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From the Principal's Desk . ... ...

Welcome to Country Day Middle School. This handbook has been designed with two main
purposes in mind:

e Establish the basic rules of understanding that help guide life in the middle school
community
e Answer questions that students and/or parents may have.

We encourage parents and students to review the Middle School Handbook together. Should
you have other questions or concerns, our offices are open Monday through Friday from 7:30
a.m. - 4:30 p.m. We invite you to contact us at 2289-0910, ext 2231.

It is great to have you as part of our learning community. We are committed to helping our
students enjoy the best middle school experience possible. We ask for parents” help and
support as we work toward this goal.

Sincerely,

Dr. Kerri Nolan
Middle School Principal
Country Day School
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INTRODUCTION TO THE MIDDLE SCHOOL

In Middle School, students gradually gain independence and ever-increasing responsibility
for their own education. Classes and activities are planned with the developmental stages of
sixth, seventh, and eighth graders in mind.

Our students experience many changes during the middle school years. One is the transition
from a self-contained elementary class to a schedule with various teachers in different
locations, including elective classes. All students are issued lockers, and they learn to
organize their materials in designated spaces. Each student receives an agenda, so they also
begin learning how to plan and organize their time. They must begin learning to interact
with their teachers online and to use their edline accounts.

Students also go through many physical changes during these years. It is a time of
establishing their own identity among their peers as well as in their families. In addition to
providing challenging academic instruction, our middle school teachers also serve as student
advisors, supporting and guiding our students through the many changes and new
experiences that confront them.

The core subjects in middle school are language arts, math, science, Spanish and social
studies. All students are placed in a Spanish class appropriate to their proficiency level. The
elective program gives students the possibility to choose from a variety of courses. Electives
are run on a quarterly or semester basis.

The middle school features an active student council. This group plans social activities and
raises money for projects and activities that have a direct effect upon the students and the
community.

We are proud of our students. It is a pleasure to teach them and to work with them as they
learn who they are and how to best develop the full measure of their potential.
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STATEMENT OF PHILOSOPHY

Country Day School Mission

It is the mission of Country Day School, a private, non-sectarian, English-language school
serving students from early childhood through high school, to provide its students with a
traditional college preparatory education committed to high academic standards and
achievement through a balanced program structured primarily on United States curricula.

Objectives

In keeping with this mission, Country Day School:

1.

10.

Provides for the development of intellectual, social, aesthetic and moral values that
satisfy the needs of our students.

Serves students from the expatriate and local communities.

Maintains high academic standards and fosters a love of learning.

Provides a program that focuses on the basics: English (reading, writing, speaking,
and listening), math, science, history, geography, Spanish, physical education and the
arts (drama, art, and music).

Maintains a structured plan for learning, which clearly articulates curriculum content.

Evaluates student learning frequently with a variety of assessment tools to ensure that
each child is progressing appropriately.

Helps students prepare for a world of rapid change in which critical thinking,
creativity, technology, and teamwork are essential.

Values and teaches cultural understanding and knowledge of the complexities of our
world.

Teaches and models virtues such as honesty, compassion, diligence, kindness,
fairness, loyalty, and the "Golden Rule."

Prepares students for admission to universities in North America, Costa Rica, and
around the world.
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GENERAL INFORMATION

HISTORY OF COUNTRY DAY SCHOOL

Country Day School was founded in 1963 as a private coeducational school, similar to U.S.
college preparatory schools. The school grew from an initial 18 students to its present
combined enrollment of more than 850 students, representing over forty nationalities from
four continents. We are located on a ten-acre campus in the delightful town of Escazi, about
seven kilometers west of the center of San José. Country Day is owned by Woodson C.
Brown.

Country Day School is recognized throughout Costa Rica and Central America for its level of
consistent excellence in academics. In the past twenty years, we have had sixteen National
Merit Scholarship winners, including nine semi-finalists, six National Hispanic Scholars, and
a Presidential Scholar. Median SAT scores among our seniors are 600 Math, 550 Verbal. Over
90% of Country Day graduates attend U.S. colleges and universities. Many of our graduates
have been accepted at prestigious institutions such as Brandeis, Carnegie-Mellon, Cornell,
Columbia, Dartmouth, Duke, Georgetown, Harvard, Oberlin, Northwestern, Rice, Smith,
Stanford, the University of Virginia, Vassar, Wellesley, Williams, and Yale.

At the middle school level, Country Day students consistently outscore and outperform their

peers from the United States, and are generally better prepared academically for the next
grade level if they return to the United States.

ACCREDITATION

Country Day School is accredited by the Middle States Association of Colleges and Schools of
the United States, and the Ministerio de Educacién Pablica (MEP) of Costa Rica. We are also
a member of the Association of American Schools of Central America (AASCA).

SCHOOL DIVISIONS

Country Day School consists of four divisions: the preprimary (Early Learning Center,
prekinder, and kindergarten); the elementary grades (preparatory through grade five), the
middle school (grades six through eight), and the high school (grades nine through twelve).
Each division has its own administrator and staff. The school day begins at 8:00 a.m. and
ends at 3:00 p.m.
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PARENT COMMITTEE

The Parent Committee represents the parents to the school administration and, on occasion,
within the community. The Parent Committee believes that there is a direct relationship
between parent participation and student performance at school.

The Parent Committee works to establish effective communication between parents and the
school administration. We also work with the school administration to support the academic
and extracurricular efforts made on behalf of the students at Country Day School.

Other items and activities sponsored by the Parent Committee include the Family Picnic
(jointly sponsored with the school), the annual 1K-5K Fun Run, the Staff Appreciation Party,
The Arts Festival, and various special awards for students in the areas of academics,
leadership, sports, service, and spirit.

The Parent Committee invites interested parents to attend their quarterly meetings.

Our middle school representatives for 2010-11 are Dierdre McKay and Paili Shu (grade 6), Meg
Bowman-Hicks and Cecile Mathews (grade 7), and Gaby Passuello and Talia Murphy (grade 8).
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August 16
September 15
October 15
October 18
October 22
October 27
October 29
November 25-26
December 16
December 16

January 17
January 18
February 14-18
February 21
February 27
March 25
March 30 — April 1
April 18-22
April 27-29
May 11

May 18-19
May 19

June 1

June 7

June 9

Student Handbook

Country Day School
General Calendar 2010-2011

First Semester 2010

Classes begin

Costa Rica's I ndependence Day
End of first quarter

Columbus Day (CR) Holiday

Middle School Olympics

Half day for parent teacher conferences

Halloween party for middle school

Thanksgiving (US) Holiday

Noon dismissal for vacation

End of second quarter

Second Semester 2011

Teachers in service day
Classes resume for second semester

IOWA Tests

Presidents’ Day Holiday

5 K Fun Run

End of third quarter

Seventh grade science trip to Tortuguero

Easter Week (CR) Holiday

Sixth grade science trip to Rincon de la Vieja National Park
Middle School Celebration of Learning

Eighth grade science trip to Manuel Antonio National Park
Cultural Fair

MS Awards Ceremony

Moving Up Ceremony

End of fourth quarter
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GENERAL POLICIES AND PROCEDURES

ADMISSIONS

Admission to Country Day School requires review of grades for the two previous years, an
entrance examination/placement test, and an interview. Original school transcripts, a letter
of recommendation from school principal, counselor, and English teacher, health records, and
a photograph must be attached to the completed application form. In international
admissions cases, a student may be admitted provisionally on the basis of these transcripts,
and the entrance or placement test may be given when the student arrives in Costa Rica. In
order to reserve a space, it is important to apply before April for the following August.

ATTENDANCE

INTRODUCTION

Attending class is mandatory for every student. A pass from the teacher is required for any
student who is out of class for any reason.

TARDINESS

Parents and students are responsible for arriving at school on time. The first bell rings at 7:55
and class begins promptly at 8:00. Tardiness not only decreases the amount of time on task for
the late-arriving student, but it also interrupts the flow of activities for all students in the
classroom. Students who arrive in class after 8:00 AM are considered late for school, and
must sign in with the secretary to obtain a late slip before proceeding to class. Three tardies to
school in one semester will result in a discipline referral. Three tardies to any class in one
semester will lead to similar consequences.

ABSENCE

The importance of daily class attendance cannot be overemphasized. If the full benefit of
education is to be derived, students must be engaged in classroom learning. In the Middle
School, we recognize that there may be times when students will be absent for legitimate
reasons such as illness, participation in athletic or interscholastic competition or other reasons
important to the individual family.

If a student plans to be absent from school, a parent and the student must complete the
“Justification for Absence” form and abide by the conditions outlined below.
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Conditions for Absences:

1. The student will be responsible for the work missed during his/her absence including
homework, projects, assignments, quizzes and tests.

2. Students will be provided handouts, activities, assignments, and worksheets missed,
which they will complete on their own or with the help of classmates or tutors. Teachers will
not be required to re-teach material covered during the absence.

3. It is the student's responsibility to arrange in advance with the different teachers to make
up quizzes and tests. The student will have the same number of school days to make up
work, quizzes, and tests as the number of school days missed. (For example, if the student is
absent 3 school days, he/she has 3 school days to complete all make-up work including tests
and quizzes.)

We at the Country Day Middle School support extracurricular activities and other
experiences which enrich students” lives. However, we urge students to avoid prolonged
absences which result in the loss of valuable instructional time. We have responded to parent
concerns about homework loads by asking teachers to make better use of class time. Given
that many teachers have re-designed their lessons to limit homework, parents must
understand how difficult it is to “make-up” missed classroom instruction.

If a student must miss school for an entire day or any portion of it, the parent should call the
office that morning. If no telephone contact with the school has been made when a student is
absent, the student must bring a note from a parent on the first day of return to school, to be
given to the secretary that morning. A medical excuse is required in cases of prolonged
absence or absence/nonparticipation in P.E. class.

It is the full responsibility of the student to find out about class assignments and tests missed
due to absence, whether excused or unexcused, and to take the necessary steps to make up
any such class work missed. Any missed assignments should be completed because that
material will be covered on subsequent examinations. Students will be granted full credit for
work, quizzes, and tests made up as a result of the absence if done within the time frame
listed above in #3 of the Conditions for Absences.

In the case of a death in the family or other unforeseeable emergency, a phone call to the
office will suffice for the “Justification of Absence” form.

MEDICAL/DENTAL APPOINTMENTS

CDS recommends that students make medical and dental appointments either after school
hours or on Saturdays when possible. If such appointments must be made during the school
day, the student must present a note signed by a parent to the secretary. Before departing
school grounds, the student must present a pass to the campus guard signed by the Principal
or office representative.
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LATE ENTRANCE POLICY

Should a student miss twelve or fewer school days at the outset of any semester, any
coursework missed must be made up. Should the student miss 13-19 school days at the
beginning of any given quarter, the student has the option to make up any coursework
missed in order to receive credit for that quarter. Should the student miss more than 20
school days at the beginning of any semester, no credit will be awarded for that grading
period.
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ANTI -BULLYING POLICY

INTRODUCTION

Bullying is the use of aggression with the intention of hurting another person. Bullying
results in pain and distress to the victim. Bullying can be:

e Emotional being unfriendly, excluding, tormenting (e.g. hiding books, threatening
gestures)

o Physical pushing, kicking, hitting, punching or any use of violence

e Racist racial taunts, graffiti, gestures

e Sexual unwanted physical cont act or sexually abusive comments

o Homophobic because of, or focusing on the issue of sexuality

e Verbal name-calling, sarcasm, spreading rumors, teasing

o Cyber All areas of internet ,such as email and Internet chat room misuse
Cell phone threats by text messajing and calls

Misuse of associated technology , i.e. camera and video facilities

CDS Middle School is committed to providing a caring, friendly and safe environment for all
of our students so they can learn in a relaxed and secure atmosphere. Bullying of any kind is
unacceptable at our school. If bullying does occur, all students should be able to tell and
know that incidents will be dealt with promptly and effectively. We are a TELLING school.
This means thatanyonewho knows that bullying is happening is expected to tell the staff.

Bullying hurts. No one deserves to be a victim of bullying. Everyb ody has the right to be
treated with respect. Students who are bullying need to learn different ways of behaving. In
the Middle School we know we have the responsibility to respond promptly and effectively
to issues of bullying.

OBJECTIVES

¢ All Middle Sc hool community members, administration, teaching and non -teaching
staff, students and parents should have an understanding of what bullying is.

e The Administration and teaching and non -teaching staff should know what the school
policy is on bullying, and fo llow it when bullying is reported.

o All students and parents should know what the school policy is on bullying, and what
they should do if bullying arises.

e As a school we take bullying seriously. Students and parents should be assured that
they will be sup ported when bullying is reported.

e Bullying will not be tolerated.
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PROCEDURES

1. Report bullying incidents to staff or Principal

In cases of serious bullying, the incidents will be recorded by staff

3. In serious cases parents should be informed and will be asked to come in to a meeting
to discuss the problem

4. The bullying behavior or threats of bullying must be investigated and the bullying
stopped quickly

5. An attempt will be made to help the bully (bullies) ch ange their behavior

N

OUTCOMES

1. The bully (bullies) may be asked to genuinely apologize.

2. If possible, the students will be reconciled

3. The bully (bullies) will be disciplined according to the Code of Conduct (See
consequences for Serious Misconduct, Group III).

4. In serious cases, everindefinite suspension will be considered.

5. After the incident / incidents have been investigated and dealt with, each case will be
monitored to ensure repeated bullying does not take place.

PREVENTION

We will use anti-bullying methods to help students to prevent bullying. As an d when
appropriate, these may include:

e dialoguing about bullying and its prevention in life skills classes

e writing a set of classroom anti-bullying rules

e signing a behavior contract

e writing stories or poems or drawing pictures about bullying

e reading stories about bullying or having them read to a class or assembly
e making up role-plays about bullying and bullying prevention

¢ having discussions about bullying and why it matters

Adapted from : * D E U E E xBultyidguPolidyJdd Schools
www.kidscape.org.uk
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CONDUCT

INTRODUCTION

Country Day is a community of individuals working, playing, and growing together. We
support and respect each other in order to function well as a community. To ensure that
support and respect, there have to be standards of behavior for all members of our
community.

Students should always behave in a manner that reflects honesty, trust, concern for the rights
and property of others, and openness to ideas, feelings, and cultures that may differ from
their own. Our community will not tolerate actions that are rude, disrespectful, or dishonest.

In order to encourage and reward appropriate and cooperative behavior, CDS Middle School
presents a citizenship honor roll each quarter. Those students whose conduct gradesaverage
95 or higher are placed on the Citizenship Honor Roll. To qualify for the Citizenship Award,

a student must achieve the Citizenship Honor Roll for at least three quarter s.

The CDS Code of Conduct works on a dual tracking system. It is designed to correct
misbehavior that is cumulative, as well as misbehavior that is obviously serious in nature.

The Code of Conduct is regularly monitored by the Administration, as well as by the
COUOUI OOUwWE OE uddvséry and)dutjeEt rénteachens.

OVERALL CONDUCT GRADE

Class behavior during each grading period determines the general conduct grade; behavior
outside subject areas (as in advisory time, media centers, study lall, recess and lunch times,
field trips, and assemblies, for example) also plays a role.Studentszg w @ U E ¢tbhbuctgbedle is
determined by averaging subject conduct grades and subtracting the number of points taken
off for referrals.
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DISCIPLINARY SYSTEM

INTRODUCTION

Students are responsible for their own behavior, and must understand that there are
consequences when rules are broken. Generally, minor errors in judgment will be corrected
by the teachers, who, as a first step of the dscipline process, will work in a variety of ways
with students to help them improve behavior. The administration of the disciplinary sys tem
includes the teachers, the Counselor and the Rincipal working collaboratively, and it will be
approached fairly with the interests of the student s and the community in mind.

Types of Misconduct

A Minor Misconduct (Group 1)
A Minor Misconduct (Group II)
A Serious Misconduct (Group III)
A Serious Misconduct (Group V)

Discipline referrals (pink and red slips)

Discipline referrals are written observations by a teacher or administrator issued when
infractions to the conduct code occur. A pink discipline referral is used for Minor
Misconduct, Groups | and Il and a red discipline referral is used for Serious Misconduct,
Groups lll and IV . Students receiving red discipline referrals are subject to get conditional
enrollment status.

Discipline referrals should be signed by students to acknowledge that they are aware of the
existence of the discipline referral. Signing the referral does not necessarily indicate
acceptance or agreement. If the student refuses to sign the discipline referral, it is to the
discretion of the administration to accept the referral without the student’s signature .

The effect of discipline referrals on the conduct grade is as follows:
A Group 1 pink discipline referrals ¢ Value: 2 points
A Group 2 pink discipline referrals ¢ Value: 4 points
A Groups Ill and IV red discipline referrals
o0 First red discipline referral ¢ Value: 5 points
0 Second reddiscipline referral ¢ Value: 10 points
o0 Third red discipline referral ¢ Value: 15 points
0 Fourth red discipline referral + Value: 20 points
0

Fifth red discipline referral ¢ Value: 25 points
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MINOR MISCONDUCT (Groups land Il )

A student’s first incident of mi sconduct in a class will lead to a conversation with the teacher.
Repeated offenses, under the category of minor misconductt whether it is with the same or
another teacher ¢ will lead to parental contact and a full -lunch detention. Further repeated
infr actions will lead to after -school detentions or suspensions depending on the severity of
the circumstances. The teacher will issue areferral (pink slip) that indicates the infraction
and the number of points to be deducted. The office will send the parent a discipline report .
Examples of minor misconduct include, but are not limited to, the following:

Minor Misconduct (Group 1)

e 3 unexcused tardies

e Chewing gum

e Dress code violation

e Inappropriate displays of affection

e Eating or drinking in non-designated areas

Minor Misconduct (Group 1) Consequences

First offense Repeated offenses
¢ Verbal warning Parent notification and additional
e Parent notification consequences that ange from

e Parent conference
e Lunch detention
e Group Il consequences

Minor Misconduct (Group I1)

o Disrespectful, insubordinate, or harassing behavior to a
fellow student, faculty or staff member

e Littering

e Use of bad language

¢ Intentional defacing or destroying of school property or
property of others

e Trespassing toareas that are off limits to students

e Cutting class

e Leaving the campus without permission

e Inappropriate use of laptops, cell phones or other
electronic devices

¢ Violation of Technology Code of Conduct

e Repeated Group | offenses
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Minor Misconduct (Group Il) Consequences

First offense

Repeated offenses

e Parent notification
e Lunch detention

Automatic parent conference and additional
consequences that range from

e After-school detention

e In school suspension

e Out of school suspension

e Behavioral probation

e Group Il consequences

Detention

The detention system works under the Minor Misconduct Ca tegory (Groups | and I1').

¢ Lunch detention : Repeated Group | offenses and Group Il first offense t+ whether it is
with the same or another teachert will lead to parental contact and a full -lunch detention.
Lunch detention sessions will be held on Mondays, Wednesdays, and Fridays in the
designated teacher’s classroom.

o After -school detention : Repeated Groups | and Il offensest whether it is with the same
or another teacher ¢ will lead to after -school detentions. After-school detention sessions
will be held on Tuesdays and Thursdays from 3:15to 4:15p.m. It will be the Principal’s
discretion as to which day will be assigned for the detention and parents will be notified
in advance. Students on detention will be notified by the office staff.

If a student does not attend an assigneddetention session, an additional hour w ill be added
to the detention, and the percentage points subtracted from the overall conduct grade will
double. Only in case of illness or an emergency, a student would be able to justify missing a
detention session. Family trips, or participation in other activities , do not justify missing

detention.

Students will be required to do school work during detention sessions and absolutely no
talking or use of electronic devices will be allowed. Additionally, students co uld be asked to
perform one or more of the followi ng tasks:

o \Write a letter of apology

o \Write an essay on a topic related to themisconduct

e 60UOWPOWUI EETT UUZwWEOEUUUOOOUWOUWOEEU
o Restore damaged property
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SERIOUS MISCONDUCT (Groups lll and 1V)

The following behaviors represent a serious violation of the principles of honesty and respect
toward fellow human beings and their property. Teachers report cases of serious misconduct
in writing directly to the Principal (red slip). The Principal conducts an investigation and
meets with the student’s parents to determine the action(s) to be taken. Examples of serious
misconduct include, but are not limited to, the following:

Serious Misconduct (Group IlI)

e Physical intimidation, f ighting, bullying, taunting, name calling or any other
such lack of respectto another person

e Stealing

e Lying

¢ Harassment, including harassment of others via phone or the Internet

e Use of tobacco products at school or at schoolrelated activities

e Cheating or plagiari zing

e Performing an action that endangers students or others

o Repeated Group Il offenses

Serious Misconduct (Group Ill) Consequences
First offense Repeated offenses
Automatic parent conference and Automatic parent conference and
additional consequences that range from | additional consequences that range from
e In school suspension e Out of school suspension
¢ Required counseling ¢ Required counseling
e Behavioral probation e Behavioral probation
¢ Indefinite suspension
e Group IV consequences

Serious Misconduct (Group 1V)

e Calling in a false fire alarm or bomb threat.

o Possession of knives, guns or other weapons, or the intent to use an instrument
as a weapon (including paintball guns) at school or at school-related activities

e Use, possessionsale, purchase, and/or being under the influence of alcohol or
illegal drugs, at school or at school-related activities.

e Performing an extreme action that endangers student or others

o Repeated Group Il offenses
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Serious Misconduct (Group 1V) Consequences

First offense

Repeated offenses (2 or more)

Automatic parent conference and
additional consequences that range from

Automatic parent conference and
additional consequences that rangefrom

Page |21

¢ Required counseling
e Behavioral probation

e Out of school suspension .

¢ Required counseling
¢ Indefinite suspension

Out of school suspension

SUSPENSION

Significantly serious misbehavior warrants a suspension.

¢ In school suspension: It consists of supervised periods of time during the school day,
whose duration and scheduling will depend on the severity of the offense. During in
school suspension, students will be required to complete work tasks consistent with
the nature of the misconduct and have a talk with the Counselor and/or the Principal.
While serving in school suspension, students will be given the opportunity to
complete class work, quizzes and/or exams scheduled and to make up work for that

day.

e Out of school suspen sion: Students are suspended at home for one or more days,
depending on the severity of the offense. Students will receive no credit for any class
work or exams given on the day of suspension with no possibility of making up the
work later for credit. The absence is considered unexcused.

Should an in school or out of suspension occur for non-cumulative reasons, whether the

suspension is temporary or indefinite, the following procedure will be followed:

1. The student and his or her parents will be notified immediately of the suspension,
with a conference as soon agpossible with the Principal. This conference may be held

by telephone.

2. The decision to suspend a student on a temmrary basis will be made by the
Administration after taking all reasonable measures to gather the relevant facts,
consulting with any involved teacher, staff member, and/or students and meeting

with the student.
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3. The decision to suspend a student on an indefinite basis will be made following
the steps outlined in (2) above, and may bedecided by the General Director.

BEHAVIORAL PROBATION

In the case of serious and/or chronic misbehavior, a student may be placed on behavioral
probation at any time during the school year. Also, students who fail the conduct grade for a
guarter (grade below 65) will be placed on probation. Conditions of probation will be set in
writing at the discretion of the school administration, in the form of a contract between the
student, his or her parents, and the school. The contract may include mandatory counseling
as one of the conditions.

INDEFINITE SUSPENSION

Serious misconduct, or failure to fulfill the contract terms of behavioral probation within the
specified time, is considered grounds for indefinite suspension. In such cases, the student is
suspended until the end of the academic year, and may not be realmitted for the following
academic year.

COMMON DAILY
REGULATIONS AND GUIDELINES

Following are basic regulations that students need to follow at CDS Middle School on a daily
basis. These are listed to help remind students of these areas so that they do not find
themselves receiving disciplinary action for minor infractions or losing important items or
possessions.

*Gum is not allowed to be chewed on campus.

*Students will be given a referral after three tardies to a class.

*Students must use a lock on their locker. This is the only way to ensure that
belongings (including textbooks and laptops) are safe.

*Lunch items will not be sold before or after the assigned time.

*Students may eat in designated Middle School campus areas as long as litter is not
left in the area.

*Any valuable item or money should be left with a member of the Middle School
office for safekeeping during the day.

*The pool is off-limits to students.

*Backpacks are not brought to assemblies due to lack of space.

*Eating in class is prohibited except the occasional situation permitted by the teacher.
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*When changing clothes for P.E., students should not leave bags and clothes in

the restrooms. Clothes should be placed in bags and the bags brought out

to a common area where they are stored until the end of class.

*Students should carry umbrellas. Rain will not be considered an excuse for

tardiness to class.

*Students staying after school should remain in proper uniform.

*Textbooks are not to be written on or in, or defaced.

*Students are responsible to take home notices and important papers.

*Students are responsible for checking Edline on a daily basis.

*Students are not allowed to use electronic devices or cell phones between 8 a.m. and
3 p.m.

* Lap tops must be registered with the tech department before being used on campus.
*Laptops are for school work only and cannot be used during breaks for listening to
music, playing games or other non-school related activities.

BUS BEHAVIOR

Students must follow these rules when riding the school buses for their safety and the safety
of others:
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All passengers must be seated quietly.

Those passengers seated where there are seat bslimust buckle up.

There is not walking around or changing seats on the bus when in motio n.

There is not eating or drinking while on the bus.

There should be not walking behind or around the buses. Students should board their
buses and wait patiently.

There is no littering inside or outside the bus.

All hands, arms, heads and must be kept inside the bus. Large windows should be
opened only half way.

Loud noise, vulgar language, smoking or fighting is not allowed on the bus.

Students must bring a note from their parents or guardians if they wish to leave school on
a bus other than their designated one. Notes should be in the Middle School office not
later than 1:30 p.m. The school will NOT accept changes over the phone.

Those students having parties or other get-togethers at their homes must provide other
transportation for their guests.

Any teacher riding to or from the school on the bus must cooperate with maintaining
discipline.

In case of any delay, all passengers must remain seated quietly and listen to the
instruction s of the bus monitor and/or teacher in charge.

Any misbehavior will be reported and could lead to suspension or expulsion from the
bus.
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The bus driver must not be distracted, and if any misbehavior interferes with the safety of
the bus or its passengers, he driver has the right and obligation to stop the bus until the
misbehavior stops.

The bus driver will make every designated stop, even if the passenger is absent.
However, the driver is not obligated to wait. Students must be waiting for him.

The bus driver will not make any unscheduled stops to pick up friends, whether they are
friends of a student or the driver.

Any change of bus route must be approved by the Transportation Coordinator .
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EMERGENCY PROCEDURES

INTRODUCTION

Emergency preparedness is our most important ally, and at school we run regular drills so
that students will know exactly what to do in case of an emergency. At home, parents should
talk to their children beforehand about what to expect should an emergency occur. Reassure
them that they are doing their part by remaining at the school and following the instructions
of their teachers, and that a parent or a designated alternate will pick them up as soon as
possible in the event of an emergency situation.

At the beginning of each school year, the Director sends by letter to each family detailed

information about emergency and evacuation procedures. The information below is given for
quick reference.

MEDICAL EMERGENCY

In the event of injury to a student, the school will render first aid as necessary, and will notify
the parent immediately. Should the student be seriously injured, requiring immediate
transport to a hospital or clinic, the school will arrange for such transport by car or ambulance
and notify the parent immediately to proceed to the hospital. In such a case, a student is
never sent alone; he or she is always accompanied by the nurse, a teacher, or an administrator
according to availability.

ACCIDENT INSURANCE

All students enrolled at Country Day are insured against accident and injury 24 hours per
day, year round. The policy covers medical expenses incurred from accidental injury with a
deductible of 5%. At present, the maximum coverage is ¢100,000. Claim forms for
reimbursement of expenses incurred for medical treatment, as well as further information, are
available in the Business Office.

FIRE/EARTHQUAKE DRILLS

The signal for an emergency drill is a continuous bell or a siren. Students and teachers should
evacuate the buildings quickly, calmly and quietly to their designated areas. Middle school
students evacuate the building and proceed directly to the center of the annex field where
they regroup into homeroom groups in alphabetical order.
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Students should remain with their advisory teachers throughout the emergency drill and
should remain quiet and attentive. At the conclusion of the drill, the sounding of a long bell
will signal the orderly return to classes.

Everyone should keep in mind that instructions for grouping or for locations may vary,
depending on the emergency.

EVACUATION PLAN

In the event of a major fire or earthquake, emergency information in both English and
Spanish will be broadcast on Radio Monumental (93.5 on the FM dial or 670 on the AM dial)
or TV Channel 7. Do not call the school, as phone lines must be kept open for calls related to
the emergency.

If phones are not working, the school may not be able to contact the media. In that case you
must make your own decision about whether to come to the school.

Should evacuation of the school be deemed necessary, students will be placed in groups
according to the first letter of their last names and will cross the street to join their siblings
and await parent/guardian pick-up. Parents must pick up their children since bus transport
will not be available. In order to reduce traffic jams, only one-way traffic will be allowed on
the road inside the gates. Please follow this pattern, and the instructions of the guards and
teachers directing traffic, so that evacuation flows as smoothly as possible.

EMERGENCY CONSENT FORM

Each year each school family is asked to complete an emergency consent form. This form is
kept on file and in the case of emergency is used to determine who should be called, who is
allowed to pick up the children in case the parents cannot be located, where the home is
located, etc. It is imperative that each family complete and return this form to the school as
soon as possible after it is distributed to homes.
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FACILITIES AND SERVICES

HOME-SCHOOL CONNECTION

Communication with parents in regards to student progress is achieved by several means.

A Every family is assigned an Edline account. 2 UUET OUUwOUUO0wOOUwWUUT wOT I

account, but their own. Through Edline, you can get the following information: course
expectations (syllabus), dass rules, daily homework ; major short and long term
assignment instructions and rubrics (when applicable) ; grade update every three
weeks, at least information update on test dates and major project due dates; links to
other websites (when applicable). Edline is an interactive tool that teachers and
parents can use to send emails. To receive emails through Edline, the e-mail option
has to be selected.

A Teachers encourage studentsto use their agendas. They also contact parents of those
students who often miss work, or turn it in late.

A ParentsE Ul wbi OEOOI WOOWEEOOwWUT | woOi i PET wi OUWEWEOBOI T U

LIBRARY/MEDIA CENTER

The Country Day School Secondary Library/Media Center welcomes all students, parents,
faculty and staff to use our facilities. We have over 12,000 titles in the collection including a
variety of fiction, nonfiction and reference books, magazines, newspapers, videos, maps and
posters. The Library/Media Center is open from 7:45 a.m. to 4:30 p.m. during each school
day.

BOOKS

To check out books, take them to the main circulation desk. The librarian will check the

books out to you, and you must sign for the m on the check-out list. Books are checked out for
two weeks (ten school days) and may be renewed at the library or at cdslibrary@cds.ed.cr
Student fines of 25 colones a day will be charged for a late book althaugh there is a three day
grace period after the due date when no fines are charged. On the fourth day a book is late,
the fine totals 100 colones and increases 25 colones a day until the maximum of 2000 colones
is reached. The charge for lost books or oher materials will be the cost of replacement in
addition to any fines. Students may have the option of replacing lost materials with other
materials of equal value to the library.

Students are in charge of learning to use a library and are responsiblefor taking care of

library materials and paying fines. Any student who has a question about an overdue notice
or fine should immediately contact the library at cdslibrary@cds.ed.cr
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HOLDS

If you would like to be n otified when a title is returned to the library, you may ask to place a
hold on that item. When the item is returned to the library, you will receive notification and
it will be held for a couple of days for you.

PERIODICALS

Back issues of periodicals drculate for two weeks, just like books. Current news magazines
and current newspapers do not leave the library. Other current magazines may be checked
out on an overnight basis. Ask at the library or email at cdslibrary@cds.ed.crfor password
information.

RETURNING MATERIALS

Materials are returned by placing them in the drop box at the library or at the middle school
office. Leaving materials anywhere outside of these drop boxes mean they have not been
returned.

COPY MACHINE

The copy machine in the library is to facilitate use of library materials. Some materials, such
as encyclopedias, may not be checked out, but copies of an article can be made for 10 colones
a page. If a student does not have the money topay, a charge slip can be signed. The student
is to pay for any charges within the month. Students will be fined for any additional notices
after the first.

CONDUCT/BEHAVIOR

Though the library seems peaceful on the surface, it is teeming with a plenitude of ideas and
thoughts from active minds. As a courtesy to others, as well as to yourself, respect each
other's need for silence. No food or beverages may be brought into the library. Please leave
all your valuables, large purses, book bags, and backpacks with the main desk prior to
entering the stacks. Please enter and exit the library through the east door entrance at all
times, as the south entrance is for emergencies only.

COrY MACHINE

The copy machine in the Media Center is to facilitate use of library materials. Students are
limited to 20 copies of school-related material, and 5 personal copies.
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FINES/LOST BOOKS

Books will circulate for a time period of two weeks (ten school days). Following a three-day
grace period, a minimal fine will be assessed for each school day the item is overdue. A list of
overdue materials will be sent to each homeroom teacher twice a month. The third and any
subsequent times that a student must be notified, he/she may also receive a detention. If you
have a question about an overdue notice, a fine, or an assigned detention from the library,
please see the librarian as soon as possible.

The charge for lost books, paperbacks, or magazines, whether in or out of current printing,
will be the list price for replacement, in addition to the fine. Students have the option of
replacing lost materials with other materials of equal value to the Media Center.

Students who have not returned books, who have lost books and have not paid for them, or

who have outstanding library fines, will not receive their end-of-the-year report cards or their
yearbooks until all such matters have been cleared with the CDS Library.

LAP TOP USE

CDS students bringing their laptops to school must abide by the guidelines contained in the
CDS Technology Use Agreemenit http://www.cds.ed.cr/technology/technology -use-
agreement/56-technology-use-agreement

Middle School students are encouraged to bring their laptops to school. Teachers will
determine the tasks for which laptops will be used. The following classroom guidel ines will
be followed by the students:

1. Students must establish and maintain secure passphrases to protect the privacy of
their information and these should not be shared with other students.

2. Students are responsible for all activity on their computers.

3. Students are responsible for inappropriate use of their laptops if they lend them to any
other student.
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a. Students must access only thelnternet sitesindicated by the teacher.

b. Students must not e-mail or chat with other students during class time.
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C.

20U0EI O0UwphT OwUUI wedOxUUI UUwOOUwWPOWEEEOUEEOE
or school policies will be restricted from future computer use.

5. Laptops are for school work only and cannot be used during breaks for listening to
music, playing games or other non-school related activities.

The following security guidelines will also be followed:

1. Laptops may not be left unattended in hallways, classrooms, or other school spaces. This
practice applies to after-school during sports practices, music rehearsals, or other after
school activities.

2. During the school day, students mu st have their laptops with them or in their lockers if
not being used.

3. Laptops must always be transported in either a book bag or computer case while on

campus.

4. When students go to classes such as P.E., band or after school events, they must store their
laptops in a secure place.

Violation of these guidelines will result in suspension of the students’ right to bring their
laptops to school for a time agreed upon by the teachers and the Administration.

MULTIMEDIA CENTER

The Multimedia Center offers an opportunity to learn computer technology, as well as to
prepare class assignments and special projects. We ask that these guidelines be followed to
ensure the safety of our hardware and software:

1.

Students will be allowed in the CDS Multimedia Center only if there is teacher
supervision.

Neither food nor beverages are allowed in the CDS Multimedia Center.

Ask the teacher for permission before moving any equipment or altering
software setups of any CDS computers or peripherals.

Non-educational game playing is not permitted on CDS computers.
Document files left outside of named folders are subject to deletion.

All rules of CDS conduct and courtesy apply in multimedia areas.
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ADVISORY

Each student is assigned an advisory teacher. The purpose of this is to help students feel more
connected to one particular peer group and one teacher who students can turn to throughout
the year for advice, support and guidance. This teacher will explain school policies and rules,
suggest ways to solve problems, how to find answers to questions or where to go to get more
specific help.

Advisory groups hold a variety of activities. There will be organizational days, intramurals,
discussions about values, a shared meal once a month, town meetings each month, grade
level meetings each month,and opportunities to participate in middle school wide events and
projects. Advisory time is not a class but a time when kids can feel at home in school.

Advisory Vision Statement: Our middle sc hool advisory program creates small, supportive

communities in which members learn responsibility, build positive relationships, and
enhance personal growth through team building, service, and fun.

COUNSELING SERVICES

The Middle School guidance counselor is available to talk with students about personal and
academic issues that may arise during the school year. We also provide other support
programs such as orientation of new students, individual and group testing, academic
scheduling, consultation with faculty and parents, and data analysis on student
demographics and other pertinent information. Please feel free to call for an appointment at
any time.

FOOD SERVICES

Hot and cold lunches, including a variety of drinks, snacks, and a vegetarian menu, are
available each day from the school cafeteria.

Lunch items are also available from the Middle School kiosk located in the recreation area.

Most middle school students elect to bring their lunch or purchase from the kiosk. For safety
reasons, glass bottles or other breakable containers are not allowed on campus.

HEALTH SERVICES

Country Day offers the full-time services of a registered nurse. Her office is located in the
elementary office area. The nurse will not administer medicine to any student unless and
until permission is given by the parents.
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If your child develops a fever or otherwise becomes ill at school, you will be called
immediately to come and pick up your child. Also, if your child has had a fever within the
previous 24 hours, please do not send your child to school.

LOCKERS

Each middle school student will be assigned a locker. The locker is intended as a secure and
private place to keep personal property and should be well-maintained. The most effective
means of preventing the loss of valuable books, clothing, sports shoes, or other personal
property from a locker is to keep the locker locked and to not share the combination. The
possibility of recovering lost property is greater when items are marked with the student’s
name.

Students are responsible for the care of their lockers. Periodic locker inspections will be made
during each semester. Though we respect their right to be individuals, no stickers, writings
or drawings/markings of any kind are to be put on the lockers. If there is, a fee may be
charged for painting or repair work. Lockers are to be cleaned out each “semester” period.
Students are responsible for their books, study materials, and personal possessions. We
expect students to keep their lockers clean and tidy and our advisory teachers will be
assisting students toward this end.

LOST AND FOUND

Personal items of whatever kind or description that are found on the school campus will be
placed in the lost and found box located in the hallway between the Assembly Hall and the
classroom building. Please feel free to come and search for lost items.
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PROGRAMS

MATH HONORS

The Middle School offers the following math honors courses: advanced math 6, pre-algebra
(math 7 honors), Honors Geometry and Honors algebra. Students may be admitted to the
math honors program at the beginning of the school year, or throughout the year, if they meet
the following requirements:

Students who were enrolled at CDS in grade five will be placed in advanced math 6 if they
meeting the following criteria:
1. Approximately two years above grade level according to standardized tests.

2. An A average in math during grade five (93% or above).

3. Ranked by fifth grade math teachers as one of 15 top math students for the year.

4. Ranked among the highest scores on either an end of the year math test for fifth grade
OR a math placement test for sixth grade.

Students who come to the middle school from other schools will have to meet these criteria:

A 93 average in previous course or grading term

GUEETI wbUwUUxxOUUI EwEawlUl EET T UzUwUI EOGOOI OEE
Letter of recommendation from previous school, if student is new to CDS

Placement test, if the math teacher considers it necessary
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To remain in the program, students must meet the following requirements:

1. Maintain at least an 85 average every quarter.

2. Students with an average between 80 and85 in the first quarter will be in probation for
one quarter.

3. Students who earn below 80 in the first quarter may be moved to regular math in the
second quarter.

4. Students unable to maintain an 85 average after the probation period, at any grading
term, might be moved to the regular math course.

NATIONAL JUNIOR HONOR SOCIETY

Selection to the National Junior Honor Society is a privilege. The five-Member Faculty
Council of the CDS chapter of the NJHS selects for membership only those students who
demonstrate outstanding performance in five criteria: scholarship, leadership, service,
citizenship, and character.
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While outstanding academic achievement is an important prerequisite, membership is never

considered on the basis of grades alone. The selection process begins by identifying students
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Faculty examines character using the Six Pillars of Character, as recommended by the

National Junior Honor Society. A person of character demonstrates the following six qualities:

trustworthiness, respect, responsibility, fairness, caring, and citizenship. A student of

character willingly accepts criticism and recommendations graciously, cooperates by

complying with school regulations, dem onstrates the highest standards of honesty and

reliability, shows courtesy and respect for others, and actively helps rid the school of negative

influences or environment.

Students who meet these criteria are asked to submit documentation about leadership and
service. The information included should reveal a history of activities that are not simply

designed to benefit the student, but are often done in order to benefit other individuals or

institutions without rewards or recognition.

Leadership may be demonstrated through participation in student government, being athletic
team captains, being section leaders in band and chorus, chairing committees in student
groups, and involvement in the community and school. The student who exercises leadership
is resourceful in proposing problems and solutions, in promoting school activities, in
upholding school ideals and spirit, is dependable in the classroom, exemplifies a positive
attitude, inspires positive behavior in others, and demonstrates initiative.

Service consists of those actions done on the behalf of others without any direct financial or

material benefit to oneself. In considering service, the Faculty Council examines the

contributions a candidate has made to school, classmates, and the community as vell as the
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organized assistance, volunteers, is willing to make sacrifices to help others, works well with

others, is willing to take on difficult or inconspicuous respo nsibilities, cheerfully renders any

requested service to the school, is willing to represent the school, does committee work,

participates in activities outside of school, and shows courtesy by assisting teachers, visitors,

and other students.

If new info rmation comes to light that reflects negatively on the leadership, character, or
citizenship of a candidate during the review process, this may be considered when the
Faculty Council votes on membership.

A student is offered membership if he or she receives a majority vote by the Faculty Council
(at least three out of five favorable votes) and is inducted at a formal ceremony that involves
the entire middle school and the inductees parents.
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STUDENT COUNCIL

Middle School students who would like to run for a Student Council position must meet the

following requirements:
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grades.

e Minimum Citizenship grade average of 92 per semester.

¢ No demerits earned for major misconduct during a given semester.

e Three letters of recommendation from current or past teachers.

o Demonstrate leadership qualities characteristic of a student council officer.

e Willingness to build school spirit and have fun. \

e Students may run individually or as pol itical groups.

e Only 8t graders can run for President and Vice-President.

TRANSPORTATION

BUS SERVICE

CDS hires local buses to provide transportation for our students. Buses drop-off and pick up
students at the main entrance to the school. Bus routes are available for most locations in the
greater metropolitan area of San José. New families should consult the Transportation
Coordinator about routes and schedules.

As a courtesy service, an after-school bus service at 4:40 p.m. operates for students

participating in extracurricular activities. These are express routes only, not the regular
routes.

CARPOOLS

Carpool drivers are asked to remain in their cars at all times, and observe the orderly flow of
traffic.

PARKING

Visitor parking is available in the lower parking lot. Staff and students who drive to school
are asked to park their vehicles in the lower parking lot to the north of the Middle School
playing field. A few staff spaces exist in the upper area of the main parking lot, offered on a
first come, first served basis. Please observe the reserved spaces for administrators in the
main parking lot area.



CDS Middle School Student Handbook Page |36

TRAFFIC FLOW PLAN

All vehicles on the high school side must enter by the upper parking lot gate, and exit by the
lower gate. Traffic must flow in this direction only. Parents must drop off and pick up
children only inside the main parking lot, except for the circle drive area near the middle
school building. Middle school students should be picked up and dropped off in this area.
We recommend that you pick up your middle schooler first if you are also picking up
students on the elementary/high school side. Vehicles must not park in the circle area to wait
for students, but should pull up to the CEDA sign or park in one of the available spots if they
must wait briefly.

VARIOUS POLICIES AND PROCEDURES

Language Policy

In order to help fulfill the mission of the school, students speak only Spanish in Spanish
classes and only English in English classes (including science, math, and social studies).

Students delay the process of English language acquisition when they insist on speaking
Spanish in English classes. In addition, when they speak Spanish in English classes they
influence classmates and distract others from the goal of language acquisition. It is imperative
that CDS students recognize and remember the appropriate place and time for using the
languages they know.

CDS is respectful of all languages and cultures, but in keeping with our mission, we strive to
provide an environment where all students can become bilingual and multicultural citizens.

HOMEWORK GUIDELINES

Homework is defined as any assignment to be completed independently outside of class for
the purposes of study, reinforcement and/ or practice of concepts.

Recognizing that our goal is to contribute to the development of the whole student, we also
believe it is important to allow time for participation in extra-curricular activities and in out-
of-school activities.

Homework should:
*Serve as an extension of the learning process.
*Reinforce concepts introduced in class.
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*Reinforce school learning by necessary practice, integration, or application, without
requiring that students have special skills not learned previously.

*Enrich the instructional topic(s).

*Establish study skills and work habits.

*Develop self-discipline and a sense of responsibility.

*Be structured with a clear purpose related to class activities.

*Be reasonable in length and requirements in relation to homework assignments for other
subjects, responsibilities, and activity participation.

*As a general rule, ensure that students who make good use of class time not be expected to
spend more than ten times their grade level in minutes a night to complete assignments (for
example, a sixth grader - 60 minutes; a seventh grader - 70 minutes). While students who
manage their time at home reasonably should fall under this umbrella, it should be noted that
students vary in styles and rates of learning.

Listed below is an outline of basic responsibilities of teachers, students, and parents with
regard to homework:

Responsibilities of the Teacher:
*Assign relevant, challenging and meaningful homework that reinforces classroom
learning.
*Provide appropriate and timely response to all homework assignments.
*Provide clear instructions and make sure students understand the purpose of the
assignment.
*Provide a balance between long-range and short-term assignments.
*Establish check points for long-term assignments.
*Not give assignments over weekends that are longer than one daily assignment.
*Not assign homework during school vacation periods and on legal and religious
holidays.
*Coordinate, communicate and cooperate with other teachers and departments when
assigning homework.
*Inform parents of their role in supervising homework.
*Teach students how to study.

Responsibilities of the Student:
*Record the directions for homework in the personal agenda.
*Ask questions when necessary to clarify the assignment.
*Set aside a regular time for studying.
*Find a suitable place for study.
*Work on homework assignments must always be the student’s own work and
completed independently, whenever possible, so that it reflects student ability.
*Arrange to make-up missed assignments.
*Hand in on-time, neat, accurate, and meaningful products that one can be proud of.
*Plan time for completion of long-term assignments.

Responsibilities of the Parent:
*Provide a suitable place for study.
*Help your sons or daughters develop routine home study habits.
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*Monitor your child’s organization and daily list of assignments in his/her agenda.
*Become familiar with the school’s homework philosophy and guidelines.
*Encourage your child to communicate with his/her teacher about the learning
process, especially when any confusion arises.

*Communicate with the teacher to stay well informed about your child’s learning
progress.

*Assist your child in learning to budget his/her time for all assignments.

*Display interest and encouragement toward your child’s work.

AFTER-SCHOOL ACTIVITIES

All students remaining on campus after 3:15 p.m. must be engaging in a supervised activity
or studying in the library or multimedia center. Sports practices and other activities will
occur between 3:05-4:30 pm. All students who stay after school must remain on campus and
must sign-up in the middle school office so that we know their whereabouts. Tutors and after
school activity leaders oversee student activity and behavior after school. Students who
remain after school with no supervised activity will be asked to study near the office.

CLASSROOM VISITORS

Visitors to classrooms must have the permission of the principal. In some instances, former
students are allowed to visit teachers and friends during the school day. However, this must
be arranged in advance with the principal. If the visitor's presence causes a disruption to
learning, the visit will be terminated. Friends or relatives of students are not normally
allowed to visit classes.

CLOSED CAMPUS

Because the school is responsible for student safety and well-being, Country Day students
must remain on campus during the school day, including after-school activities.

If, however, the student must leave the campus for an appointment or other valid reason, the
student may do so with written permission from a parent or other designated adult, and with
a pass from the middle school office.
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FIELD TRIPS

Occasionally, field trips are scheduled by faculty members for the purpose of educational
enrichment and/or community awareness. Each student who wishes to participate must
present a signed permission slip from his/her parent or guardian prior to leaving the
campus. Students must wear the regulation uniform on the field trip, unless the Principal has
given prior approval for other attire.

If the field trip is optional, and the student has a test scheduled in another subject that day,
the student should remain on campus for the scheduled test.

MONEY AND VALUABLES

Though Country Day provides on-campus security, the school is not responsible for money,
cell phones, iPods, radios, cassettes and/or players, tape recorders, cameras, hand-held
computers, clothing, guitars, personal sports equipment or any other personal property
brought to school by its students. Skateboards are not allowed on campus, unless specifically
requested by a teacher for a class assignment.

Portable music players, cameras or cell phones must not be used during the school day,
between 8 a.m. and 3 p.m. Students who need to call their parents on their cell phones must
bring the phone to the office and ask for permission to make the call. Portable music players,
cameras or cell phones used during school hours will be confiscated for the rest of the day.
Consistent violation of this regulation will lead to losing the privilege of bringing these items
to school.

Portable music players are allowed on buses, only. A student who uses the personal stereo
device or cell phone during the school day will lose the privilege of bringing these items on
the bus.

Any property brought on campus without permission will be held in safekeeping in the

office. Any money or valuables that must be brought to school should be entrusted with a
member of the middle school office for safekeeping until the time needed.

FOOD SALES

Food sales on campus are allowed as fundraising activities for student groups such as
Student Council, Roots and Shoots and National Junior Honor Society. Food sales promoted
for individual projects will not be authorized. The food sale request form must be turned in
to the Middle School office one week before the sale.



CDS Middle School Student Handbook Page |40

PARTIES

Parties may only be held during lunchtime or after school, not during classes. Homeroom
groups may also engage in celebrations with prior notification by the teacher. Students
are not allowed to order food from outside school without a teacher’s approval. School
social events are arranged at school by a teacher or an organization, and must adhere to
the following guidelines:

A There must be two or more teacher-chaperones present.

A There must be at least one administrator present.

PASSES

(HALL/LIBRARY/MEDIA CENTER)

All students must be in the possession of a hall or classroom pass in order to be out of class
during normal class hours. This may be a written pass designating a place, student's name,
and time; or it may be a permanent restroom pass such as a marked ruler, a wooden pass, or a
designated item.

Students going to the library must carry a written pass from the teacher that states the
name(s) of students and the time they left the classroom. The pass must be signed by the
Librarian, indicating the time of departure from the library. This pass must be returned to the
regular teacher.

PHOTOCOPIES

Photocopies may be made in the CDS Copy Center for a nominal charge. Please do not ask
for copies from the office, as the office photocopier is strictly for school administrative and
teacher purposes. Photocopies from the Media Center are only for required reference
materials.

SCHOOL PHOTOS

Generally taken during the first semester, school photos are made of each student by a
professional photographer. Students will be notified in advance of the school photo schedule.
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Once all the photos are taken, a packet of prints will be sent home with the student, and must
be paid for in the CDS Business Office. Should the student be absent on the scheduled photo-
taking day, another day for photo retakes is usually set for early in the second semester.

TELEPHONE CALLS

Messages from parents to students will be delivered as soon as possible after they are
received. Phones in the school office are not available for personal student calls, except in the
cases of extreme emergency or serious illness. There is a public telephone located near the
sports storage kiosk which students may use for personal calls. Phone cards are available in
the campus store.

While we realize that cellular phones are seen as a method to ensure that one’s child is secure,
cell phones and pagers should not, as a rule, be used during the school day. They will be
confiscated if they interrupt school activities, only to be retrieved at the end of the day.
Repeated misuse of one’s cell phone (e.g., making social calls during school hours, texting
others, or having one’s cell phone ring during class) will lead to disciplinary action and loss
of the right to have a cell phone on campus.

TEXTBOOKS AND SUPPLIES

At the beginning of each semester, students are issued textbooks for each subject studied.
Each student's name is recorded with the corresponding number of the textbook. At the
semester's end, the textbooks are collected, with each student credited for the return of the
book and the book's condition noted.

Students know they must not write on or deface their textbooks, since these books must be
used by fellow students in subsequent years. If a student loses or seriously damages a book,
he/she is responsible for the full cost of replacing it. The replacement cost will be the price of
a new textbook, regardless of the condition of the textbook lost or damaged.

Students may check out textbooks during school vacations, provided the Principal has given
approval and the rental fee has been paid in advance to the CDS Business Office.

The Middle School, in accordance with CDS tuition policies, offers each student basic school
supplies. Each student may receive a pen, a pencil, and a pack of notebook paper per month.
Extra materials must be provided by the student.

Art supplies (except for art journals) and science laboratory materials are distributed
according to class use by the instructor. We believe in the educational value of hands-on
experience, and so we expect a certain amount of normal wear and tear. Any unusual,
excessive, or destructive use of materials and supplies, however, will have to be reimbursed
at full cost by the student responsible for it.
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UNIFORM DRESS CODE

Students are required to wear the adopted Country Day School uniform. All students must
wear the appropriate shirt with school emblem for each division. Shirts can be untucked.

Boys and girls should have neat hairstyles. Boys with shoulder-length hair or longer must
keep it pulled back in a ponytail. Hair must be in tones that would be considered natural hair
color. Only moderate jewelry and cosmetics are allowed. Visible body piercing is not
allowed other than earrings (studs or rings). Earrings that call attention to the ear may be
determined to be out of dress code by the administration.

Boys and girls must wear straight-cut navy blue trousers. Cargo pants are acceptable, but
jeans are not allowed. Pants must not be over-sized or extremely tight. Also required are a
belt and black shoes. If girls' pants come without belt loops, no belt is required; however, low
cut pants are not acceptable. Loops may not be cut off. Boys' pants must have loops. Socks
can be white, black, dark blue, or gray. Low-cut socks are fine, but pastel colors and
multicolored socks are not dress code appropriate.

Students may wear CDS sweaters, jackets, or sweatshirts that are dark blue or black. Big or
inappropriate logos on sweaters, jackets or sweatshirts are not allowed. Hats or other
headgear are not permitted (including head scarves for girls). Any t-shirt worn under the
shirt or blouse should be short-sleeved, of solid white or blue, or be an official school t-shirt.
Sleeves from the t-shirt should not protrude from underneath the outer shirt.

In addition, students are required to have a physical education uniform, which consists of red
shorts and a white T-shirt with the school logo on its front. T-shirts purchased for the annual
1K-5K Fun Run or other CDS T-shirts may be substituted for the school logo T-shirt. None of
these shirts can be worn during lunch/recess time except for special events.

Uniform shirts must be purchased at the CDS school store. The standard navy pants can be
purchased in many local department stores. CDS logo patches as well as PE uniforms are
available at the campus store.

Appropriate uniforms are required to attend classes. Students who are out of uniform or
whose appearance is deemed unacceptable will not be admitted to class at the discretion of
the classroom teacher and/or administrator, and will be required to sit in the office until
appropriate clothing is brought in. Disciplinary action may be taken for repeated uniform
infractions that indicate a student’s choice not to respect the CDS dress code.

Only students leaving at the end of t he school year will be allowed to have their shirts
signed by their peers and teachers.

VISITORS
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If a student wishes to invite a guest to the Country Day campus, prior approval should be
obtained from the Principal. The visit will normally take place only during the lunch period.
The office should be informed when the guest arrives at school.

Guests of students are not normally allowed to visit classes or spend the day at the Middle

School. Out of town guests, or ex-students of CDS from out of town, are the only students
allowed to attend CDS Middle School classes.

YEARBOOKS

Each student at Country Day School Middle School receives a copy of the yearbook, free of
charge. If you would like to purchase additional copies, you may order and pre-pay in the
CDS Business Office. The receipt will be required to pick up your additional copies.

EVALUATION POLICIES

GENERAL PROCEDURES

Student progress and achievement are reviewed regularly by the faculty. These evaluations
are based on the comprehensive curriculum plans which the faculty develops for each course.
In addition to regular homework assignments, the faculty administers unit or chapter tests,
weekly quizzes, oral and written reports, and creative projects to achieve a complete mastery
of the concepts and academic skills covered in each subject.

CHAPTER/UNIT TESTS
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At least three major assessments per semester are given in “core courses.” These assessments
evaluate the students” understanding of the course curriculum and demonstration of required
skills. Major projects, portfolios, and performances—along with written tests—all are
examples of appropriate student assessment.

MAKE-UP POLICY

All assignments, including exams, must be completed within a reasonable period of time as
determined by the teacher. Full credit is given to exams, quizzes and assignments completed
on time. In grades 6 and 7, students are expected to turn in assignments on the date they are
due. Teachers may accept work that is one week late, but with a grade penalty. Assignments
that are more than one week late are subject to receiving no credit. In grade 8, students are
expected to turn in assignments on the date they are due. Teachers may accept work that is
one day late, but with a grade penalty. Assignments that are more than one day late are subject
to receiving no credit. Grade penalties are decided by each individual teacher.

EXTRAORDINARY EXAMINATIONS

A student failing the year in one to three courses may redeem each grade by taking an
extraordinary examination. Exams are held in August at a time the Counselor and the
parents agree on. They are 90 minutes long. The student must pass the exam with a 65 or
above to pass the school year. The final recorded grade in a subject a student has failed is the
grade he/she got on the extraordinary exam. Students are given two opportunities to take an
extraordinary exam in each failed subject.

Notification will be given to the parents advising that the student is in danger of failing the
course for the year, and may have to take an extraordinary exam. Parents are responsible for
contacting the school at the end of the year to secure a study guide and to confirm the day
and time of the exams.

Teachers submit to the Counselor a copy of each extraordinary exam and appropriate study
guides for the students. And answer key should also be provided.

We recommend that the student receive additional instruction in the course material during
the vacation period prior to the exam. Textbooks may be checked out over the vacation by
requesting the book from the student's teacher and paying a deposit in the CDS Business
Office.

A student who fails the year in four or more subjects fails the year. If the student fails three
subjects and conduct, he fails the year. If he fails two subjects and conduct, he must take
extraordinary exams in each subject in which his yearly average is below 80. If a student fails
conduct and has grades above 80 in all subjects, the student must perform community service
in order to advance to the next grade.



CDS Middle School Student Handbook Page |45

If a student fails the second extraordinary exam in any subject the student may not advance to
the next grade level.

REPORT CARDS

CDS Middle School issues report cards four times each year in core subjects and in art and
electives. These grade reports are published online and we do not send home paper copies.
We ask that parents review the report card carefully with the student.

PROGRESS REPORTS

Every three weeks teachers will update grades on Edline. Keep in mind that you are looking
at work in progress and not a final grade. Teachers will send additional emails to parents if
they have concerns about your child’s grade or progress.

Throughout the semester, parents may be contacted if the student is doing poorly, if his or
her performance has dipped, or if the student is in danger of failing the course. We
recommend a parent-teacher conference be scheduled to identify the problems and to discuss
solutions and remedies. Your child’s homeroom teacher might initiate such a conference as
well.

ACADEMIC PROBATION

A student will be placed on academic probation at any time during the school year if failing
three or more required courses, or if showing poor performance in four or more courses, or if
presenting problems in conduct or attendance. The probation status is designed to assist the
student in improving his/her academic standing. To reach that goal, parental attention and
involvement is necessary. The conditions and requirements of a student's probation will be
set by the administration (after consultation with the faculty involved if the probation is
academic in nature), then presented in writing to the student and his/her parents.

Conditions of the probation may require that the student receive additional instruction
outside of school hours. If improvement as set out in the contract does not occur within the
time given, the student may be retained in the same grade or may be refused admission for
the following school year.

IOWA TESTS OF BASIC SKILLS

Middle School students take the IOWA Tests of Basic Skills each year. This provides the
school, parent, and student information on how the student is progressing as compared with
U.S. national norms. Results are machine-scored in the United States and are generally
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returned to CDS in time for distribution with the fourth quarter report cards. Individual
reports and comments are included with the results.

ACADEMIC HONOR ROLLS

The High Honor Roll is composed of students who have an academic average of 93 or higher
in all academic courses taken that quarter. The Honor Roll is composed of students who have
an academic average of 87 through 92. Any grade below 75 in any course (academic or
otherwise) will eliminate a student from both academic honor roll categories. For honor roll
purposes, PE, music, life skills and exploratory and elective courses are weighted together as
one grade as these classes meet less frequently throughout the school year. There is a special
“ESL Honor Roll” for students receiving ESL instruction.

Admission to the National Junior Honor Society will be determined based on a combination
of factors such as grades, conduct, and teacher recommendation. Eligibility rules are set by
the national organization and then adjusted to match the standards of each individual
institution. We nominate students based on their grades and then standards of conduct and
service are examined by a faculty committee before an invitation is given to a student. The
student must then apply for membership by filling out the appropriate forms and obtaining
the necessary teacher signatures.
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AWARDS
INTRODUCTION

We take great pride and pleasure in giving special recognition for the excellent achievements
of our students at the middle school. We grant certificates of recognition for Outstanding
Achievement, Outstanding Improvement, Outstanding Citizenship, Excellence through
Effort, and for honor roll. These awards are given at the awards assembly at the end of the
school year.

SPECIAL AWARDS

The following annual awards have been established at the Middle School due to gifts or
bequests:

The Director's Award for Band - presented to a graduating eighth grader who  has
exhibited exceptional qualities of leadership, service, and advancement in musical
skill.

Linda Frazier Award for Excellence in Journalism - presented to a graduating
eighth grader who has distinguished him/herself as a journalist, and who has ~ been
a valuable contributor to the school media during the school year.

Ruth Fendell Memorial Award for Excellence in Art - sponsored by Periédicos
Internacionales, S.A., and the Fendell Family. This award is presented to a
graduating eighth grader who has distinguished him/herself in art studies.

Parent Committee Award for Leadership - is presented to those students in the
Middle School in each grade level who have demonstrated outstanding leadership
among their peers.

Parent Committee Award for Service - is presented to those students in Middle
School from each grade level who have distinguished themselves for their
dedication and excellence in service activities.

Parent Committee Award for Spirit - is presented to those students from each
grade level in the Middle School whose enthusiasm for activities has served to
inspire others.

Creative Writing Award - is presented to the graduating 8th grader who has

shown unusual passion and commitment for writing both as required for regular

coursework and outside of class. His/her writing exhibits superior quality and is an
integral part of his/her life.
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ATHLETICS

INTRODUCTION

Physical education is an important part of the learning process. The CDS Physical Education
Department has three primary goals as the foundation for its PE/athletic program. These
goals are: to develop and improve the physical and athletic skills of our students; to teach the
ideals of teamwork, discipline, and sportsmanship, and to produce competitive teams.

Middle School athletes are invited to participate in team sports, which practice after school.
Team membership and playing time are determined at the discretion of the coaching staff, in
accordance with departmental guidelines. Failure to maintain appropriate academic
standards or to follow team rules may restrict or deny participation in a team sport and/or
travel to away games with a team.

Team sports at the Middle School level for both boys and girls in the following sports: soccer,
basketball, and volleyball. At times, a player with unusual skill or ability will be invited to
practice and play with a varsity ("A" level) team. Middle School athletic teams participate in
interscholastic competition with schools in the San José area and focus on skill-development
and team cooperation.

CODE OF BEHAVIOR

1. Dedication to the sport and team:

A Do your best to be present and on time for all games and practices.

A Keep yourself in the finest physical condition by abstaining from alcohol, drugs and
tobacco products, and by following a healthy training program.

A Maintain a strong academic record in order to set a positive example for others.

A Always behave in a manner that reflects well upon yourself, your teammates, and
your school.

A Strive at all times to be the best that you can be.

2. Although an athlete must make a commitment to his/her sport, a CDS student's first
priority is academics; all other aspects of school life must be balanced accordingly.

3. An athlete must attend all practices and all games unless excused by the coach in advance.
In case of illness, family emergency, or similar unavoidable occurrence, the athlete should

notify the school as soon as possible.

4. Athletes are expected to follow the CDS disciplinary code at all times.
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CONSENT FORM

Each Middle School team member and his/her parent must sign a consent form when games
are played off-campus on a school day. This way we ensure that all parents know where
their child is and when they will be returning.

SPORTSMANSHIP

Good sportsmanship means abiding by the rules of the practice or the game, and accepting
victory or defeat graciously. It includes showing effort, discipline, responsibility, cooperation,
respect, and school spirit. Team members must demonstrate good sportsmanship throughout
the year, on and off the playing field/area, either as players or spectators.

TRANSPORTATION

CDS provides bus transportation to and from games and festivals scheduled to begin before
4:00 p.m. on weekdays. Return transportation is not guaranteed if games are scheduled for
after this time. In the event that a bus cannot be provided, it is the responsibility of each
athlete and his/her family to make transportation arrangements. Students should be picked
up no later than one-half hour after a game or practice concludes.



