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I. GENERAL OVERVIEW

MISSION STATEMENT

Colorado International School (CoIS) is an independent school that provides the highest-quality international education in a language immersion environment to prepare its students for lifelong learning and future educational success.
HISTORY

Colorado International School (CoIS), a 501(c)(3) tax-exempt Colorado nonprofit corporation, was founded in February 2005 during the U.S. “Year of Languages” by parents, educators and community organizations whose objective was to establish an American international school for early childhood (preK) through middle school (8th grade) children.  CoIS opened its doors on August 15, 2005 with approximately 40 students in Spanish, Mandarin, French, and German.  All CoIS programs combine total immersion education at the pre-K and Kindergarten levels (in a fully licensed preschool) with a dual language elementary and middle school curriculum based on international and Colorado standards.  In addition to its four core world languages, CoIS also offers Farsi, Japanese, Italian, Arabic and Russian in its middle school and in its enrichment programs.  In 2010-2011 CoIS will serve over 150 full- and part-time students in its day school, enrichment and camp programs.

CoIS’ facility at 4100 E. Iliff Avenue in southeast Denver provides indoor and outdoor learning spaces that support the School’s academics, arts, athletics and achievement.  CoIS partners with nearby schools, community centers, public libraries and local businesses.

CoIS’ staff members are native speakers and qualified, experienced teachers who come from the United States, China, Peru, Colombia, Germany and Senegal.   
CoIS NON-DISCRIMINATION POLICY 

The Colorado International School (the “School”) has a nondiscriminatory policy as to race, color, sex, religion, national or ethnic origin, and sexual orientation with respect to all of its activities: admissions, scholarship and loan programs, employment of school faculty and administrative staff and all other activities.  To administer this policy, the School admits students of any race, color, sex, religion, national or ethnic origin, and sexual orientation to all the rights, privileges, programs and activities generally accorded or made available to students at the School.  It does not discriminate on the basis of race, color, sex, religion, national or ethnic origin, and sexual orientation in administration of its educational policies, scholarship or loan programs, and athletic or other school-administered programs.

II. CoIS EDUCATIONAL PHILOSOPHY

CoIS EDUCATIONAL PHILOSOPHY

CoIS provides its students with an American international education in a world language-based immersion environment and offers a methodology adapted to individual and group needs.

The hands-on CoIS summer program curriculum integrates music, art, technology, physical and social education into its core content areas while campers acquire, maintain and improve their oral and written proficiency in the camp language. CoIS summer campers make weekly field trips to metro area museums, galleries, restaurants, libraries, sports events and other places where campers can experience and apply their camp language.  Summer campers also regularly interact with Denver-area performers, artists and other professionals.  Summer camp sports and play time take advantage of available facilities to provide instruction in soccer, fencing, basketball, volleyball, swimming, biking, wrestling, sailing, rock climbing, skating (roller, in-line, ice), tennis and baseball.
HOMEWORK AND EVALUATIONS
Although CoIS recognizes the role of homework in both an academic sense and as a means of developing solid work-habits and encouraging independence, the CoIS summer programs do not normally assign homework.  Motivated campers and their parents are encouraged to speak with the camp teachers to learn more about supplemental resources and ideas on reinforcing language and content delivered through the summer programs.

Camp parents are encouraged to speak with their camper’s teacher to learn more orally about their camper’s progress during the camp.  The emphasis of the CoIS summer program is on fun in the camp language.  Motivated students and their parents are welcome to request a written evaluation at the end of their camper’s session in the format of the usual CoIS progress report for that age level.

EVALUATION OF CHILD’S ADJUSTMENT

CoIS understands that every child adjusts at his or her own pace, especially to a full-immersion summer camp environment, and acknowledges that the first days of immersion can be quite demanding for most children.  However, the majority of campers do adjust and learn to function in the immersion environment.  Parents who have concerns about their children’s adjustment should contact the teacher and/or the Head of School so that these concerns can be addressed in a manner that is supportive and in the child’s best interest.

PARENT-TEACHER COMMUNICATION

Parent-Teacher communication is fundamental at CoIS.  We encourage parents to contact their child’s teacher through e-mail communication, by telephone, or by appointment.  

III. POLICIES & PROCEDURES

HOURS OF OPERATION

During summer programs, the CoIS school office is open from 9:00 a.m. to 12:00 noon Monday through Friday.  It is closed on weekends.  Parents who need to contact the school at other times are encouraged to leave a message on the school’s voice mail or on the school’s e-mail frontoffice@coloradointernationalschool.org. The office staff will return all messages promptly.

Parents may drop off their children at the school beginning at 8:45 a.m. and pick up their children from school as late as 5:00 p.m.  All summer campers must be signed in and out each day by a parent or guardian. Under no circumstances can a parent drop off a child before 8:45 a.m., even if another member of the CoIS staff is present in the school, unless other arrangements such as prepaid extended day programs have been made with the School.  
CHANNELS OF COMMUNICATION

Electronic mail and telephone are the primary source of weekly information from the school to all campers  In addition, administrative and teaching staff use memos which are placed in each camper’s backpack or lunch box to communicate with families.  The CoIS summer program provides a weekly electronic newsletter each Friday about the summer program and school activities.

DROP OFF/PICK UP

CoIS parents are encouraged to exercise good driving judgment and roadway courtesy when they come to the school.  Please remember that the speed limit on neighborhood streets is 20 M.P.H.  Due to the neighborhood requirements in this busy school zone, CoIS has established a set of procedures to ensure the safety of all students in transit, while minimizing vehicle congestion in the adjoining streets.  Please see the attached map that shows required drop-off and pick-up driving and parking procedures and traffic flow.  At all times other than 8:45-9:00 a.m. and 3:45-4:00 p.m., parents are encouraged to follow these procedures.  For longer visits, parents are encouraged to park in the school’s designated parking spaces.

HOW TO AUTHORIZE SOMEONE ELSE TO PICK UP MY CHILD

As part of its ongoing effort to provide a safe and secure educational environment, CoIS maintains a strict policy regarding the release of its students into adult custody.   CoIS releases its students to adults other than parents or legal guardians only when such a release has been approved and communicated in advance to the administration by the student’s parent or legal guardian who have signed the contract.  This authorization pertains to all students under all circumstances, including students who carpool, and must be communicated to the administration by one of the following means:

The “Authorization to Release Student” Form

This form is required as part of the CoIS enrollment documentation for each student and is completed by each family.  The form contains a list of all adults other than a student’s parents or legal guardian who have been authorized by the student’s parents/guardian to take custody of their children.  It also contains a list of adults into whose custody a child may not be released under any conditions.  A copy of this file is kept in the Front Office.  Parents/legal guardians may at any time amend this list by informing the Administration of names that need either to be permanently added to it or deleted from it. It is the parents’/guardian’s responsibility to ensure that this form is current and includes especially the names of all adults with whom a child carpools.

Other Oral/Written Authorization in Advance

In the event of a sudden change in plans that involves the release of a student into the custody of an adult not presently specified on the “Authorization to Release Student” form, parents or legal guardians must contact the administration in advance either by telephone or in writing to inform the school of a change in transportation arrangements for their children. Information given to the administration must include the name of the child, the adult(s) authorized for custody of the child, and the dates for which the release is applicable.

This procedure applies even if the change in transportation plans is only for a single occasion/event.  CoIS personnel will demand identification from all unfamiliar adults before releasing a child into adult custody. No student will be released to a non-custodial adult under any circumstances without prior authorization of this release by the student’s parent/ legal guardian.
SAFETY/SECURITY MATTERS

A safe and secure learning environment for CoIS students is paramount.  Students are under constant adult supervision while in the school and during recess times.  Adult visits to the school are arranged by appointment, and closely monitored when they take place.  Parents also play an important role in student safety by completing and updating all emergency contact documentation on file at the school.  This documentation includes the “CoIS Day School and Enrichment Programs Authorizaions and Release from Liability Form”, as well as all home and work address and telephone information.  The school can maintain contact with parents only to the extent that parents can be located.  Parents should inform the school immediately of any change in address, telephone number (home or work), emergency contact people, physician or insurance.  Likewise, they should keep the school informed about any changes in their children’s general health, so that CoIS personnel can monitor any medical conditions.  

Campers receive training on risk evaluation and risk taking as part of their orientation, and learn to set limits for their own behavior as well as others’ behavior in interactions with them.  They learn how to respond to various emergencies and potentially dangerous environments.  Fire and severe-weather safety is part of this training, and school-wide fire drills are held on a regular basis during the summer programs.  Tornado drills also are part of the safety agenda.  

CoIS’ commitment to safety extends as well to extended-day programs and field trips.  Groups of students who depart the school for a trip to the park or an overnight excursion to the mountains are always within reach via the school’s cellular phones that accompany all outings.  CoIS also maintains a mobile file of student emergency contact information that is taken on every field trip, so that parents may be reached easily and immediately in the event of an emergency.  CoIS personnel are first aid and CPR-trained as well, and are capable of evaluating students’ needs and taking appropriate action should an accident occur.

As a security measure, CoIS uses a system of passes for all parents and visitors entering the main school building.  Parents and visitors are required to sign-in in the school office and obtain a pass before entering the school building.  They must wear these passes for the duration of their stay at the school, and sign out in the front office when they leave.  In addition to providing security for the school, this system allows us to keep track of all persons who may need to be accounted for in case of a fire or other emergency requiring evacuation of the building.  It is thus essential that even regular visitors sign in and receive a visitor badge.

DRESS CODE

Students should come to school dressed cleanly and neatly in clothing appropriate for school activities and summer camp fun.  Students are ambassadors of the school at all times.    Students should come to CoIS prepared with adequate clothing in the event of a sudden storm.  Appropriate shoes will be worn at all times.  During the CoIS summer program campers are asked to be prepared for water-based activities throughout the session.
PARENT ABSENCES

If parents plan to be out of town while their children are in the CoIS summer program, these parents should notify the school, and provide departure and return dates as well as emergency contact information for the adult who will be in charge of the child in the parent’s absence.

DELAY/CANCELLATION FOR INCLEMENT/EXCESSIVELY
HOT/COLD WEATHER

CoIS monitors the weather over the summer months and will advise parents directly by telephone at the emergency contact number parents have provided to CoIS about any changes or cancellations in the CoIS summer Program due to weather.

The school has an enclosed outdoor play area and indoor rooms available for the children.  The children will not use the outdoor play area under the following conditions:

· There is visible precipitation.

· The temperature is 95 degrees Fahrenheit or above.

LATE ARRIVAL & EARLY DEPARTURE

Parents needing to notify the school regarding student absences or late arrivals should contact the office and leave a message if the contact is made outside regular office hours.  Parents are responsible for ensuring that the student’s teacher is also informed of an absence or an early departure.  

Early Departure:  Parents or other authorized adults arriving to pick up a student for any reason before the CoiS summe program ends for the day must come to the office and sign the Early Student Departure Authorization form prior to leaving the premises with the student(s) in their custody.  This form enables the administration to more closely monitor student departures from the standpoint of security and to maintain a more accurate record of student attendance.  If you need to pick up your child from school before 3:45 pm, please attempt to notify the child’s teacher and the administration at least 24 hours ahead of time.  You must fill out the “Early Departure” sheet at the front desk before going to your child’s classroom to pick up him/her.  If we notify you by phone during the day that your child is ill and needs to be picked up, the same procedure applies.  If someone other than the persons listed on the “Authorization to Release Student” form is picking up your child, please inform the administration so that the staff member releasing the children from school can be informed.
EXTENDED DAY SUMMER PROGRAM

During the CoIS extended day summer program, parents need not be present to sign in their children at 4:00 p.m. but must sign their camper out at 5:00 p.m.  A parent who, in an emergency and after so notifying the School, must use the extended day program on a drop-in basis must pay the fee for that program that day at the time of pick up
Note:  All students remaining at the school after 4:00 p.m. are automatically registered for the extended  day program and charged accordingly.  In addition, any children remaining in school after the extended day program ends at 5 p.m. will be charged $10 for every 10 minute increment of continued CoIS care.  Under no circumstances will a camper be left on the CoIS premises without a CoIS staff member in charge.  

Before and After School Program Verification

Parents who need proof of their children’s fees in the CoIS extended day program for tax purposes or for their employers may request an attendance certificate from the front office.
After Camp Program Closure Time

After camp programs are available only until 5 p.m., and this 5 p.m. closure time is strictly observed.  If any children have not been picked up at 5 pm, CoIS staff will take the following steps: 

A. STAFF WILL ATTEMPT TO CONTACT BOTH PARENTS AT WORK / HOME / CELL PHONES.

B. STAFF WILL ATTEMPT TO REACH ALL PERSONS LISTED BY PARENTS AS EMERGENCY CONTACTS.

C. IF NEITHER PARENTS NOR EMERGENCY CONTACT PERSONS CAN BE REACHED, THE LOCAL POLICE WILL BE CONTACTED.

PLEASE NOTE:  In all cases, parents arriving late are billed an additional late charge of $1 per minute for any time after 5 p.m.  The parent must pay these charges at the time of pick up.

MEDICAL CONCERNS/NEEDS

The school does not have a staff nurse, so if a student sustains a minor injury requiring medical attention or becomes ill while at school, CoIS contacts the student’s parents immediately.  If a parent cannot be reached, the school contacts the parties listed on the child’s Emergency Contact Information form. If a child sustains a serious injury, CoIS will contact emergency medical personnel (i.e., 911) immediately and will proceed according to parent specifications contained on the “Consent to Treatment” form.  CoIS personnel on duty prepare an Accident Report and a copy is forwarded to parents of all students involved.  In the case of an injury or illness, parents need to make arrangements for their children to be picked up from school.  Students who have been ill should return to school only when they have recovered and can participate in school activities.  Under no conditions should a parent send a child to school who has a fever or is contagious.
MEDICATIONS

1. COLORADO STATE LAW stipulates that only medications prescribed by your health care provider may be dispensed at camp. Any medications you have listed in Part C, Medications, must also be listed on the examiner’s Part III (last page of form) “Current Medications” section. (Dosage must also be listed). The medication section in Part III acts the same as a prescription when completed properly by your provider. This does mean that your physician, P.A., or nurse practitioner must complete this section in the same manner that he/she would write a prescription. Make certain that the lower “Physician’s Signature Required” section is entirely completed, signed and dated. Please read further information listed below regarding your child’s medications:

a. Any medications your child takes, including but not limited to, any maintenance medications; behavioral disorder medications; antibiotics; herbal/homeopathic medicines; vitamins; eye/ear drops; inhalers; epinephrine (“epi”) pens, etc. must also include the dosage. Please send all medications to camp in their original container noting the RX number and physician name. Any prescribed medication or non-prescription, over-the-counter medication MUST be noted properly in PART III as explained above in order to be dispensed at camp.
b. Medications added or changed after exam: For any medication prescribed or changed for your child after his/her exam, you will need to bring the medication in the original pharmacy container noting the RX number and physician name. If this is not possible, you or your healthcare provider will need to provide us with a prescription either by FAX or at check-in.

c. Over the counter (OTC) medications for the common cold, stomach ailments, headaches, cuts and abrasions are stocked by our Camp Director but may be administered by our staff  only according to specific physician directions. If your child takes OTC medications such as Tylenol, Benadryl, or allergy medications for occasional conditions, your doctor should include instructions in Part III of the Medical Examination Form. Call the CoIS front office if you need more specific information.

d. All medications are required to be turned into the Camp Director at check-in. The only exceptions are inhalers and EPI pens, which are allowed to be carried by the camper.

SICK POLICY/ADMINISTRATION OF MEDICINE

A SICK CHILD DOES NOT ENJOY HIS/HER DAY AT SCHOOL AND EXPOSES FRIENDS AND TEACHERS UNNECESSARILY.  Please keep your child home if he/she is visibly ill or has symptoms that may be contagious.  If your child becomes ill at school, you will be contacted to pick him/her up.

Only CoIS staff who have undertaken required medication training will administer medication in accordance with parent and medical provider forms.  

LUNCHES AND SNACKS

CoIS is a small community, and lunch/recess periods will be scheduled according to grade levels with an overall objective to maintain social cohesion within the overall student community.  This is a time for all language programs and grade levels to interact.  It is the parents’ responsibility to ensure that a lunch is brought to the school.  CoIS has microwave ovens in the lunchroom for students to heat their food. Please note, however, that these should be used only to re-heat food.  There is no time for students to cook or thaw meals in the microwave ovens. Students should bring all necessary containers, utensils and beverages along with their food.  Beverages should be packed in plastic containers, since glass bottles pose a serious risk of breakage.  

CoIS does not offer a prepaid hot lunch program during the summer program.  CoIS staff will contact you if the camper arrives at CoIS without a lunch.  Any camper who still does not have a lunch provided by the parent by lunchtime will be provided with a lunch and the parent will be charged accordingly.

Younger students have morning and afternoon breaks in their class schedules during which time they may have a snack.  Parents should pack a minimum of two snacks every day for their Pre-K and K children.   Students who remain in the extended day program should bring an additional snack or two, depending on the time parents anticipate picking them up.  

CoIS summer camps frequently cook or prepare snacks as part of their curriculum.  Parents are advised of these snacks in the curriculum overview for that camp session.

TRANSPORTATION

CoIS will provide transportation to and from school for all scheduled field trips during the CoIS summer program.  This transportation will be by CoIS school bus for longer trips and can be by public transportation, walking or camper biking for shorter trips.  When the School provides this transportation, children are under adult supervision at all times and the bus driver is in contact with CoIS by cellular phone.

CoIS maintains a summer camp directory of families which all camp families may use to coordinate play dates, carpools and other CoIS-related activities.

IDENTIFYING WHERE CHILDREN ARE

There is an attendance sheet in each classroom so that the teacher or staff member has a record of who is in attendance.  An authorized adult must fill out the sign-in sheet every time she/he picks up or drops off a child.  Teachers take head counts before and after every transition to make sure that all of the students are accounted for.  No child in grades pre-K through 2nd grade will be allowed to go anywhere in the building unattended by an adult. 

On a field trip, children will be supervised at all times. Staff will bring a first aid fanny pack with them in case of an injury. One adult must have a cell phone to use in case of an emergency.

LATE ARRIVAL FOR FIELD TRIPS

If you arrive late to school and your child’s class has left for a field trip, contact the Head of School or the Front Office and it will be determined if your child can join another class until your child’s class returns.

EMERGENCIES

In the event of an emergency, such as a fire or tornado, staff members will follow trained emergency response procedures and parents will be notified immediately.

In the event of an outside disturbance requiring children to be locked into the building for their own safety, children will remain in their classroom, supervised by teachers and occupied with suitable activities. Parents will be notified as soon as it is safe to do so.

In the event of a lost child, the Head of School will be notified immediately. The Head of School will then notify any additional personnel not needed in the classroom at the time. The premises will be diligently searched, including common hiding places such as bathrooms and play areas. If the child is determined to be missing, the Head of School will immediately call the police and the parents of the child.

VIDEO POLICY

There are times when television or videos may be used in your child’s classroom.  These are for educational purposes only.  It is especially important for language acquisition and reinforcement.  Teachers will provide parents with a video viewing form when TV or videos are included in the week’s lesson plan.  Also, in the event that bad weather prevents outdoor play and the multipurpose room is not accessible, a list of age-appropriate videos is available as an alternate activity.  Please advise your child’s teacher if you do not want your child to view videos for such an occasion.

PERSONAL BELONGINGS AND MONEY

Each child will be provided adequate space for storing personal belongings in the school.  However, it is suggested that your child bring only those items that are necessary for school (i.e. coats, hats, gloves, blankets).  These items should be clearly labeled with a permanent marker.  Children are encouraged to leave all other personal possessions at home.  Any money that is brought to school needs to be in an envelope and clearly labeled with the child’s name and brought to the school office for safekeeping.

BEHAVIORAL EXPECTATIONS & GUIDELINES

CoIS aims to foster a school community whose conduct is founded upon respect.  For this reason, the general rules and regulations that govern behavior have respect as their most basic guideline for conduct. In addition, a significant portion of the CoIS curricula at all grade levels involves the development of personal responsibility for actions and a respect for others as members of a common and shared environment.  

DISCIPLINE POLICY

The CoIS discipline policy has been developed with the objective of providing structure and limits with respect to student conduct, while encouraging personal responsibility for behavior and respect for person and property.  The policy establishes a basic set of behavioral expectations for all students, as well as a set of clear, reasonable and fair consequences for not meeting those expectations. These expectations are identified to students as choices, and students are encouraged to recognize that their compliance with school regulations is a matter of choice that is within their control. The connection between behaviors and consequences is reinforced as part of this equation, so that students can understand and appreciate their ability to affect outcomes.  This approach ultimately aims to cultivate in students a sense of self-discipline that will guide them in all of their interactions. CoIS does not, under any circumstances, use or tolerate the use of corporal punishment as a means of disciplining its students.

In the pre-Kindergarten and Kindergarten classes, appropriate behavior is encouraged through positive verbal rewards, which reinforce a child’s good feelings about his/her behavior.  A child’s undesired behavior is handled using positive discipline techniques rather than punishment.  Children are never subjected to physical or emotional harm or humiliation, and discipline is never associated with food, rest, or toileting.

CoIS has a diverse range of ages in its classes and supports age appropriate behavioral expectations and guidelines.  Each parent, child and staff member at CoIS is expected to sign the Code of Conduct at the back of this Handbook.

When a student reports an accident or injury, the supervising staff member contacts the child’s teacher or the Head of School and fills out an accident report for a child who may be injured and contacts the parents/legal guardians as soon as possible if the incident is serious.  Otherwise, the parents will be informed of the incident through a note in the homework assignment book.

LICENSING COMPLAINTS

If you feel this facility has a licensing violation, you may contact the following address:


Colorado Department of Human Services


Division of Childcare


1575 Sherman Street, 1st Floor


Denver, Colorado 80203


Phone: (303) 866-5958


Fax:     (303) 866-4453

ABUSE AND NEGLECT

We care about each child and family at Colorado International School.  If you have a concern, please bring it to the teacher’s attention.  If you feel the teacher is the source of the problem, consult the Program’s head teacher and/or Head of School.  CoIS staff are trained and have appropriate resources to address effectively any concern.  Any confirmed abusive activity in the classroom is grounds for immediate dismissal of an employee.

As part of any licensing with the State of Colorado, any Colorado International School staff member who has reasonable cause to suspect that a child has been subjected to abuse or neglect is required by law to report such directly to the Department of Social Services.

SUSPENSIONS AND EXPULSIONS

Students with ongoing discipline problems or who are involved in a serious incident with respect to their conduct are subject to suspension or expulsion.  Students who have been suspended two times are automatically expelled.  Prior to readmitting a suspended or expelled student to school, the student’s parents are required to attend a conference with the Head of School.  Re-admittance decisions are subject to review by the CoIS Board of Trustees.

CHANGES OF ADDRESS, MARITAL STATUS OR EMPLOYMENT

It is the parent’s responsibility to keep information current with the school so that the parent receives all school correspondences, and so that the parent can be contacted in an emergency.  Call or email the school and inform the administration of any changes in address, telephone number or email at home or at work.

The CoIS Directory is to be used only for CoIS purposes.  Anyone who violates the confidentiality of this information or uses it for reasons not related to CoIS may be asked to leave CoIS immediately.

LOST ITEMS

Any unclaimed belongings that are found on the school premises are placed in the school’s lost and found baskets/tables.  Parents are encouraged to put their children’s names on all backpacks, lunch boxes, and jackets so that misplaced items can be more easily reunited with their owners.  Parents also are encouraged to check the lost and found baskets/tables regularly for missing items.  The lost and found baskets/tables are emptied once per semester and all unclaimed contents given to a local charity.

SCHOOL OPERATIONS

CoIS is a registered Colorado non-profit corporation and is governed by a Board of Trustees.  The Head of School is responsible for day-to-day operations of the School.

THE CoIS BOARD OF TRUSTEES

The CoIS Board of Trustees is the school’s governing body.  It consists of voting Trustees and non-voting Advisors.  Members represent Colorado’s international community and are selected on the basis of skill, experience and long-term commitment to the CoIS mission.  The Board oversees the school’s operation in general, and is responsible for long-term strategic planning. Board meetings are open to all CoIS parents and legal guardians. 

FUNDRAISING PROGRAM

Like any small school community, CoIS depends on the volunteer efforts of its parents to function smoothly and to keep tuition affordable.  All summer program families are encouraged to volunteer time, resources, ideas or goodwill to the CoIS community.  Please contact the front office or the Head of School directly.

QUESTIONS OR CONCERNS

If your question involves ...

· academic operation of the school

· curriculum issues

· class and activity schedules

· disciplinary concerns

· student academic records

· school policies


...then ask the Head of School

If your question involves...

· Program Language Curriculum

· Curriculum harmonization

· Textbooks and classroom materials

· Program Language Teachers


...then ask the World Language Lead Teacher

If your question involves...

· school security

· school lunch program

· school bus use documentation and authorizations

· volunteering at the school

· miscellaneous school community questions that require a liaison

· before and after school program operations

· school building and facility rental 

· camps

· school newsletter (including announcements) and Friday folder information

· student administrative files (including medical records, authorizations for field trips, and emergency contact information)
· attendance issues, absenteeism and release of students to adults

· enrollment and admissions

· scheduling appointments with the Head of School or a World Language Lead Teacher

· school Visits


...then ask the Front Office Administrator

If your question involves...

· a student’s class work or homework

· a class-related discipline issue

· a class outing, field trip or activity

· a classroom volunteer project


...then ask the Teacher

If your question involves...

· your school account (including tuition payments and charges for before and after school program use; and your current balance and payment records)

· proof of payment of tuition/before and after school program costs (for tax or reimbursement purposes)


...then ask the Business Manager

IV. APPENDICES

CODE OF CONDUCT - GRADES 1-5

General Behavior in the School

· I will walk quietly to my locker and get my belongings as quickly as possible so as not to delay my class or disturb other classes in session.  

· I will use a low, soft voice at all times.  

· I will not touch any other student without his or her permission.

· I will not touch the belongings of any student without his or her permission.

· I will not go into other students’ cubbies or other storage areas or take items without the prior authorization of a staff member.

· I will get permission to use the telephone from a CoIS staff member.  

· I will stay under the supervision of my teacher or a teacher assigned to supervision duties. 

· I know that I am not permitted to bring toys, unnecessary money or personal items , or  any potentially dangerous items to school.  The only exceptions are for students in Pre-K Sections, who may bring a “comfort” item such as a blanket or a special toy for naptime.

· I will not use foul language or any words that are not respectful of other students. 
· I will complete and turn in my work on time.
 Behavior in the Lunchroom

· I will use good table manners.  

· I will show respect towards CoIS personnel and volunteer lunch servers.  

· I understand that some students may be allergic to foods and will not share lunches or snacks with others for this reason.  

· I will throw away my garbage and help clean the area where I ate.

· I will get permission from the CoIS staff member on lunch duty before leaving the lunch area.  

· I will not leave the lunchroom without being excused by the staff member on duty.

A. Recess

· I will remain within the play area during recess times and during before and after school care activities.  I will ask permission from the supervising staff when I need to leave the play area.

· During recess, I will play respectfully with others.  I will share the playground facilities, and allow equal access to structures and games. 

· I will handle games and athletic equipment belonging to the school with care, and return them at the end of recess periods.  I understand that I am responsible for any damage to school equipment that I cause.  

· I will try to resolve conflicts between others and myself, and I will stop and help if an incident occurs and the students involved in the incident want my help.  

· If I cannot resolve a conflict myself, then I will tell a supervising staff member together with the others involved.

· If I see an accident that was not seen by a staff member, I will immediately tell one of the supervising staff members.

Neighborhood Respect and Safety

· I understand that CoIS operates within a neighborhood, and we benefit in many ways from the neighborhood facilities, especially the park.

· On my way to the park, I will stay on sidewalks and off any lawns or landscaping.

· I will not touch any plants in the neighborhood or pick anything from any plants.

· I will stay with the group of CoIS students going to and from the park.

· I will cross streets only when permitted to do so by the teachers in charge of the group.

· I will keep my voice at a reasonable level for outdoors to avoid disturbing any neighbors of the park or the school.

STUDENT DISCIPLINE POLICY

I understand that the school policy is that the following behaviors are not acceptable under any circumstances at the school or while attending school-related activities or functions:

1. Fighting or any form of aggressive physical behavior

2. Throwing inappropriate objects (e.g., rocks, snow, food, books, etc.)

3. Violent or vulgar language, including any form of verbal harassment or intimidation

4. All forms of intimidation

I understand that if I do not follow this Code of Conduct in other ways, I will receive consequences that fit my behavior.

Name_____________________________________  Signature_____________________________

Date___________________________

PARENT CODE OF CONDUCT

I understand that CoIS strives to create a safe, nurturing environment for every student. Parental involvement is a key element of the normal functioning of the school.  All members of the community are expected to behave courteously.  The school does not tolerate language or behavior, which is abusive, vulgar or threatening at any time during its hours of operation or during school functions. Any parent who uses such language or engages in such behavior shall be asked to leave, and if necessary, shall be escorted out of the premises. I understand that abusive, vulgar or threatening language or behavior by a parent may lead to termination of the Enrollment Contract for my child under the school-established policy and procedure for such decisions.  

Parent’s Name:______________________________

Parent’s Signature:___________________________

Student’s Name:_____________________________

Date:______________________________________
DROP OFF/PICK UP PROCEDURES AND MAP

· PreK Parents must Sign In with Teacher on Duty in Playground or with Teacher in Classroom (bad weather).  

· PreK Parents must Sign out with Teacher in Playground at end of regular hours, unless child is enrolled in Enrichment. 

· No Cars are allowed to make U-turns, stop or park in Handicap Spot.
· PLEASE FOLLOW THE DRIVING AND PARKING DIRECTIONS BELOW:
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