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CHAPTER I GENERAL INFORMATION  

Article 1 Introduction 
Lighthouse International School was founded in 2008 with the vision of transforming lives through character 
building. We are a private institution that offers academic excellence within a Christian environment. 
Lighthouse welcomes families seeking a private Christian education that develops students holistically. 

The curricular program was created to help parents develop character and values in their children, in 
addition to providing a solid foundation in academic excellence, to guide students toward productive and 
influential citizenship. Our purpose is to guide students through childhood and adolescence so that they can 
face the mental, emotional, physical and spiritual challenges of each day. By educating students in a holistic 
manner, they will be able to influence not only the future of Costa Rica, but go further, as leaders, to the 
different places they choose to go. Because the courses are taught by experienced educators with high 
Christian principles, Lighthouse students are trained on a strong academic foundation and a clear moral 
framework. 

Lighthouse International School provides an education where academic excellence goes hand in hand with 
excellence in beliefs and values modeled by a faculty and staff that is passionate about students, teaching, 
and God. 

Article 2 Mission 
Lighthouse International School is an independent educational institution that exists to develop the student 
in a holistic way through a dynamic Christ-centered environment, and with a comprehensive academic 
program so that the student grows to give back to the world with intelligence, confidence, integrity, and 
kindness. 

Article 3 Vision 
Leading out a new generation of children on their life path. 

”Start children off on the way they should go, and even when they are old they will not turn from it.” 
Proverbs 22:6 

Article 4 Code of Ethics and Conduct for the Lighthouse Community 
The Lighthouse community - students, teachers, administrators, support staff and parents - will be governed 
in all its relationships according to the following principles: 

a) Live in such a way that all that is done and said honors God and reflects the character and teachings of 
Christ. 

b) Seek to maintain healthy relationships among all members of the Lighthouse community, practicing 
selfless love, deference, service, forgiveness, kindness, integrity, honesty, and respect. 

c) Respect differences in nationality, ethnic origin, beliefs, socioeconomic status, sex, physical appearance, 
or religion. 

d) Ensure the well-being and safety of all members of the LIS community. 

e) Responsibly manage your own resources and those of the institution, taking care of facilities, equipment 
and materials. 

f) Follow the instructions, regulations, and procedures established in this manual and other official 
documents of the institution. 
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g) Take responsibility for your own actions, and exercise positive leadership, thus contributing to the well-
being of other members of the community. 

h) Use appropriate language and a respectful tone at all times. 

i) Show respect for the Costa Rican culture and all its national symbols. Also, show respect for other 
cultures, their ideas and their national symbols. 

j) Be proactive in preventing dangerous, harmful or inappropriate actions or situations. 

k) Always try to be part of the solution, being active in the resolution of conflicts and problems, and 
seeking the improvement and growth of the person and the institution. 

l) Inform school authorities of any inappropriate behavior or dangerous situation. 

m) Comply with all the responsibilities assigned to each member in their respective areas. 

n) Respect the established communication channels, directing concerns, comments and suggestions to the 
corresponding hierarchical level. 

o) Maintain the reputation of the school by not discrediting or speaking disparagingly of the school, its 
policies, or its members. Be worthy ambassadors for the school at all times and in any place. 

p) Be sensitive to the needs of needy communities and the environment, and act, to the extent possible, 
to help meet those needs. 

q) Respect the institutional policy of zero tolerance for drugs and alcohol. 

Article 5 Parents 
Parents, by signing the service contract, acknowledge, accept and understand the curriculum, programs and 
services offered by the institution. They should also inquire about the internal rules they will accept as an 
integral part of their contract with Lighthouse International School. Finally, they must recognize their 
fundamental role in the education of their children, and agree to comply with all the requirements 
established by the school, and act in accordance with those commitments. 

Article 6 Proper Communication Process 
In general, LIS will do its best to resolve problems through open communication and using established 
channels for this purpose. Students and parents or guardians who have a particular concern regarding 
education, school policies, other students, or the teaching staff should take the following steps: 
a) Student and parent concerns about other students: they should contact the teacher first, and then with 

the appropriate principal. 
b) Concerns about teachers or members of the administrative staff: Talk directly with the teacher first; If 

not resolved, communicate your concern to the principal (second instance), and finally to the General 
Director (third instance). 

c) In the case of appeals for disciplinary decisions, refer to the Discipline Section in this Handbook. 
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CHAPTER 2  ADMINISTRATIVE INFORMATION 

Article 1 Office Hours 
Monday through Friday 7:00 a.m.- 4:00 p.m. 

Telephone: (506) 2215-2390   

Fax: (506) 2215-2398 

Email: lighthouse@lis.ed.cr 

Website: https://www.lighthouse.ed.cr/ 

Article 2 Contact Information 

Principal  lighthouse@lis.ed.cr 

Reception & Transportation  frontdesk@lis.ed.cr  

Admissions & Communication Tatiana Cordero tatiana_cordero@lis.ed.cr 

Finance Office Elisa Castro elisa_castro@lis.ed.cr  

Psychology Jessica Hidalgo  
Liza Vargas  

jessica_hidalgo@lis.ed.cr 
liza_vargas@lis.ed.cr  

Clubs Sylvia Fernández clubs@lis.ed.cr 

Technology Sylvia Fernández sylvia_fernandez@lis.ed.cr 

Discipline Committee  disciplinecommittee@lis.ed.cr 

Curriculum Coordinator Fiorella Fúster fiorella_fuster@lis.ed.cr 

Elementary Principal Mirtha Cruz mirtha_cruz@lis.ed.cr  

Secondary Principal Sonia Pastrana sonia_pastrana@lis.ed.cr  

General Director Carlos Zelaya carlos_zelaya@lis.ed.cr  

Article 3 Services 
School Transportation* Department of Educational Psychology 

Cafeteria* Learning Support Program 

Library English as a Second Language Program (ESL) 

Nurse Spanish as a Second Language Program (SSL) 

Extracurricular Clubs*  

* Transportation services, cafeteria and extracurricular clubs are offered by third parties, and contracted 
directly by the parent. 

Article 4 Annual School Calendar and Monthly Activities Calendar 
The annual calendar with the most relevant school-year dates is sent home at the beginning of the school 
year. Likewise, a monthly calendar with the details of the activities and events is sent home each month as 
an attachment to the weekly communications made by the homeroom teachers. 

mailto:lighthouse@lis.ed.cr
https://www.lighthouse.ed.cr/
mailto:lighthouse@lis.ed.cr
mailto:frontdesk@lis.ed.cr
mailto:tatiana_cordero@lis.ed.cr
mailto:elisa_castro@lighthouse.ed.cr
mailto:jessica_hidalgo@lis.ed.cr
mailto:liza_vargas@lis.ed.cr
mailto:clubs@lis.ed.cr
mailto:mirtha_cruz@lighthouse.ed.cr
mailto:sonia_pastrana@lighthouse.ed.cr
mailto:carlos_zelaya@lighthouse.ed.cr
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Article 5 Official Channels of Communication  
The school’s official channel of communication is via the email lighthouse@lis.ed.cr for everything related 
to the calendar of activities and official information. Likewise, each homeroom teacher sends 
communications regularly through the Schoology digital platform. The parent likewise has access to the 
information on the institutional work on the school's official website and on their Facebook profile enabled 
for this purpose. Parents must designate an email by which official information of the institution is sent to 
them, and by which the institution receives communications and permissions from the parents.  

mailto:lighthouse@lis.ed.cr
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CHAPTER 3 ACADEMIC INFORMATION 

Article 1 Accreditation 
Lighthouse International School is accredited by the Costa Rican Ministry of Public Education (MEP), and is 
authorized to offer the Diploma Program of the International Baccalaureate Organization (IBO). 

Article 2 Programs and Certifications 
Lighthouse offers a comprehensive program from Pre-Kindergarten through 12th grade. The curriculum is 
based on the international AERO standards, which is taught in English. Also included are courses in Spanish, 
Social Studies, Civics, science areas (Biology, Physics and Chemistry) and Mathematics, which fulfill the 
program prescribed by the Costa Rican Ministry of Education. In addition, 11th and 12th graders take subjects 
prescribed by the International Baccalaureate program. 

The academic program is designed and structured through the different levels so that all students graduate 
in 12th grade, receiving a diploma accepted in universities in the United States, a Baccalaureate from the 
Costa Rican Ministry of Education, and/or an International Baccalaureate diploma. 

Article 3 Standardized Tests 
In addition to the national FARO tests, administered according to Ministry of Education guidelines, 
Lighthouse administers the Measures of Academic Progress (MAP) tests semi-annually, and coordinates the 
Language Proficiency, PSAT, and SAT tests annually. 

Article 4 School Activities 
 Service Learning Program  Field Trips 

 Camps  Book celebration 

 Student government  Artistic presentations 

 Sport's Day  ACTION sports program participation 

 STEM Fair  Health and Sports week 

 Celebration of Cultures  Thanksgiving 

 Christmas celebration week  Activities for Easter 

 Independence Day - Costa Rica  Honor Society (NHS) 

 Assemblies for preschool and 
elementary school 

 

* Some of the activities will be suspended during distance learning. 

Article 5 Clubs and Extracurricular Activities 
A wide variety of clubs and extracurricular activities are offered to students of all ages in various areas. 
These clubs will be held after school hours, and are optional. Club information will be posted before each 
semester, detailing schedules, ages, seats, materials, and costs. Each club is offered for one semester, and 
must be paid directly to the club provider. LIS will not be responsible for collection efforts, receipt of 
payments or other transactions related to clubs offered by third parties. There will be bus service at the 
club exit (3:25 p.m.), which must be contracted directly by the parent. Students who remain in clubs must 
adhere to the general discipline guidelines established in this Handbook.  
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Article 6 Honor Society 
The Lighthouse Honor Society is comprised of outstanding secondary students from 7th through 12th grade. This 
organization recognizes and develops exemplary students based on the five criteria of scholarship: learning, 
service, character, citizenship, and leadership. Members meet regularly with a counselor who guides them in 
community service projects and the student community. Admission to this organization is by invitation, according 
to established internal criteria. 

Article 7 Educational Psychology 
The Department of Educational Psychology provides guidance and behavioral and emotional support to 
students in their school process. The interventions of the psychology department will be limited to 
responding and following up on specific situations that arise, and will not provide a continuous service of 
clinical psychology. It will always be the school’s policy to work together with external psychologists to 
provide coordinated support for the well-being of the student. Also, the department's attention is focused 
on group work, seeking that students acquire different emotional skills necessary for life, intervening in 
particular processes of each group and addressing issues in a preventive way according to age level.  

Article 8 Learning Support Program 
The Learning Support Program (LSP) regulates everything related to students with special educational 
needs. Regarding the evaluation process, the Department of Educational Support will follow the following 
process: 

a) In accordance with current legislation, it is the teacher who determines whether or not to apply the 
curricular accommodations to a student, by reasonably and technically justifying their criteria. This 
decision always takes into account the real possibilities and resources available to the Institution. 

b) To process all those situations that are referred by and are directly related to the students that may 
require one or more curricular accommodations, in their evaluation process. 

c) At the beginning of each school year, an assessment of the non-significant curricular accommodations 
applied to the student will be carried out to determine whether or not they continue for the current 
school year. Documentation will be sent to the parents of the changes that were made. If there are 
concerns, the parents must process them in writing within five days after the date of delivery of the 
document. 

d) Submit to teachers, for their application, the curricular accommodations approved for students and that 
must be implemented during the evaluation process. 

Article 9  Distance Learning Program 
In certain circumstances and for reasons of force majeure, the institution may continue its academic 
offerings remotely, using a variety of tools and technological platforms. We will follow our core curriculum, 
adjusted as needed. The essential content and topics will be covered, however, some adjustments can be 
made in terms of pace and methodology. Students will attend their classes and participate in projects and 
assignments as instructed by their teacher, through various platforms, such as Google Meet, Schoology, and 
others. 

According to pedagogical research, our teachers will adapt their teaching methodology to meet the learning 
needs of our students in the distance mode. There will be a balance between synchronous and 
asynchronous lessons to moderate screen time. 

The evaluation of learning and academic progress will be flexible and will be adapted to the distance 
modality that best suits the needs of the unit of study of each class. Certain assessment categories will be 
eliminated, such as Homework, and other categories will receive a higher grade weight. Each teacher will 
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inform students and parents of these changes in advance. Although all the assignments are mandatory, 
some will be summative (they will receive a grade) and others will be formative (they will receive feedback 
for improvement). In some cases, the assessment will be based on rubrics that will measure achievement 
of the learning objectives for each assignment. Similarly, tests and quizzes will have a variety of formats in 
order to measure student progress. 

The grades for each assignment and assessment will be recorded in Schoology, as is normal. Parents can 

monitor their children's progress through Schoology, and contact the teacher if they have any questions. 

See also Appendix 1 
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CHAPTER 4 GENERAL POLICIES 

Article 1 Arrival and Dismissal 
a) The entry and exit point for all students is the main entrance. Students will not be allowed to enter 

before 7:00 a.m., unless previously authorized by the Administration. 

b) Lighthouse is a closed campus; therefore, students are only allowed to leave according to the regular 
dismissal time or during the club or extracurricular activity schedule, and as previously authorized by 
the parents. 

c) Parents or guardians must indicate in writing the regular means that students will use to leave campus, 
whether by car, school bus, on foot, by bicycle, motorcycle, taxi, etc., and the persons authorized to 
pick them up with their proper identification. Any change, whether special or permanent, must be 
reported to the office in writing before 12:00 p.m. No special permits will be allowed over the phone or 
in person other than in writing. 

d) All departures from campus that are made during school hours or that are of an official nature will be 
allowed only with the proper permission form signed by the parent or guardian, or through the email 
of the parent who has previously designated as the official communication channel of the family. 
Students, whether they are minors or adults, may leave the institution only when they have the written 
permission issued by the parent or guardian. The re-entry of students who have left the campus will not 
be allowed, unless they have explicit authorization from the Administration. 

e) For security reasons, students cannot remain on campus without adequate supervision from an 
authorized person. Students who remain on campus after 2:35 p.m. must be enrolled and actively 
participating in an approved and properly supervised after-school activity or club. Those who are not 
part of an after-school activity, and who are waiting to be picked up, must remain under supervision in 
an area designated for that purpose. 

f) Parents must pick up their children on time. If there are recurring situations, the school will summon 
the parents or guardians of the student in order to find the solution to the problem. 

g) Both the arrival and dismissal of school buses will take place in the area assigned for this purpose. No 
other student should use this zone. Students must report to the bus no later than five minutes after the 
exit bell rings. In case of missing the bus, parents will be responsible for picking up their children. 
Additionally, students will be subject to disciplinary action if the situation persists (see Discipline at 
Lighthouse). 

Article 2 Entry of Parents and Others 
The hours of operation will be from 7:00 a.m. at 4:00 p.m., Monday through Friday. People who arrive at 
the school, including parents, visitors, providers, etc., must report to the security booth, provide their 
identification, receive a visitor's badge, and proceed to the main office. Visitors who, with prior 
appointment, come to meetings, support activities, payments, cafeteria, etc., must stay only in the area of 
destination announced. They will not be able to walk through hallways, enter the classrooms, and talk with 
teachers without an appointment. All visitors must register their departure at the security booth. 

During times of health emergencies, a strict protocol for admission and permanence on campus will be 
followed: 

a) The parent will leave the student in the designated place for entry no more than 10 minutes before the 
established time, the movement of parents within the campus is prohibited. 

b) Parents will only be allowed to enter by appointment. 



14 

 

c) People with flu symptoms, allergies, cough, sneezing, loss of smell, fever greater than 37.5o or who have 
had contact with people who are positive for COVID-19 will not be allowed to enter. 

d) Everyone who enters will have their temperature taken, which should not be higher than 37. 5o, 
otherwise entry is not allowed. NO EXCEPTIONS 

e) Enter with your mask or face shield on during the time you stay at Lighthouse. 

f) Always apply the appropriate cough and sneeze protocol. 

g) Avoid touching your eyes, nose and mouth. 

h) Maintain at all times the distancing of 1.80 meters, always respecting the places demarcated as 
prohibited. 

i) Once inside the campus, ALL people must follow the disinfection protocol. Upon entering, you will 
disinfect your shoes using the designated mat, wash your hands with WATER AND SOAP, using the 
nearest tap, and applying alcohol gel, while avoiding agglomeration and maintaining a safe distance. 

j) Parents who come to pick up students on foot, must make a line in the marked place, maintaining 
required distancing. They will not be allowed to enter the institution. 

Article 3 Attendance 
Attendance to school is essential for the learning and development of each student; therefore, it is the 
responsibility of families to plan medical appointments, trips, vacations, and other absences outside of 
school hours and the school calendar. It is necessary for parents to request justification for absences that 
by force majeure make it impossible for students to attend. 

The administration will only justify absences considered force majeure, such as illness, appointments to 
government or official institutions, official academic activities, sports activities on behalf of the school, and 
attendance to functions organized and promoted by the school. An unexcused absence is classified as a 
minor offense. 

When students know in advance that they are going to be absent from school, it will be their responsibility 
to communicate with the teachers to find out what work they will have to make up. 

The school will keep a record of attendance and late arrivals for each student that will be included in the 
report card for the corresponding quarter. During distance classes, a tardy of more than ten (10) minutes 
will be considered an absence; a reduction of one (1) point will be made in the conduct grade for each 
absence. The student who accumulates 37 days of absence in the school year will be retained for the year, 
except extraordinary disposition of the Administration. 

Article 4 Tardies 
Students should be present in their classrooms and ready to begin lessons at the beginning of each class. A 
student entering the classroom after the bell rings will be considered tardy. 

First-time attendance will be taken during the Community Time period. Students arriving after Community 
Time must report to the Front Desk to report their arrival before entering their class. Late arrivals must be 
justified in writing as per the criteria of the Article below. If the student is late due to a delay in the school 
bus, this lateness will be automatically justified without the need for a procedure from the parent. 

The late arrival in the first arrival to school will be considered a minor offense, with the deduction of half 
(.5) point in the conduct grade. The late arrival to a class after the first arrival will be considered a minor 
infraction for irresponsibility, with the deduction of two (2) points. During distance classes, a tardy of more 
than ten (10) minutes will be considered an absence; a reduction of one (1) point will be made in the conduct 
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grade for each absence. If the tardies are repeated, the procedure detailed in the Discipline Section of this 
regulation will be followed. 

Article 5 Justification of Absences and Tardies 
The justification for absences and late arrivals must be made only in writing, including email, directly to the 
Front Desk, within three business days after the day of the late arrival or absence. Justifications will only be 
approved by the administration. 

The student will have the right to the same number of days of their justified absence to make up the work. 
Once the replacement period for the pending work has expired, it will not have a summative value in the 
respective matter. The days of unexcused absence will be taken as school days in the deduction of points 
for late delivery of work, projects, homework, etc. In all cases, it will be the student's responsibility to make 
up material missed due to absence. 

Article 6 Absence from Class without Permission 
For a student to be absent from a class, they must obtain a special pass from the teacher or the respective 
principal. Students who are absent from class without a pass will have a consequence as a minor infraction. 

Article 7 Students Leaving During School Hours (7:20 a.m. – 3:25 p.m.) 
In the event that a student must leave campus during regular class hours, the parent or guardian must 
appear at the front desk and complete the corresponding exit procedure. The receptionist will be in charge 
of informing the respective teachers of the student's departure so that the pertinent measures can be taken. 
The check-out includes the following: 

 Student's name 

 Grade level  

 Date and time of departure 

 Reason for withdrawal 

 Name, identification number and signature of the person responsible for withdrawing the student 

Once the Administration has signed the request, the receptionist will issue a pass authorizing the student's 
departure at the time specified by the parent or guardian. The student who does not present this pass to 
the guard at the main entrance, cannot leave the campus before the regular dismissal time. 

The justification of absences due to withdrawal of students during school hours will be governed by the 
same criteria that apply in case of absences and late arrivals. 

Article 8 In Case of Excessive Absences or Tardies 
In case of reasonable doubt and/or in the case of repeated absenteeism, the respective principal will contact 
the parents. 

Article 9  Policy Regarding Homework, Assignments and Projects 
Homework, assignments, and projects are assigned to reinforce instruction and create a necessary sense of 
responsibility in the student. Homework, projects, and other assignments are assigned with plenty of time 
so that the student can organize their time to fulfill their responsibilities. 

Secondary students may be assigned homework that requires them to work and study any day of the week, 
including weekends. 
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Elementary students are assigned homework that will follow the general guideline of 10-minute increments 
per grade level. Homework in Elementary will be assigned, with proper instructions and due dates, once a 
week. 

At all times the student must: 

 Write homework, assignments or projects in the school agenda. 

 Complete their work independently, with the help of their parents only when it is to clarify doubts 

 Turn in assignments on time 

 Submit work that is complete and well presented 

All teachers will monitor student assignments and implement a system within the classroom to ensure that 
assignments are completed and students receive the necessary feedback for the best use of this learning 
tool. 

Article 10 Late Submission of Homework, Assignments and Projects 
In case of excused absences, the student will have the right to make up assignments, homework, or tests. 
Students will have the same number of days that they were absent to make up their assignments. 

In some special cases, and at the sole discretion of the teacher, some homework will be received late and 
the deduction of points will be applied. The homework criteria will be communicated at the beginning of 
the school year by each teacher. 

Article 11 Policy Regarding Photocopies and Use of Office Telephone 
Students who need to make copies in the office will be charged a fee established by the administration. 
Copies will not be allowed during class hours; that is, copies are only allowed before and after school or 
during recess. This service will be subject to the availability of the person in charge at the reception. 

Student use of the office phone is not permitted except in emergencies. 

Article 12 Uniform 

Section 1  Regular Uniform  

a) Pre-Kindergarten, Kindergarten, and Preparatory: Lighthouse blue shorts, pants, or skirt 

b) Grades 1-12: Straight cut khaki pants, skirt, or Lighthouse shorts no shorter than arm length and four 
fingers. Jeans, leggings, lycra are not allowed. 

c) Official Lighthouse polo shirt according to the level (color) with the emblem of the school, for sale in the 
Tonka store. 

d) Socks 

e) Closed shoes, that are not open at the back or the front, and that fit properly to the size of the foot. 

f) The use of a dark colored jacket or sweater will be allowed 

Section 2  Seniors’ Uniform 

Seniors will have the right to wear a uniform that sets them apart. The general characteristics of the uniform 
must follow the same guidelines as the Lighthouse uniform, and must have the prior approval of the 
Administration. 
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Section 3  Physical Education Uniform 

The use of the PE uniform is mandatory for class participation. The student who shows up to class without 
their proper uniform will not be able to participate in physical activities, and will lose the conduct points for 
the day. Repeated absences will have the consequences established in this Handbook. 

a) Lighthouse Blue PE Shorts 

b) The use of Lycra or warm-up pants is authorized exclusively during Physical Education class, but not 
during regular classes. The Lycra or warm-up pants must be completely closed, and not be translucent, 
show underwear, or expose skin in parts not approved by this regulation or by the class teacher 

c) Official Lighthouse PE Shirt 

d) Socks 

e) Appropriate footwear for exercising 

f) The use of the official uniform of the institution of sports teams for Physical Education will only be 
allowed on game days. 

Section 4  On the Use of the Uniform and Personal Appearance 

a) The shirt may be worn untucked. 

b) Students must maintain an appropriate appearance for the learning environment, respecting the 
conventions of personal hygiene, and the values of the school. 

c) Only moderate jewelry and makeup is allowed. No visible tattoos or piercings, or radical hair coloring. 

d) Pants must not be too large and must not be worn, frayed, torn, or cut at the ends. They must be 
hemmed. 

e) Sports caps are allowed only during recess and physical education classes. 

f) The use of shoes with wheels will not be allowed. 

g) Students will be able to wear their PE uniform on the day they receive that subject. Students 
representing the school, on game days may wear their game uniform during the day. Students will not 
be able to wear spandex or jumpsuits in regular classes. 

h) Students may come in a PE uniform on days they have sports electives, but must change into a formal 
uniform during recess time. Students who do not have physical education classes or sports electives 
must wear the formal uniform for the entire day. 

i) Students attending Lighthouse athletic events are allowed to wear their PE or team uniform on the day 
of the event. 

Section 5  Dress Code for Special Occasions without Uniform 

Allowed: 

a) Long pants, jeans of any color 

b) Capri pants (below the knee) 

c) Blouses covering the abdomen, shoulders and back 

Not allowed: 

a) High heels (except for formal events) 

b) Short skirts 

c) Visible underwear 

d) Short shorts (mini) 



18 

 

e) T-shirts with inappropriate designs or that are not in accordance with the values promoted by LIS 

f) Sheer, strapless, or spaghetti strap tops or tops that show off the torso 

Article 13 School Transportation 
The school bus policy exists to assist families who use the bus service to transport their children to and from 
the school. The following points adhere to the requests, requirements and practices of the transportation 
company that provides the service to the school: 

a) Lighthouse International School is a mediator between the parents and the transportation company; 
the service contract, the corresponding charges and payments will be made directly between the 
transportation company and the parent. The institution will ensure that the transportation company is 
safe, trustworthy, and complies with the regulations established by the Ministries of Transportation and 
Education. 

b) The service is "door to door" except in cases where the location of the house is very far away or if access 
to the house is difficult or dangerous. 

c) It is necessary that in the morning the student is ready waiting for the bus outside the house. The driver 
will not wait more than one minute outside the house after the first week of service. 

d) If a student traveling by bus is going to travel on a different bus or is not going to travel on the bus on a 
particular day, the parent or guardian must notify the front desk in writing before 12:00 p.m. for this 
change to be allowed. If this requirement is not met, the student will be sent home in the usual way. 

e) At dismissal time, bus riders should go directly to the bus. It is the student's responsibility to exit through 
the front door and board the bus on time. If a student is not on the bus on time, they will receive a 
warning. The second time the student is not on time after dismissal, they may receive a disciplinary 
consequence, and their parents will be informed of the situation. 

f) Buses will leave Lighthouse five minutes after the dismissal bell, allowing plenty of time for students to 
board the bus. Any student who is not ready for the 2:35 p.m. dismissal will have to wait for the next 
bus that leaves at 3:25 p.m., if there is a bus that runs the same route, or will have to wait for to be 
picked up by parent or guardian. The school bus is considered an extension of the school in regards to 
the disciplinary policies contained in this handbook. 

For safety purposes, all students must be clear about the rules, and all parents are urged to instill in their 
children the need to rigorously adhere to the following rules: 

a) Students should stay a fair distance from the street while waiting for the bus in the morning. 

b) Students must be at the designated pick-up spot and in the designated dismissal area at the designated 
time. The school will not assume any responsibility for students who are not at the stop at the 
designated time. Students who are late and are not at the stop will be left behind, and transportation 
to or from the school will be the responsibility of the student and will be at the student's expense. An 
absence due to a student missing the bus will be considered unexcused. 

c) The driver and his assistant are fully in charge of the bus and its passengers while en route. Students 
must comply with all instructions and directions given by the driver or the assistant. 

d) Students are to get on and off the bus in an orderly manner. No running, pushing, shoving, or the like 
are allowed. 

e) Students must ride the bus assigned to them at all times, unless the school authorities have granted 
permission based on a note received from a parent or guardian. Passes will be made for non-regular 
riders if space is available (additional charges will be applied). Buses cannot accommodate large groups. 

f) Students are only allowed to get off the bus at their regular stop, unless the Administration has given 
written permission to take another action. 
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g) Each student must remain in their assigned seat at all times, unless the driver or the assistant gives 
permission to change seats. 

h) Students must remain seated, facing forward, with their feet on the floor when the bus is in motion. 

i) Students must wear a seat belt at all times. 

j) No part of the body should ever be outside the bus. 

k) Speak in a normal tone of voice. A sudden scream or yell is especially dangerous. 

l) Objects must not be thrown from or into the bus. 

m) No food or drink should be consumed on the bus. 

n) Lost property will be handed over to the school by the driver to be taken to the lost and found rack. 
Students assume full responsibility for misplaced, lost, or damaged personal items on the bus. 

Section 1 Consequences for Inappropriate Behavior on the School Bus 

a) The driver or the assistant gives the student a verbal warning 

b) If the misbehavior persists, the driver will notify the parent and send a report to the corresponding 
principal in order to document the situation and initiate the disciplinary process according to what is 
stipulated in this handbook in the Section of Minor, Serious and Very Serious Infractions. 

c) If inappropriate behavior continues, the student's transportation service will be suspended 

Article 14 Nutrition Policy 
a) Lighthouse believes that developing healthy eating habits is an integral part of the training and 

education of students. The food that students bring from home for snack and lunch is expected to be a 
healthy choice. It is not allowed to bring candies, sodas or foods with high sugar content. 

b) For events such as special celebrations within the school, parents are requested to choose healthy 
options. The Administration must approve in advance the exceptions to the policy in these cases. 

c) The entry of external food, ordered through a delivery service, or through digital platforms is not 
allowed, except with the express permission of the Administration. 

d) Recognizing that students with allergies to certain foods can be seriously affected by exposure, LIS has 
adopted a flexible policy in which measures will be implemented to protect such students. If necessary, 
information will be given about the student's allergies, and the pertinent protocols for the student's 
protection to be applied, and they will be considered as additions to these regulations. 

Article 15 Use of networks, computers, emails and the Internet 

Section 1 General Aspects  

Lighthouse International School will provide access to various computerized information resources related 
to electronic communication software, hardware, networks and systems. This may include access to emails, 
online services, and the Internet. All use of technology for academic purposes, including independent use 
of educational facilities, is subject to this policy and the regulations that accompany it. In addition, all use 
must be for educational and/or research purposes, and must be consistent with the aims and purposes of 
Lighthouse International School. The teaching, administrative, and student body personnel are authorized 
to use these services based on the obligations and responsibilities specified below. 

Section 2 Computer Use Policy 

The school’s computers will be used exclusively for educational purposes. All users will be responsible for 
giving them the appropriate use, following the guidelines of this regulation. The connection of other 
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accessories to the equipment without permission, or the installation of any program or software will not be 
allowed without the permission of the teacher. The improper use of the school’s electronic equipment will 
be sanctioned according to the consequences established in this regulation. The costs of repair or 
replacement that are generated by the improper use of the school's equipment will be the responsibility of 
the user. The school has all the authority to restrict or cancel access to a personal computer or electronic 
tablet at any time, to ensure the security and accessibility of the system. 

Section 3 Personal Laptop Use Policy 

A laptop will be a regular learning tool in secondary. Each secondary student must have at their disposal 
their own device, suitable for use in class. Parents and students will sign a contract in which it is stipulated 
that the family is responsible for the costs of repair or replacement in case of damage, loss or theft, of any 
LIS equipment. The following guidelines should be considered in regards to personal laptops: 

a) Portability; the device must fit in a backpack. A hard shell or case is recommended. 

b) The device must have a keyboard (you can choose a tablet, but you will need to purchase the keyboard 
attachment). 

c) The installation of special applications is not necessary, however the main platform of the school is 
Google, the devices must be able to access that platform. However, virus protection and parental 
control are recommended on devices. The school uses filters for the Wi-Fi signal, but will not install 
filters on individual devices. 

d) School staff will not be able to service student devices. 

e) The school reserves the right to restrict or cancel access to the personal computer or device at any time 
in order to ensure the security and accessibility of the system. 

Section 4 Internet Access by Students 

Students will have access to the Internet for appropriate use according to the instructions and 
responsibilities assigned by their teachers. Users must follow a structured and sequential approach to gain 
skills that enable them to become independent and responsible users of technology. Only registered devices 
will have the right to access the school’s Wi-Fi signal. 

Section 5 Right to Privacy  

Lighthouse administration has the right to access information stored in any way on the Lighthouse network. 
Each computer keeps a history of the websites visited in case this information is needed at some point. 

Section 6 Appropriate Uses  

The following actions, which are not exclusive, constitute appropriate use of the Internet, whether this use 
is initiated from the school or elsewhere. 

a) Internet equipment or computers must be used consistently with the purposes, objectives and policies 
of Lighthouse International School. 

b) Use computers, software, and other information resources to support the learning process and to 
complete school assignments. 

c) Send and receive electronic files using email for academic purposes. 

Section 7 Inappropriate Uses  

Misuse of technology may result in disciplinary action. The following actions, which are not exclusive, 
constitute inappropriate uses of technology, whether the use is initiated from the school or elsewhere. 
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a) Disrespectful, abusive, vulgar or profane language in public or private messages 

b) Use electronic media for cyberbullying 

c) Putting illicit information on the Lighthouse network 

d) Use the Lighthouse network within the school for non-school related activities. 

e) Use the Lighthouse network for commercial purposes. 

f) Posting, sending or downloading copyrighted material without prior authorization of the intellectual 
author. 

g) Access files or change files that do not belong to the user. 

h) Using someone else's password or intentionally passing your password on to others. 

i) Accessing or searching for pornographic, inappropriate or obscene material. 

j) Posting inappropriate files and saving personal images/photos or dangerous files that damage the 
integrity of the network or the computer. 

k) Evade security measures at school or on remote computers or networks; hacking. 

l) Attempting to gain access to other resources, programs, or information without the owner's written 
permission. 

m) Vandalism, which is defined as a malicious attempt to damage or destroy information of another user, 
including uploading or creating computer viruses. 

n) Using chat or instant messaging is totally prohibited when used for non-academic purposes. 

o) Download, upload, run any program or game that is not installed or is not licensed by Lighthouse. 

Section 8 Control and Filters for Internet Use  

Filter programs are used to control access to the Internet. They block and filter visual representations that 
are obscene and other content that is harmful to minors. Parents are reminded that this type of technology 
is imperfect and that it is possible to gain access to prohibited material. The teaching staff makes every 
effort to monitor the use that students make of the Internet and will take the necessary measures to prevent 
access to inappropriate material. 

Section 9 Limitations on Freedom of Speech 

a) The right to freedom of speech also applies to communication on the Internet. The Internet media 
provided by Lighthouse is considered a limited forum, similar to a school newspaper, and therefore the 
school may restrict the freedom of speech of students due to valid educational reasons. The school will 
not restrict freedom of speech based solely on disagreement with the opinions expressed. 

b) Users will not use obscene, lewd, vulgar, rude, defamatory, false, provocative, threatening, prejudicial, 
discriminatory or disrespectful language. 

c) Users will not harass other people. If someone asks a user to stop sending them messages, the user 
must stop. 

Section 10 Harassment after School Hours  

Restrictions on harassment, or inappropriate or offensive electronic communication (via email, social media, 
blogs, etc.) will extend beyond school hours if it involves a LIS student harassing any other member of the LIS 
community. When this type of behavior is discovered, action will be taken in strict accordance with the policies 
and procedures stipulated in the Discipline Section in this handbook.  
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Section 11 Search and Confiscation 

Students should expect only limited privacy regarding the content of their personal files on the school 
system or on their own device. Routine maintenance and monitoring may lead to a student being found to 
have violated this policy, or the law. An individual search will be conducted if there is reasonable suspicion 
that a student has violated school procedure, this policy, or the law. 

Section 12 Personal Safety and Privacy 

a) Users will not post personal contact information about themselves or others, such as their address and 
phone numbers, on public websites. 

b) Users will not agree to meet with someone they have met online, without the consent and participation 
of their parents. 

c) Users will promptly inform the teacher or any other school employee of any messages received that are 
inappropriate or make them feel uncomfortable. 

d) Users will not post on public websites messages that were sent to them privately without the permission 
of the person who sent the message. 

e) Users will not post private information about other people. 

f) The school will exercise its right to inspect equipment or individual accounts in the course of an 
investigation for any wrongdoing, or through regular maintenance procedures. 

Section 13 Consequences for Inappropriate Use 

Use of Lighthouse electronic resources in an illegal or unethical manner results in disciplinary action, 
including loss of privilege to use the system. It could be that users are required to make full financial 
restitution. 

Article 16 Academic Honesty  
Teaching academic honesty is a priority at Lighthouse, beginning at the preschool levels. Students will be 
guided in a formative process to develop academic autonomy, pride in the work they produce, and to 
demonstrate the values and skills that characterize them as good citizens. Teaching integrity is a gradual 
process and some students need more time to master this concept. Specific incidents of academic 
dishonesty are initially perceived as teaching moments, but with repetitive acts they will be subject to 
disciplinary consequences. 

Student work should reflect their own efforts and the results of their learning. The use of other sources is 
allowed, as long as the student cites the source correctly. A training strategy will be implemented in the 
correct practices of paraphrasing, citation and the academic conventions of research and documentation, 
based on the APA style guide https://apastyle.apa.org/. 

The following actions reflect lack of academic honesty and are subject to disciplinary action by the teacher 
or administration: 

a) Using dishonest, deceptive, or fraudulent means to obtain or attempt to obtain credit for academic 
work; 

b) Using notes, aids, or the assistance of another student to complete a test, project, or other assignment 
in a manner other than that expressly permitted by the teacher; 

c) Copying another student's test, answer sheet, or other materials; 

d) Copying or allowing another student to copy from an exam, assignment, or other course work, which is 
not intended to be collaborative in nature; 

https://apastyle.apa.org/
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e) Altering the records of grades or scores; 

f) Abusing the privilege of Internet access as established in the Internet Use Policy; 

g) Access, delete, modify, transfer or receive computerized files without the teacher's authorization. 
Although a student may authorize another student to copy or transfer electronic files, this action is 
considered cheating if done without the teacher's permission; 

h) Plagiarizing materials; that is, taking the specific or general substance of someone else's work and 
offering it as your own work without giving credit to the original author. Plagiarizing includes omitting 
quotation marks for directly cited material, omitting bibliographic references in the text or on a source 
page attached to the end of the assignment, and/or paraphrasing an author without giving credit to 
that author for the use of their ideas. Paraphrasing is the use that the student makes of an author's idea 
when reformulating and/or rearranging the original text of that author; 

Students who violate this policy will be subject to consequences outlined in the discipline code, and even 
academic consequences such as receiving a grade of “1” on the assignment or test, and a formal behavior 
referral that will be included in the student's record. See Chapter 6, Article 5, paragraph v), and Article 7, 
paragraph x). 

Article 17 Policy for Attending Sporting and Cultural Events 
LIS encourages students in clubs, sports teams and cultural groups to participate in activities in which they 
represent the school. Absence from classes will be allowed and justified when these activities coincide with 
the class schedule. The following regulations will apply:  

a) The student must be duly registered in the representative group of LIS and in the activity they are 
attending. 

b) The student must have the proper authorization signed by their parents or through the email designated 
by the parent as the principal (authorizations by phone will not be allowed). 

c) The student must observe the LIS and event regulations regarding conduct and procedures. 

d) The student is responsible for obtaining, completing, and turning in assignments, homework, and/or 
exams missed due to participation in the event. 

e) Additional transportation expenses, special uniforms, materials, etc., will be borne by the student as 
indicated in advance by the institution. 

f) The administration reserves the right to deny participation to students when it is considered that it will 
harm the students in their physical or emotional integrity, their academic process, or as a disciplinary 
consequence. 

Article 18 Textbooks and Materials Provided by the School to the Student 
Lighthouse provides all basic school supplies. In case the student loses one of them, the family will be 
responsible for replacing it. 

On the first day of classes, students are given educational materials, which include textbooks, notebooks, 
and in some cases computer equipment. It is the responsibility of the students and their parents to take 
care of them and keep them in good working order. It will be the responsibility of the students and their 
parents to replace or repair any lost or damaged material or equipment. 

Article 19 Personal Articles of Value 
The student is responsible for any Articles brought to campus. Lighthouse will not be responsible for Articles 
lost, damaged or stolen within the institution. 
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Students are not allowed to bring animals, skateboards, toys, or electronic games to the institution. 
Additionally, elementary students are not allowed to use cell phones, iPads, or any other type of electronic 
device. 

Students who bring personal articles that are not allowed, or without proper permission from the 
Administration, may be confiscated, and students may be subject to disciplinary action. 

Article 20 Use of Cell Phones and other Electronic Devices in Secondary 
Secondary level students have the privilege of carrying certain personal electronic devices such as cell 
phones, tablets, or smart watches, within the school. However, their use is limited by the following 
conditions: students in grades 6-8 may only use their devices before 7:20 a.m., and after 2:35 p.m. Students 
in grades 9-12 will be able to use their devices during non-instructional periods, that is, before 7:20 a.m., 
after 2:35 p.m., and during breaks and lunches. If a student uses any of these devices inappropriately during 
the period between 7:20 a.m. and 2:35 p.m., it may be forfeited and a disciplinary sanction imposed as a 
minor infraction. The device will be returned to the student at the end of the school day. 

Article 21 Lost and Found  
There is a specific place for lost property. After a month of time, if they are not claimed, they will be donated 
to social welfare institutions.  

Article 22 Dismissal Procedures at the End of the School Day 

Section 1 At the 2:30 p.m. bell 

The 2:30 p.m. bell will serve as a notice that dismissal will be in five minutes. Students should be ready to 
leave when the dismissal bell rings. 

Section 2 At the 2:35 p.m. bell 

Once the teacher allows them to leave the classroom, students who ride the bus must follow the guidelines 
set forth above in the School Transportation Section. If students do not arrive on time and the bus leaves, 
they must remain at the main office waiting quietly until the next bus arrives at 3:25 pm. Students 
participating in an after-school club should immediately go to the designated location for that purpose and 
follow the instructions of the respective instructor. If a student plans not to attend the club on a specific 
day, arrangements must be made in advance for their return home, either by bus or car. Elementary 
students waiting to be picked up must remain in their classrooms until called; Secondary students should 
go to the amphitheater until they are called. Students who are not properly enrolled in a club or who are 
properly supervised by a responsible adult will not be allowed to stay on campus. 

Section 3 Note to Parents Regarding the Dismissal and Withdrawal of their Children 

Regular hours normally go until 2:35 pm. Parents whose children do not attend clubs are required to be 
present on time. Students who are not withdrawn from the institution before 3:00 p.m. will wait for their 
parents in the office. 
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CHAPTER 5 EVALUATION 

Article 1 Schoolwide Evaluation 
The school year is divided into four periods and at the end of each one a report card is delivered. Teachers 
deliver first and third quarter report cards during meetings with parents previously established in the school 
calendar. Grades for the second and fourth quarter are delivered to the front desk. 

Twice a year, students through 10th grade students take the MAP (Measures of Academic Progress) tests. In 
addition, 10th and 11th grade students take the standardized PSAT test. The results of these tests constitute 
a tool for evaluating and improving the school’s curriculum, instruction, and the individual needs of each 
student. Once the test results are obtained, they are sent home. 

Article 2 Online Grading Platform 
The school provides parents with information about the student's academic performance through a 
Learning Management System, an online digital grading platform. Each parent will receive their proper 
access code and instructions for using the platform from the school. The parent should monitor the 
student's performance on an ongoing basis. 

Article 3 Parent-Teacher Conferences  
At the end of the first and third quarters, parents have the opportunity to meet with their children's teachers 
to follow up on their children's performance. These sessions are previously established in the school 
calendar. In addition, parents may request a meeting with one or more teachers at any time to discuss 
pressing matters; the meeting will be arranged according to a mutually agreed time. 

Article 4 Evaluation in Preschool 
Preschool uses the following grading code: 

Evaluation Chart 

M  = Meets expectations 

A  = Approaches expectations 

NI  = Needs Improvement  
- = Not graded in this period 

Article 5 Evaluation in Elementary: 1th- 5th grade 

Section 1 Subjects and Grading Code 

Academic Subjects Special Subjects Evaluation Scale 

Evaluation Components Evaluation Components  
 
0-100 
P= Pass 
F= Fail 

All or some of the following: 
Classwork 
Homework 
Quizzes 
Tests 
Projects 

Learning Objectives Met 
Participation and Effort 
Collaboration and Social Interaction 
Respect 

Section 2 Passing in Elementary and Extraordinary Exams  

Students are promoted to the next grade level when they meet the following conditions: 

a) An academic grade of 70% or higher in all subjects 
b) A grade of 70% in conduct 
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In elementary school, the decision not to promote a student to the next grade level depends on different 
factors including: academic grades, minimum achievement of objectives, behavior, work habits, social 
development, emotional development, and achievement of required skills. Parents will be informed in 
advance of the possibility that their child may have to repeat the grade. 

If the student is in 1st or 2nd grade and does not reach the required grade of 70% in one or more subjects by 
the end of the school year, the student support team, the homeroom teacher, and the parents meet to 
determine the pedagogical measures to be taken, and in this way ensure that the student is ready to reach 
the academic standards of the next level. This analysis of the student's academic situation can happen at 
any time during the school year. 

A student from the 3rd to 5th grade levels who obtains a grade lower than 70%, will have the right to present 
a maximum of two extraordinary exams per failed subject at the end of the school year. Exams for a 
maximum of three subjects during the extraordinary test time may be taken. The student who has a failing 
grade in more than three academic subjects will be retained in the grade level, and will not have the right 
to examination tests. 

It is necessary to obtain a minimum grade of 70% to pass the exam, and consequently the class. In the event 
that the student fails the first exam, a second exam may be taken. Even if the exam grade is higher than 
70%, the final grade for the course will be 70% for the year. If the student does not reach a minimum of 70% 
in the extraordinary tests, he or she will not be promoted to the next grade level. 

The student who accumulates 37 absences in the school year will have the status of retained, unless 
extraordinary provision of the Administration. 

Section 3 FARO Exams in Elementary 

All 5th grade students will take the National Tests for Strengthening Learning for Renewal of Opportunities 
(FARO in Spanish), and in the 6th grade on an optional basis and for the purpose of improving of learning, as 
well as the grade obtained. Obtaining the Certificate of Studies of the First and Second Cycles of Basic 
General Education requires that the student obtain a minimum grade of 65 in each of the subjects measured 
(Mathematics, Science, Spanish and Social Studies), and understand the skills of the curriculum of Basic 
General Education, up to the second grading period of 5th grade. 

The tests do not have a minimum passing grade, that is, they are neither passed nor failed. The FARO tests 
are worth 40%, and the average of all 6th grade subjects is worth 60% in the student's final promotion. There 
is the option of repeating the tests in 6th grade, and the highest grade is recorded. The student who fails 5th 
grade of the II Cycle of Basic General Education, must take the national FARO tests again. 

Section 4 Minimum Conduct Grade 

The conduct grade for each student will be obtained by averaging the grades entered by the teachers. Points 
will be deducted for minor or major infractions, late arrivals and unexcused absences. The report card at 
the end of each quarter will show the detail of tardies and absences. 

The minimum conduct grade for the promotion of students will be 70 in levels 3˚ to 5˚. 

Section 5 Academic Probation 

Students will be placed on academic probation if the first semester average is as follows: 

a) Preschool:   Needs Improvement 
b) Elementary (1o-5o):  69% or less 
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Section 6 Behavior Probation 

The student who does not obtain the required minimum conduct grade of 70% in either of the two 
semesters, will obtain a conditional enrollment status for the following semester. In case of not reaching 
the minimum grade of 70%, the student will not be able to enroll for the next school year. 

Article 6 Evaluation in Secondary (7th-12th) 

Section 1 Grading System in Secondary and International Baccalaureate 

REGULAR COURSES AND  
INTERNATIONAL BACCALAUREATE 

SPECIAL COURSES 

Grading Components Grading Components 

All or some of the following: Mastery of learning objectives 

Participation and effort 

Attitude and respect 
Daily classwork 

Homework 
Projects 

Quizzes 

Tests 

 

Alphabetic Grade GPA Numeric Grade Estimated IB Grade 

A 4.00 
99-100 7 

93-98 6 

B 

3.70 90-92 

5 3.30 87-89 

3.00 
84-86 

83 

4 

C 

2.70 80-82 

2.30 77-79 

2.00 
75-77 

73-74 
3 

D 1.70 70-72 

F 0.00 
50-69 2 

<49 1 

*Note: Minimum grade for US Diploma and MEP = 70% 
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Section 2 Semester Exams 

Semester exams will be administered to students in grades 9-11, in all academic courses. The exam will be 
worth 20% of the semester grade. The content and format of the exam will be determined by the teacher, 
with the authorization of the Secondary Principal, and communicated to the students no less than one week 
before the exam date. The exam schedule will be determined by the Secondary Principal. 

Students who obtain a minimum grade of 93 in each quarter of the semester will be exempt from the 
semester exam, with an exam grade of 100. 

Seniors will be exempt from taking semester exams, in order to focus their efforts on preparing for the FARO 
and International Baccalaureate exams. 

Article 7 Graduation Requirements 

Section 1 United States Diploma 

For four years, grades 9-12, a student is required to earn 26 credits to earn a U.S. diploma. Credits are 
earned by a student when they successfully pass a course. The following is a list of credits required to obtain 
the United States diploma: 

a) Four credits of English 

b) Four credits for Social Sciences (U.S. History, U.S. Government and Economics are mandatory) 

c) Three credits of a foreign language 

d) Four credits of Mathematics 

e) Three credits of Sciences 

f) Two credits of Physical Education 

g) Six credits of electives 

Section 2 FARO Tests in Secondary 

Students will be able to obtain the Costa Rican diploma from the Ministry of Public Education (MEP). These 
are the Conclusion of Basic General Education Studies in the 9th grade, and the Bachelor in Secondary 
Education, in the 12th grade. Students who wish to pursue their university studies in Costa Rica must take 
the latter program. 

To obtain the Baccalaureate in Secondary Education, it is mandatory that students take the National Tests 
for the Strengthening of Learning for Renewal of Opportunities (FARO), in the 11th grade, in the subjects of 
Mathematics, Social Studies, Sciences (Biology, Chemistry and Physics) and Spanish. Each year there will be 
two testing periods for FARO, one ordinary at the end of November and one for extension in the month of 
May approximately. 12th-year students may take these tests on an optional basis in terms of the following 
two conditions: 1) to improve the achievement of skills and expected learning and 2) to improve the grade 
previously obtained. The student who does not obtain the minimum qualification of 70 in Mathematics, 
Sciences, Social Studies and Spanish of high school, will have to repeat the National FARO Tests the following 
year, in order to increase their respective percentage. 

FARO tests are not passed or failed, that is, they do not have a minimum grade for passing, and they do not 
affect promotion to 11th or 12th. To obtain the Bachelor's diploma, the FARO Secondary tests will have a 
value of 40%, and the grades in 12th grade will have a value of 60%. For the calculation of the 60%, all grades 
are considered, an average is computed and that is the one that will be recorded for each FARO subject. 
The student who does not obtain the minimum qualification of 70 in Mathematics, Sciences, Social Studies 
and Spanish of high school will have to repeat the National FARO Tests the following year, in order to 
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increase their respective percentage. In addition, they will have the option of repeating those other subjects 
of the educational offer in which they want to improve their grades (in this case, the highest grades obtained 
will be consigned for high school purposes). 

If a student fails a 12th-grade course, they will not be able to graduate from high school, since they have not 
completed the 60% of their final year grades. If a student cannot appear to take the tests, then they must 
present a compelling justification and they will be rescheduled in the extension call. If a student repeats 11th 
grade, then they must retake the FARO tests. 

Students of the International Baccalaureate Diploma program who wish to opt for the MEP Baccalaureate 
must:  

a) Apply the National Test of Certification of the Mastery of Linguistic Competences in a Foreign Language. 
The application of said test will be carried out in accordance with the provisions of Article 106 of the 
MEP Regulations for the Evaluation of Learning in force. 

b) Take and pass the subject of MEP Social Studies of Diversified Education, take the FARO National Test 
in said subject and obtain the minimum percentage for approval according to the provisions contained 
in Article 44 subsection e) point 5) of the current MEP Learning Assessment Regulations. 

c) Take and pass the Civic Education course of Diversified Education and all other compulsory subjects of 
the national curriculum. 

Section 3 Diploma Programme of the International Baccalaureate 

Students in 11th and 12th grade may opt for the International Baccalaureate Diploma, having gone through 
an admission process to the program. The process, which is fully described in the full IB admissions policy, 
is based on qualitative and quantitative assessments. These may include the student's application for 
admission to the program, GPA calculations, conduct grades, diagnostic and standardized test results, 
recommendations from teachers and adults outside the institution, an interview with the Admissions 
Committee of the IBDP, and an essay. Minimum GPA and conduct scores are detailed in the full IB 
admissions policy. 

Beginning in 8th grade, students receive information about the IBDP and how they can prepare for the 
Diploma Programme. Throughout the 9th and 10th grade, students and parents are invited to participate in a 
series of informational meetings about the IBDP. In 10th grade, students have the opportunity to apply for 
admission to the program. The full IB admission policy can be requested from the program coordinator. 

The institution will offer the courses necessary to obtain the IB Diploma, covering the requirements of the 
six subject groups: Language and Literature Studies, Language Acquisition, Individuals and Societies, 
Science, Mathematics or other combinations approved by the IBO. Each group of subjects comprises 
different courses. It is also required that each student complete the three core components, which are the 
following: Theory of Knowledge, The Extended Essay, and Creativity, Activity and Service. 

Students must take some subjects at High Level (HL) and others at Standard Level (SL). HL and SL courses 
differ in scope, but both are assessed according to the same final grade descriptors, except that HL students 
are expected to demonstrate a broader range of knowledge, understanding and skills. Each student must 
take a minimum of three subjects and a maximum of four of HL, and the rest of SL. SL subjects are equivalent 
to a minimum of 150 teaching hours, and HL subjects comprise a minimum of 240 hours. 

In the IBPD, students earn a grade from 1 to 7 for each course in the program they study. The student's final 
score on the Diploma Program combines the scores from all subjects. The diploma is awarded to students 
who obtain a minimum of 24 points and meet additional criteria specific to the program, including successful 
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completion of the three core components of the DP, and having a particular distribution of points in the 
different courses. 

MEP will only equate the courses of Mathematics, Science, foreign language, and Spanish of the 
International Baccalaureate program when the student has obtained their International Baccalaureate 
Diploma, or has reached the minimum grade established by the MEP in each subject. This equivalency does 
not apply to individual International Baccalaureate courses that the student certifies. 

IB - MEP Equivalency Chart  

Spanish 3 

Foreign Language 2 

Science 2 

Mathematics 2 

 

Article 8 Conduct Grade 

Section 1 General 

The conduct of each student will be evaluated by all teachers of academic courses. An overall conduct grade 
will be obtained by calculating the average of all the student's conduct grades. Those students who have 
received disciplinary reports for any infraction will have the corresponding number of points deducted from 
the average grade. The conduct grades will be included in the report card in each evaluation period, and 
will be part of the permanent record of each student. 

The conduct grade will be included in the criteria to be considered for each student who receives recognition 
for exceptional academic performance (Honor Roll), admission and continued membership in organizations 
sponsored by the institution (NHS, Student Council), and participation in clubs, sports, or other 
extracurricular activities. The conduct grade will not be used when calculating the GPA. 

As with academic grades, the minimum grade to pass conduct will be 70. The student who fails the conduct 
grade in one quarter will be subject to a behavioral and academic contract, and will be placed on conditional 
enrollment. A student who fails the conduct grade for another quarter, or for a whole year, or who does 
not comply with the conditions of the Behavioral and Academic Contract, may be denied admission to LIS. 

The conduct grade in class will be determined by each teacher through the use of an evaluation rubric that 
includes the following criteria: 

Section 2 Preschool 

a) Responsibility 

b) Cooperation 

c) Respect 

d) Social Interaction 

Section 3 Elementary 

a) Punctuality and readiness for class 

b) Responsibility 
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c) Cooperation 

d) Respect 

Section 4 Secondary 

a) Readiness for class 

b) Self-control 

c) Respect for peers 

d) Respect for the school and authority  

Article 9 Promotion and Extraordinary Exams in Secondary 
A high school student who obtains a grade lower than 70 will have the right to present a maximum of two 
exam tests per postponed subject at the end of the school year. Students may take exams for a maximum 
of three subjects during the extraordinary test time. The student who has a failing grade in more than three 
regular subjects will be retained and will not have the right to extraordinary exams. The test sessions for 
semester courses will take place at the end of the corresponding semester. 

It is necessary to obtain a minimum of 70% to pass the exam, and consequently the course. In the event 
that the student fails the first exam, the student will be entitled to a second exam. Even if student achieves 
a grade higher than 70% on the extraordinary exam, the final yearly grade of 70% will be given for the 
course. If students do not reach a minimum of 70% in the extraordinary exams, they will not be promoted 
to the next grade. 

The learning objectives and content that will be evaluated in the extraordinary exams will be determined 
by the teacher, and will be limited to the quarters in which the student obtained a grade lower than 70. 

The extraordinary exams for semester courses will be carried out at the end of the corresponding semester, 
and the extraordinary exams for annual courses will be carried out at the end of the corresponding school 
year. 

The student who accumulates 37 absences in the school year will be retained, unless extraordinary provision 
of the Administration. 

Article 10 Monitoring of Evaluation and Academic Performance 
Parents will receive information on their child's academic performance throughout the year in the following 
ways: 

a) Communication by mail from parents and educators 
b) Weekly grade reports 
c) Online access to the grades platform 
d) Parent-Teacher meetings 
e) Meetings with the Student Support Team 

Parents are responsible for participating in their children's learning process and they have the right to 
approach the school at any time to discuss their child's overall performance. Depending on the concern, 
parents are encouraged to request a meeting with the corresponding person according to the established 
hierarchy. Various areas of support are described below: 

a) Emotional and psychological needs: the psychologist 
b) Learning needs: the learning specialist 
c) Academic performance in the classroom: the teacher 
d) Conduct: homeroom teacher or principal 
e) Other situations: General Director 
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Article 11 Conditional Enrollment for Academic Performance 
Students will be placed on a conditional academic status if the first semester average grade is 69% or less. 

Article 12 Conditional Enrollment for Conduct 
The student who does not meet the minimum required conduct grade (70%) in any of the two semesters, 
will obtain a conditional enrollment status for the following semester. 
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CHAPTER 6 DISCIPLINE 
The teachers, with the support of the administration, will strive to ensure that the environment within the 
school is conducive to the learning, safety and development of each student. When a student exhibits 
behaviors deemed as unacceptable in the descriptions below, or that violate the rights of other people, or 
the moral and ethical values of the school, the procedure detailed below will be followed, in accordance 
with  the respective infraction category: Minor, Major or Severe Infractions. 

The disciplinary regulations are limited to behaviors exhibited within the school, during extracurricular 
activities organized by the school (whether on or off campus), that directly interfere in the operation of the 
school, or that obstruct the learning process of students. 

Article 1 Procedure Regarding Minor Infractions 
Minor infractions are those that by their nature are handled by the teacher either in class, in common areas 
or during activities outside of the school, through previously established strategies. The teacher will work 
with the student on those behaviors that must be improved through reflection, and will keep the parent 
informed about them when support from home is considered necessary. The teacher will determine the 
conduct grade of the student through the use of an institutional rubric. 

As part of the strategies to motivate reflection on a specific student behavior, the teacher will prepare a 
first warning referral which will be communicated to the parent via email, and will not result in any point 
deductions. 

When the student repeatedly commits the same minor infraction, the teacher will proceed to prepare a 
referral with a deduction of 1 to 5 points. It will be delivered to the corresponding principal who will 
coordinate communication with parents and enforce the respective deduction of points at the end of the 
quarter in which the disciplinary action is presented. 

Article 2 Appeal for Reconsideration for Minor Offenses 
a) Once the referral notification is received via email, the students or their parents/guardians will have the 

right to request a reconsideration of the penalty imposed through the teacher who issued the referral. 
Reconsideration must be requested on a business day, no later than 48 hours after the sanction is 
imposed and may be filed verbally by the parent or guardian, in writing, or by email. 

b) The appeal must be answered by the teacher no later than 48 hours after it is received.  

Article 3 Discipline Committee and Due Process for Major and Severe 
Infractions 
The discipline committee will be responsible for investigating any infractions considered as major or severe, 
in accordance with the definitions outlined in this manual or the school's code of ethics, and will 
communicate the resolution about formative actions and sanctions that correspond to the case evaluated. 

The General Director will have the responsibility, at the beginning of the school year, of appointing the 
members of the discipline committee and ensuring that the procedure and due process are respected in 
each case. This committee will be made up of an administrator as coordinator, the school's psychologist, 
the student's homeroom teacher, the subject teacher in specific cases of academic dishonesty, and another 
independent teacher or administrator from the student or the situation. Any of the members may be 
substituted to ensure objectivity and avoid conflicts of interest in the process. Once a case is referred to the 
Discipline Committee, the following procedure will be followed:  

a) The report and/or complaint by a parent, teacher, administrative employee or other school authority 
regarding the commission of a major or severe infraction or one who witnesses it, will be brought to 
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the Discipline Committee for the investigation of whether or not there is merit to initiate a disciplinary 
process. 

b) In the event that there are several possible perpetrators of the infraction, all disciplinary processes will 
be individual and those involved in them will not be informed of the developments in the others. 

c) Students involved in the possible commission of a major or severe infraction will not be interviewed in 
this regard. The presumption of innocence will be protected and respected at all times. 

d) If the Discipline Committee, through the initial assessment and investigation, determines that there is 
merit to open the disciplinary process, it will proceed to authorize a file and prepare the document 
transferring the charges to the parents of the student indicated as possibly responsible for the 
infraction, in the one who will be informed that their child is being investigated for the possible 
commission of a major or severe infraction that violates the school regulations, and the possible 
sanction for said offense, according to the regulations. 

e) The Transfer of Charges will be sent together with the evidence available in the form of attachments, 
namely: complaint or report that starts the process, testimonial evidence, any other documents and/or 
evidence in the file (videos, photographs, drawings or others), so that the student's parents, when 
answering the Transfer, have at hand all the existing evidence in the process. The Transfer will indicate 
to the parents that the original file is at their disposal in the office so that they can access it if they deem 
it pertinent. 

f) The Transfer will also advise parents they have 3 business days to answer, either by opposing it and 
offering their proof of discharge or agreeing to it and accepting the sanction that the Disciplinary 
Committee decides to impose according to the school's regulations. 

g) The Transfer will be sent to the official email that the parents have indicated in the service contract. 
Parents should indicate a means to receive process notifications in case of address change. 

h) Once the Transfer of Charges is received, if the parents agree to accept the responsibility of their child, 
the Committee will proceed to impose the sanction that may be applicable by Regulation and will 
communicate it to them through a resolution document. 

i) If the parents present the discharge rejecting the responsibility of their child in the denounced action, 
the Committee will proceed to analyze the evidence provided, arguments, testimonies and other 
existing evidence. Any new evidence provided by the parents must be included in the case file. 

j) Once the Committee has reached a conclusion, it will proceed to inform the parents of its decision 
through the indicated means. 

k) In the notification of the resolution, the Committee will indicate to the parents their right to present an 
appeal, duly reasoned and substantiated, within three business days from being notified. Said appeal 
will be presented to the respective Principal in writing, email being a permitted means for said action. 

l) Once the appeal is resolved, the Principal will proceed to notify the parents of her final decision. In case 
it is denied, the Principal will notify the Disciplinary Committee. There is no action or recourse against 
what is resolved by the Principal. 

m) Once the period for the appeal has elapsed, if the parents do not appeal, the Disciplinary Committee 
will proceed to inform the Principal of the sanction imposed for its immediate execution. If the appeal 
letter is received from the parents within the term granted, the Committee will proceed to transfer the 
file together with the appeal, to the Principal. 

Article 4 Disciplinary Proceedings in Flagrant Situations 
When a disciplinary infraction is presented and it is certain that it will be carried out because the student is 
surprised at the moment of committing it, it is considered a flagrant fact. This type of offense does not 
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require the application of a normal investigation procedure such as the one applied in the cases of major 
and severe infractions set forth in the previous Article. In these cases, the procedure is more expeditious, 
as detailed below: 

a) The teacher or administrator who witnesses the commission of the infraction will draw up a report and 
transfer it to the Disciplinary Committee in order to start the process of notification of the fact. 

b) The student involved in an act of flagrancy will not be interviewed about it. 

c) The Discipline Committee will carry out the Transfer of Charges to the parents, informing them of the 
situation. The Transfer of charges will contain the resolution with the sanction that will be applied to 
the student as a given fact in accordance with the provisions of the Regulations. 

d) In said resolution, the Committee will indicate to the parents their right to file an appeal within three 
business days from the day following notification; it will be presented to the respective Area Director in 
writing, email being a permitted means for such action. Parents will be given the opportunity to hold an 
oral hearing with the Principal if they so request. 

e) Once the appeal is resolved, the Principal will proceed to notify the parents of her final decision. In case 
it is denied, the Principal will notify the Disciplinary Committee for the corresponding actions to be 
taken. After the Principal’s final resolution there is no further appeal. 

Article 5  Minor Infractions  
Minor infractions are those that by their nature will be handled by the teacher through previously 
established strategies, either in class, in common areas or during activities outside the institution. 

When the student repeatedly commits a minor infraction, the teacher will proceed to prepare a referral 
with a deduction of 1 to 5 points. It will be delivered to the Principal who will coordinate communication 
with parents and the respective deduction of points at the end of the quarter in course at the time the 
disciplinary action happens. 

The student who incurs a minor infraction will receive a disciplinary referral that must be signed by the 
teacher. The student will be asked to write their name acknowledging that they received the referral, 
without waiving their right of appeal. Parents will be notified electronically.  

Below is the list of actions considered as Minor Infractions: 

a) Being late to class during the course of the lesson. Not being in the assigned place at the time of 
dismissal or arriving late to the bus without justification. 

b) Showing improper personal appearance: breaking the Dress Code for the uniform, physical education 
or for special activities; use of torn or dirty clothes, lack of hygiene or personal care; use of excessive 
makeup, tattoos and extravagant jewelry accessories. 

c) Coming to class without the required materials, including a personal computer when applicable, 
textbooks, workbooks, notebooks and writing implements, calculators or other materials unique to 
each subject. 

d) Not following instructions from teachers or administrators in classrooms or common areas inside and/or 
outside the school. 

e) Presenting an attitude of disinterest and unwillingness to collaborate in the instructional process. 

f) Not using class time productively. Working in a disorganized manner and misusing learning time. 

g) Intentional disruptive behavior in the classroom or other setting where a learning process is ongoing 
that prevents the normal course of the lesson or activity directed by the teacher, including, but not 
limited to: speaking during the instructional process or execution of class work without authorization; 
producing unnecessary noise, playing games, loitering around the classroom or instructional space 
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without justified reason, throwing objects, making a mess, hitting or destroying materials from the 
classroom or other classmates, furniture, etc., yelling or making noise with objects, annoying other 
classmates, running in the hallways, making noise in the hallways, bouncing balls in the classroom or 
office area. 

h) Taking actions that put one’s safety or that of others at risk such as sliding down the railings, sitting on 
railings or high walls, jumping fences or climbing unauthorized places, throwing objects, throwing balls 
in the hallways or places not intended for that purpose, playing roughly, pushing, running in areas where 
it is not allowed (hallways, ramps, etc.) 

i) Invading the personal space of others without their consent: hugging without consent, kicking feet, 
slamming one’s chair against another's, leaning against the other, talking or mumbling, touching, 
pushing, placing belongings on the other's desk or locker, taking materials without proper permission 
of the owner. 

j) Verbal or physical provocation. 

k) Causing disorder or uncleanness in the classroom, in common areas by not keeping belongings in their 
assigned place, by not disposing of the garbage properly. 

l) Consuming unhealthy food according to the Nutrition Policy.  

m) Making rude comments that are unpleasant or offensive. Use derogatory words (gravity according to 
context). 

n) Making inappropriate demands of others: buying food in the cafeteria, heating food, delivery of 
belongings or food, doing academic work, requesting errands, among others. 

o) Defiant behavior, ignore the instructions given by the teacher. Responding disrespectfully to the teacher 
or administrator. 

p) Excluding other students through rude comments, ridicule, not allowing them to occupy a place, not 
accepting or imposing conditions to be part of a work group, sports team or games, among others. 

q) Showing unsportsmanlike conduct during activities of this nature: yelling at a teammate in an 
inappropriate way, teasing, abandoning the activity without justification, others. 

r) Using objects that cause some type of distraction in the classroom such as magazines, toys, and/or 
electronic devices such as telephones, tablets, smart watches, electronic games or any other device 
during the school day (7:20 am to 2:35 pm) without permission. Allowing cell phones to ring during 
lessons; at the permitted levels, cell phones must be turned off during school hours. 

s) Improper use of objects that do not belong to you. 

t) Participating in public displays of affection: prolonged caresses, kisses or hugs, holding hands, laying 
down or sitting on laps, during curricular and extracurricular activities, on school transportation or while 
wearing the school uniform. 

u) Using school materials or equipment in an inappropriate way or causing minor damage to school 
property, belonging to community members, while on school premises or off campus, while 
representing the school or on the school bus. 

v) Academic dishonesty: providing others with your own work to be copied and turned in as theirs. Lying 
or cheating during tests or assignments. Copying and pasting sentences, paragraphs found online and 
present them in works as of your own authorship. 

w) Leaving the classroom without prior authorization or wandering through the campus during classes 
without authorization. 

x) Bringing merchandise to sell at school without prior permission. 

y) Continuity or repetition of a minor infraction in the same quarter will be considered a major infraction. 
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Article 6 Consequences for Minor infractions 
Minor infractions will result in a referral and the corresponding deduction of 1 to 5 points from the conduct 
grade for the quarter. Parents will be notified of the commission and recurrence of this type of offense in a 
timely manner. 

The recurrence of minor offenses will receive a classification of major infraction. The teacher will refer the 
infractions of the same type in which there has been reiteration to the Principal, who in turn, will refer them 
to the Discipline Committee. The Disciplinary Committee will assess the case and apply the protocol that is 
appropriate for major infractions (see Major Infractions and Consequences for Major Infractions). 

Article 7 Major Infractions  
Major infractions are those actions that turn out to be very disrespectful or harmful to others, and 
sometimes even to the same person. It includes those acts that demonstrate disregard for basic principles, 
and that are contrary to the community standards of the school in terms of justice, honesty, respect, 
empathy, moral principles, or that involve recurrence of minor infractions. If the student continues to 
display inappropriate behavior with little effort to improve, his or her behavior will be considered "gross 
and serious disrespect." These infractions can be reported by any member of the school's staff. Every major 
infraction carries a referral that is presented to the Principal, who will in turn forward it to the Disciplinary 
Committee. The following are considered major infractions:  

a) The repetition in the commission of minor infractions in the same quarter will result in the classification 
of the same as major infractions.  

b) Defiance, lack of respect, disobedience or insubordination towards the director, teachers, students and 
other personnel of the school, as well as towards parents volunteering at the school. This includes 
actions on campus as well as actions on buses, during community service, excursions, activities outside 
the school, etc.  

c) Extreme disruptive behavior in the classroom or other premises inside and outside the school during 
curricular and extracurricular activities.  

d) Skipping classes or leaving campus without authorization. Leaving from official curricular or 
extracurricular activities inside or outside the institution without permission.  

e) Making rude, derogatory or offensive comments, offensive comments of a sexual nature, starting 
rumors that may damage the image of another person, performing actions that cause discomfort or 
embarrassment to others, using degrading or unwanted nicknames, insults, sarcastic or cynical 
comments, pushing, threats of physical violence, intentionally excluding others.  

f) Disrespectful statements or deeds, inappropriate body gestures, invasion of personal space, words or 
actions against the principal, teachers, administrators, students, parents and other members of the 
educational community.  

g) Intentionally hitting, pushing, kicking, or causing minor physical harm.  

h) Verbal or physical provocation.  

i) Threatening, intimidating others verbally and/or physically.  

j) False alarm or bomb threat. Inappropriate tampering with security devices resulting in false alarm or 
damage to it.  

k) Intentionally damaging, vandalizing school equipment, furniture, infrastructure or vehicles used to 
transport students. Intentional damage to the belongings of other members of the community. 

l) Theft of Articles with a maximum value of $25. 

m) Remove, hide and/or misuse objects or information that belong to others. 
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n) Use the school’s name in activities or communications that were not authorized by the administration 

o) Carry out actions that put your health, physical integrity or that of others at risk, inside or outside the 
school such as: throwing objects, rough games, bringing dangerous animals, etc. Carrying and/or 
manipulating in the form of a game or distraction any type of sharp object (camping knife, cutter, among 
other non-weapons) that has not been authorized for academic purposes. 

p) Induce another to see or hear information contrary to the values of the institution including material of 
a sexual nature, discriminatory, etc. 

q) Using technology to record audio, video, take photographs without the person’s authorization and/or 
use this type of material or similar ones prepared by third parties to affect others through its 
dissemination, inappropriate comments, mockery, etc. 

r) Showing physical affection not allowed: strong and prolonged hugs, invasion of the physical space of 
others, touching private parts, caresses, kisses on the mouth. 

s) Cover for another who has committed a major or severe infraction.  

t) Entering the bathroom of the opposite gender without authorization. 

u) Carrying or accessing pornographic or offensive material. 

v) Inappropriate use of the internet during their stay within the school for activities not related to the 
authorized learning process and exclusive communication between members of the educational 
community; this includes the inappropriate use of the accounts that have been assigned to the student 
or other members of the educational community, their access codes, as well as published material. 

w) Entering the school under the influence of alcohol or illicit drugs. 

x) Academic dishonesty. 

y) Showing disrespectful attitudes during lessons, assemblies, civic events or curricular or extracurricular 
activities officially convened inside and outside the school. Showing disrespectful behavior to national 
symbols: damage, misuse. 

z) Continuity or repetition of a major infraction in the same quarter will be considered a severe infraction.  

Article 8 Consequences for Major Infractions  
Major infractions will result in a discipline referral and the case being reported to the Principal. She, in turn, 
will refer the infraction to the Disciplinary Committee, which will assess the case and apply the protocol 
applicable in infractions of this type. If the infraction is sufficiently supported by reports or evidence, the 
student will be subject to a deduction of 6 to 15 points from the conduct grade for the quarter, and to one 
or more formative actions according to the nature and severity of the offense. The parent will be notified 
of the fact in a timely manner. 

Recurrence of major infractions will be classified as a severe infraction. 

Article 9  Severe Infractions  
Severe infractions will be considered as those acts that openly and inexcusably violate the norms of the 
school and of society in general, or those previously defined that include other factors such as malice, 
premeditation to interrupt the learning process, cause injury, or danger or imminent injury or other damage. 
Likewise, the recurrence of major infractions, and any other infraction that the Director, the Administration 
and the Disciplinary Committee consider belongs to this category, will be considered very severe infractions. 

The following infractions are considered severe:  

a) Reiteration in the commission of major infractions in the same quarter. 

b) Assaulting, hitting, causing physical, moral or psychological injury to others. 
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c) Bullying: according to the characteristics and conditions stipulated in this manual. 

d) Participating in, promoting or inciting quarrels, fights or other similar acts. 

e) Any type of discriminatory action due to race, creed, sex, language, affiliations, customs, medical 
condition, disabilities, or any other that attempts against human dignity. 

f) Any type of conduct that may cause shame, humiliation, fear or that violates the dignity of the person 
or the image of the school, that may or may not include the use of the internet or cell phones to send 
texts, audios, videos or images. 

g) Intimidating, frightening, threatening, verbally abusing or harassing. 

h) Sexually harassing, with words, touching, improper or unwelcome physical contact, or similar actions. 

i) Inciting others to behave inappropriately or to participate in actions that harm individual or collective 
health or safety. 

j) Carrying and/or passing pornography, disrespectful messages or any inappropriate content on a cell 
phone or other device that affects or denigrates any member of the educational community. Trafficking 
or disseminating material contrary to public morals. 

k) Inducing another to see or hear information contrary to the school‘s values, including material of a 
sexual, discriminatory nature, acts of violence, etc. 

l) Carrying or using any type of weapon, military object or dangerous, flammable, explosive, poisonous 
materials that threaten the health and physical integrity of people, except those expressly authorized 
by the school for educational purposes. 

m) Vandalizing, deliberately destroying property belonging to the school, staff or other members of the 
educational community, whether this action is carried out individually or in a group. Destroying partially 
or totally the facilities, sports equipment, desks, equipment, documents, tools, automobiles or other 
property that belong to the school or to another member of the educational community. 

n) Public staging of conduct contrary to public morals or good customs. 

o) Stealing, altering or falsifying official documents, report cards, tests or exams, examination materials, 
signatures, failing to give your correct or false name to institution personnel, impersonating another 
student when taking exams, falsifying a name in a legal school document. 

p) Ingesting, carrying, distributing, inducing or facilitating the use of illicit drugs or alcoholic beverages in 
the following cases: a) within the school, b) off-campus during school hours, c) off-campus while 
wearing the uniform, d) in official extracurricular activities. 

q) Theft of objects with a value greater than $25.  

Article 10 Consequences for Severe Infractions 
Severe infractions will result in a discipline referral and the case being reported to the Principal. She, in turn, 
will refer the infraction to the Disciplinary Committee, which will assess the case and apply the protocol 
applicable in infractions of this type. If the infraction is supported by sufficient evidence, the student will be 
subject to a deduction of 16 to 30 points from the conduct grade for the quarter, and to one or more 
formative actions according to the nature and severity of the offense. The parent will be notified of the fact 
in a timely manner. 

Article 11 Bullying  
Lighthouse International School will maintain a rigorous policy against bullying. Bullying is defined as 
behaviors that meet the following criteria:  

a) Intentional violent behavior that is intended to cause pain or suffering to another 
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b) There is an imbalance of power in which there is a victim who cannot defend him/herself 

c) The behavior is repetitive 

d) It occurs between pairs or equals 

e) Bullying can occur physically, verbally, sexually, socially, cyber, or psychologically. 

Once the aggressor has been identified by teachers and students (through a detection process, which 
includes conferences with teachers and students, as well as observations), the following formative and 
disciplinary actions are carried out:  

a) The corresponding teacher and psychologist meet with the student to discuss their abusive behavior 
and the need for a change. 

b) The corresponding teacher or psychologist holds a meeting with the parents of the identified students 
to inform them of the details of the incident, and to coordinate all efforts to achieve a change in 
behavior in the student. 

c) The student, together with his/her parents, writes a letter with a reflection on the matter discussed and 
with his/her commitment to change his/her attitude. 

d) If the student repeats this abusive behavior, conditional enrollment will be imposed. 

e) If the student repeats any inappropriate behavior towards his/her classmates or other students, he/she 
will be expelled from the school.  

Article 12 Sexual Harassment  
All people have the right to live a life free from any form of violence, or from behaviors that harass them or 
make them feel uncomfortable or guilty. They have the right to study and work in a peaceful environment, 
without fear, and where trust and respect prevail. 

In accordance with the "Law on Sexual Harassment in Employment and Teaching", LIS recognizes the need 
to provide conditions that help ensure each person the possibility of developing through equitable 
participation in social, economic, political, social and cultural life of the community. Consequently, sexual 
harassment will be dealt with rigorously, in accordance with the internal policy of the institution. 

Article 13 Possible Formative Consequences for Disciplinary Infractions  
The school reserves the right to deduct points from the conduct grade, as well as apply any formative 
consequence in accordance with the student's learning objectives, the seriousness of the infraction, and the 
best interests of the school, its students and other members of the community.  

These actions may be, but are not limited to, the following:  

a) Meeting with the homeroom teacher, school psychologist and/or with the Principal to reflect on the 
incorrect action. 

b) Support from the school’s psychologist. 

c) Referral for psychological support, occupational therapy, or other external intervention. 

d) Orientation talks with the students involved. 

e) Written or verbal apology towards the offended person(s). 

f) Reparation of the verbal or moral offense to the persons or groups through the opportune public 
retraction and the corresponding apologies. 

g) Replacement or repair of damaged material or equipment. 

h) Elimination of the privilege of having a laptop granted by the school. 

i) Assign working hours in the school. 
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j) Be subject to a conduct contract. 

k) Suspension of privileges or credentials: participation in student government, class representation, 
membership in honor societies, attendance to clubs, sports teams, sporting or cultural events, any 
school-related committee. 

l) Required attendance to a Saturday study session at the school. 

m) Carrying out actions of an educational nature and of school or community interest, that are verifiable 
and that keep the proportionality and relevance in relation to the infraction committed. They must not 
threaten the dignity and safety of the student and must have the authorization of the parents. 

n) Assigned work, with the consent of the parents, in the school or the community. It can range from 
investigative work on the subject of the infraction to assisting teachers or administrators in order to put 
into practice skills that will help the student. 

o) Earn a grade of one (1) for homework, project, or test for academic dishonesty. 

p) Request parents to seek external support for the student in order to improve negative behaviors. 

q) Suspension for one or several hours, either inside or outside the school. 

r) Suspension of up to a maximum of 10 days, when it is determined that the presence of the student in 
the school constitutes a threat to the order of the school or the safety of the student and others. Parents 
should go immediately to pick up the student. Suspension will apply and time will be allocated for an 
investigation. 

s) Voluntary transfer or expulsion from the school. 

t) Senior students who receive a sanction for major infraction during the last quarter could lose the right 
to participate in activities or graduation ceremonies.  

Article 14 Summary Chart of Infractions 

Type of Infraction Person Responsible 
Points from Conduct 

Grade 
Actions and Formative Consequences 

Minor 

Classroom Teacher 

Parent 

Support by: 

● School Psychologist 
● Principal 

1-5 

Handled in class by the teacher 

Discipline Referral (Home & Principal) 

Timely communication with parents (emails-meetings) 

Coordinated actions to promote behavior change 

Major 
Principal 

Discipline Committee 
6-15 

Discipline Referral (Home & Principal)  

Formative Action 

Behavioral Contract (possible) 

Severe 
Principal 

Discipline Committee 
16-30 

Discipline Referral (Home & Principal)  

Formative Action 

Behavioral Contract (possible) 

Suspension / Expulsion (possible) 
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Article 15 Infractions Resulting in Suspension 
Regardless of the number of accumulated discipline referrals, a student may be sanctioned with suspension 
or other consequences, as determined by the Administration. Suspension can range from a few hours to 
several days, depending on the seriousness of the infraction. 

Under very special circumstances, a student may be suspended as a preventive measure, pending the 
resolution of disciplinary procedures, when it is determined that the student's presence at school is harmful 
to the student himself or others, when it may cause a distraction, or significant disruptions in the learning 
process of others. In such cases, the student's absence will be excused, and every effort will be made to 
ensure that the student is assigned work in each subject so that it can be done at home, or that it can be 
made up when the student returns to class. 

Article 16 Conditional Enrollment due to Poor Grades and Conduct  
Students who commit recurring disciplinary infractions, or a major infraction, will be imposed a Behavioral 
and Academic Contract, that is, a written agreement between the student, the parents and the school. The 
contract will be an extension of the regular Disciplinary Policy, and its main objective will be to correct 
behavioral and academic problems that have been identified, as well as the formation of personal values 
that are promoted in the LIS Code of Ethics. Students who have a contract will be on probation, or with 
conditional enrollment. Failure to comply with the stated conditions may result in expulsion or denial of 
enrollment to the student. The contract will have five main sections, where additional expectations and 
consequences that interested parties must comply with will be specified, such as: 

a) Objectives for the student: specify the areas where the student needs to improve. 

b) Consequences for non-compliance: indicates the sanctions that the student will face if the conditions 
stipulated in the previous Section are not met. This may include modified or lower penalties than those 
included in this policy. 

c) Rewards for compliance: specify the positive consequences for the student when the conditions of the 
first Section are met. 

d) Responsibilities of the school: the school commits to provide support to the student, within the services 
and procedures available, to promote positive changes in the behavior expected of the student. 

e) Responsibilities of parents: states the role of parents in the disciplinary process, as well as an 
acknowledgment of the possible consequences for non-compliance with the stipulated conditions. 

Behavioral and academic contracts can be imposed at any time, and will conclude when, once reviewed, it 
is verified that the student has met the stipulated objectives, or that the end of the school year has been 
reached (depending which situation occurs first). Contracts may be renewed at the beginning of a new 
school year if deemed necessary, in which case a new document must be signed. 

Article 17 Exceptions to Ordinary Procedures 
Behavior problems occasionally arise that require an exception to the ordinary procedure set forth in this 
manual. Serious infractions that violate the rules and regulations may result in suspension or expulsion from 
Lighthouse. 

a) If a student is suspected of hiding a stolen or illegal item, they will be asked to show any item they may 
have in their clothing, locker, or school bag. If the student refuses, their belongings will be searched or 
confiscated. The review will take place in front of a witness and a member of the administration. The 
principal will write a report of the incident and the search procedure. 
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b) The administration reserves the right to examine particular situations and to request support and advice 
from external professionals regarding decision-making related to these particular cases. With this 
procedure, the school primarily seeks the welfare of the student and the school in general. These 
situations will be considered outside of the regular discipline procedures. 

Article 18 Behavior of LIS students Outside of School 
The behavior of LIS students outside the school is the responsibility of each student and their parents. 
Students should be aware, however, that they are representatives of LIS in the community at large and that 
they should therefore behave appropriately. Students who wear the LIS uniform, who are representing the 
school in off-campus activities, or who interact improperly on social networks or electronic forums (see 
Chapter 4, Article 15, Section 10) either during school hours or outside of school hours, are subject to the 
rules and regulations stipulated in this DISCIPLINE POLICY, and will face the corresponding consequences 
for the infractions committed. 
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CHAPTER 7 INFORMATION FOR PARENTS 

Article 1 Service Learning 
The school has a Service Learning Coordinator who will work hand in hand with teachers and parents to 
choose the projects for each class. The success of the program depends on how much the parents are 
involved, since the teachers depend on their support to communicate with the service locations, to plan the 
activities, and to support the visit to the location with their attendance. 

Article 2 What to do when you want to visit the school 
In order to ensure that the students' learning process is not interrupted, and to safeguard the safety of the 
students and school personnel, all visitors, including family members of the students and former students 
of the institution, must adhere to the following procedure: 

a) Identify yourself with the guard at the main entrance and indicate the reason for the visit. If it is a 
relative unknown to the security officer, he will request the corresponding identification. 

b) The security officer will accompany the visitor to the reception office where they will indicate the reason 
for their visit so that the administrative staff can manage what is necessary. Among the reasons to justify 
the presence of a parent or guardian on the school grounds during class hours and extracurricular 
activities hours, the following situations are determined: 

 Meetings previously scheduled with teaching or administrative staff 

 Payment for school activities 

 Payment in the cafeteria 

 Delivery of materials or objects required in previously agreed special activities 

 Participation in fundraising activities 

 Assistance in community service activities or student field trips 

 Parent committee meetings 

 Withdrawal of student with illness 

 Support for teachers in previously agreed activities 

 Events and special activities previously convened 

 Delivery of objects, food, medicine or others that are considered necessary for the optimal 
performance of the students while in school 

 Other situations approved by the administration  

a) In the case of a visitor who is not a parent or guardian, the security officer will verify the reason for the 
visit, will provide a visitor’s pass that must be carried at all times while on campus. 

b) You only have access to the areas in which you have been given prior authorization to visit. 

c) Once your time at the school ends, you are requested to wait in the main office. 

Article 3 What to do if you need to leave an item or message for your child 
In order not to distract or interrupt the learning process, please leave messages or items for your child at 
the front desk. The receptionist will take care of delivering the message or item to your child as soon as 
possible. 

Article 4 What to do if you need to speak with your child on the phone 
If you need to speak with your child or need them to call you at a specific time, please contact the front 
desk. Students are not allowed to use cell phones during class time or while at school. Secondary students 
can only use their cell phones before or after the school day. 
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Article 5 How to set up a meeting with your child’s teacher 
Many questions can be answered by contacting the teachers directly by email. If you would like to speak 
with your child's teacher, feel free to contact her and set up an appointment, or you can leave a message 
at the front desk. We ask that you do not show up without an appointment; it is in the best interest of the 
teacher, parent, and student to have time to prepare for the meeting. If you would like to meet with the 
principal or a special subject teacher, please contact the receptionist to set up a meeting. 

Article 6 How to excuse an absence, tardy, or uniform exception 
Exceptions will only be justified by the administration when a written note is received from the parent or 
guardian. You can send an email to frontdesk@lis.ed.cr with a brief explanation of the situation, within 
three school days, and wait for a confirmation of the justification from the administration. Remember that 
unexcused absences, tardies, and improper use of the uniform carry consequences for the student's 
conduct grade. 

Article 7 How to volunteer in your child’s class or at the school 
Your help is welcome and appreciated! Please contact your child's teacher via email if you would like to help 
out in class. If you have ideas or want to help around the school, please contact the front desk or the 
respective principal. 

Article 8 How to celebrate your child’s birthday at school 
Please contact your child's teacher in advance to organize such a celebration at the school. We ask you to 
celebrate this date with healthy foods. Candies or other foods high in sugar are not allowed. Please refer to 
the Nutrition Policy Section for more details regarding the food options you can bring to this very special 
event. You may bring bags with surprises, which must be given to the teacher who will put them in the 
students' school bags at the end of the day. Themed plates and glasses can be brought; decorations, 
balloons, piñatas, etc. are not allowed. Gifts for the birthday child are not allowed to be brought to school. 
If they want to give a gift, they must arrange with the family to deliver it elsewhere. 

Article 9 How to support your child’s learning 
Lighthouse wants parents and teachers to work as a team. Parents are expected to: 

1. review Schoology and your child's agenda daily 

2. talk daily with your child about what happened at school 

3. support your child with their homework 

4. discuss the best way to be successful with homework 

5. set a time each day for homework 

6. have a suitable, comfortable and distraction-free place to work on assignments 

7. clarify doubts and give instructions about the task, but do not complete it for them 

8. remind your child to prepare the backpack with the necessary materials and tasks for the next day 

9. cultivate a love of reading, which is a very valuable gift you can give your child 

10. encourage your child to read 20 minutes or more daily or listen to you read to you 

11. Contribute and make sure your children get to school on time, 7:20 am. Late arrivals interrupt the 
learning process, and we at Lighthouse start the day with a community time (important for the rest of 
the day), which also strengthens the emotional and spiritual part. 

frontdesk@lis.ed.cr
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Article 10 What to do if your child is ill 
If your child has been coughing or sneezing frequently, has had a fever, diarrhea or vomiting, please keep 
them at home to avoid spreading it to others. If they go back to school too early, they will not only 
unnecessarily expose the class and teachers to the disease, but they will also delay their recovery. Therefore, 
to protect the sick child, the teachers and the other students, it is necessary that the sick child not return to 
school until there is no fever (without using medicines to lower it), vomiting, diarrhea, lice, or any contagious 
condition for a minimum of 24 hours. 

Article 11 What to do if your child needs to go home with someone else 
If there is a person with whom your child is going to leave regularly, you can authorize that person to pick 
up your child by sending a signed letter to the reception, or an email from an address previously registered 
with the institution. Please include the person's full name, identification number, and their relationship to 
your child. If the person picking up your child has not been authorized in this way, it is necessary that you 
send a letter or email with your authorization the day your child will leave with that person. It must be 
received by the front office before 12:00, otherwise your child will not be allowed to leave the school with 
any unauthorized person. 

Article 12 What is the correct procedure for drop off and pick up? 
You can drop off your child in the morning anytime beginning at 7:00 a.m. Pre-Kindergarten and 
Kindergarten students who come only for half the day are dismissed at 11:30 a.m. High school through 
eighth grade students are dismissed at 2:35 p.m. If a student stays in an afterschool club, they will be 
dismissed at 3:30 p.m. 

At the 2:35 p.m. dismissal, please line up in the corresponding car line. School staff will have your child ready 
when you approach the entrance of the building. Due to the number of cars waiting in line, please do not 
use this time to chat with your child's teachers or other parents. 

If your child is not ready by the time you arrive at the front door to pick them up, you will be asked to drive 
around and line up again until your child shows up. 

If for any reason you need to talk to someone or need to attend an activity within the school, please park 
your car, enter the school and report to the receptionist. All students dismissed at 2:35 p.m. must have been 
picked up before 2:50 p.m. All students leaving their club at 3:30 p.m. must be picked up before 3:45 p.m. 
If you do not pick up your child on time, you will receive a call from the front desk. If a student is picked up 
late repeatedly, the school administration will meet with the parents to resolve the situation. 

Article 13 What to do in case of an emergency at Lighthouse 
Lighthouse faculty, staff and students are ready for emergency and evacuation situations. Drills are 
practiced periodically throughout the school year to ensure students are prepared at all times. In the event 
of an emergency, every effort will be made to contact you for directions. 

Article 14 What is the responsibility of parents regarding field trips? 
When your child's homeroom teacher informs you that they are planning a field trip, they will send you a 
permission slip for you to read, sign and return with the required information. Permits will be received by 
email from an address previously registered with the school. If the teacher does not receive the proper 
permission and the necessary money 24 hours before the field trip, then your child will not be able to attend 
the field trip. 

If the teacher requests that parents accompany her, please contact her directly. Any parent going on a field 
trip should remember that they are there to help the teacher and the students with the activity. For this 
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reason, we respectfully request that you not use this time to socialize with other parents or to discuss 
matters related to the school. Siblings who are not part of the regular group are not allowed to go on field 
trips. 

Article 15 How can I support the school? 
You can help our students, faculty and staff, and the general environment of our community by praying for 
our school. Maintain open and positive communication with the people directly responsible for situations 
that need to be addressed. Share your children's achievements with others. 

Article 16 How to support your child during distance learning 
a) Set up a space in your home that’s appropriate for your child's learning. Preferably have a desk, an 

adequate chair, good lighting, few distractions, and study materials on hand. Your child should not work 
on his bed. 

b) Establish daily routines, such as meal schedules and adequate wake up and bed times that respect 
school hours. Remember that eating is not allowed during virtual sessions. 

c) Help your child maintain healthy habits of hygiene, diet, physical activity, and rest. Insist that your child 
take mental breaks throughout the day; some of these are already built into the class schedule. 

d) Attendance to class sessions is mandatory. If your child misses a session, you must send an email to the 
principal explaining the absence and requesting the link to the recorded session. 

e) Limit your child’s screen time after school hours. 
f) Communicate with teachers or administration via email during business hours. Request virtual 

meetings, if needed, in advance. 
g) Read all emails sent home from teachers and administration. 
h) Periodically review calendars, content, assignments, and grades in Schoology. 
i) Regularly ask your child what he or she is learning, and how he or she is doing with school. 
j) Model and foster in your child a positive and responsible attitude towards distance learning, seeking to 

have him or her take ownership of his or her own learning. When questions arise, direct him or her to 
ask or seek the support he or she needs from his or her teacher during class sessions. You may also send 
an email to the teacher if your child needs additional help or support. 

k) Take advantage of conversations with your child to check his or her mood and possible level of 
frustration. Contact the school psychologist if you need socio-emotional support for your child. 

l) Watch for your child's online interactions to be appropriate.  
m) We encourage students to socialize after school hours, but remember that the links established for class 

sessions are not allowed for socializing outside of class hours. Parents should assist their children in 
finding other platforms for socializing. 

n) Reinforce class rules, netiquette protocols, and academic honesty regulations.  
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APPENDIX 1 – DISTANCE LEARNING GUIDELINES  
The main goals of our Distance Learning Program are: 

 Provide uninterrupted learning 

 Presented as an extension of our standards-aligned curriculum  

 Contents and pedagogy adapted to the learning environment 

 Research-based practices that support student learning 

 Strengthen digital citizenship and proper use of technological tools 

 Promote student ownership of the learning process 

 Ensure emotional and spiritual support 

Communication 
It is very important to follow the proper communication channels and procedure:  

 The official and preferred communication platform is email, but other platforms may be used when 

appropriate. 

 According to communication protocols, please discuss academic issues with the teacher first, 

followed by the respective area principal, and the general director as the last step.  

 Regular teacher working hours are from 7:30 a.m. to 3:00 p.m.; communication received outside 

working hours will be answered at the teacher’s earliest availability during working hours.  

 Teachers will have consultation times set up in the schedule for students who need questions 

answered or help with a particular situation. 

 Parents should schedule virtual conferences with the teacher in advance. 

 Due to ongoing government restrictions, the main office will be available to receive calls from 7:30 

a.m. to 3:00 p.m. Visits to campus must be coordinated in advance. 

 

CONTACTS 

Technical Support Sylvia Fernández sylvia_fernandez@lis.ed.cr 

Learning Support Program Jessica Hidalgo jessica_hidalgo@lis.ed.cr 

Socio-emotional Support Liza Vargas liza_vargas@lis.ed.cr 

Elementary Principal Mirtha Cruz mirtha_cruz@lis.ed.cr 

Secondary Principal Sonia Pastrana sonia_pastrana@lis.ed.cr 

Main Office 2215-2390 frontdesk@lis.ed.cr 

Curriculum and Evaluation 
During distance learning, we will follow our basic curriculum, and the essential content and topics will be 
covered. However, some adjustments may be made in the pacing and delivery of the standards. Students 
will attend scheduled classes and participate in projects and assignments as instructed by their teacher, 
through various platforms, such as Google Meet, Schoology, and others. 

Following research-based pedagogy, our teachers will adapt the delivery of the lessons to meet the needs 
of the students in distance mode. There will be a balance between synchronous and asynchronous classes 
to moderate the amount of screen time per day. 

mailto:sylvia_fernandez@lis.ed.cr
mailto:jessica_hidalgo@lis.ed.cr
mailto:liza_vargas@lis.ed.cr
mailto:mirtha_cruz@lis.ed.cr
mailto:sonia_pastrana@lis.ed.cr
mailto:frontdesk@lis.ed.cr
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The assessment of student learning and academic progress will be flexible and be adapted to best fit the 
distance learning mode and the particular unit of study in each class. Certain categories will be eliminated, 
such as Homework, and other categories will receive adjusted weighting of the grade. Each teacher will 
notify students and parents of the changes in advance. Whereas all assignments are mandatory, some will 
be summative (receive a grade) and others will be formative (receive feedback for improvement). 
Assessment will be based on rubrics that measure compliance with the learning objectives of each 
assignment. Similarly, tests and quizzes will take on a variety of forms with the objective of measuring 
student progress. 

The grading for each assignment and assessment will be posted in Schoology, as is normal practice. Parents 
are encouraged to monitor their child’s progress through Schoology, and communicate with the teacher 
whenever questions arise. 

Academic Honesty 
It is expected of all students to conduct themselves and perform their assigned tasks according to the 
highest standards of integrity and responsibility. Assignments that have been copied from other sources, or 
produced fraudulently will not be accepted. All regulations concerning academic honesty will be applied 
during distance learning. 

Student Support 
The students who require accommodations will continue to receive them, supported by our Learning 
Support (LSP) specialist. Some of these accommodations will also be modified to meet the learning 
environment of the student. 

An essential pillar of the Lighthouse experience is the spiritual growth and wellbeing of each student. We 
will continue to have regular class devotionals and Core Values classes, based on Christian values and biblical 
teaching. Student attendance and participation is mandatory, just as it is during on-campus learning.  

Emotional health is a major priority during distance learning, and all of our teachers will monitor and support 
the students on a daily basis. Our psychologist will provide support through Social Emotional Learning and 
Life Skills classes. She will also be available to provide individual support when needed. 

Class Protocols and Netiquette 
Students are expected to comply with the following: 

 Follow the daily schedule, including breaks and lunch, being responsible to start on time, and being 

prepared for class. 

 Have a designated place that is appropriate for learning, with adequate lighting, and with as few 

distractions as possible. Students should not roam around during the sessions. 

 Students must be properly dressed according to regular school guidelines and seated upright for each 

session. 

 Attendance to all scheduled sessions, classes, devotionals, and workshops is mandatory, unless 

indicated differently in advance by the teacher. 

 Attendance for each session will be taken. Absences must be justified by the parent via email to the 

respective division principal. Absent students will only be granted access to the recording of missed 

sessions with Principal approval. 

 Students may not leave the session before its schedule ending. 

 All cameras must remain on and facing the student at all times during sessions. 
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 Microphones must remain muted until given permission by the teacher. 

 All students are expected to actively participate in the sessions, and answer when called upon by the 

teacher.  

 Work diligently and honestly on your assignments, turning them in on time and through the proper 

platform the teacher instructs. 

 No food, pets, siblings, or other distractions are allowed during sessions. 

 All interactions must be respectful, ethical, and related to the session. 

 Session links may not be used for socializing outside the regular session schedule. 

Tips for Students 
 Follow a regular daily schedule to wake up and go to bed, and for meals. Remember you’re not allowed 

to eat during class sessions. 

 Take care of your body by eating healthy foods, sleeping at least 8 hours per day, and exercising 

regularly. 

 Take frequent mental breaks throughout the day. Take a short walk through the house. Stretch. Sing a 

favorite song. Have a healthy snack. 

 Have a dedicated place to work. Don’t work on your bed! 

 After school hours, do something away from a screen. 

 Stay organized! Have a place for your school materials, and get them ready for your school day the night 

before. Have a calendar where you can see your upcoming assignments. 

 Stay in touch with your friends. But do it in the right way and at the right time. 

 Mind your appearance. Shower. Clean clothes. Good posture. Eye contact. 

 Ask questions. Participate actively in your classes. 

 Stay positive. Be an encourager.  

 Be responsible and respectful. 

 Be honest about your work. 

 Keep God first in everything, He’s your best friend. 

Tips for Parents 
 Set up a space in your home that’s appropriate for your child's learning. Preferably have a desk, an 

adequate chair, good lighting, few distractions, and study materials on hand. Children should not work 

on their beds. 

 Establish daily routines, such as meal schedules and adequate wake up and bed times that respect 

school hours. Remember that eating is not allowed during virtual sessions. 

 Help your child maintain healthy habits of hygiene, diet, physical activity, and rest. Insist that your child 

take mental breaks throughout the day; some of these are already built into the class schedule. 

 Attendance to class sessions is mandatory. If your child misses a session, you must send an email to the 

principal explaining the absence and requesting the link to the recorded session. 

 Limit your child’s screen time after school hours. 
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 Communicate with teachers or administration via email during business hours. Request virtual meetings 

in advance. 

 Read all emails sent home from teachers and administration. 

 Periodically review calendars, content, assignments, and grades in Schoology. 

 Regularly ask your child what she is learning, and how they is doing with school. 

 Model and foster in your children a positive and responsible attitude towards distance learning, seeking 

to have them take ownership of their own learning. When questions arise, direct them to ask or seek 

the support they need from their teacher during class sessions. You may also send an email to the 

teacher if your child needs additional help or support. 

 Take advantage of conversations with your child to check their mood and possible level of frustration. 

Contact the school psychologist if you need socio-emotional support for your child. 

 Watch for your child's online interactions to be appropriate. Remember that the links established for 

class sessions are not allowed for socializing with friends outside of class hours.  

 Reinforce class rules, netiquette protocols, and academic honesty regulations.  


