who cometo class, but leave before11:30 a.m., will be
considered absent.

E. Studentsshowing up after 11:00 a.m. will beconsidered absent,
unlessa written medical excuse is presented.

F. Five tardies, without a valid excuse, will be changed to one
absence in the cumulative card.
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G. After threeabsences without valid written explanation, parents will
receive a warning letter. If thesituation persists, parents will be
called. If the situation does not change, the student will be
suspended until parents meet with thePrincipal

H. Students with more than 20 consecutive absencesor with 22
accumulativeabsences will be taken to a committee presided by
thePrincipal and could be withdrawn, if thecommittee
recommends it.

I. Students who areabsent throughout theday due to illnessarenot
become in to participate in special school or classactivities (i.e.
parties, shows, etc.)

XXV. Ear ly Leaves

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

Children of Academy personnel, and students, who receive
transportation with Academy personnel, must follow the tardinessand leaves
normsas any other student. Studentscan’ t be in school grounds without
adult supervision. This includesafter school hours.

Constantly missing of school hours, including tardiness, early leaves,
latepick-up (after 2:45 p.m.), or from the Extended CareProgram (after 6:00
p.m.), will be reason enough to lose the right to be admitted or to be
suspended from theprogram. A $1.00 fee per minute will be charged to the
account if children arepicked up after 6:00 p.m. (Using theschool clock). A
formal notice will besent to parents who do not pick up their child on time
(unlesschild is registered in Extended Care).

Leavepermits must beauthorized in writing by the parent or legal
guardian. The Academy will not accept verbal authorizations.

XXVI . Uniforms and 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 theclassrooms, or other premises, studentsmust wear thecomplete
uniform. ThePrincipal and faculty may not accept students with an
incomplete uniform.
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A. Elementary Level (Pre-pre-6th grade)
1. Uniform for Boys- Navy blue Bermudas or long pantsand a
red polo shirt with the official embroidery of theschool logo on
the front.
2. Uniform for Girls- Navy blue skorts, Bermudasor long pants
and a red polo shirt with the official embroidery of theschool
logo on the front.
*Physical Education: (Boys & Girls) Navy bluesweat pants
with school logo or shorts, and a yellow T-shirt (gray can still
beused) with the Academy logo on the front.

B. Secondary Level (7th-12th)
1. Uniform for Boys-  Khaki (Beige) Bermudasor long pants
and abluepolo shirt with the official embroidery of the school
logo on the front.
2. Uniform for Girls- Khaki (Beige) skorts, long pantsand a
bluepolo shirt with the official embroidery of theschool logo
on the front.
*Physical Education: (Boys & Girls) Navy bluesweat 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
-Pantsshould be worn at adequatesize (please wear a
belt if size is larger)
-Keep polo tucked insidepantsat all times
-Avoid excessive jewelry (School is not responsible for
stolen or loss jewelry, watches, purses, wallets, cash or
other accessory)
-No hatsor capsareallowed to be worn inside the
buildings.
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Gir ls
-Skirtsneed to be worn at no more than an inch above the
knee (not short)
-Pantsare 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 hatsor capsareallowed to be worn inside the
buildings.
-Polo to be kept tucked in at all times.

Boys & Gir ls

- No pins, sticker, label or other accessory that may be
attached to the body or the uniform to promoteany type
of messagenot appropriate for an educational institution,
for example, any messagecategorized as ideological,
political, social, musical, national, or other typeof
messagenot authorized in writing by the administration.
-No tattoos faceor body piercings (except ears for girls).

XXVI I . Search of a locker , Desk and Other Storage Area (Secondary
Level)

A. American Academy provides lockers, desksand other storage
areas in which students may keep and storepersonal belongings
and materials. Such storage areasareproperty of American
Academy. Lockershave ausage feeof $5.00 per year.

B. No students shall keep or storepersonal belongingsor materials in
any storage areaother than one provided by American Academy.

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

D. No student shall keep or store in astorage areaassigned to him/her
for his/her useany item thepossession of which is illegal or in
violation of school regulations or that endangers the health, safety
or welfareof self or others (such as matches, chemicals,
ammunition, weapons, drugs, tobacco, alcoholic beverages, etc)
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E. Theuseof lockersand other storageareasby students isa privilege
and not a right. At all timessuch storageareas remain property of
American Academy. If theschool administration reasonably
suspects that a pupil is not maintaining astorageareaassigned to
him / her in a sanitary condition, or that the locker contains items
thepossession of which is illegal or in violation of school
regulations or that endangers the health, safety or welfareof the
student or others, it has the right to open and examine the storage
areaand to seize any such items that are found.

XXVI I I . Administration

The American Academy charges an Annual Feeand theTuition Fee
(lunch included).

A. The Annual Fee is anon-refundable feeand isdivided into the
following fees:
1. Application Fee: This fee is paid by all student candidates who

must fill the Application Form for school enrollment. This fee
must be paid before theday the candidate isevaluated. Please
see theupdated Price List for theupcoming school year.

2. Enrollment Fee: This is an annual feecharged per student. This
fee will guaranteeaspace for thenext school year and will be
charged on or before the month of March, asestablished by the
Administration and the penalty fees for late payment of the
enrollment fee. Pleasesee theupdated Price List for the
upcoming school year.

3. Educational Material Fee: This fee isdirected to purchase
classroom material to beused by students during the year. This
doesnot cover textbooksor any other needed supply that the
teachersmay ask for. Pleasesee theupdated Price List for the
upcoming school year. This fee must bepaid on or before the
first day of theschool year. In addition to theeducation
material fee, a material list may be handed by the teacher at the
beginning of theschool year to cover other classroom needs.

4. Building & Equipment Fund Fee: This isan annual feecharged
per family and isdirected to raisea fund to cover all building
and equipment expenses. Pleasesee the updated Price List for
theupcoming school year. This feemust bepaid on or before
the first day of theschool year.
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5. Graduation Fee: This fee ischarged to all studentsenrolled in
the Kindergarten, Sixth Gradeand Twelfth Grade. This fee
must be paid on or before thef irst day of thesecond semester.

6. Learn Aid Examination Fee: The Learn Aid Examination is
compulsory standard test and ischarged to all students in the
Kinder and higher levels. Pleasesee the updated Price List for
theupcoming school year. This fee must be paid on or before
the first day of thesecond semester.

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

The tuition is charged at thebeginning 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.

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

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

C. Lunch Fee: The Academy serves lunch which isapproved by a
certif ied nutritionist. This fee is included in your tuition.

D. After School Program Fee. This fee is charged on a monthly basis
and payment is dueat theend of the prior month. Pleasesee 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 fees for latepick up.

E. Field Trip Charge. Field Tripsareacomplement of our curriculum
in order to introduce, enhance, or finalize a theme that has been
studied in the classroom. Every student participating in the trip
will be charged and extra fee 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
becovered by the funds raised in the Field Trip Charge.

F. Special Activities Fees. Special seasons arealso acomplement of
our curriculum for example International Week, Puerto Rican
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