







www.cotopaxi.k12.ec
https://www.facebook.com/Cotopaxi.k12
https://twitter.com/acotopaxi?lang=es

High School
Gr.9-12

Student/Parent
Handbook

« HS TIMETABLE

— el e
e I I I N o S
el o on
e ) I s I I N
N ) YT
T ) I I P I N

PM Cougar Time

Cougar Plus

8:00-9:20 First period 8:00-915 First period

9:20-9:30 Break 9:20-10:25 Second Period

9:35-10:50 Second Period 10:25-10:40 Break

10:50-11:20 Lunch 10:40-11:45 Third period

11:20-12:35 Third period 11:45-12:20 Lunch

12:40-1:55 Fourth period 12:25-1:25 Fourth period

2:00-3:00 ASSEMBLY/ COUGAR TIME 1:30-3:00 ASSEMBLY/ COUGAR TIME

Half Day Schedule AM Cougar Time

8:00 - 8:50 First Period 8:00-9:20 First period

855 - 9:45 Second Period 9:25-10:40 Second Period

9:45 - 10:10 Break 10:40-10:55 Break

1015 - 11:05 Third Period 10:55-11:55 ASSEMBLY/ COUGAR TIME

1110 - 12:00 Fourth Period 11:55-12:25 Lunch
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12:25-1:40 Third period

Fourth period

ACADEMIC
PROGRAMS

Diploma Programs

Academia Cotopaxi’'s High School Program
consists of studies leading to three possible
diplomas: a U.S. High School Diploma,
the Ecuadorian National Diploma, and the
International Baccalaureate Diploma. See the
separate Academic Program Guide for more
information on the course of studies and for
course descriptions.

U.S. Diploma

A diploma accredited by the New England
Association of Schools and Colleges (NEASC)
is recognized by universities in the United
States and worldwide.

United States Diploma  Graduation
Requirements: All students at Academia
Cotopaxi are registered to complete the U.S.
diploma of studies, accredited by the New
England Association of Schools and Colleges
in the United States of America. All students
must satisfy the following requirements in
order to graduate from Academia Cotopaxi.
The minimum number of credits required for
graduation from Academia Cotopaxi is 25.
One credit is earned for earning a 3 or higher
in a full year of study course, and a 3 or higher
in each semester course (0.5 credit). Students
normally earn between 6 and 8 credits each
year. These credits must be distributed as
follows:

Academia Cotopaxi Ecuadorian National
4 4

English

Social Studies 4 4
Spanish 4 4

(or each year in attendance)

Math 3 4
Science 3 4
HPE 2 2
Fine or Performing Arts 1 1
IT 1 1
Global Citizenship 1 1
Electives 2 2
Total 25 27
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All students must complete Academia
Cotopaxi's Global Citizenship requirement.
Most graduating students complete more
than 25 credits due to the requirement of
having a full class load. Students in Grades
9-10 must carry full class loads of 8 courses
each year (with minor exceptions). Students
in Grades 11 and 12 must take a minimum of 7
courses each year.

Graduation Credits

A unit of credit is assigned to each High
School course representing 135 clock hours of
instruction over the course of a school year.
A student earns 0,5 credit for each successful
completion of a semester course. Whole or
partial units of credit are assigned to a given
course by the High School Principal and are
subject to review by the Director at his/her
discretion. Credits assigned to each class
will be listed with the course in the High
School Course Description handbook and be
refected in transcripts.

Students taking and satisfactorily completing
classes as part of the High School program
of studies will be awarded appropriate credit
toward satisfying graduation requirements.
Only those credits earned while enrolled in
Academia Cotopaxi High School Grades
9-12 will be used in the calculation of a
High School GPA, but credits earned while
enrolled in other grade levels or at other
High Schools will be included in the total
credits used to determine if graduation
requirements are met.

Courses taken for High School credit by
students enrolled in non-High School grade
levels must refect the High School standards,
benchmarks and performance expectations of
the High School syllabus in order to earn High
School credit. Questions of comparability will
be reviewed by the High School Principal, who
will work with the High School Counselor,
the pertinent High School department, and
the intermediate school teacher involved in
resolving the question posed.

The National Diploma is recognized by the
Ecuadorian Ministry of Education. Students
must fulfll all the requirements to qualify for
the Ecuadorian Diploma.

There are specifc Ecuadorian components
such as participation in an approved

community service program (Participacion
Estudiantil / CAS hours), Spanish language
courses, Physical Education courses, among
others. Please see the High School Counselor
for further details.

This diploma is recommended for
students planning to attend university
in Latin America, or students who intend
to work in Latin America in the future.
Students should speak with the High
School Counselor about requirements
when registering for Grade 10 courses to
be sure that all requirements are met.

A prestigious Diploma recognized by
universities throughout the world, the
International Baccalaureate (IB) Program is an
advanced two-year course of study, taken in
a student’s last two years of High School and
leading to the IB Diploma. The IB Diploma is
awarded by the International Baccalaureate
Organization for satisfactory performance in:

e Six subject areas

e 2-year course in Theory of Knowledge
(TOK)

e Successful completion of Creativity,
Action, Service (CAS)

« Extended essay in a specifc discipline
within one of the six subject areas.

IB Subject Areas
Group L: Studies in Language and Literature

e Language A Literature (English and
Spanish are available)

e Language A Language and Literature
(English and Spanish are available)

Group 2: Language Acquisition

» Spanish B

e Spanish Ab Initio

Group 3: Individuals and Societies

e History

» Economics

Group 4: Sciences

e Biology
e Chemistry
e Physics

Group 5: Mathematics
e Math

e Math Studies

Group 6: Arts
e Visual Arts

e Music

Students may opt out of taking a course from
group 6 and take another course from groups
1,2,3,0r4.

At the beginning of Grade 12 qualifed
students are registered upon request for
the IB Diploma and at the recommendation
of subject teachers, the counselor, and the
Associate Principal/IB Diploma Coordinator.

Academia Cotopaxi encourages all students
to take on the highest appropriate academic
challenge for them, whether this means
following the full Diploma Program or taking
a combination of IB and High School courses.
Parent information meetings are scheduled
during Grade 10 to ofer information on
the IB Diploma program, and students are
individually counseled about their IB choices.

For more information on the IB Diploma
Program, please contact the Associate
Principal/IB Diploma Coordinator.

Other Curricular Options

Under special circumstances, students
may develop independent study projects.
Students with special interests should discuss
this with the High School Counselor or High
School Principal and fll out the proposal
form. These activities are not graded and
carry no Academia Cotopaxi credit, but under
certain circumstances may be recorded on
transcripts.

Students interested in taking an AP (College
Board Advanced Placement) exam should talk
to the College Counselor or Principal. These
exams can be given at Academia Cotopaxi
in May. Students may take AP exams after
independent preparation.

Students who do not have enough credits
to graduate with their class may make up a
maximum of two (2) credits of coursework
through a United States accredited institution.
To do this, students must have prior
permission from the High School Principal for
specifc courses that they would not otherwise
be able to take through our school’s regular
schedule. The High School College Counselor
acts as the liaison and test supervisor for the
student and the institution. The responsibility
for completion of the course in a timely
fashion rests directly with the student and
the family, not with Academia Cotopaxi.
Courses taken during the senior year of study
and which are required for graduation from
Academia Cotopaxi must be completed on or
before May 20 of that year.

Our global perspective and values are well
integrated into the curriculum. We believe
that a student who is a global citizen:

e Contributes to the overall efort of a group
and maintains a positive attitude

< Demonstrates efective interpersonal
communication skills

e Interacts well with diverse individuals in
diverse situations

* Respects self, while actively respecting
others

e Demonstrates leadership skills

» Demonstrates responsible behavior using
resources

In order to graduate, students must earn
one full creditfor Global Citizenship or 0.25
credits for each year enrolled in Academia
Cotopaxi. Students in Grades 9, 10, 11 and
12 must meet CAS requirements detailed
in the handbook section on CAS and the
Merit System. Grade 11 and 12 students
will earn credit toward Global Citizenship
through meeting the expectations of the
IB CAS program. Grade 9 and 10 students
will earn credit toward Global Citizenship
through meeting the expectations of
the Junior CAS program. Participation in
the following events/activities, along
with reflections on the experiences, will
count toward earning credit for Global
Citizenship:
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e Discover Ecuador Service Learning
Programs and other school-sponsored
trips (trips in and/or out of school)

e Student-led activities

e Athletic teams, music performance, art
exhibitors, and/or dramatic productions

e Service learning experiences

e Group presentation on Global Citizenship
or IB Learner Profle during mentor or
school-wide assembly

In the spring of each year, students in Grades
9-11 present their growth and reflection on
their Academic, ATL and CAS goals to their
mentor teachers.

In April, Seniors present to a panel of
teachers and staff on their two year CAS
program.

All High School Students will keep their
CAS documentation, reflections and
evidence in ManageBac. The students
will record various aspects of their own
personal journey towards becoming more
caring, knowledgeable, and effective global
citizens. Our school expects every student
to participate fully in Academia Cotopaxi’s
Service Learning Program, as well as
participate in Discover Ecuador, school
clubs and other activities.

Student-Led Conferences

Student-Led Conferences are an integral
piece of our High School philosophy of putting
students in charge of their learning. Students
set academic and non academic goals for the
year and refect on their progress towards
these goals during Student-Led Conferences
that happen twice a year.

Testing Information

MAP (Measure of Academic Progress) -
Students in Grades 9 and 10 take the MAP
three times each year. The MAP test is a
standardized test that compares student
achievement to similar students in North
America and internationally. Data is also
used to show individual student growth.

PSAT - Testing for all Grade 10 and 1
students. This test is a preparation for the US
college entrance testing of the SAT as well
as a qualifcation test for the national merit
scholarship for US citizens. Information will

be given out by the College Counselor. Testing
takes place at Academia Cotopaxi.

SAT - This widely required college admission
exam is ofered on several dates (October,
December, March and May) throughout the
year. Students usually take the SAT at the
end of Grade 11 and/or during the frst half of
Grade 12. The registration deadline and other
test dates are announced through the College
Counselor’s ofice and can also be accessed
at www.collegeboard.org.

TOEFL - (Test of English as a Foreign
Language). Students who are not native
English speakers wishing to enter North
American universities usually need to take
the TOEFL to demonstrate English language
profciency. Testsare internet-based and given
on many dates throughout the year. Several
testing sites are available in Quito, including
the ONE Institute here at Academia
Cotopaxi (www.theoneinstitute.com.ec).
Information about the TOEFL is available
in the High School Counseling office or

online at www.toef.org

IELTS — (International English Language
Testing System) is a test that measures the
language profciency of people who want to
study or work in environments where English
is used as a language of communication. It
is recommended that students who want to
study in the United Kingdom take this exam.
https://ielts.britishcouncil.org/Default.aspx

WIDA - The WIDA MODEL is a measure of
developing English language and the series
of English language profciency assessments
for Kindergarten through Grade 12. It is a
comprehensive language exam that identifes
profciency levels in reading, writing, speaking,
and listening. The assessment is completed at
the end of the academic year in order to plan
future learning steps for individual students,
as well as to make placement decisions for the
next academic year. This data informs teacher
planning to best meet the language needs of
our students and allows students to identify
their own strengths and areas for growth.

Calculator Requirement

All High School students are required to bring
a Texas Instrument-84 graphing calculator (or
equivalent) for math classes. Prior to buying
a calculator, please check with our Math
Department Chair.

SUPPORT
PROGRAMS

High School Mentor
Program

The Mentor Program is structured to support
the personal and social development of
each student. Each student is assigned to
a teacher “mentor” and is part of a “mentor
group” of 8 to 12 students. Mentors serve as
advisors to and advocates for their students.
Mentor groups meet regularly as part of
“Global Citizenship.” Mentoring activities may
include trust and team building, school wide
leadership activities, community service and
discussions of adolescent and school issues.

High School Counseling

The High School has two counselors: a High
School Counselor and a College Counselor.

High School Counselor

The High School Counselor focuses primarily
on a student’s social and emotional health;
this counselor also serves as the Grades
9-12 academic counselor. Students are
encouraged to speak with the High School
Counselor whenever they have concerns
about their own well-being or that of others.
Students may request an appointment with
the counselor on their own or teachers or
parents may refer them. Students may be
scheduled for regular counseling sessions
either individually or in small groups to
work on issues that may be interfering with

academic performance or personal health
and development. Information shared with
the counselor is considered confdential and
will not be shared with others, except in the
case of possible serious harm to self or others.

The High School Counselor works with the
teachers and special services staf to facilitate
and coordinate appropriate interventions
for students having diFiculties. When
appropriate, the High School Counselor will
refer students or families to psychological
or medical specialists within the community.
Parents are encouraged to contact the
High School Counselor with any concern or
problem afecting their child. Appointments
can be made through the High School
Counseling secretary or directly with the High
School Counselor.

College Counselor

The College Counselor advises and guides
students and parents about the university
admissions and fnancial aid process for
admission to colleges and universities
around the world. Students begin exploring
their strengths and interests in Grades 9 and
10. In Grades 10, 11 and 12 the focus shifts to
learning about colleges and universities
and all aspects of the admissions process.
The College Counselor works closely with
students to help them fnd a college or
university that is the right match for them in
terms of academics and campus environment.
The College Counselor and school personnel

11



advise and support students in the application
process, but the ultimate responsibility for
the application process lies with the students
and parents. The planning process for post-
secondary education and future careers
begins in Grade 9 at Academia Cotopaxi and
accelerates with each passing year:

Grade 9

Students make the transition into High School
and are encouraged to take their studies
seriously, as Grade 9 is the time to establish
a strong foundation. Using online resources
and during workshops with the College
Counselor, Grade 9 students begin the
process of exploring the path to a successful
career. Students also take the NWEA Measure
of Academic Progress (MAP) test and results
are shared with parents and teachers.

Grade 10

Students should continue working hard in
their classes to build on their foundation
and consult with their College Counselor
at registration time about selecting the
appropriate courses to meet their post-
secondary goals. Students also participate
in workshops with the College Counselor in
which they further explore their interests and
possible career opportunities. The PSAT 10
test is administered to give students a look
at college entrance exams. Students also take
the NWEA MAP Tests and results are shared
with parents and teachers.

Grade 11

Students should continue focusing on their
academics. Grade 1l is looked at closely by
college admissions oficers. A comprehensive
college counseling workshop on all aspects
of college admissions is presented to
students.  Additionally, students are given
guidance in taking all appropriate college
entrance exams (SAT, SAT subject tests, IELTS,
TOEFL), interviewing with schools, preparing
applications, writing essays, and preparing
themselves for life after Academia Cotopaxi.
Students are formally invited to attend the
various college fairs* ofered throughout
the school year and to meet with individual
college representatives as they visit Quito.
During Grade 11 the College Counselor intends
to meet with each Grade 11 student individually
as well as with each student together with his

or her parents. Grade 1l students take the PSAT
in the fall as preparation for their frst SAT in
the spring. Grade 11 students are encouraged
to visit universities during school holidays.

Grade 12

The College Counselor continues to conduct
college counseling seminars for Grade 12
students throughout the year, during which
pertinent aspects of the college search and
application process are reviewed. Students
work on their college applications together
with the College Counselor during Grade 12.
Every Grade 12 student meets individually
with the College Counselor and a follow up
meeting is held with the student and his or
her parents. Students are also guided and
prepared for the transition that they will make
to university. It is important for students to
remember to stay focused on their academics.
Grade 12 can sometimes make or break a
college admissions decision. Students must
also remember not to let their grades fall
after they receive a letter of admission to a
college or university. All college admissions
decisions are conditional and can be reversed
if a student’s grades fall signifcantly.

*An average of 200 colleges from the U.S,,
Canada, Latin America, and Europe visit
Academia Cotopaxi every year.

English Language Learners
(ElN)

The aim of the English Language Learners
Department (ELL) is to provide English
Learners with the support they need to
develop English language profciency in order
to reach their full potential in their academic,
social, and emotional lives.

The ELL Department ofers support in the
high school in a variety of ways:

e Throughthe Englishfor Academic Purposes
course, students have the opportunity
to build their academic English in the
language domains of reading, writing,
speaking and listening through engaging
topics. In addition, this course supports
the learning students are doing in their
content areas classes.

e Additionally, ELL specialists collaborate
with teachers to diferentiate instruction
in content area classes. The specialist may

be found co-planning units, co-teaching
lessons, working one-on-one with
students or small groups, and consulting
the teacher on diferentiation of lessons
and assessments.

e Lastly, the ELL specialist will create an
ELL Learner Profle to outline WIDA
scores, suggestions for modifcations/
accommodations, and goals for students
to work towards.

At AC, all teachers view themselves as
language teachers, but ELL specialists provide
the additional support to both teachers
and students to improve English language
profciency for all students.

Learning Support

Academia Cotopaxi is an inclusive school.
We believe that inclusion is a universal
human right that enriches the lives of all
students and builds a caring and empathetic
community. Academia Cotopaxi ofers an
inclusive international education designed
to give every student an opportunity to
achieve their potential. We are committed
to providing our students with equitable
learning opportunities within a collaborative
and supportive learning environment that
results in appreciation of all its members.

Delivery

At Academia Cotopaxi, we are committed
to serving students with a wide range of
learning diferences through a collaborative
approach that includes the child, parents and
professionals. Students receiving learning
support have Accommodation Plans or
Individualized Learning Plans (ILP) which are
developed with the child’s learning needs in
mind and updated every year. Our goal is to
help students to understand their learning
profle, to develop strategies to support their
learning, and to advocate for themselves.

Academia Cotopaxi ofers the IB Diploma
Programme and it is available to all students.
Students with Individual Learning Plans and
Accommodation Plans are counseled into
choosing the appropriate combination and
load of IB courses. This occurs in their 10th
grade year. In Grade 11, the Learning Support
team and the IB Diploma Coordinator meet to
review relevant student documentation and
accommodation plans to ensure that these

supports are in place and applied 12 months
prior to the IB exams.

Within the context of a private American
International  School, student success
is achieved in partnership with parents,
teachers and students within the framework
of Academia Cotopaxi’s Mission Statement.

Commitment

As stated in the school’s strategic plan from
2014, a long-term commitment exists to
becoming an inclusive school and serving a
managed number of students representing
the full range of learning diferences and
language diversity.

Balance

We believe in maintaining an manageable
balance between students from our general
education population, and those with learning
diferences. Inclusion parameters are set at
10-12% mild learning needs, 2-3% moderate
learning needs, and 1% intensive learning
needs.

Identification

Formal and informal interventions and
assessments are used to identify learning
needs in students with whom classroom
teachers and / or parents have specifc
concerns.

Nondiscriminatory Evaluation

Once the team recommends a formal
evaluation, parents will be asked to
carry out a complete psycho-educational
evaluation administered by external qualifed
evaluator(s). Academia Cotopaxi  will
recommend qualifed evaluators, yet parents
may seek other qualifed evaluators. Typically,
this implies a psycho-educational evaluation
that should be administered considering
the student’s dominant language. No single
assessment will be used. Comprehensive re-
evaluations are completed every three years.

Confidentiality

Information about a student’s psycho-
educational evaluation and the Learning
Support program are kept strictly confdential.
Only the parents and appropriate school
personnel and teachers working with the

COTOPAXI
|
YOUR

SEST

SELF

www.cotopaxi.kl2.ec

00


www.cotopaxi.k12.ec
https://www.facebook.com/Cotopaxi.k12
https://twitter.com/acotopaxi?lang=es

student have access, as needed to support the
student, to this information.

Parental Rights and
Responsibilities

Parents have the right, and the responsibility,
to participate in their child’s educational
program. They must give permission before
their child is evaluated using cognitive tests,
placed in or exited from the Learning Support
Program, or given modified grades. They
have the right to help plan and responsibility
to support their child’s Individualized
Learning Program (ILP), and must sign
the ILP to indicate agreement and allow
implementation. Parents have the right to
regular reports about their child’s progress.
Parents have the responsibility to comply
with any external support recommendations
articulated in the ILP.

Multidisciplinary Team Process

Student Study Teams are comprised of all
supportspecialists,teachersandadministrators
who are involved in The Team makes decisions
afecting the child’s educational program.
Parents may be involved. ALL discussions are
strictly confdential. Outside specialists are
involved as needed.

Individualized Learning Plan (ILP)
& Accommodation Plans

ILP’s and Accommodation Plans are written by
learning support specialists who take student,
teacher and parent input into consideration.
All students receiving special education
services have a yearly formal review of their
ILP or Accommodation Plan.

Least Restrictive Environment
(LRE)

Student needs are carefully taken into
consideration so that appropriate educational
services are provided within the least restrictive
environment. At Academia Cotopaxi, students
are supported within the general education
setting as much as possible.

Professional Teaching Staff

Qualifed professional staf are hired to support
our students with learning diferences, as well
as to work with collaboratively with classroom
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teachers to provide high quality diferentiated
instruction for all students.

After School Support

Students are encouraged to use their time
after school to obtain extra help from their
teachers. Parents may request that students
go to a teacher’s classroom for academic
support. If they would like this service please
contact the teacher directly for scheduling
and more information. Typically teachers are
available between 3:00 p.m. and 3:45 p.m. to
provide academic support.

Library

The School Library ofers avariety of resources
for information and recreational reading:
books, magazines and online databases. The
Library staF is available for recommendations
and research assistance.

Materials may be borrowed from the Library
for a period of two weeks, and longer if
necessary. Students are responsible for the
materials they borrow, and students who lose
or damage materials are expected to pay for
the replacement cost of those items. Parents
can also use the library and check-out books.

The Library isacommon learning area, and all
users must respect each other’s work space
by maintaining a quiet tone of voice. Food is
not permitted. The Library is open Monday

through Friday from 7:30 a.m. to 4:00 p.m. for
classes or independent study.

Tutoring Support

In certain circumstances, tutoring outside of
school may be recommended:

1. When a student is missing essential skills
necessary to be successful in a current
class.

2. When a student has been absent for a
signifcant period of time.

3. When a student who is already receiving
additional support at school needs
additional practice outside of school
hours.

Tutorial assistance for a student may be
recommended by teachers or requested
by parents. It is essential that the tutor and
classroom teacher communicate closely
about the student’s learning needs and the
best manner for the tutor to meet these needs.
The school maintains a master tutor list that
parents can receive from the High School
Counselor. All arrangements for tutorial times
and fees are strictly between the tutor and
parents. Teachers may not tutor students
who are enrolled in their own classes. Paid
tutoring by Cotopaxi employees may only
occur after working hours. Tutors who are not
AC employees may not use AC facilities.

HIGH SCHOOL
ASSESSMENT
PROCEDURES

Assessment Philosophy

At Academia Cotopaxi, we believe that all
forms of assessment are integral to the
learning process. The primary purpose of
every assessment is to improve learning.
When assessments are properly designed,
administered, and interpreted, the data can
be used to construct appropriate, timely,
and continuous learning opportunities.
Assessments need to be designed as
authentic, rigorous and relevant measures of
what was learned. Data from assessments
needs to be interpreted by teachers and
students to understand what are the next
steps in teaching and learning. Feedback is
critical to the learning process and can be
provided in many forms - written, oral, from
peers or teachers, as well as through self-
refection.

Principles of Assessment

l. Our assessment system aligns with
our mission, core values, and the IB
assessment requirements.

2. Assessment serves diferent purposes at
diferent times, including:

e Diagnostic, to fnd out what students
already know and can do

« Formative, to help students improve
their learning and to inform teachers
to adapt their teaching

e Summative, to let students, parents

and relevant school professionals
know what the students have learned
within a prescribed period of time
e Standardized, to provide norm-
referenced data that is used for
reporting progress to students,
parents, and the community, and
for program accountability and
comparisons of performance
3. Teachers will regularly provide students
with detailed, standards-based oral
and/or written feedback, in addition to
numerical or letter grades, to support
student growth. For assessment and
feedback to support students’ personal
learning growth, it must inform students
in a timely manner on what they have
learned/mastered, what they have yet to
master, what they need to do next in order
to improve through setting goals.

4. Academia Cotopaxi uses curriculum
standards as the basis for planning
for learning experiences that include
conceptual understanding, competency
learning and character development.
Each discipline area has established
appropriate and relevant standards,
including the AERO standards, the IBO
standards as well as various national
subject-area standards. These standards
clearly state what our students need to
know and be able to do.

5. Grading and reporting student

achievement is a responsive, human
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process that requires teachers to exercise
their professional judgment. Teachers at
Academia Cotopaxi look at the latest and
fullest picture of a student’s abilities -
meaning when it is time to assess a grade
for reporting purposes, a teacher looks at
what the student is capable of based upon
the most current assessment data. In that
sense, the creation of grades will not rely
on the mean but on the best accurate
indicator of achievement.

6. Grades report achievement on summative
assessments.

7. Approaches to Learning (ATL's) are
purposefully and separately reported,
using indicators on a rubric.

Stakeholders Use of
Assessment
Responsibilities of Students:

e Understand the language and philosophy
of assessment at AC

e Take ownership of their learning through
efective refection of assessments

e Critically analyze feedback and
performance in pursuit of consistent
growth

* Recognize that attitudes and habits are
important to a holistic education

e Understand whether retakes/redos are
necessary for a given area of learning

Responsibilities of Teachers:
* Use assessment data to drive instruction

e Use common language regarding
assessment

e Use a variety of assessment tools and
diferentiate the assessment tool if needed

e Design assessment tools collaboratively
and analyze the gathered data
collaboratively

e Give frequent and timely feedback and
provide students the opportunity to
respond and refect based on the feedback

Responsibilities of Parents:

e Understand their child’s strengths, areas
for growth and short and long-term
learning goals

* Recognize their child ’s progress toward
grade level expectations

e Understand evidence of their child’s
learning across disciplines

e Participate in discussions with their child
and teachers about student growth

Responsibilities of Administrators:
e Monitor assessment practices
e Monitor alignment (horizontal/vertical)

e Ensure that assessment procedures stay
consistent

e Organize, plan and develop professional
development opportunities to ensure
efective assessment practices

e Ensure reporting practices are aligned
with assessment philosophy

e Ensure efective communication regarding
assessment  practices to relevant
stakeholders

e Efectively use data to examine trends

Grading and Grade Reports

Assessment and Grading

The primary purpose of assessment is to
foster self-directed learners. Students at
Academia Cotopaxi learn to use rubrics and
to understand performance descriptors to
appraise their own strengths and growth
areas so that they may evaluate the quality
of their own work. Ultimately, as lifelong
learners, students must become partners in
the assessment process. Indeed, assessment
is an inextricable part of learning. Teachers
set clearly defned learning objectives so that
students understand what they must know
and do to be successful. Teachers provide
multiple opportunities and varied means for
students to demonstrate their learning, and
they ofer continual and substantive feedback
so that students understand what areas they
must focus on. Parents are informed about
what their children need to do and how to help
them improve through comments on progress
reports and report cards, parent/teacher
conferences, and additional communication
via email. As partners in our children’s
education, parents have an important role to
play as well.

Grades are used by teachers to make
judgments about student performance in
terms of academic achievement. These
judgments usually take place after teachers
have accumulated and evaluated a body of
evidence in the form of completed student
work. Academic grades are used to report
levels of achievement against Academia
Cotopaxi’'s curricular standards. Approaches
to Learning and a separate reporting system
are used to communicate levels of efort,
characteristics of intellectual integrity and
conscientiousness, and other behaviors that
support the learning process. Information
about grading is presented in the course
outline (syllabus) given at the beginning of
the year in each class, and to parents during
Back-to-School Night and posted on Edmodo.

Summative  Assessments  (100%  of
composite grade)

Summative assessments are used by
teachers to make a judgment about student
performance at a particular time, usually at the
conclusion of a sequence of instruction. The
primary purpose of summative assessments
is to report current levels of academic
achievement to students and parents. This
part of the overall grade refects the relative
level of student mastery of content standards
and curricular benchmarks. Examples of
summative assessments might include unit
tests, fnal essays, projects, lab reports, journal
entries, oral presentations, and the IB internal
assessments.  Summative  assessments
may only be conducted after teachers have
provided formal feedback to students about
the skill and content being evaluated and
only after allowing time for them to improve.
Students must have advance notice of these
summative assessments so they may prepare
accordingly. No surprise tests or pop quizzes
may be included within the summative
category. These assessments are designed
to better communicate what each student
knows and is able to do as it pertains to the
school’'s academic standards. Please see
below for the specifc defnitions included in
the Performance Descriptors for Academic
Achievement to learn about the various levels
of achievement along the 1-7 grading scale.
Since summative assessments make up 100
percent of a composite grade, it is important
to note that students must submit summative
assessments in order for teachers to evaluate
accurately. Therefore, the High School has

developed an academic intervention system
to ensure students complete all summative
assessments on time.

For all High School courses, grades will be
generated from summative assessments.
Most subjects have a semester exam at the
end of each semester, which is worth 20% of
the semester grade. Most High School courses
are year-long courses. Students receive a
fnal grade for each semester. Students earn
0.5 credit for each successful passing of a
semester.

Formative Assessment

Formative assessments are used by teachers
and students to gather evidence of learning
and make adjustments to their instructional
practices. Teachers analyze results of
formative assessments to diferentiate
instruction, make decisions about re-
teaching, developing enrichment activities,
and provide additional support to students
who need more reinforcement. Formative
assessments are also used to notify students
of their progress so that students may adjust
their learning strategies and Approaches to
Learning in an efort to improve. Examples of
formative assessments might include practice
quizzes, homework for reinforcement or
completion, warm-up questions, exit cards,
and rough drafts of essays and labs.

Exams
Exams are an important part of the academic
process. Educationally, exams provide

an opportunity to evaluate a student’s
understanding at the end of the semester.
Exams also give students practice in
performing under formal exam conditions.
This is important preparation for IB exams
and other external standardized tests as
well as for university. Some courses have
fnal projects or activities (such as concerts
for music courses) that count as fnal exams.
Exams in Grade 9 are generally based on the
semester’s work, with the exception of math
and science classes. Exams in Grade 10 are
cumulative of the entire course, but fnal exam
grades only count towards the semester ||
grade. The week before the exams , no in-
class summative assessment tasks or no new
summative assignment can be set. Exams are
worth 20% of the semester grade.

No Early Exams: Parents should note that
exams are NOT given early, and that families
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should not plan vacations and other events
in confict with scheduled school days. The
Principal may authorize special arrangements
in extreme circumstances only. Grade 11 and
12 students and their parents should also
pay special attention to IB requirements and
dates, as some IB assessments cannot be
made-up if missed.

IB Mock Exams: In preparation for the IB
external examinations given in May of Grade
12, full 1B Diploma students take mock IB
exams in March under formal IB conditions.
Students taking IB Courses take mock exams
as well in the subjects they will test in during
May. Students taking IB exams in May will use
the “mock IB exam” as their fnal Academia
Cotopaxi semester 2 exam worth 20%.

Modified Grades: In certain circumstances,
a student who has a diagnosed learning
disability or ELL may qualify for a modifed
grade. Modifed grades will be noted on
the report card in the comment section and
may only be given when either the Learning
Support or ELL department staf and the High
School Principal have given authorization.
Students with modifed grades can receive
a “certifcate of attendance” or a “modifed
AC diploma” at the end of the High School
program.

Grading Periods and Report Cards: The
year is divided into two semesters, and each
semester is divided into two quarters. Grades
are cumulative throughout each semester. The
progress report (after the frst quarter and the
third quarter) show work in progress at the
mid-term, but only the grades on semester
reports go on the oficial transcript. Current
student grades are always available online
through the Family Access Login portal of
Skyward. Teachers will post grades from
assessments in a timely manner so that
students have an understanding of their
academic standing. Please contact the High
School Counselor if you need help with online
grades, Skyward, or have questions about
grades and reports

We strongly encourage all parents and
students to participate in the Student led
Parent-Teacher Conferences. Face to face
communication with teachers is an important
part of our support for students.

Parents are also encouraged to communicate
with teachers at any time, in person or by

email. Appointments may be made with
teachers by contacting the High School
secretaries at extensions 3002 and 3005. Any
time students or parents have questions or
concerns about any aspect of life and learning
at Academia Cotopaxi, please contact us.

Report cards and transcripts will be withheld
pending payment of fnancial obligations,
including school fees, IB Fees, lost or
damaged books/equipment, and library fees.
To receive fnal grade reports at the end of the
school year, students must complete the end
of year check-out form. For Grade 12, quarter 4
does not apply and any scores will be added
to quarter 3.

Promotion and Retention of Students: All
students who satisfactorily complete the
grade level will be promoted to the next
grade. Parents of students at risk of retention
or of being asked to leave the school due to
lack of progress or any other reason will be
notifed in writing as early as possible but,
except in extreme situations, no later than
the end of the frst semester. The school will
assure that parents have a scheduled meeting
with teachers, counselors, administrators
and all others deemed necessary prior to
any action or fnal resolution. All of these
conferences will be followed up with a letter
or email summary of the topics discussed and
conclusions drawn.

If a high school student does not earn a
passing grade in a required course (3), then
the course will have to be taken again.
Students must have 25 credits to graduate.
These credits include required courses and
electives and must conform to the school’s
requirements for graduation as defned at the
beginning of this handbook.

Academia Cotopaxi grades are reported to
the Ecuadorian Ministry of Education using
the conversion table above. The Ecuadorian
Ministry of Education regulations require
students to obtain passing grades in
all subjects in order to be promoted. At
Academia Cotopaxi, students may be
promoted even if they obtain no credit in a
subject. A student obtaining no credit will
not be able to have a legalized promotion
in the Ecuadorian system of Education. A
legalized promotion is regularly needed
when moving to a different Ecuadorian
school and some Latin American schools
in Grades 6-12 and is also required in some

universities in Latin America for High School
grades.

Students who obtain no credit may request to
complete summer work in order to raise their
grade. The High School Principal will authorize
the content of the summer work and grading
criteria provided by teachers. Summer work
must be turned in to the Division Ofice no
later than August 1. Grading will be done no
later than the end of August.

If the work is completed successfully, the
student’s grade will be changed to a passing
grade only for the purposes of the Ecuadorian
Diploma. The new grade will only be refected
in the Ecuadorian transcript when requested
and will not aFect the grade in the Academia

Cotopaxi report card or NEASC approved
transcript.

Grading Scales and Weighting

Report cards and transcripts use numerical
grades from 1-7 (see performance standards
below). Grade point averages (GPA's) are
computed using a 7.0 scale for determining
Honor Rolls. Some courses may be ofered as
Pass/No Credit.

Weighting: Higher Level IB courses receive an
additional 0.5 per course for GPA calculations.
Some courses may receive numerical grades
but not be included in the GPA calculation.
Pass/No Credit courses are not included in
GPA calculations. v

AC Grading and Conversion Scale

AC Scale (High Higher level IB | To Ecuadorian | To Ecuadorian
School) GPA Grade Point Scale (1 -10) Scale (1 - 20)
7 7.0 7.5 10.00 20-19
6 6.0 6.5 9.25 18.50
5 5.0 55 8.50 17.00
4 4.0 4.5 7.75 15.50
3 3.0 35 7.00 (PG) 14.00
2 (NC) 20 25 6.50 13.00
1(NC) 1.0 15 6.00 12.00
NC (No Credit) 0.000 0.00
| (Incomplete)
P (Pass, NC) 7.00 (PG) 14.00

General Academic Performance
Descriptors

Excellent Performance (7): Demonstrates
an excellent ability to think critically, problem
solve, and create; to understand and apply
information; and to analyze, evaluate, and
synthesize knowledge and concepts. Displays
in-depth knowledge of curricular content.
Communicates logically and concisely; uses
precise terminology specifc to the subject.

Very Good Performance (6): Demonstrates
a profcient ability to think critically, problem-
solve, and create; to understand and apply
information; and to analyze, evaluate, and
synthesize knowledge and concepts. Displays
detailed knowledge of curricular content.

Communicates efectively; uses appropriate
terminology specifc to the subject.

Good Performance (5): Demonstrates a
sound ability to think critically, problem-
solve, and create; to understand and apply
information; and to analyze, evaluate, and
synthesize knowledge and concepts. Displays
sound knowledge of curricular content.
Communicates clearly; uses terminology
specifc to the subject.

Satisfactory Performance (4): Demonstrates
an adequate ability to think critically, problem
solve, and create; to understand and apply
information; to analyze, evaluate, and
connect knowledge and concepts. Displays
adequate knowledge of curricular content.
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Communicates adequately; uses terminology
general to the subject.

Mediocre Performance (3): Demonstrates
some ability to think critically, problem
solve, and create; to understand and apply
information; and to establish links between
facts or ideas. Displays basic knowledge
of curricular content. Communicates with
limited clarity; uses terminology general to
the subject.

Poor Performance (2); Demonstrates
minimal ability to think critically, problem
solve, and create; to understand and apply
information; and to establish links between
facts or ideas. Displays minimal knowledge
of curricular content. Communicates without
clarity; uses terminology irrelevant to the
subject. (No Credit)

Very Poor Performance (1): Demonstrates
a lack of ability to think critically, problem-
solve, and create; to understand and apply
information; and to establish links between
facts or ideas. Displays a lack of knowledge
of curricular content. Communicates without
clarity; uses terminology irrelevant to the
subject. (No Credit).

Incomplete (1): A grade of incomplete means
the students did not complete the required
tasks and will receive no credit for the course.

Parent/School Communication

The partnership between school and home
is the foundation of support that we provide
for each of our students. Communication
between school and home is both formal and
informal. Informal communication is always
welcome. Formal communication from school
to home occurs as outlined below:

e Teachers will communicate course
objectives and major assessments via
the course syllabus available at Back-to-
School Night and on the course Edmodo
page

e Back-to-School Night will provide the
frst formal face-to-face meeting between
parent and teacher - (late August/early
September)

¢ Summative assessments are reported via
Skyward at the end of each unit (2-6 week
period)

e Student progress is communicated to
parents, by the teacher, via email if a

student is under-performing

e Parents are encouraged to request a
meeting with any teacher at any time in
order to discuss their child’s progress

e Student-Led Conferences occur twice a
year, approximately halfway through each
semester

- Conferences are student-led
- Students select and refect upon three
goals:

e Approaches to Learning rubric. This
is will impact of all aspect of the
student learning

» Academic goal

e CAS goal

- Parents or teachers who wish to further
discuss their student’s learning should
schedule an individual meeting

e Semester Reports are generated one
school/business week after the end of
each semester

e A student’s transcript is available at any
time, but will be produced along with
the report card after each semester’s
completion

Grades and Professional
Judgement

Grading and reporting student achievement
is a responsive, human process that requires
teachers to exercise their professional
judgment. Teachers at Academia Cotopaxi
look at the latest and fullest picture of a
student’s abilities. Therefore, semester grades
are not generated from an average of the
student’s grades up to that point, but rather
are the teacher’s professional judgement of
the student’s abilities in relation to the course
objectives.

Approaches to Learning

At Academia Cotopaxi, Approaches to
Learning (ATL's) are a pivotal part of the
learning experience. Those ATLS’ are:

» Communication Skills

» Research Skills

e Self-management Skills
» Social Skills

e Thinking Skills

Students will self-assess at the beginning of
each semester and set one ATL goal. Teachers
will report to students and parents four times
a year (through the progress and semester
reports) about a student’s progress toward
mastering these skills. Refection on ATLs
will help guide conversations at Student-
Led Conferences and as well as assist in
student towards the attainment of their
goals throughout the semester.

Honor Code

“I will not lie, cheat, or steal, or tolerate
those who do.” Honor is defned as principled
uprightness or personal integrity. Honor is one
of the most important qualities of a person’s
character. It is a fundamental human quality
which enables people to trust others and to
be trustworthy. Honor should belong in every
facet of the human experience. Honorable
conduct must pertain to all of our actions and
relationships with others, not solely academic
work. The Academia Cotopaxi Honor Code
is basic to the respect and goodwill under
which our School operates from day to day.
It is our duty and responsibility to celebrate
and uphold the Honor Code and to conduct
ourselves in accordance with its principles
and ideals. Academia Cotopaxi expects
nothing less from the members of the
Academia Cotopaxi community. Everyone in
the community is responsible for upholding
the Honor Code.

Academic Honesty

Academia Cotopaxi core values clearly
indicate that our students are expected to do
all of their own work and act with integrity.
There will be disciplinary consequences for
any academic dishonesty or cheating. This
includes, but is not limited to, breaking test
procedures or copying on tests, quizzes,
papers or homework, and plagiarism (defned
as copying the work of another and failing
to give credit). Submitting the same work or
assignment for two diferent classes is called
duplication and is also considered academic
dishonesty. Aiding someone else to cheat,
including loaning work to copy is called
collusion and is also considered as cheating,
as is the intention or attempt to cheat.
Disciplinary consequences will address the
behavior of the student at all times.

Conseqguences
First Offense:

e The student(s) will earn no credit for
the assessment handed in and will be
expected to redo the assessment or
a similar assessment designed by the
teacher for credit

e Theteacher will inform the Principal and or
the Associate Principal for a review of the
incident and appropriate documentation
will be included in the student’s fle

« Parents will be notifed and a conference
will be held to discuss the infraction

e The infraction will be a warning to the
student and parents about the behavior
and will not be recorded on the student’s
oficial AC transcript

Second Offense:

e The student(s) will earn no credit for
the assessment handed in and will be
expected to redo the assessment or
a similar assessment designed by the
teacher for credit

e The teacher will inform the Principal and or
the Associate Principal for a review of the
incident and appropriate documentation
will be included in the student’s fle

« Parents will be notifed and a conference
will be held to discuss the infraction

e Participation in after-school activities may
be curtailed

» The infraction will be recorded in the
student’s official Discipline Record
and if asked by university or college
admissions officers, the school will
report the infraction. The student will
not be eligible for honor roll awards for
that academic year

e Gradelland 12 IB students may be asked to
withdraw from the course at IB level- this
means that it will jeopardize a student’s
ability to complete the IB Diploma

Third Offense:

e The student(s) will earn no credit for
the assessment handed in and will be
expected to redo the assessment or
a similar assessment designed by the
teacher for credit

e Theteacher will inform the Principal and or
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the Associate Principal for a review of the
incident and appropriate documentation
will be included in the student’s fle

 Parents will be notifed and a conference
will be held to discuss the infraction

e Participation in after-school activities may
be curtailed

The infraction will be recorded in the
student’s oficial Discipline Record and if
asked by university or college admissions
oFicers, the school will report the infraction.
The student will not be eligible for honor
roll awards

e An IB student will be asked to withdraw
from the IB Diploma Program

e Students who have not learned from their
previous mistakes will put their placement
at Academia Cotopaxi in jeopardy

Teachers will explain testing procedures
to their students and describe what they
consider to be appropriate cooperative
class work versus copying. Teachers will
also explain the proper procedures for citing
references in research papers done for class.
Teachers and students also have access to
www.turnitin.com, which screens papers for
plagiarism. All IB assessment papers must
be submitted to ManageBac synchronised
with www.turnitin.com. Based on the National
Honor Society (NHS) bylaws, students found
cheating will be removed from or ineligible
for membership.

Severe ofense of academic dishonesty
may result in immediate suspension, parent
notifcation, and possible recommendation for
expulsion. According to the Ecuador Ministry
of Education, specifc cases of academic
dishonesty will lead to expulsion.

Assessment Calendar

Teachers will input summative assessments
into the grade level Assessment Calendar,
which is considered a working document
throughout the school year. No more than two
summative assessments per grade may be
scheduled on the same school day.

Incomplete grades and semester cut off
dates

In the High School, we have semester cut of
dates for students to submit all their work:
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e Semester 1 cut off date: Monday,
December 10, 2018

e Semester 2 cut of date: Monday, June 3,
2019 (Grades 9, 10 and 11)

e Semester 2 cut of date: Monday, May 20,
2019 (for Grade 12)

Two weeks before each semester cut-of
date, the High School Principal will notify
students (and parents) in writing who
still have incomplete assignments in the
gradebook. Students will be required to stay
after school to complete their work and this
will take precedence over any other after
school activity.

Those students who still have incomplete
assignments during the week before the
exams will be internally suspended to
complete their work in the High School oFice.
There will be one internal suspension per
incomplete assignment. Work submitted
at the end of each day - 3:00 p.m. - will be
handed in and used for assessment by High
School teachers.

For students who still have incomplete work
after being internally suspended, the teacher
may change the incomplete grade “I” to a 1-7
grade based on the work that the teacher is in
a position to assess. This can be in the form of,
but not limited to, frst drafts, process journals
or work completed in class. If the teacher is
not in a position to assess anything, the “I”
will remain and the student will have to set
up a plan with the High School Principal and
their parents to recover the credit.

Absence Policy with Regards to
High School Assessment

Academia Cotopaxi attendance guidelines are
clearly communicated in this Student/Parent
Handbook. The school follows Ecuadorian
Ministry of Education guidelines regarding
the amount of time a student may miss before
course credits cannot be awarded. Please see
the attendance guidelines in the handbook
for reference.

If a student misses an assessment task for a
Justifed Absence, a note justifying the absence
will be required in order for the student to be
allowed to make-up the assessment at a date
and time agreed with the teacher.

If a student misses an assessment task due to
an Unjustifed Absence, the student will take
the test on the frst day back after school under
the supervision of the High School Principal
or the Associate Principal/IB Diploma
Coordinator. This will take precedence over
any after school activity.

If a student travels on a school sponsored
trip, the student is given the amount of
time missed to make-up any assignments.
(Example: MUN trip covers 5 school days,
then student receives 5 days to make-up
work)

Rubric Use for Assessment

Rubrics are used to grade summative
assignments and tasks:

e Rubrics are aligned to content-area
standards

e Rubrics are explained to students when
the task is assigned

e Rubrics, when possible, will be teacher
and student generated unless they are
from the IBO

e Students self-assess themselves on the
rubric during their learning as well as
prior to submitting the work and receive
feedback from the teacher

e Peer assessment via the rubric is
recommended as well

Student Input into Assessment

Academia Cotopaxi believes student voice is
critical in the development of all assessments.
Student voice is actively considered in the
following assessment measures:

e Rubrics are generated and/or evaluated
by teachers and students ensuring
stakeholders  understand  important
criterion whenever possible

e |IB classes use IB rubrics wherever
appropriate - these rubrics provide
formative feedback to students as well as
summative grades

» Due dates for summative assessments
are scheduled and placed on the common
assessment calendar with student input

Formative Assessment
Agreements and Feedback

Formative feedback is important to learning.
The expectations of AC High School Faculty
with regard to formative feedback are:

e Formative feedback will not be factored
into a semester grade.

e Feedback will be linked to the rubric where
appropriate

e Feedback will be timely, preferably within
the class period whenever possible

* Feedback will be specifc and actionable

Reflection

At Academia Cotopaxi, we believe that
experiences are key to the learning process,
but without refection much of the potential
learning can be lost. Refection on all
assessment tasks provides students with
opportunities to grow, cement what they
know and identify areas to improve. The
refection process may include, but is not
limited to, individual written refection,
peer-to-peer refection, and student-teacher
refection.

Homework

Homework is used to assist students in
practicing fundamental skills inherent
to courses and in preparing students for
upcoming class work. Homework may be
assessed against a rubric for the purpose
of receiving teacher, peer or self feedback,
but it is not to be used for the purpose of
calculating student summative achievement
grades. Homework may be assigned on a
regular or intermittent basis as the teacher
sees ft. Some students may require more,
less, or diferent homework dependant on
their particular academic needs.

Group Grades

Academia Cotopaxi believes learning can
occur in many settings. Group work allows
for students to learn from their peers about
content as well as providing opportunities
to learn about group dynamics, role
delineation, communication, collaboration
and cooperation. A student’s eforts in group
activities will be assessed and reported via
the Approaches to Learning rubric.

While group work is important, students will
be assessed individually on the concepts and
competencies related to the course standards.

The only exception is for the IB TOK
presentation. When students decide to
present in a group of 2 or 3, the TOK teacher
will give agroup grade, as per IBO stipulations.

Extra Credit/Bonus Work

Extra credit or bonus work is not a part of the
academic program at Academia Cotopaxi.
Students who wish to improve their grade/
scores should have a discussion with their
teacher regarding opportunities for retakes/
redos of summative assessments.

Redo/Retake Procedure

Learning does not always happen on a strict
timeline and therefore we encourage students
who haven’'t met the required standards
for summative assessments to retake in
an attempt to demonstrate their learning.
Students will have one opportunity to retake
each summative assessment. Students will
have two school days after the return of the
original assessment to apply to retake the
summative. Students who want to retake a
summative assessment will need to have
taken the original assessment, completed all
formative assessments, and completed an
online application. Students have two weeks
after the application has been approved to
retake the assessment. The score received on
the retake will be the student’s fnal grade.

Teachers will provide an alternative
assessment opportunity for students who
have demonstrated a concerted efort to
better learn the relevant material. Summative
retakes will follow a given criteria per
department and may look diferent from the
original.

For reporting purposes, there will be frm,
school-wide cut-oF dates providing suficient
time for teachers to evaluate student work,
which is approximately 5 school days before
fnal exam week.

Late Submission Policy

At Academia Cotopaxi we realize that
students are mastering Approaches to
Learning skills and that sometimes a student
may fall behind, miss a due date or turn in
poor quality work. With this in mind Academia
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Cotopaxi hopes to help students recover and
learn these essential skills by following the
steps outlined below:

After the initial due date:

e A new due date will be agreed upon by
the instructor and the student forming
a contract. This new due date will be
communicated to the student’s parents,
Associate Principal, and Principal via a
teacher or student generated email

e The instructor will record an “Incomplete”
in the grade book

e The student will report to the conference
room after school (3:10-4:10 p.m.) every day
until the work is completed to satisfaction

e Repeated missed assignments may result
in the student being removed from extra-
curricular activities until the assignment is
completed to satisfaction

IB Internal and External
Assessment Tasks

The IB Internal Calendar will be strictly
adhered to and will continue to be
communicated to students and to parents
at the beginning of each year. To avoid
accumulation of tasks on the same Monday,
no more than two IB Internal and External
assessment tasks can be set on the same
Monday. This excludes smaller tasks and
homework.

e Tasks are due on Mondays at 8:00 a.m.

e Due dates will be announced at the
beginning of the year via the IB Internal
Calendar

e |If a task is not handed in on time, the
student will stay after school during that
same week until the task is satisfactorily
completed. This will take precedence over
any after school or extracurricular activity

e On Friday morning of the same week,
if the work has not been submitted, the
student will serve an internal suspension
with the High School Principal or Associate
Principal/IB Diploma Coordinator.
Whatever is submitted at the end of the
internal suspension will be handed in to
the teacher for frst draft or to the Associate
Principal/IB Diploma Coordinator for
submission to the IB.

e The frst time an internal suspension
occurs, the student and parents are invited
in to discuss the situation and review
the initial 1B Contract regarding time
management. A new contract is signed,
which details consequences should an 1B
task timeline be missed again

e Ifasecond lapse should occur, the student
may not be allowed to pursue that IB
course and hence the IB Diploma.

Grade Appeals

Appeals must be made in writing to the
Principal within 7 days of the posting of the
grade. The Principal, Associate Principal/
IB Diploma Coordinator will meet with the
student and their parent(s) to review the
appeal and make a fnal decision.

Unacceptable reasons for failing to
meet course requirements. These include
circumstances reasonably within the
control of the candidate such as:

e Holidays/vacations

e Family moving house

e Social and sporting commitments
e Attendance at interviews

e Participation in events such as
competitions, concerts and graduation
celebrations

e The candidate not providing work by the
internal school deadlines

e The candidate not completing work
owing to a lack of diligence or personal
organization

e Schoolidentifes malpractice (for example,
work is plagiarized) and does not permit
the candidate’s work

e Short term illness is not an acceptable
reason for incomplete work, other than
missing the examination in May or
November

Acceptable reasons for failing to meet

course requirements include:

e Long term (documentation required)
illness or injury

e Administrative errors by the school or by
the IB

e Work not being provided by a previous
school for a transfer candidate

e Work not being provided by a previous
teacher

* Work being genuinely lost or accidentally
destroyed

Assessment In The IB Diploma
Programme

The school models its assessment procedures
and practices on the IB Programme standards
and practices and the Diploma Programme
assessment:  Principles and  practice
documents. It implements the assessment
requirements and manages the assessment
activities of the relevant Diploma Programme
subject guides. The school follows the
procedures of the DP Handbook of
Procedures, published annually in September
of each school year.

Broadly speaking, this means, as the IB
subject guides say, “Both external and
internal assessment are used in the Diploma
Programme. IB examiners mark work produced
for external assessment, while work produced
for internal assessment is marked by teachers
and externally moderated by the IB.”

Both formative and summative assessment
practices are carried out in line with the
following summary:

“The Diploma Programme primarily focuses
on summative assessment designed to
record student achievement at, or towards
the end of, the course of study. However,
many of the assessment instruments can
also be used formatively during the course
of teaching and learning, and teachers are
encouraged to do this.”

Students are assessed against IB attainment
criteria published in the relevant subject
guides and mark schemes (published after
each round of examinations). Past exam
papers are regularly used to provide both
formative and summative assessment, and to
guide further learning and student progress.
It is borne in mind that:

“The approach to assessment used by the IB
is criterion-related, not norm-referenced. This
approach to assessment judges students’
work by their performance in relation to
identifed levels of attainment, and not in
relation to the work of other students.”

Students are informed of their working IB
Diploma level through a variety of methods,

including verbal feedback, grades in Skyward,
report cards and predicted grades during
the Senior year. The school also records and
reports AC high school grades, which often
include additional assessment methods from
outside the resource bank of the IB, namely
quizzes, tests and so forth. These grades
contribute toward a student’s GPA and are
recorded on their graduating transcript. IB
grades are broadly in line with AC grades,
but distinguishing between them is done
informally, between teacher, student and
Associate Principal/IB Diploma Coordinator,
at regular points throughout the Programme.

The Associate Principal/IB Diploma Coordinator
regularly reviews students’ results against IB
standards and invite parents to meet and
discuss students’ progress. Recommendation
about continuing with the full IB Diploma or
not may be made during those meetings.

Reporting/Recording Of IB
Assessment To The IB

At the beginning of each year, the Associate
Principal/IB Coordinator communicates to all
IB teachers the timeline and format reporting
for External and Internal assessment, wich is
in line with Diploma Programme Assessment
Procedures.

Moderation Of IB Tasks

Members of the same department meet to
standardize IB tasks sent for moderation.
This may happen at diferent times during
the school year and follows the IB Internal
Calendar.

Roles And Responsibilities for
Implementing, Evaluating and
Reviewing The Assessment
Policy

e The High School Faculty is responsible for
implementing and educating our students
regarding the assessment policy.

e Since our Assessment Policy is in the High
School Handbook, itis reviewed every year
through the work of a small committee in
March/April. The committee is composed
of volunteers, the Principal and Associate
Principal. The committee makes proposals
for amendments before presenting to the
full faculty for edits and fnal approval. The
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newest version of the policy is then added
to the handbook for the following year.

e Since the policy is in the High School
Handbook, students and parents have a
responsibility to read it and adopt it at the
beginning of the year.

e The Assessment Policy is a main agenda
item during orientation week for new and
returning teachers. Changes are unpacked
and discussed through various protocols
before students arrive at the start of the
school year.

e The assessment policy is part of the main
agenda during the frst weeks of school
during the Global Citizen mentor session.
The policy is revisited through case studies,
i.e. if 'm late submitting my Chemistry IA,
what happens according to the policy.

Weekly Grade Checks

A student’s grades are checked weekly at
Academia Cotopaxi. If a student’s grade falls
below a 3 in any subject area, the student will
be required to attend study sessions after
school. These sessions are held in the High
School Learning Commons. Any “Incomplete”
assignment will also require the student
to attend these sessions until the work is
completed satisfactorily.

Academic Warning And
Academic Probation

Students who are having dificulty achieving
academic success will be placed on Academic
Warning or Academic Probation.

Academic Warning

Students with the following grades on the

quarter or semester report in any class will be
placed on Academic Warning:

e Any student who has a grade of 3 or lower
ora“D”in TOK.

e Any student who has an “Incomplete” in a
course.

Academic Warning may require a conference
(at the discretion of the Counselor and/
or Principal) with the student, parents,
High School Counselor and/or Principal to
develop an improvement plan. Students on
Academic Warning are allowed to participate
in extracurricular activities only if it is part of
the improvement plan. Students will move
to Academic Probation if they qualify for
Academic Warning a second time in one
school year.

Academic Probation

Students with the following grades on the
quarter or semester report will be placed on
Academic Probation. Academic Probation
should be considered as a serious indication
of dificulty.

e Lessthan a 4.0 average
e Any grade of 2 or lower
e Any grade of Ein TOK

» Greater than a 4.0 average with two or
more 3’s

e Any grade of “Incomplete” in a course.

Academic Probation requires a conference
with the student, parents, High School
Counselor  and/or Principal to develop
an improvement plan. Students on
Academic Probation may not participate in
extracurricular activities unless they have
special permission from the Principal.

1 -f
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We believe that recognition of outstanding
student performance is very important to both
individual students and for our community.
The High School recognizes and celebrates
good citizenship, academics, community
service, environmental awareness, athletics,
and the arts.

At the end of each semester there is a High
School Awards Ceremony.

The Honor Roll and High Honor Roll lists are
determined at the end of the frst semester,
and second semester as follows:

* Honor Roll: Average of 5.75 or better with
no !'s, 2s, 3s or a D in TOK grades and no
“Incompletes”

e High Honors: Average of 6.25 or better
with no Is, 2s, 3s, 4s or “D” grades and no
“Incompletes”

e A second ofence of academic dishonesty
(i.e. copying, cheating or plagiarism)
disqualifes a student for the Honor Roll of
that academic year

Presidential Academic Excellence and
Achievement Awards are awarded to Grade 12

-

0

students at the end of the year who meet the
following criteria:

e Academic Excellence - Average of 6.25
throughout student’s High School career

* Academic Achievement - Average of 5.75
throughout student’s High School career

Subject and Class Awards: Awards for
achievement in classes and areas are given
at both the Senior Awards Assembly and the
last High School Awards Assembly of the year.
The number of awards given varies from year
to year, and the criteria are set by the High
School faculty.

Athletic Scholar Award: This award will
be given to a male and female. It is given
in recognition to a student athlete who has
participated in a minimum of two varsity
seasons, has demonstrated outstanding
commitment and efort in the sports in which
they participated, while maintaining a GPA
average of at least 6.25 or better. Any student
implicated in an incident involving academic
dishonesty or poor behavior will be ineligible
for the award. Athletic achievements are
recognized at the High School Awards
Ceremony. Overall achievement is also
recognized.

The Valedictorian and Salutatorian are
recognized for having the highest academic
achievement in the Grade 12, the Valedictorian
being the highest and the Salutatorian being
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Associated Student Body

The Associated Student Body (ASB) leads the
students at Academia Cotopaxi. The principle
purpose of this organization is:

1. To unify all student organizations and
activities

2. To promote, in all ways, the best interests
of the school and all of its members

3. To encourage student involvement and
enthusiasm in all school activities

4. To provide a means by which the principles
of democracy and good citizenship may be
learned and practiced

5. To help join together the student body and
the administration

6. To help facilitate opportunities for
members and students to serve the
community through community service

The ASB is led by the ASB Executive made
up of the ASB President and Vice President,
voted upon by the entire student body, as
well as the House Captains voted in by each
House. Associate Student Body (Student
Government) elections are in April each year.

Upon entry into Academia Cotopaxi, students
become a member of one of four houses;
Jaguars, Bears, Sharks, and Toucans named
after animals in Ecuador. Students will remain

STUDENT
LIFE

in these houses until they exit the school.
Each House is unique and has its own House
Captains, Emblem, Colors, and T-shirt.

Extracurricular Guidelines

Extracurricular practices and rehearsals are
natural and necessary parts of extracurricular
teams, clubs and activities. Like homework,
practices, and rehearsals must be undertaken
(usually) outside the school day. Practices and
rehearsals take a great commitment on the
part of students and coaches/music directors.

At Academia Cotopaxi, we encourage
students to participate in activities outside
the school day, but success in school is
required for participation in school-sponsored
activities (see Rules and Regulations). To
help students balance these important parts
of life, Academia Cotopaxi coaches /music
supervisors will set practice and rehearsal
times commensurate with the demands of the
activity using the guidelines for time outlined
below.

Extracurricular Practices:
e Sports 6-8 hours per week

e After School Activities 2 hours per week

e MUN 1-2 hours per week
e GIN 1-2 hours per week
e NHS 1-2 hours per week
 NAHS 1-2 hours per week

CAS Jr. and CAS Guidelines

Community service, for the purpose of
these guidelines, is defned as altruistic and
meaningful tasks performed for the intent
of enhancing the quality of life at AC or the
community at large, not only AC, Quito and
Ecuador but any community.

Community service is an Academia Cotopaxi
graduation requirement and it is an important
part of a student’s social and academic
development. Our goals in encouraging
community service at AC are to:

l. Motivate and teach students about the
character-building rewards of giving back
to the larger community

2. Encourage students to play an active role
in the life of the school and in their greater
community

3. Encourage students to take on leadership
activities within school and in their greater
community

4. Encourage students to participate in
philanthropic activities outside the school
setting

Studies have shown that involvement in
community service activities:

e Builds empathy and teamwork
« Increases social awareness

e Increases academic motivation
e Fosters problem-solving skills

e Provides exposure to potential career
opportunities

Students in Grades 1l and 12 use the
framework of CAS (Creativity, Activity and
Service), an IB program, to fulfl requirements
for the IB Diploma, High School Diploma,
and Ecuadorian Diploma. While undertaking
experiences for CAS, the emphasis is upon the
critical refection of personal growth, meeting
learning objectives, and not just counting
hours spent engaged in activities. For both
CAS and CAS Jr. (Grades 9 and 10) in order
to ensure earned credit, the activity must be
approved before it begins. For more details on

the Grade 11 and 12 program see the AC CAS
Handbook at https://tinyurl.com/ACCASI8.

CAS Experiences need to be overseen by
an approved supervisor who should not be
a family member. The supervisor should be
present at the times when the experience
is being carried out and should be able to
provide written verifcation of the student’s
progress at the end of each activity through
the ManageBac platform, where students log
their experiences.

Academia Cotopaxi believes strongly
in developing the “whole child”, a child
who loves learning inside and outside the
classroom, while participating in a wide
range of activities. A child who commits to
an experience and improves, demonstrating
perseverance, and dedication. A child who is
involved in the life of their school and leads
others to become involved as well. College
and University Admissions OTficers want to
see well-rounded students, students who get
involved in school life. They also want to see
that student’s make commitments to activities
and improve in their chosen areas of interest,
develop passion and sustain work towards an
activity or service project

It is the goal of our Activity Director and CAS
Coordinators, along with the HS Faculty and
Administration, to develop programs that
engage our student body in a multitude of
activities and sports. It is our goal to develop
the “whole child” at AC.

Merit System

A student can earn points for a variety of
experiences. Students submit a refective
statement for each activity. The activity must
be “completed” (refections, evidence and
supervisor sign-of) and submitted at least one
week prior to the end to each semester for it to
be counted. All HS students use ManageBac
to record their activities and refections.
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Merit Point System

Long Term Experience

50 points

*Varsity Sports, year long commitments, ASB, etc.

Multiple Short Term Experience;

20 points

*Clubs at AC, semester long volunteering, outside of school courses,

gym visits, etc.

Short term experience

10 points

*Single day volunteering, one-of or isolated experiences or

volunteering, etc.

One time experience

5 points

*half-day volunteering, short isolated experiences, etc.

The essence of Community Service at AC
is active participation in a wide range of
experiences. Itisfor this reason that maximum
points are awarded credit for involvement

Merit System Awards

in activities even though there may be times
when it is understood that a student has
been involved far longer than the maximum
allotted points given credit.

Points Award
350 HS Bronze Certifcate of Merit
700 HS Silver Certifcate of Merit
1000 HS Gold Certifcate of Merit
1500 HS Award for Excellence

HS Entry Benefit

Students who enter AC after Grade 9 will
automatically receive an AC Entry Beneft that
takes into account their experiences at their
previous schools (students entering part way

HS Entry Benefits

Presentation

HS Assembly
HS Assembly
HS Assembly

Final Awards Assembly - Graduation

through the year will gain points on a pro-rata
basis). Students who enter AC after Grade 9
will be ineligible for awards in their frst year
at Academia Cotopaxi

Grade 9 Grade 10
0 110

Grade 11 Grade 12
220 330

SPORTS AT
ACADEMIA
COTOPAXI

Athletics Program Mission
And Philosophy

The Student Athletics Program is an integral
part of the total learning experience ofered
to Academia Cotopaxi students. The aim of
the program is to develop self-confdence,
teamwork, and sportsmanship through skill
development and participation in appropriate
competition.

The Student Athletics Program s
characterized by:

1. Commitment to the school’s core values

2. Development of basic physical and athletic
skills

3. Encouragement of students to participate
in a variety of sports

4. Support for broad participation of all
students, and

5. Opportunities for success in appropriate
competition

Commitment to the school’s core values

We believe that participation in the Athletics
Program helps students, from Elementary
through High School, to internalize the core
values of the school.

Development of basic physical and athletic
skills

We believe that the focus on both individual
and team skills is important to develop well-

balanced and productive student-athletes
during their career at AC and to prepare them
for future athletic success. The foundational
skills required for each student-athlete’s
improvement are introduced and reinforced
during the regularly scheduled practices
throughout the season and in competitive
situations. This principle applies equally to
all levels of the program from Elementary
through High School.

Access to a variety of sports

We believe the program should provide equal
balance and support to a variety of sports and
should not favor one sport at the expense
of another. Younger student athletes should
be aforded the opportunity to participate in
a wide variety of sports, while older athletes
should have the opportunity to excel in one
or two or three sports during the school
year. Athletes who wish to become highly
specialized in a sport are encouraged to join
sport clubs outside of school in addition to
participating within the AC program.

Broad participation of all students

We believe the program should encourage
broad student participation, with participation
encouraged and supported equally for both
male and female students. Increasing
the number of students involved in the
Athletics Program each year remains an
important goal.
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Opportunities for success in appropriate
competition

We believe the program should ofer
opportunities for participation in appropriate
competition, recognizing the need for
competitive high school varsity teams.
The program supports age-appropriate
competitive situations that emphasize skill
development and building sportsmanship
and teamwork for all student athletes.
Learning how to handle winning and losing
are important life lessons that are critical
to internalize before regularly engaging in
higher, more intense levels of competition.

Rules and Expectations

The Athletics Program has established rules
and expectations that apply to all sports and
to all student-athletes.

Student-athletes and their parents will be
asked to sign the Rules and Expectations
Contract at the beginning of each season.

Eligibility Policy

Student athlete academic standing will be
checked throughout the season. Students
with late summative work will jeopardise
their opportunity to take part in their activity
until they are caught up with their academic
work.The Principal will monitor all students’
eligibility with faculty and coaches assistance.
Students put on Academic Warning or
Academic Probation must review their
eligibility as part of their “improvement plan.”

Participation Requirements

All student athletes must complete a physical
evaluation form and permission form. Under
no circumstances will a student athlete be
allowed to participate without completing
these requirements.

e Physical evaluation form: completed
and signed by a certifed doctor prior to
try-outs. This physical evaluation is valid
for one school year.

e Permission form: must be signed by a
parent or guardian as well as the student-
athlete. A permission form is valid for one
school year.

Attendance Policy

Participation in athletics is a serious
commitment. You are making a commitment

to yourself, your teammates and your

coach(es). In order for a team to improve it is

essential that all team members be present at

all practices and events.

e If you are going to miss a practice it is
important to notify the coach and the
Athletic Director in a timely manner.

e All planned appointments should be
scheduled around practices and games
whenever possible.

Players Code of Conduct

Academia  Cotopaxi  athletes  should
demonstrate high standards of ethics. The
highest potential of sports is achieved when
participants are committed to pursuing victory
with honor in accordance to our school’s six
core values: Respect, leadership, friendship,
positive attitude, honesty & integrity and
responsibility.

Failure to adhere to the school’s core values
may result in disciplinary action at the coach’s
discretion. In addition, players are expected
to follow all AC discipline policies as outlined
in the student handbook. All school rules
apply for practices and competitions as well
as consequences for inappropriate behavior.
Any behavior resulting in suspension from
school may result in dismissal from the team.

Transportation Policy

During the week the activity busses will
depart promptly at 4:20 pm and 6:10 pm. It is
mandatory to use the school’s transportation
to all away games. Parents may pick up their
child at the host school or they may request
another team parent to take their child
home. All arrangements for pick-up must be
communicated with the coach.

Grooming and Dress

First impressions are very important because
they refect the AC community, quality of
the program, coaching staf, team and more
importantly, the athlete. All student athletes
are required to follow the school’s dress code
to all away games and tournaments.

Awards

Athletic awards are given in ‘recognition’ of
achievement and service to the school at an
awards ceremony at the end of the school

year. No student may be granted any award
that is not in good scholastic standing at the
time the award is determined.

Individual Awards: Each coach may give up
to 3 awards to any team member for their
respective sport. The recipients for the awards
are nominated by the coach or the team.

e Most Valuable Player
* Most Improved Player
e Coaches’ Choice

Athletic Scholar Award: This award will
be given to a male and female. It is given
in recognition to a student athlete who has
participated in a minimum of two varsity
seasons, has demonstrated outstanding
commitment and efort in the sports in which
they participated, while maintaining a GPA
average of at least 6.25 or better. Any student
implicated in an incident involving academic
dishonesty will be ineligible for the award.
Not all awards are given each year.

Outstanding Cougar Athlete Award: This
award will be given to the most outstanding
male and female high school athletes. It is
given in recognition to a student who has
exhibited outstanding skills on the athletic
feld and has contributed greatly to the school
athletic program through his/her personal
progress, skill, leadership and sportsmanship
qualities. The athlete must have participated
in two varsity seasons. The varsity coaches
and the Athletic Director choose the male and
female recipients.

Extracurricular and Student-
Led Activities

There are a variety of activities in which
students may be involved. Examples include
the High School Associated Student Body
(ASB), National Honor Society, Drama
productions, Model United Nations, etc.

Other activities may be founded depending
on students’ interests. The High School
experience encourages  students  to
demonstrate increasing independence and
responsibility for their own learning. Thus we
encourage High School students to lead and
participate in extracurricular activities outside
of the High School curriculum. We will support
students who wish to start new activities that
support our School mission and core values

and contribute to the overall goals of the
High School. Any student who wishes to start
a student-led activity needs to complete the
request form sent by the SLA Coordinator
and follow the instructions on the form.
These include: identifying the purpose of the
student led activity, attaching it to the mission
statement of the school, fnding a faculty
member willing to serve as the supervisor etc.
We welcome student initiatives; however, this
is a formal approval process and application
for a student-led activity is required via the
online form. You cannot start the activity until
it has been approved through the process.

As with athletics, all major activities involve
additional time commitments. Consequently,
students in these activities must be able to
keep up with their studies. Students may
participate in only one major activity (for
example, varsity sport, drama production,
MUN) per season. Students on Academic
Warning or Academic Probation may only
participate in extracurricular activities if it
is part of their “improvement plan.” Failure
to adhere to the school’s core values may
result in disciplinary action at the advisor’s
discretion. In addition, students are expected
to follow all AC discipline policies as outlined
in the student handbook. Any behavior
resulting in suspension from school can result
in dismissal from activity.

Absence and Participation in
Extracurricular Activities

Students who are absent from school for more
than two instructional blocks are not allowed
to participate in after school activities on
that day. This includes athletic practices and
competitions, musical and drama rehearsals,
performances, and activities. Students absent
from school the day before an overnight trip
may lose permission to go, forfeiting funds
paid. Students are expected to attend school
the full day before and after a school trip.

Students on Campus after hours: Students
may be on campus outside of school hours
ONLY if they are participating in a supervised
activity, working directly with a member of
the AC staf, or are in a supervised area (such
as the Library or the HS Learning Commons).
Students may not use the sports facilities,
including the soccer felds and basketball
courts, without adult supervision.
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Students who participate in after school
activities that begin at 4:00 p.m. may not leave
and return to campus. The school will provide
snack-bar services 9.00 a.m. until 4:00 p.m.

Field Trips and School Trips

Experiential learning and experiences
outside the classroom are an important part
of education. We encourage teachers to plan
feld trips to take advantage of the cultural
and natural resources available in Quito and
the surrounding area, and we expect students
to participate in these day trips. We also urge
students to participate in the optional longer
trips (the costs of which are not included in
the school fees) because of their educational
value. The costs of trips during the school day
are generally covered by tuition. Lunch and
incidentals are the responsibility of students.
Additional fees are charged for overnight trip
transportation, food and lodging, including
chaperone costs. Parents will be notifed in
advance of any fees.

e Written parental permission for feld trips
within the Quito area for the full school
year will be collected at the beginning
of the school year (please read, sign and
submit form at the end of this Handbook).
Parental permission is required for any
student to attend a school-sponsored trip.
Permission forms for overnight trips must
be signed for each trip.

e Students who do not meet expectations
will not be permitted to go on the trip.

e All normal school rules apply during feld
trips, as well as expectations specifc
to a particular trip.  Students must
respect the trip leaders and follow their
instructions. Students may not leave the
group without specifc permission from
the adult in charge. Students violating
school or trip policies on a feld trip may
be sent home if feasible, and they will
receive disciplinary consequences for their
behavior. These may include suspension,
probation, withdrawal from a team, and/
or withdrawal of permission to travel on
future trips.

e Attending feld trips is a privilege not a
right. Students are representatives of
the AC community at all times and are

expected to act accordingly. Teachers
who organize the trip, along with the High
School Principal, may establish additional
guidelines for student expectations
as appropriate to the trip. The school
undertakes a major responsibility by
taking students on feld trips and we must
be assured that the students are safe and
will behave properly.

e Prior to going on a trip students must
consult with their parents and other
teachers about their current grades and
the impact that the trip may have on their
academic performance. Students may
be required to have teachers sign a pre-
approved absence form before going on
the trip.

e Students are expected to attend school
the day after a feld trip and the day before
an overnight trip. Students absent the day
before an overnight trip may be withdrawn
from the trip.

e Parents will be notifed in writing a week
or more in advance of feld trips.

e Students not attending feld trips are
expected to attend all classes and
complete work as assigned. If an entire
grade level class attends the feld trip, the
student will be provided with alternative
assignments and study hall supervision.

e The same criteria apply to overnight trips
as for day feld trips and excursions.

Dress Code on School Trips

e When traveling on school trips and/
or representing the school, students
are expected to wear a school polo. All
outer garments (sweatshirt, warm-up
jacket or sweater) used must be school
garments. The other “general dress code
expectations” also apply.

e Given specifc authorization from the High
School Principal, to be included in the Field
Trip Permission Form, students may be
asked to dress more informally/formally
than usual, depending on the event.

As a community, we expect each other to
act in accordance with Academia Cotopaxi’s
mission statement and core values.
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Classroom Climate

Teachers are responsible for maintaining
a safe and orderly environment that is
conducive to learning. Specifc classroom
expectations are communicated to students
at the beginning of the school year.

Student Rights

Based on these shared values, we feel that
every student has the right:

1. To be secure and safe in person and
property, free from harassment, prejudice
and intolerance

2. To be treated with respect, courtesy and
consideration by everyone in the school.

3. To beneft from and be recognized for his/
her own eforts

4. To study and learn in an atmosphere
conducive to reaching one’s full potential

5. To express his/her points of view,
participating in the use and exercise of
democratic methods and freedom of
speech, within the boundaries of respect
and tolerance

6. To have clearly communicated
expectations for student behavior

7. To beneft from the fair, impartial and
consistent application of rules, rights and
responsibilities

R
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Student Privileges
Students have the following privileges:

1. To attend Academia Cotopaxi and
beneft from the challenges of a rigorous
educational program

2. To challenge themselves to grow, with
proper assistance and guidance, to their
full potential as students and as global
citizens

3. To participate in extracurricular activities
that develop, strengthen, and enrich their
lives and the lives of others

4. To work constructively and positively
in order to develop and improve the
standards of students’ rights, privileges,
and responsibilities

Student Responsibilities

We believe that being a student at Academia
Cotopaxi means that they have the
responsibility to support the school values
and incorporate them into their thoughts and
actions, including:

1. To treat everyone with respect and dignity

2. To dedicate themselves to their education
and to support the education of others

3. To act with integrity and honesty and to
respect and follow the rules and policies
of the school

4. To treat school and individuals’ property
with care and respect

We believe that these values, rights, privileges,
and responsibilities must be supported by
students, staf, and parents in a cooperative
community.

Attendance

Attendance is a major contributing factor in
student academic success. The educational
activities that take place in the classroom, such
as hands-on projects and labs, discussions,
presentations, explanations, and various
forms of enrichment, are very important. We
expect students to attend class regularly, and
we ask parents to support their children by
scheduling appointments and vacations so as
not to take the students out of class.

Absences

The following, based upon the Ecuadorian
Ministry of Education is a summary of what is
considered a justifed or unjustifed absence
and the related consequences of absences
from school.

Justified absences

Justifed absences are absences due to a
domestic calamity (death, accident or major
sickness of student, parent, or force majeure
to the property of students and parents) or
due to a student’s participation in national
or international trips that recognize his/her
special abilities or contributions. To justify an
absence, please ensure that a note outlining
the reason for the absence is presented to
the HS Ofice. This should include a doctor’s
note, an invitational letter for trip, or a signed
memo describing situation and justifying
the absence. Absences must be reported to
school immediately and must be justifed
within the next two days after the student
returns to school. Absences as a result of
family vacations, appointments are strongly
discouraged but will be justifed when a note
is brought to the High School ofice.

Unjustified absences

Unjustifed absences occur when students
miss class time and no reason is provided to
the school.

Recovering work missed during an absence

Parents or legal representatives must make
every efort for the student to recover any
class work, assignments, or evaluations
missed during their absence. Other valid ways

to make up for lost class time may include:
special assignments, tutoring sessions, and
support sessions. These strategies permit the
student to acquire the necessary skills and
learning to continue in the class and receive
makeup grades for assessment purposes.

Maximum number of absences

During the school year, a student cannot
be absent for more than 10% of total class
time. According to the Ecuadorian Ministry
of Educcation and enforced by Academia
Cotopaxi, if a student exceeds the maximum
number of unjustifed absences, the student
will not pass the class.

Pre-approved absences

In accordance with school policy, “Parents of
students who request to miss several days of
school are required to notify the counselor,
school Principal and appropriate teachers
at least 10 days before the anticipated
absence. The school cannot be responsible
for preparing advance work without adequate
notice.”

1. The student or parent must pick up the
Pre-Approved Absence Form from the HS
Ofice

2. The student brings the form, flled out and
signed by a parent, to the Principal.
(An explanatory letter or email or other
document from the parent should be
attached to the form)

3. ThePrincipal will sign the form, designating
the absence as “justifed” or “unjustifed”.
The absence is “pre-approved” even if
unexcused, as this is the way to inform
teachers and the school in advance of any
kind of absence

4. The student takes the form to each of
his/her teachers for signatures and
assignments (where possible)

5. The completed form must be returned to
the High School OFice. The student will be
given a copy for their records by the ofice

6. Students who do not make up work (as
explained in the next section, “make-up
work after absences”) will be required to
attend lunch-time and/or after-school
study hall and, if the work is not submitted
within fve school days, will lose eligibility
for extracurricular activities until the work
is completed
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7. Please remember that there is no
substitute for classroom learning, so
grades may sufer due to excessive
absences. Additionally students must
check Skyward/Edmodo/ManageBac for
updated assignments while away

Verifying an absence

Only parents or guardians may verify or excuse
a student’s absence from school. Please call
the High School Ofice 382-3270 ext. 3005,
3002, or 4003) between 8:00-9:00 a.m. if a
student is going to be absent on that day. If
you are unable to get through by telephone,
then please email the High School OFice or
send a signed excuse with your child on their
return to school. If you are going to be out of
the country for an extended period of time,
please designate a guardian for emergencies
and also notify the school in advance about
which adult will be verifying absences.

Tardiness is when a student arrives late to
school or a class.

1. To School: Students who arrive at school
after the 8:00 a.m. bell must frst report to the
High School Ofice to sign-in on the attendance
clipboard and get a tardy pass. Tardiness will
only be excused for the same reasons that
absences are excused. Itis assumed that if our
school buses arrive on time, trafic conditions
are such that all students can be expected to
be on time. Accumulated tardies will result
in disciplinary action, including detentions,
letters home, and parent conferences.

2. To Class: Arriving to class on time is
important. Students who arrive late to class
should be sent to the ofice to sign the
attendance clipboard and get a tardy pass.
Teachers may also keep a student in class
and notify the ofice separately. Accumulated
tardies will result in disciplinary action,
including lunch detentions, letters home, and
parent conferences.

Discipline

If a student is out of dress code during the
school day, they have one the following three
options to be in compliance.

e Students will be asked to put on their own

alternative clothing, if already available
at school, to meet the dress code for the
remainder of the day. Student will also
serve a lunchtime detention and an email
to parents will be sent

e Students will be lent school clothing to
meet the dress code for the remainder of
the day. Student will also serve a lunchtime
detention and send email to their parents
with a plan to return the borrowed clothing
washed within two days

e If no school clothing is available to be lent,
students’ parents may be called during the
school day to bring alternative clothing
for the student to wear for the remainder
of the day. Student will also serve a
lunchtime detention

The school has the obligation to take
reasonable steps to protect students from
possible harm or to determine involvement
of students in inappropriate activities. When
any teacher or administrator has reasonable
suspicionthataparticularstudentisconcealing
an object or substance which is prohibited
under school policy (drugs, alcohol, tobacco,
weapons, stolen property, etc.) or under the
infuence of an illegal substance, it is his/her
responsibility to bring the student to the High
School Principal, who will then determine
the appropriate course of action, including
notifcation of parents. The High School
Principal will also run unannounced random
bag and locker check on a regular basis.
Principals and the Director of Technology
may also request to see the contents of the
student’s personal device when there is a
suspicion that Technology Responsible Use
Policy (RUP) could have been violated. The
school expects full cooperation of students
on these occasions.

School policy indicates that “the use,
possession, purchase, sale, giving or any
other form of traFic in illegal substances
by any student of the school on its campus,
within 100 meters of the school, or during
school-sponsored activities is prohibited.”
For students at the school, illegal substances
include drugs, alcohol, tobacco and any

improperly obtained or improperly utilized
prescription drugs.

The consequences for substance use or abuse
inside, or within 100 meters of, the school are
as follows:

1. Drug use (including possession of drugs
or drug paraphernalia): Suspension and
parent conference required

2. Sale of drugs: Suspension and
recommendation for expulsion from
school

3. Distribution of drugs: Suspension and
recommendation for expulsion from
school

4. Alcohol use or possession: Suspension
and parent conference required

5. Tobacco use or possession (including
paraphernalia such as lighters, matches,
pipes, etc.): Suspension and parent
conference required

6. Prescription drug abuse or distribution:
Suspension and possible recommendation
for expulsion from school

The school administration views substance
abuse and dependency as treatable health
problems. Treatment is primarily the
responsibility of the family and community.
The school will support this responsibility
through preventive education on drug and
alcohol abuse in health classes and/or
special assemblies, and with counseling.
Students concerned about substance use
and abuse (their own or a friend’s) may speak
confdentially to the High School Counselor
without fear of disciplinary action (as long as
they do not have the substances on campus.)
The High School Counselor will help take
supportive action. Special treatment or
support for substance abuse can be organized
with the help of our High School Counselor or
through assistance outside the school.

Fighting and any type of physical aggression
will not be tolerated. Taking any action or
making comments or writing messages that
might reasonably be expected to result in
a fght or physical aggression may also be
grounds for disciplinary action. Any student
who returns physical aggression when
provoked will also be subject to these same

consequences. The correct response when
provoked is to walk away and fnd a teacher
to help resolve the confict.

Examples of physical abuse include hitting,
slapping, shoving, scratching, biting, blocking,
or throwing objects at another person in an
aggressive or confrontational manner.

Consequences:

e Ist ofense: 1-3 days of suspension/parent
notifcation and referral to the High School
Counselor

e 2nd ofense: 3-5 days of suspension and
parent notifcation

e 3rd ofense: 5 day suspension and parent
conference required

e Severeincidentsof fghting, evenifasafrst
ofense, will result in a fve-day suspension
and may result in a recommendation for
expulsion from school

Students must be tolerant of each other
and respect the culture and customs of our
community. Abusive language or profanity
will not be tolerated. Students who engage
in these behaviors are subject to detention
and/or suspension.

Consequences:

e Ist ofense: -3 days of detention/parent
notifcation, behavioral essay and referral
to the High School Counselor

e 2nd ofense: 3-5 days of detention,
behavioral essay and parent notifcation

e 3rd ofense: 1-3 days of suspension and
parent conference required

Bullying is repeated, unwanted, abusive
behavior targeted at a specifc victim or
victims that involves a real or perceived
power imbalance. Harassment is abusive
discriminatory behavior targeted at a specifc
victim or victims.

Academia Cotopaxi will not tolerate bullying
or harassment behaviors in our school
community, including those which may occur
outside of school but which impact the victim’s
ability to function normally while at school
or at school-sponsored activities. In meeting
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this expectation, the school will work to build
an environment in which members not only
avoid engaging in such negative behaviors,
but in which members of the community who
see such behaviors will actively engage in
behaviors to assure that every member of the
community receives the respect refected in
our Core Values.

Verbal, non-verbal or physical harassment
in any form will not be tolerated. Bullying
behavior is also a form of harassment and it
will not be tolerated. Examples of bullying
include, but are not limited to, remarks,
gestures, physical contact, repeated teasing or
taunting, display or circulation of derogatory
written or electronic materials or pictures.

Once a report of bullying or harassment is
received, immediate action is taken. There is
an investigation and simultaneously actions
are taken to protect the possible victim.
Once the ofence is confrmed, appropriate
consequences are determined for both the
aggressor and, when appropriate, for the
bystanders as well. In all cases, parents are
informed and it is in partnership with the
family that the behaviors are addressed.

At Academia Cotopaxi we have identifed
specifc steps that include standard due
process with the student, parent conference
to review the school rules and inform of
consequences. All consequences are designed
with the intention of protecting the victim and
changing the aggressor’s undesired behavior.

Consequences:

e Ist ofense: 1-3 days of detention,
behavioral essay, parent notifcation and
referral to the secondary counselor

e 2nd ofense: 1 -3 days of suspension and
parent notifcation

« 3rdofense: 3-5days of suspension, parent
conference, and possible recommendation
for expulsion

e Consequences for bullying or harassment
will vary depending on the severity of
the behavior and the individual student’s
previous disciplinary record. Egregious cases
may result in immediate 5 day suspension
and recommendation for expulsion.

Sexual Harassment is any unwanted sexual
attention from peers, subordinates or
supervisors. Examples of this type of behavior
include: verbal comments, leering, pinching,
gestures, any form of unwanted touching, as
well as sexually aggressive behaviors.

Students who believe they are the subjects of
sexual or other kinds of harassment should
report the conduct to any teacher, counselor
or administrator. Procedures to resolve the
problem will then begin as soon as possible.
Any form of intimidation, retaliation, or
discrimination for reporting any harassment
will be subject to disciplinary action.

Consequences:

e Ist ofense: 1-3 days of detention,
behavioral essay, parent notifcation and
referral to the secondary counselor

« 2nd ofense: 1-3 days of suspension and
parent notifcation

e 3rdofense: 3-5days of suspension, parent
conference, and possible recommendation
for expulsion

e Severe behavior will result in fve-day
suspension and recommendation for
expulsion

It is essential that students always show
respect and comply with instructions
given by any staf members of the school
(administrators, teachers, secretaries, bus
assistants, guards, etc.). This applies to
behavior during school, on school buses or at
any school sponsored event. The staf will not
tolerate insubordination, defance, verbal or
physical abuse.

Consequences:

e Ist ofense: 1-3 days of detention,
behavioral essay and parent notifcation

- 2nd ofense: I-5 days of suspension/parent
notifcation

e 3rd ofense: 5 days of suspension and
parent conference required

e Severe incidents will result in a fve-
day suspension and may result in a
recommendation for expulsion from
school

Extortion is forcing others to give money,
personal property or personal services.
This is prohibited at school or at any activity
sponsored by the school, regardless of where
it is held. Extortion occurs when one person
exerts power or pressure over another.

Consequences:

e Ist ofense: 1-5 days of detention, parent
conference, behavioral essay

- 2nd ofense: 1-5 days of suspension, parent
conference, behavioral essay, possible
recommendation for expulsion

e 3rd ofense: 3-5 days of suspension, parent
conference and recommendation for
expulsion

Academia Cotopaxi strongly believes in
respecting the property and possessions
of others. No student shall steal, attempt
to steal, or knowingly be in possession of
stolen property. The school expects student
cooperation when conducting a lost item
search.

Consequences:

- Ist ofense: 1-5 days of detention, parent
conference, behavioral essay and
replacement or return of stolen property

» 2nd ofense: 1-5 days of suspension, parent
conference, behavioral essay, possible
recommendation for expulsion, and
replacement or return of stolen property

e 3rd ofense:; 3-5 days of suspension, parent
conference, replacement or return of
stolen property and recommendation for
expulsion

Academia Cotopaxi believes that respect for
personal property should naturally extend to
the school facility and equipment. Vandalism
is defned as the destruction or damage
of school property including grafiti. This
includes tampering with safety equipment on
campus.

Consequences

e Ist ofense: 1-5 days of detention, parent
conference and behavioral essay. Student
will repair the damage and/or pay for
repair or replacement of property

- 2nd ofense: 1-5 days of suspension, parent
conference and behavioral essay. Student
will repair the damage and/or pay for
repair or replacement of property

e 3rd ofense: 3-5 days of suspension, parent
conference and behavioral essay. Student
will repair the damage and/or pay for
repair or replacement of property

The possession of frearms, weapons,
ammunition, explosives, freworks, pellets,
b-b guns, knives or other dangerous
materials is explicitly prohibited at Academia
Cotopaxi. Their possession will be grounds
for suspension and recommendation for
expulsion from school.

For all disciplinary cases detailed above, the
accumulation of disciplinary issues may lead
to more severe disciplinary consequence,
including recommendation for expulsion.
When we consider a case for expulsion we
follow the Ecuador Ministry of Education
guidelines that states that “very serious and/
or chronic ofenses may lead to expulsion.”
This action shall only be taken after due
consideration and consultation.
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Transportation

The goal of the transportation service
provided by the School is to ofer a safe,
comfortable and pleasant ride between
home and school. To achieve this goal, there
must be cooperation on the part of parents,
teachers, bus monitors, school authorities,
drivers and students. Transportation Policies
and Procedures need to be reviewed with your
child. Under Ecuadorian law, all passengers
on school buses must wear a seat belt. Failure
to comply with this rule may mean possible
loss of bus privileges. It is the student
responsibility to secure their seat belt.

In the event of a bus breakdown along the
route, the monitor and driver will, as quickly
as possible, notify the school ofice via the
school radio so appropriate steps may be
taken to ensure the prompt, safe arrival of the
students.

Students wishing to go to another student’s
home, or who wish to get of the bus at a
school-authorized stop other than the normal
drop-of point, may request a transfer to a
diferent dismissal bus or permission to get
of at a diferent stop on regular Monday
— Thursday school days. Exceptions for
Fridays, half-days, days on which there are
no after-school activities, or before a holiday
will be made only in the event that a child
resides in diferent homes. In order to do so,
contact the transportation coordinator at
transportation@cotopaxi.kli2.ec.

GENERAL
INFORMATION

Pick-up that is meant for one day, the school
requires that the child’'s parent or legal
guardian complete the online Transportation
Change Form . Please do this no later than 1:00
p.m. on the day the change is to take place.

Telephone requests are not accepted and will
not be honored. The temporary changes that
are included in the form are:

1. Change Authorized Pick-up Person for Car
Rider

2. Change from Bus to Car Rider

3. Not staying for after school activities and
will go on bus at 3:00 p.m.

Any questions or concerns regarding the bus
transportation policy or procedures should be
addressed to the transportation coordinator
located in the administrative building or
contact transportation@cotopaxi.kl2.ec.

Cafeteria/Snack Bar

The snack bar is open for students and
the daily menu is published in the school’s
website. Student identifcation number must
be provided to the cashier when purchasing
food and students must have money in their
account in advance in the Administration
building. Students may not use cash at the
cafeteria. Orderly, courteous behavior is
expected in lines and around the cafeteria
area. Students are expected to show respect
for peers, teachers and cafeteria staff.

Showing respect includes not cutting in line,
using appropriate language towards staff
and peers, and picking-up after oneself.
Trays, plates, glasses and utensils should
not be taken away from the cafeteria area.
Trash and garbage must be disposed of in
the containers provided, and trays, glasses,
and eating utensils should be returned to
the wash station.

These practices apply at all times. Students
who do not adhere to the above behavior will
face disciplinary consequences (lunch or after
school detention.)

Allowing food and drink in the classroom
is at the discretion of each teacher but is
discouraged during class time. As per Ministry
regulations, High School students do not have
access to cofee or other drinks with cafeine.
Cofee can be purchased by seniors with
parental permission.

Students may not order food or drinks to be
delivered from outside businesses.

Complaints and Concerns

Complaints and concerns are best handled
directly at the source of the issue. The process
for a student or parent to express and solve
a problem begins with communication with
the student’s teacher. Students and parents
can talk to teachers directly, email teachers,
or make appointments by calling the High
School Secretary. After a full discussion, if
there is no resolution, the issue can be taken
to the High School Principal, either in person,
via telephone or email, or by making an
appointment with the High School Secretary.
Again, if there is no solution at this level,
the issue can be taken to the Director of the
school. Taking the concern to the Board of
Trustees is the fnal stage in the process if
those involved are not satisfed. Parents and
students who do not follow this chain of
authority will be directed to the correct level
to begin the process. Students or parents may
also ask the High School Counselor to become
involved and help during any of these steps.

Concerns can often be addressed and
misunderstandings cleared up more easily
than you expect with a quick, direct approach.
If everyone communicates honestly and
clearly and respectfully, we should fnd
ourselves taking care of issues in a satisfactory
and positive atmosphere.

Course Changes

Good educational practice includes allowing
each student to participate in developing his/
her academic program and choosing classes.
The process of choosing gives students self-
direction and valuable experience in assuming
responsibility for themselves by accepting the
results of their decisions. During the second
semester, each high school student works with
teachers, the High School Counselor, the High
School Principal and Associate Principal and
parents to design an appropriate individual
academic program for the following school
year. Students should think carefully about
their choices, as selections made during
the registration process cannot always be
changed later. Due to the small size of our
school and our course oferings there are
certain limitations. We make every efort to
develop a master schedule that will meet each
student’s needs, but, unfortunately, not every
request can be met.

Once the school year begins we limit the
changes that students make in their course
schedules. It is important for the learning to
begin with the frst class, since teachers start
covering the curriculum right away.

After missing even a few classes, it is diFicult
to catch up, and such changes can be disruptive
to the progress of the class.

1. For any change, a “Schedule Change” form
(available from the High School Counselor)
must be completed and signed by the
student, parents, teachers, counselor, High
School Principal and Associate Principal/
IB Diploma Coordinator (for IB students)

2. Students may initiate class changes only
during the frst two weeks of school.
They should meet with the High School
Counselor to discuss options and to work
out a solution

3. After the first two weeks of school,
changes may be made if recommended
by the teacher, High School Counselor,
or High School Principal and are in the
best interest of the student and/or
class. Changes in the level of a course
(for example, to place a student in
the best level of math or language),
receive highest priority

4. Adjustments in the transfer of grades
will be made based on the courses, the
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levels, and the time of year. After the
first two weeks of school, the transcript
will show that a student withdrew from
a course and note the grade at time of
withdrawal. All semester grades remain
on the transcript

Daily Announcements

e Announcements with information about
school events will be prepared each
afternoon to be distributed the following
morning by email to all High School
students and teachers

e Items for the announcements need to
be delivered to the HS Secretary by
3:00 p.m. Students wishing to submit
announcements must have them signed
by a sponsoring faculty member

e Students are responsible for checking
the announcements daily and are held
accountable for the information in them

Dress Code

Academia Cotopaxi expects that all students
will dress in a way that is appropriate for the
school day or for any school sponsored event.
Student dress choices should respect the
school’s intent to sustain a community that is
inclusive of a diverse range of identities. The
primary responsibility for a student’s attire
resides with the student and their parent(s)
or guardian(s). The school is responsible for
seeing that student attire does not interfere
with the health or safety of any student,
that student attire does not contribute to a
hostile or intimidating atmosphere for any
student or staF member, and that dress code
enforcement does not reinforce or increase
marginalization or oppression of any group
based on race, sex, gender identity, gender
expression, sexual orientation, ethnicity,
religion, cultural observance, household
income, body type/size, or body maturity.

e Certain body parts must be covered for
all students at all times. Clothes must be
worn in a way such that genitals, buttocks,
breasts, and midrifs are fully covered with

opaque fabric. Undergarments are not to
show

e Hats may only be worn outdoors, not
indoors (e.g. classrooms, auditorium,
library, etc.)

Students must wear garments according
to the dress code beginning the frst day of
school and must meet all the requirements
as stated in this document. Embroidering
the school logo on garments with designs
and colors diferent from those stipulated in
the Dress Code is prohibited. The only colors
established for the diferent garments are
NAVY BLUE, WHITE, and LIGHT PINK.

1. Allstudents mustwear one of the following
with the Academia Cotopaxi logo on the
left side with fabric in the front, back and
on the sides under the arms

e Academia Cotopaxi T-Shirts or Jerseys
e Academia Cotopaxi Jackets, Vests,
House, Class or Academia Cotopaxi
Team Hoodies
2. Pants, jeans or the equivalent (for example,
a skirt, sweatpants, opaque leggings, a
dress or shorts)

3. Shoes

Students in Grades 9-12 must change for
Physical Education classes. Normal dress
applies for those classes which have health
lessons on Fridays. Students should wear
clothing appropriate for sports and other
physical activities. The required dress code
for PE is:

e T- shirts, worn at all times
e Athletic shorts or training/sweat pants

e Sweatshirts or training jackets may be
worn over the tee shirts (but not in place
of them)

e Polo shirts may not be worn for PE

e Jeans, cargo pants, cargo shorts, and other
non-athletic clothing may not be worn
for PE

e PE Appropriate shoes

e For swimming. An athletic swimsuit is
required (one-piece)

Students who feel they have been subject to
discriminatory enforcement of the dress code
should contact the High School Principal or
Associate Principal.

Free Dress Friday:

For students in Grades 9-12, free dress is
permitted on Fridays, except in the event
of feld trips or special school events. Basic
Principles and Requirements of the dress
code still apply. See above for details.

This dress code has been written in
collaboration with the Empower and Educate
for Equality student-led activity and the
following sources have been used:

“Student Pilot Handbook.” Student Dress
Code. Ed. Evanston Township High School.
ETHS aaa DISTRICT 202, n.d. Web. 01 Mar.
2018.

Oregon NOW. “Oregon NOW Model Student
Dress Code.” Oregon NOW. Oregon NOW
aaa aaa National Organization for Women,
Feb. 2016. Web. 01 Mar. 2018.

Emergency Closing
Procedures

When it becomes necessary to close school
due to emergencies in Quito, we use an
emergency text messaging system (SMS)
and emails to notify the community, with
a phone chain as a backup. Information is
also posted on the school website. Itis very
important that we have up-to-date contact
information for all parents. To update your
information, contact the Admissions Ofice
at admissions@cotopaxi.kl2.ec.

Medical Office

Students with health related problems
during the day should report to the Medical
Ofice located on the ground level under
the Elementary School Ofice. The school

maintains fully qualifed medical staf to deal
with routine sickness and injury. The school
doctors will notify parents of any serious
problem or injury or if medication has been
administered. Also, if necessary, they will
contact and arrange for parents to pick up
their child or will arrange for an emergency
ambulance transport to the health center
indicated by the parents. The Medical Ofice
will also periodically notify the school
community about important health issues.

Students needing to go the Medical OFice
for _non-emergency situations should frst
get a signed permission slip from their class
teacher. If it is between classes or near the end
of lunch, students get permission from the
teacher for the next class. In cases of injury,
go directly to the Medical oFfice as directed
by any teacher present. After receiving
treatment, the student will be sent back to
class with a pass or parents will be notifed.

It is essential that parents provide the school
with the student’s medical records as per our
enrollment requirements. Students who do
not have medical records on fle may not be
allowed to continue to attend classes as per
school policy.

Over-the-counter (OTC) and prescription
medications taken in school will only be
given by Medical OTFicer or by the Principal or
a teacher under emergency situations and on
feld trips. Prescription medications require a
written statement from the physician. At the
beginning of the school year parent’s note
in writing which OTC medications are to be
given or withheld for minor complaints. No
student will be allowed to self-medicate.
Students who violate the policy are subject
to disciplinary consequences, including
suspension and/or expulsion from school.

Leaving School Grounds

At the end of the school day, after the last
scheduled class, students in grades 9 to 12
may leave campus freely. There is no sign-
out procedure after 3:00. Once students
leave campus, they may NOT return for
an activity. This is for security and safety
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reasons. Students who have a 4:15 activity
or practice must sign in at the ofice and be
in a supervised area (cafeteria, HS Learning
Commons, library) from the end of classes
until the activity begins.

Academia Cotopaxi has a closed campus rule
for the security of our students and families.
Students who need to leave campus during
the school day must have written parental
permission. Bring the note to the ofice
and give it to the Counselor Secretary. The
secretary gives the student a pass, which the
student must give to the security guard at the
main gate on his/her way out. Any student
who leaves campus between the start of the
school day and the end of the school day
must sign-out at the Counseling Ofice and
present a pass to the gate guard, even if he/
she is accompanied by a parent.

Lockers

Students will be issued a specifc locker and
lock at the beginning of the school year. Locks
must be returned during student checkout at
the end of the year, or upon withdrawal. A
replacement charge of US$10.00 will be made
to replace unreturned or lost locks.

The school administration will respect a
student’s right to privacy. However, parents
and students should understand that school
authorities have the right and responsibility to
inspect lockers in order to insure compliance
with school policies.

As a precaution against loss of materials
from lockers, students are urged to keep
lockers locked at all times and not to give
combinations to other students. The school
will not assume responsibilities for articles
that are lost or stolen from student lockers.
In the event that a locker is broken into, or
damaged, students should immediately
report this to the ofice. If you suspect
somebody knows your lock combination ask
the HS Secretary for a new lock. ALWAYS USE
YOUR LOCKER TO AVOID HAVING ITEMS
LOST OR STOLEN.

P.E. Lockers: Baskets are provided to hold
clothing during P.E. classes and after school
sports. Students should bring their own locks
for use on the P.E. baskets only during the P.E.

class time or for after school sports. NEVER
LEAVE VALUABLES IN THE PE. LOCKER
ROOMS!

Lost and Found

Articles found should be turned in to the High
School Ofice. Valuable articles will be kept
under lock and key in the High School Ofice.
Books will be turned in to the book room.
Lost and Found items will be on display
during parent conference days to facilitate
return. It is important to report any lost or
stolen items to the High School Office staff
immediately. There is a form that must be
filled out so that action can be taken to
attempt to recover the item.

Personal Items

Because of the potential danger to students,
the use of skateboards, rollerblades and
bicycles are not permitted on campus except
when specifcally supervised by an adult staf
member. Students may ride a bicycle to school
and keep it in the area designated for bicycles
by the security guards. Skateboards and other
items for use of-campus must be checked in
at the High School Ofice and picked up after
school.

Sunglasses and hats are allowed on campus,
but only for outdoor use.

Electronic devices should not be used during
assemblies.

Personal electronic devices are targets for
theft and should be locked in a student’s
locker or kept on his or her person at all times.

School Letters to Parents

Most letters for parents will be sent by
email, as it is generally the quickest and most
direct method of communication. Families
need to make sure that we have updated
contact details. Please also check the weekly
High School newsletter on our website and
emailed to families for the latest information
and event dates.

Printed letters to parents are also sent by
the most expedient means of delivery: the
student. We ask parents to remind their
children that any printed materials sent home
from school must be delivered without fail.
The High School Secretary may call parents

to inform them that letters are coming home,
and signatures may be required to ensure
receipt of the information.

Parent Representatives

Parent Representatives will work closely
with the School Administration and the
Parent Teacher Student Association (PTSA) to
build a caring, connected and collaborative
community.

This volunteer opportunity will give you
the chance to better understand the Middle
School and your child’s daily program.

Responsibilities for Parent Representatives:

1. Foster communication between school
and parents

e Know information, share concerns,
seek feedback, fnd solutions together

e Administer parent WhatsApp groups
for each grade level

e Attend regular monthly meetings with
Divisional Principal and PTSA

2. Encourage parent participation in
schoolwide, divisional and grade level
events

e Forward school-related invitations to
WhatsApp groups

e Collaborate with principal/faculty
members in the design of parent
participation opportunities

3. Promote a sense of community by ofering
assistance, information, friendship to all
families

e Design, plan and carry out at least one
social activity (parent cofee/tea or
other get-together) for the grade level

e Participate in New Family Orientation

e Attend community building events (i.e.
Family Fun Run)

< Ideally, two parents per grade level

e Preferably there will be one parent who
can communicate in English and one in
Spanish

e All parents (fathers, mothers, and legal
guardians) will have the opportunity to
volunteer

Academia Cotopaxi supports the use of
WhatsApp as an eficient and efective means
of digital communication to support a caring,
connected and collaborative community.

The following Guidelines will be followed
by all parents on Oficial Academia Cotopaxi
WhatsApp Groups.

1. The School will ask Parent Representatives
to create Oficial Academia Cotopaxi
WhatsApp Groups and all parents will be
invited to join their grade level or class
WhatsApp Group

2. Parent Representatives will receive school
communications from Divisional Principals
(all divisions) to broadcast on the Oficial
Academia Cotopaxi WhatsApp Group chat

3. Messages from the Parent Representative
will be sent in English and Spanish. Parent
Reps will solicit a volunteer to translate
messages if needed

4. Grade level (MS and HS) WhatsApp
Groups will be used exclusively to relevant
homeroom/grade level topics

5. Personal concerns will not be shared
via the Oficial Academia Cotopaxi
WhatsApp Groups. Parents with concerns
are encouraged to contact the relevant
teacher, counselor, or administrator
directly via email

6. Oficial Academia Cotopaxi WhatsApp
Group chats will not be used to promote
products, services, personal opinions,
judgments of individuals, political
propaganda, etc.

7. Parents may choose to open other
WhatsApp chats for personal matters

8. Teachers or Principals will not be part of
the Oficial Academia Cotopaxi WhatsApp
Groups

9. If parent communication on the Whatsapp
grade level (MS and HS) chat becomes
negative disparaging or inappropriate,
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the Parent Representative will inform the
relevant Principal, who will step in and
assist as needed

10. Parent Representatives will add new
families as they enter the homeroom,
welcoming them to the group

Senior Privileges

Snack Bar

With permission obtained by the Counselor
Secretary, students may go to the snack bar
during Study Support blocks.

Senior Lounge

The Senior Lounge is available to all Grade
12 students for study support blocks, before
and after school and during lunch and breaks.
The room needs to be respected as well as
the ofice space adjacent in terms of behavior
and noise level.

Free Dress after Mocks

Once Grade 12 students have completed
mock exams, they may come in free dress for
the remainder of the year (except for Farewell
Breakfast and Senior Roll Call).

Telephones

Telephones in the school oFfices are NOT
available for student use unless it's an
emergency. Permission to use the phones
MUST be granted by the High School
Secretary. Calls from the oFice to cell phones
are limited.

Textbooks and School
Supplies

Students are issued textbooks and other
types of school supplies through the
bookroom. The student is responsible for the
proper use and return of these materials in
good condition, subject to normal wear and
tear. If any of these materials are not returned
in acceptable condition, or if they are lost or
stolen, the student and his/her parents are
responsible for payment of the replacement
cost of the item(s).

Visitors

Academia Cotopaxi students may ask for
visitor permission only for relatives or friends
who are visiting from outside of Quito. Visitors
are allowed on campus during lunch and after
school. This permission is generally granted
for no more than two days. Students who
wish to bring a visitor must present a letter
from a parent to the High School Principal at
least two days in advance of the expected
visit. Students from local schools who wish to
visit campus should arrange for a special tour
through the Admissions OTFice. All visitors
must follow school rules and the Academia
Cotopaxi host studentis responsible for visitor
behavior. No visitors are allowed during the
frst two and last two weeks of school.

Withdrawal from School

Students who are moving or who choose to
leave Academia Cotopaxi must complete a
withdrawal form prior to leaving the school.
The parents should inform the school well in
advance of pending withdrawal and complete
the withdrawal form. The form is available
from the Admissions OFfice. The Counselor
Secretary will assist in the withdrawal process,
completion of transcripts, grade reports,
etc. If any outstanding fees are not paid, the
student will not be able to receive grades or
oficial school records, such as transcripts.

Withdrawal Procedures

Students withdrawing from Academia
Cotopaxi must complete the following
procedures:

1. Obtain a withdrawal forms and schedule
an exit interview with the Admissions
Ofice at least one week prior to the
intended date of withdrawal

2. Complete the withdrawal form including
parent, teacher, Business Ofice, library,
counselor, principal and bookroom
signatures of clearance

3. Turnincompleted forms to the Admissions
Ofice at least three days before a
transcript is needed and pay any fees for
lost books, locks, uniforms, etc.

4. At departure, collect oficial and unoTFicial
copies of transcripts from the Admissions
Ofice
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AC Technology Vision
Statement

At AC we use technology to inspire innovation,
ignite imagination, encourage interdisciplinary
understanding, ensure digitally fuent citizens,
and provide meaningful learning through
equitable access. We envision a world where
everyone models responsible, refective and
balanced use of technology in academic,
personal, social and global contexts.

This Responsible Use Policy is meant to
embody and support the AC Technology Vision
Statement as well as the school wide mission
and vision. We strive to provide students
with unlimited opportunities for learning and
growing into global, ethical leaders in their
current and future lives, digital and otherwise.
The school’'s technology infrastructure and
network play a major role in how we provide
the opportunities that enhance and transform
student learning. To ensure these resources
are always available, it is imperative that
all members of the learning community use
technology in a manner consistent with our
mission and core values. We hold all users
of technology in our community; faculty,
staff, students, families, guests, and visitors,
to this policy.

In some cases, technology users’ behavior is
guided by clearly articulated expectations, but
in other cases, they must make wise decisions
about their own behavior, through a sense of

good citizenship and as a responsible member
of the AC community. Technology users should
be aware that these expectations apply to any
device used at AC, even those not provided by
the school.

Be a Responsible, Ethical,
and Respectful User

The way we use technology tools to
communicate information has a powerful
efecton ourlearning community. Responsible
use will lead to better, more efective learning
while irresponsible use will diminish it. A
strong respect for the principles of digital
citizenship is essential for us to live our
mission at AC.

Protect Yourself and Others

e Be smart and think before you post any
personal information or images of yourself
online. Remember that the internet is
indelible

e Be respectful of the privacy of others by
being considerate about what you post on
social media about others

e Don’tshareyourusernamesand passwords
with others. Parents could know student
passwords, but avoid sharing beyond that.
It keeps you and the person you thought
of sharing with safe by avoiding any
problems
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e Remember that reading deleting or
copying anyone’'s work besides your
own is not only irresponsible, it's also
disrespectful

e Don’'t be tempted into an internet fght.
Protect each other and stand up to and
bullies and trolls by ignoring them

Be Original. Be Yourself.

e Don't even try to copy or forge anything
for any reason. You learn more if you're
honest about your work

e Always properly cite the work of others
you use or refer to. Expect the same of
work you share

« Don't lie about your age to access media
or social networks you shouldn’t

Be Aware

e Remember that access to technology
is a privilege that carries important
responsibilities

e Only use software and media you have a
license for. Not doing so is stealing

e A short brain break is ok, but remember
that we are working and learning in
a community. Don’t use our shared
bandwidth to access media unrelated to
learning

e Think about how your words will impact
who you’ve directed them to. Don’'t be a
bully. Treat others how you would want to
be treated

Be Prepared to Learn

e Be sure you maintain your device with the
appropriate software and updates

e Be sure your device is fully charged and
ready for a full day of learning

e Be responsible about asking for help from
our AC Tech services team if you're having
problems with your device

e Be responsible with your device and care

for it physically, Keep it in a safe, secure
place at all times

Be Healthy and Balanced

e Sometimes teachers and other school
authorities will ask you not to use your
device. This is important for us to practice
balance, and to encourage other social,
and physical activity

e Avoid excessive use of technology.
Sometimes a face to face conversation is
the best option

e Be a producer and not just a consumer of
digital content. Don’t be a couch potato.
Contribute creatively

e Be active. Spend time outdoors, away
from technology. Connect with friends and
family that are here

Monitored Use and
Consequences

In cases where there are concerns that
electronic communications systems are
being used inappropriately, AC Tech Services
staF may monitor technology use. Similarly,
all network traFic is monitored on a regular
basis. AC reserves the right to inspect all
devices and electronic media, and to carry
out appropriate disciplinary action in cases of
misconduct. AC does not take responsibility
for personal media or information transmitted
to a third party by a student, nor does it take
responsibility for any repercussions that may
occur from said action (e.g. posting photos on
a social networking website.)

Deliberate attempts to violate AC’s
Responsible Use Policy, compromise, degrade
or disrupt system performance may result
in restricted use of technology at school or
other appropriate consequences. Academia
Cotopaxi may limit, suspend or revoke a
student’s access to the school’s technology
systems or the network upon violation of the
Responsible Use Policy.

Parents are responsible for installing
adequate parental controls that ensure the
child’s digital safety on any home device.
Families are encouraged to reach agreements
regarding the use of devices at home and are
responsible for monitoring their children’s
online activity at all time, ensuring that all
children are engaging in age-appropriate and
positive uses.
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As part of my learning experiences at AC, | will be using school technology resources to gather
knowledge, learn collaboratively and share my work online. My parents and | will read, discuss
and agree to the AC Responsible Use Policy.

e lunderstand and agree to comply with the terms and conditions of the AC Responsible Use
Policy

e | understand that violations of the AC Responsible Use Policy and this Responsible Use
Agreement will be subject to AC disciplinary processes and procedures and possibly even
legal action.

e | am aware that these rules and guidelines apply to any technology resource used at AC,
including my own personal device.*

« | will follow the advice, instructions and rules that are set by my teachers with respect to
using my device and other IT equipment and not allow technology to disrupt my studies or
classes.

*Students’ personal laptops, PDAs, cell phones and other personal technology items are also
subject to this RUP.

Please sign this tear-of form and delivery to your divisional oFice.

We ask that all parents and students read this handbook carefully and support the policies in
the best interest of all concerned. Please read, sign and return the tear off form to the High
School Office for our records. If you have any questions or comments, please do not hesitate
to contact us.

I (name of student) declare that |
will not lie, cheat, or steal or tolerate those who do, and will abide by the honor code on any
piece of academic work.

I (name of student) and my parents
have read and understood the school procedures outlined in this handbook. I pledge to live
within the guidelines of the book and respect and to act in accordance with Academia Cotopaxi’s
core values.

I (name of student) and my parents
have read and understood the feld trip procedures outlined in this handbook and | have
permission to participate in class feld trips within the city of Quito during the 2018-19 School
Year.

I (name of student) aand my
parents have read and understood the Responsible Use Policy (RUP). | pledge to respect the
policy in order to enjoy technology privileges at the school. | understand that individuals and
families may be held liable for violations. | understand that some materials on the Internet may
be objectionable and families and students are responsible for setting, conveying and abiding
by standards to follow when selecting, sharing or exploring information and media.

Signature of Student:

Grade: Date:

Name of Parent/Guardian:

Signature of Parent/Guardian:

Date:
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