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Welcome Message

Dear parents and students,
Welcome to the Chinese International School Manila.

| am very excited to be joining the CISM community full time! I have to confess that when | first
became aware of our Vision Statement | was a little daunted. But, having met and spent time
with people from all areas of the CISM community | do believe we can realize the Vision. |
believe we can become one of the leading international schools in the world.

OQur focus as educators and parents must be t
and to support and enable them to become risk takers. Students will be encouraged to be open-

minded and to explore concepts and issues presented to them. We accept responsibility for

developing the whole child; we will look to develop empathy towards the needs of others and an
appreciation of the responsibility to ‘give b
and global communities.

By embracing the best of Chinese and Western cultures we are exposing our students to the
values and traditions of two very different civilizations. The Chinese language program gives our
students a huge advantage in that they should be able to learn to express themselves confidently
in a second language which many see as most likely to be vitally important in business in Asia in
the near future. Excellent results in the tests recently administered by the Confucius Institute
Headquarters in China bear testimony to this.

We are a very young school and the CISM community already has a lot to be proud of. We are in
a period of rapid growth and we will develop the curriculum to support the varied needs of a
growing and diverse student body. This promises to be an exciting year which will see CISM
face new challenges. We will face up to them and will always seek to further improve the
learning experience inside and outside the classroom.

We can only be as effective as we should be if we work together as equally valued members of a
harmonious community. | hope you find this Handbook useful and informative. | hope our
students are as enthusiastic about starting the new academic year as the faculty is. | am certainly
looking forward to having the opportunity to speak with all of you soon so that we can begin to
plan the way forward to making this a very successful year for all our students.

Once again, welcome to CISM.

MARK WYCHERLEY
Acting Headmaster
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Vision

To be one of the leading international schools in the world

DQ PED

DEPARTMENT | OF EDUCATION

Mission Statement

We commit to deliver the highest standard of education, aim to promote the values of integrity
and honesty, and strive to instill an international outlook through immersion in Western and
Chinese cultures and the Mandarin and English languages. We are sensitive to the needs of our
students and aspire to nurture their emotional, physical, intellectual, social, and artistic well-
being.

The CISM program prepares students to:

be inspired to intellectual curiosity as a springboard to a lifelong pursuit of knowledge;
be analytical, critical, reflective, and creative thinkers and doers;

be bilingual and bicultural in the Western & Chinese settings;

be effective, open-minded, and confident communicators;

love and embrace self, family, and others;

respect and celebrate diverse beliefs, views, ideologies, and cultures;

be I.T. literate and embrace technology as a tool for learning and communication;

be proactive and responsible participants in the local and global society;

learn to preserve, sustain, and safeguard our environment and ecosystem; and

foster passion and commitment to help uplift the human condition.
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Core Values

We, at CISM, develop leaders who:

aim for COMMITMENT to excellence;
uphold INTEGRITY at all times and under all circumstances;
provide SERVICE to make a difference; and

1
1
1
9 live with a MISSION to leave a legacy.
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Lower School Staff List, SY 2012-13

Felicia Hung-Atienza
Maria Louisa Que-Sian
Arthur Mark Wycherley

Wendy Sharon Wycherley

Elena Martinez
Jeanne Pauline Jayme

Marilou Nabos
Gisselle Belardo
Ricardo Cruz
Josephine Lagman
Rebelita Ramos
Maria Cristina Conchu
Reynaldo Yatco
Imelda Cruz
Robin Galapon
Danilo Cargo
Glendon Elcarte
Geraldino Quiroz

Ma. Asuncion Acufia
Pauline Joy Mendoza
Ma. Fleurica Miranda
Riafe Ruiz

Lizette Natividad
Patricia Bantug
Eduardo Gascon
Maria Theresa Que
Weizhong Matt Chen
Therese Lin

Dan Li

Emma Liu

Shaoyun Tian

Rosevie Sevilla

Mina Vera

Hazel Go

Marose Loria

Jean Torento

Dino Bringas

Anna Carisma Asperas
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Administration

President

Headmaster

Deputy Headmaster

Education & Accreditation Coordinator

Lower School Director and Grade 2 Homeroom Teacher

Lower School Deputy Director and
Grade 1 Homeroom Teacher

Student Support

Guidance Counselor

School Nurse

Lower School Library Associate
Lower School Teacher Assistant
Receptionist

Executive Secretary

Head of Operations

Cashier

ICT Technical Head

ICT Development Head

ICT Technician

ICT Technician

Faculty Members

Pre-Kindergarten Homeroom Teacher
Kindergarten Homeroom Teacher
Grade 1 Homeroom Teacher

Grade 3 Homeroom Teacher

Grade 4 Homeroom Teacher

Grade 4 Homeroom Teacher

Grade 5 Homeroom Teacher

Grade 5 Homeroom Teacher

Chinese Department Head & Teacher
Lower School Chinese Department Coordinator and
Teacher

Chinese Mandarin Teacher

Chinese Mandarin Teacher

Chinese Mandarin Teacher

Art Teacher

Art Teacher

CARE Teacher; Computer Teacher
ICT Facilitator and Computer Teacher
School Music Director; Music Teacher
Physical Education Teacher

School Activities Coordinator and
Physical Education Teacher



School Calendar, SY 2012-2013
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1st Semester:
6 Aug to 5 Oct 2012 (1st Quarter)
8 Oct to 13 Dec 2012 (2nd Quarter)

2nd Semester:
7 Jan to 15 Mar 2013 (3rd Quarter)
19 Mar to 6 Jun 2013 (4th Quarter)

CISM EVENTS/HOLIDAYS

2012
30 July to 3 Aug Faculty In-Service
6 Aug Start of 1st Semester
20 Aug Eid al-Fitr
21 Aug Ninoy Aquino Day
27 Aug National Heroes Day
3 Sept Open House (Early Release)
10to 11 Oct Faculty In-Service
15 Oct Parent-Teacher Conference (No Classes)
26 Oct Eid-ul-Adha
1to 2 Nov All Saints'/Souls’ Day Break
30 Nov Bonifacio Day
8 Dec Taguig City Day
13 Dec End of 1st Semester
14 to 31 Dec Christmas Break
2013

1to4 Jan New Year's Break
7 Jan Start of 2nd Semester
11 Feb Chinese New Year (No Classes)
25 Feb EDSA Revolution Anniversary
18 Mar Parent-Teacher Conference (No Classes)
25 Mar to 29 Mar Easter Break
8 Apr Faculty In-Service
9 Apr Araw ng Kagitingan
1 May Labor Day
6Jun Moving Up Day / End of 2nd Semester

- - Faculty In Service / No Classes

. - Start/ End of Semester

E - CISM Events

- Holiday / No Classes
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Curriculum Overview

The Chinese International School Manila (CISM) curriculum is unique and meticulously
designed using the most outstanding international sources and educational practices. We
recognize the importance of preparing our children for the challenges of globalization and the
uncertainties of the future. At CISM, we commit to deliver the highest standard of education to
ensure our students will be equipped to apply to the best colleges and universities in the world.

The main language of instruction at CISM is English. All students are required to attend

Mandarin language classes taught daily. Foundational & Proficient Mandarin classes are offered
at all grade levels. Chinese culture and traditions are likewise incorporated into the curriculum.
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THE LOWER SCHOOL PROGRAM

Pre-Kindergarten & Kindergarten

ThePreeK and K program provides a war m, nurtur
potential is carefully developed through individual attention and positive reinforcement. The
approach is thematic and seamlessly incorporates Language Arts, Mathematics, Science, and
Social Studies. Language literacy and basic learning skills are emphasized. Art, Computer
Studies, Music, and Physical Education are taught by specialist teachers. As the child is
impressionable at this stage, the program aims to instill in the young students a curiosity and love
for learning as a springboard to a lifelong pursuit of knowledge.

The Mandarin Language program focuses on listening, speaking, singing, rhyming, and
character sighting with some initial work on writing. Emphasis is placed on tone differentiation
and pronunciation. Our approach is different in that we develop the basic competence and
confidence which allow the children to experience the joy of learning the Chinese language.
Mandarin Chinese is taught by a specialist teacher.

Elementary School

The curriculum in Elementary School focuses on the total growth of the child in this
period encompassing the pre-teen phase. A happy learning atmosphere is fostered as we address
the intellectual, emotional, physical, social, and artistic well-being of the students. At CISM, the
abilities to creatively form ideas, evaluate information critically, and think independently is as
important as the abilities to absorb facts and information. Homerooms are utilized for the four
core modules: Language Arts, Mathematics, Science, and Social Studies.

Mandarin, the fifth core module, is centered on the four areas of language learning
skills—listening, speaking, reading, and writing. Through songs, poems, and stories, children
build their Chinese vocabulary and language structures. The activity and theme based
curriculum enables the children to relate to daily life experiences. Students acquire practical
communication skills versus rote memorization. The Chinese heritage and culture are
interspersed within the lessons.

Art, Computer Studies, Music, and Physical Education are taught by specialist teachers.
A range of afternoon activities is offered at the end of the school day and students are
encouraged to participate in them. Clubs, which are not included in the regular curriculum, offer
interesting and enjoyable experiences.
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General Information

STUDENT TIMETABLES

Pre-K and K
Period / Time Monday Tuesday Wednesday Thursday Friday
Homeroom
7:30-7:40
Late Start Day
Period 1
7:40 - 8:30
Period 2 Period 1
8:30-9:20 8:30-9:20
Period 3 Period 2
9:20 - 10:10 9:20 - 10:10
Period 4 Period 3
10:10 - 11:00 10:10 - 11:00
Period 5 Period 4
11:00 - 11:45 11:00 - 11:45
Extended Extended
Care Care
11.457 2.45 11.457 2.45
* Snack time is built into the schedule.

All Classes begin at

7:30 a.m. on Mondays, Tuesdays, Thursdays and Fridays
8:30 a.m. on Wednesdays

Dismissal time is

11:45 a.m. for Pre-Kindergarten and Kindergarten students
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Elementary School

Period / Time Monday Tuesday Wednesday Thursday Friday
Homeroom
7:30 - 7:40
Late Start Day
Period 1
7:40 - 8:30
Period 2 Period 1
8:30-9:30 8:30-9:30
Snack
9:30 - 9:50 SNACK TIME
Period 3 Period 2
9:50 - 10:30 9:50 - 10:30
Period 4 Period 3
10:30 - 11:20 10:30 - 11:20
Lunch
1120 - 11:50 LUNCH BREAK
Period 5 Period 4
11:50 - 12:50 11:50 - 12:50
Period 6 Period 5
12:50 - 1:40 12:50 - 1:40
Period 7 Period 6
1:40 - 2:30 1:40 - 2:30

All Classes begin at

7:30 a.m. on Mondays, Tuesdays, Thursdays and Fridays
8:30 a.m. on Wednesdays

Dismissal time is

2:30 p.m. for Elementary School students

CISM Lower School Handboo
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ATTENDANCE

The successful progress of students depends on prompt and regular attendance. We expect
students to attend school every day to receive the maximum benefits of school life. Student absences
adversely affect the learning process as teachers have to re-teach material that others already know.

At the Lower School , CIlSM"s Attendance Policy
semester. Students who do not meet 80% attendance per year may not be recommended for promotion to
the following grade level. For the purposes of this policy, both excused and unexcused absences are
counted.

Absences are classified as excused or unexcused. The following are acceptable as excused
absences: il Il ness; c r i s iarsl obfemvance df majorsrdligiodsefestitvals.s i mme ¢
The following constitute unexcused absences: cutting class; leaving campus without official
admi ni st r at oextended varatian;nathsescssicamsad; by disciplinary action. For unexcused
absences, teachers are not required to set make-up work or re-schedule examinations missed.

If an absence is deemed to be excused, the student is permitted to make up missed items of work
or assessment. This concession is not extended to students for whom an absence is classified as
unexcused. In the case of an unexcused absence, the student will receive a zero for the work or
assessment that that class has completed during his/her absence. In addition to the academic
consequences of missed instructional time, excessive absences will incur disciplinary action. The school
cannot support parental decisions to take students out of school for extended periods.

Parents should write or email t h eknowW tha thema st er ’ ¢
child will be absent or tardy the following school day.

Pre and Post Holiday Absences

In order to maximize teacher/student contact and prevent learning opportunities lost because of
parti al student attendance, there wild/ be no exc
immediately preceding and following a school holiday.

IlIness during the Day

Students who become sick during the school day will be sent to the Clinic by the subject teacher
if they cannot continue with their classes. To be admitted by the Nurse, a student should get a clinic pass
from his/her teacher. Between classes, a student should get this pass from the Lower School Director.
The Nurse will determine if it is necessary for the student to go home. Absence due to a clinic visit does
count as absence from class.
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TARDINESS

Students are expected to arrive in school on time for their first block each morning. They are
expected to arrive on time to all their classes. Students arriving tardy to a class may receive a disciplinary
consequence from the teacher. Repeated tardiness will be reported to the Homeroom teacher, Guidance
Counselor, and the Lower School Director.

Students arriving late to school more than fifteen minutes late to class will have their attendance
marked as an unexcused absence.

SNACKS/LUNCH

CISM has a no junk food policy. The cornerstone of CISM s cante
well being of its students. We encourage parents to help develop good eating habits in their children. For
those students bringing packed snacks/lunch from home, kindly provide a variety of tasty, wholesome and
nutritious food choices for your children. The school strongly recommends that children avoid colorings,
additives or foods with large sugar content.

The canteen is operated by an independent concessionaire and any inquires or complaints should
be directed to the canteen manager, in the first instance. A canteen committee monitors the activities of
the canteen and makes periodic recommendations for its improvement. The most efficient way for
childrento avai | of canteemay onystieamthroRaghemnts ¢amedery
with the canteen which wil!/l gradually make deduct

LOWER SCHOOL LIBRARY

The Library serves students, faculty and staff through its expanding collection of print and media
materials. Parents are also welcome to use the Library. Our Library has subscriptions to many magazines
and journals that provide up—to—date information on a variety of subjects of interest to students, faculty,
parents and administrators. The audio—visual sections include CD-ROMs, videocassette tapes,
audiotapes, and other visual media in support of our curricula.

The Library maintains hours from 7:00 a.m. until 4:00 p.m., Monday through Friday.

Students are allowed to borrow books for a period of one week. Books may be renewed at any
time during the week. The number of books which may be on loan at any one time is:

Pre—School two books
Grade 1to 3 three books
Grade 4 upwards four books
Parents five books

Borrowers with overdue materials may not check out books. But library privileges are restored
once the book is returned.
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The Library is an essential part of academic life here at CISM. Appropriate conduct from all who
choose to visit the Library is expected. Students are to observe silence and refrain from using the Library
facility as a place for socializing. Those who do not observe proper decorum will have their Library
privileges suspended or revoked.

Responsibility for all materials checked out rests with those who check out the materials — student,
faculty, parents, staff and administrators. An assessment based on the full cost of replacement will be
made for lost or damaged materials. Writing, highlighting, doodling, coloring or any other form of
willful damage to library materials is prohibited; perpetrators may be charged for the full replacement
cost of the item.

TEXTBOOKS

Textbooks are supplied to all students in all classes taught at CISM. In recognizing the
considerable expense involved in securing such materials, however, students must treat all textbooks as if
they were their own, and return them at the end of the academic year in the same condition in which they
were received. Students will be charged at the full replacement cost for all lost or damaged textbooks.
Students should not write or highlight on their textbooks as the school may consider it damaged materials.

HOMEWORK
SUGGESTED
GRADE HOMEWORK TIME
PER NIGHT
Pre—Kinder & Kinder None
Grade 1 10 minutes
Grade 2 20 minutes
Grade 3 30 minutes
Grade 4 40 minutes
Grade 5 50 minutes

A reasonable amount of academic work outside the classroom will be given to the students. The
purpose of homework is to make sure that the student has understood the material covered in class,
encourage independent learning and train them to acquire good study habits for their future years at
college. In general, the school does not encourage tutorial help for homework, unless the student needs
help beyond what is provided in remedial classes.

In the Lower School, assigned homework will be written down in the Student Planning
Calendar/Assignment Notebook. Parents are urged to check on this notebook nightly. If there is any
guestion on the amount, or t h end/drthed_éwer &chool IDiectoe wo r k |
should be consulted.

The question of homework for when a child is s
if a child is dealing with an illness it is better for them to concentrate on getting well rather than worry
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about homework. For a bed-ridden but recuperating child, reading is an excellent option. When the child
returns to school, that is the time for him/her to ask the teachers for make-up work or missed homework.

If a child has to stay home for some other reason e.g. a sprained ankle, then the teachers will be
happy to provide work to keep him/her up to date and occupied.

CLUBS/EXTRA CURRRICULAR ACTIVITIES

A wide variety of clubs meet after school hours under the supervision of teacher and parent
volunteers. These clubs offer students the opportunity to develop the talents and interests they have and
to acquire new ones. Each semester, the school prepares a list of currently active clubs and invites
students to apply for membership. Places ar e assigned on a 'first C 0 me
considers such activities as an integral part of its overall educational program. It is important that
students who commit themselves to a club keep their commitments and regularly attend scheduled
practices, meetings and/or rehearsals.

INTER-SCHOOL COMPETITIONS

The school belongs to MISAA - Manila International Schools Athletic Association. This
organization has nine members and works to promote inter-school sporting and art activities. Various
events are organized during the year and CISM is a keen participant. Looking forward, MISAA has plans
to expand into organizing other areas of inter-school collaboration; sporting and art events are the first
step.

FIELD TRIPS

Only students with completed field trip authorization forms will be allowed to attend. Unless
otherwise stated, students going on field trips are to be in school uniform. On all field trips, students
leave and return to the school together. Students may leave the group only after returning to CISM. They
must travel to off-campus sites using school-approved transportation. Field trips are strictly for CISM
students only.

The school will assess the security needs of all field trips and will provide any necessary security
personnel. Personal family security personnel are not permitted under any circumstance. Any concerns
in this regard should be discussed with the Headmaster and Homeroom Teacher.

DRESS CODE

Students are required to be neat and well groomed at all times. Facial hair is not allowed, nor are
earrings on boys. Boys’' hair is to be kept neat
of the face. Dangling earrings may not be worn. PE teachers and coaches may require students to
remove jewelry prior to participation in sports and PE related activities.

CISM Lower School Handbook 13



FREE DRESS FRIDAYS

Students do not have to wear school uniform on Friday; however, they should dress respectfully,
and in a manner that demonstrates they are proud of their school.

The school discourages visible tattoos, body piercing, hair dyeing, nail polish, make—up,
flamboyant hairstyles, immodest style of dress and excessive jewellery. No hats may be worn inside the
school.

BIRTHDAY PARTIES

When a child’s birthday is celebrated at scho
sharing a special day with classmates and not an elaborate occasion.

Birthday parties should be held in the classroom and organized in advance with the classroom
teacher so as to minimize disruption to lessons. It is suggested that a maximum of thirty minutes be
planned for these activities. This time includes eating, cleaning up, and returning to class. Parents or
guardians are welcome to assist with setting up the party.

Birthday celebrations at school are, of course, optional.

YEARBOOK

Each year CISM produces a yearbook which serves as a pictorial record of the school year. The
yearbook will be available on the basis of one copy per student. This cost has been included in the school
fees.

PLAYGROUND RULES

Recess is a time when students have the opportunity to develop and practice their social skills.
We have three simple rules that have been made to help facilitate their development in an enjoyable and
safe environment.

1. Follow directions
2. Be Safe

3. Be Respectful

Our Guidance Counselor and Homeroom Teachers will provide opportunities for students to learn
how to work together and how to solve conflicts.
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School/Parent Communication

COMMUNICATION

CISM is committed to keeping students, parents, faculty and staff informed. Newsletters and
bulletins are sent by email or distributed. These publications are available on the Official School website,
www.cismanila.org. Everyone is encouraged to visit the site regularly in order to stay informed of the
many activities and events happening in and around our school.

PARENT INVOLVEMENT

The school maintains close communication and cooperation with parents. At the beginning of the
academic year, an orientation day and an open house are held to introduce parents to the faculty and the
general curriculum. Parents are encouraged to be actively involved in the school. Volunteers are always
welcome to help in the library and in the classrooms.

REPORT CARDS

Students in Lower School receive report cards at the end of each semester. The purpose of these
report cards istoi nf or m students and parents about a stud

standards as well a s roampahavior.i Studentsarateive the gradesthiattbete nt s ¢

matches the standard of their achievement. Work habits and conduct are marked separately and the

Teacher Comment section reflects information rela
Ther eport cards summari ze t he i ndi Veveldskilss,| stud

strategies and concepts identified in the CISM learning standards. Parent interviews will be held at the
end of the first and the third quarters, in the week following report card distribution.

The grade scale below describes the standard (or quality) of achievement or the performance level
associated with each number, 1-4:

Is able to demonstrate achievements well beyond what is
expected for this grade level

Consistently demonstrates achievements within the expected
range of this grade level

Generally demonstrates achievements within the expected
range for this grade level

Is working towards meeting expected achievements for this
grade level

5 | Exemplary

4 | Proficient

3 | Atgrade level

2 | Developing

1 | Insufficient evidence

A report card is completed for each of the four quarters of school. A student must be in
attendance for a minimum of 80% of school days (from date of enrollment) in a quarter in order to receive
a full report card (i.e. narrative) for that quarter. A student who has been in class for less than 80% of
school days will receive the narrative section only.
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PARENTI TEACHER CONFERENCES

Twof or mal opportunities are offered each year t
October and March. This is when the goals set for the semester and the progress-to-date can be discussed.
Details will be posted on the school notice board a week before the time of the Parent & Teacher
Conferences. Appointments can be madeintheHead mast er ' s Of fi ce.

CARE PROGRAM

The CARE Department ensures academic, emotional and social success of our students identified
with special needs. We are committed to working together with parents and other professionals to
effectively and efficiently serve children with unique challenges and abilities. Our programs provide
support and guidance to CARE students in meeting the requirements of the curriculum with
accommodations, adaptations, and specially designed instruction.

Programs/Services

Math support

Resource Room

Phonemic Awareness Program

One-on-one sessions

Push-in Classroom Support

Handwriting Class

Formal Testing: Achievement, Math, Language, Reading
NILD Educational Therapy

E R N

For parents whose <c¢children have been or may be
Program or Learning Support:
9 Students with special education needs are admitted—and retained—at the discretion of the
School. Itisthe School ' s responsibility to determine
student. This determination may take place during the Admission Process or at any subsequent
stage during the student’'s time-raetl the School
9 The School may require that a student have a paraprofessional or shadow teacher to assist in the
implementation of the Learning Support Plan. The cost of employing the paraprofessional will
be borne by the parents.
9 The School may require that a student be assessed by an outside specialist to assist the School
in developing a Learning Support Plan. The cost of the assessment will be borne by the

parents.

T Continued enroll ment of the student in the Sc
cooperating with these requirements; appropriate progress of the student according to the
Learning Support Plan; the student’s capacity
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Classification of Students

LEVEL 1

Students at this level work on the same instructional objectives and the same curriculum content as
his/her peers but require adaptations to the way the material is presented.

Adaptations may include:
9 change in pace and quantity of the curriculum
9 methods of presentation
9 differentiated assignments
9 differentiated evaluation

Students typically work in the regular classroom with their peers but may require some support in
specific areas.

Criteria:
9 Students have been identified with academic and/or behavioral needs through formal assessment
in the school or outside of school
1 May require services of a paraprofessional
9 May require specialized materials and/or equipment.

Services:
9 Individual Education Plan
9 Pull-out services at least 3 blocks a week (with parent permission)
9 Narrative report every quarter with the regular class report card
1 Math support

LEVEL 2

Students at this level require significant modifications in the content of the curriculum.
Instructional practices are also modified by the CARE teacher. Such modifications are usually required
throughout the student’'s education. Educati on PI
teachers and other specialists under the guidance of the CARE teacher.

Criteria:
9 Formal assessment and diagnosis by doctors working in the field of child development,
psychology and neurology
9 The child should qualify for special education services in the US and other major industrialized
country
9 Require direct instruction and/or specialized instruction
9 Unable to follow regular/typical curriculum
9 needs modifications of standards and/or materials
f needs direct instruction in areas that ot he

1 needs instruction in areas not typically covered in regular program (e.g., social skills
training, interpersonal skills, life skills)

9 May require services of a paraprofessional
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9 May require specialized materials and/or equipment.

Services:

9 Individual Education Plan

9 One-on-one instruction

9 May require shadow teacher when attending special subjects and during socialization periods
with other children.

9 Monitored by the CARE teacher.

9 Narrative report every quarter.

MONITOR

This level includes students who could have recently exited from a service program and need to
be tracked for success or have been referred to CARE Team and are recommended to receive
accommodations in the classroom. They would need further observation to determine the extent of needs.
A CARE teacher is assigned to monitor children by grade level to conduct observations and
consultation/communication with classroom teachers.

Students at this level are observed to determine what kind of service is needed. The CARE
teacher will coordinate with the classroom teacher on a case by case basis.

SPECIAL NEEDS ASSESSMENT

The School, at any point in the school year, may require that a student be assessed by an outside
specialist to assist the School in determining
Support. The cost of the assessment will be borne by the parents. For students determined by the CARE
Team to have special education needs, two levels of CARE support will be offered both of which have an
additional fee (refer to the Learning Support Admissions Statement).
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FLOWCHART OF CARE PROGRAM

A classroom teacher, specialist or parent can refer a student
due to academic, behavioral or emotional difficulties. A vision
and haaring screening are recommanded to paranis.

l

Classroom teacher, specialist or parent completes referral form
and tums it in to the counsalor andéor the principal.

*

The refomral is brought to the Student Support Team (Guidance Counselor, CARE Teacher,
Homeroom Teacher, Lower School Coordinator) for discussion. The classroom teacher or
whoover recommended the student presents the case and provides supporting
documeaniation.
Student Support Tha SPED teachar will consider Student Support Team will
Team with provide using one/some of the following request oulside psycho-
an accommodation methods of evaluation: educational testing. If the case
plan & make 1. Speech and Language is sevara, the sped teacher will
suggestions for the Tests provide pull out instruction until
classroom teacher to 2. WJ Achievemant Test tha testing is complated
usa in the 3. Classroom Obsarvation provided there is room in the
classroom. 4, %Lfgahr Intarview program.

5.

| l

Rasults are reported to the Student Support Team and an
IEP iz devealoped if the studant us aligible for sarvicas.

I

Parents are met with to discuss and sign the IEP.

|

Implementation of the |EP by all concerned teachars and specialisis.
+ |EP skills are basis for report card entries for CARE.
+ Thea IEP is reviewed and updated by the CARE teacher every quarter to indicata if
skills have been achieved or is confinued.
» Additional skills may be added if needed and upon consultation with the parents.
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CHANGE OF CONTACT DETAILS

Parents need to inform the school of any change(s) in the following: residential address; parent or
guardian contact numbers; email address; all other information pertinent to parent and school
communication.

The cooperation of all parents/guardians concerning the matter of changes of address and other
essential information is both highly important and deeply appreciated. We use cell phones and email to
communicate matters of urgency so keeping the school up-to-date as to cell phone numbers and email
addresses is vitally important.

WITHDRAWING FROM SCHOOL

Students who withdraw need to notifythe Head master’' s Office and fil]l
Once appropriate clearance is granted from the various departments, students may pick up their academic
records. No transcript/records or report card grades will be released until all tuition, fees, and other
charges have been fully settled. Minimum processing time for the Capital Development Fee (CDF) is two
weeks.

STUDENT RECORDS

The school considers all information about students to be totally confidential. The school will not
share with parents information relating to children from another family. The Headmaster also strictly
l'imits who may have access to a student’s file.
or the Guidance Office. The Registrar and the GuidanceCouns el or ar e responsi bl e
entrusted to their safekeeping.

The Registrar is responsible for maintaining accurate and up—to—date information for each student.
The information includes:

CISM school records

Academic records from other schools attended

Change of address/telephone number

Name of persons to be informed of student
and to be billed by the Accounting Office.

el A

s p

REQUEST FOR TRANSCRIPT OF RECORDS

Students who wish to transfer to another school and who need a copy of their Transcript of
Records may apply for an official transcript, provided that their accounts with the school are in good
standing and that the request is made at least one week in advance. A fee is charged for each additional
copy after the first.

Should a student withdraw from school one month or more before the closing of the school year,

that student shall be given a narrative or anecdotal evaluation of performance with grades earned at date
of departure.
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The Registrar’s Office places a priority on Kk
because these records are needed to accompany applications for college admission.

The transcript i ncdmodtrecentacadenic rabingdayd ratnklinelassshutu d e nt ’
al so a |i st of the student’'s current activities,
t hat the Registrar’s Office has a compwitethee | i st
Transcript of Records.

SEARCH

By signing the enrollment documentation, parents/guardians agree that the school is authorized to
search the possessions, locker, and person of any student when an illegal act has been committed and/or
when the school administration has reasonable cause to suspect that the student was involved in an illegal
act or violation of school policy.

LIABILITY

Parents/Guardians shall reimburse the school for any loss or damage of school property and
school-owned equipment caused by their children.

RE-ENROLLMENT POLICY

Placement for the succeeding school year is on an invitational basis. An existing student who
meets the academic standards, adheres to the CISM Code of Student Conduct, and maintains good
financial standing throughout the year will receive a Letter of Invitation on or before the end of the 3rd
guarter granting them a slot for the succeeding school year. Students who do not meet grade level
expectations may be retained.

CISM reserves the right to refuse, cancel, and/or withdraw the Letter of Invitation for re-
enrollment should a student, parent or guardian fail to remain in good standing with the school. Parents
and/or guardians who are antagonistic, hostile, non-cooperative and/or non-compliant with CISM faculty
or school admini strators or school rules and regu
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Health & Safety

CLINIC and HEALTHCARE

During school hours the school maintains a clinic staffed by an experienced and qualified nurse.
Teachers will send children who feel unwell or who have an accident to the nurse for evaluation and
possible treatment. D e p e n deiwill do one pf thefollowingg c hi | d’' s ¢

9 Provide simple palliative care and return the child to class
9 Retain the child in the clinic (We have beds available.) and send a note home to parents.
9 Telephone the listed parent/guardian and
9 Recommend that child be collected and taken home as soon as possible.
9 Recommend that the child be taken to a clinic of their choice for evaluation by a doctor

9 In emergency cases, the nurse will
T I mmedi ately arrange for the child to be ta
we have apre-ar rangedackasprocessing protocol arr
accompanied by the school nurse and the Headmaster if necessary.
9 Telephonethelist ed caregiver and ask them to meet t
9 The cost of treatment shall be shouldered by the parents.

The School Nurse also schedules and carries out a regular program of child assessment. Each
semester, she will meet with every child to check:

Eyesight

Ears

Height and weight

Head lice

Skin complaints

Scoliosis development in Upper School students

= =4 48 -8 -9 _-9

Good eyesight is especially important in the classroom because of the need to read books or the
whiteboard. As children grow and develop their eyeballs are continually changing but typically so slowly
that neither the child nor the parent is aware of the changes that are taking place. If the nurse suspects
that further assessment of a csbnthomb recomnendigghttat i s d e ¢
parents seek assessment by an expert.

ACCIDENTS, ILLNESSES AND EXCLUSION FROM CLASS

The emergency form completed during registration will serve as the guide for the School in the
event of illness or injury to students during school hours. Any changes needed to keep the form up—to—
date should be communicated to the School immediately.
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If a student becomes ill or has an accident during the school day, they are taken first to the clinic.
If the nurse decides that the illness is serious, the parents are immediately notified and arrangements are
made for the student to be taken home. If there is a serious accident we will immediately take the child to
Emergency Roomo f St . Luke’s Hospital, G| rento that theiCchildipg and w
on the way to the hospital.

Parents should also advise the school of a s
temporary and permanent. If the student is under continuing medication, the School Nurse must be
notified and the proper medication must be supplied. We prefer that such medication is kept in our clinic
during school hours and that the Nurse administers the prescription. Parents should also inform the
School Nurse and t he c¢ hi bnddratheriubstanees tbeahild isaldergicthh e r  wh a

On a temporary basis, the Nurse can grant exemption from Physical Education classes and other
strenuous activities. For exemption on a more permanent basis, however, a formal request supported by a
physi ci an’ s | etter mu st be submitted to the Headma
activity during Physical Education periods. The corresponding Physical Education grade or rating will be
based on compliance with the requirements of the assigned alternative activities.

If a student shows any symptoms of illness, such as high temperature, nausea, diarrhea, sore
throat, or a rash, the student should not come to school until the seriousness of the condition has been
determined or the symptoms have disappeared. This helps reduce the spread of infections at school.
While the teacher will be happy to provide the child with work to complete at home, the school
encourages focusing on the child getting well first before worrying about school work. Reading is an
excellent and beneficial bed-rest activity.

If a student shows symptoms of a serious illness while at school, the student is excluded from the
regular school program and the following procedures are followed:

1. ThestudentisaskedtoreporttotheNur se’ s of fi ce.

2. Parents are notified to make arrangements to have the student picked up at school. If parents
cannot be reached, the person designated on the emergency card is called. It is essential that, on
the emergency card, parents list people who are able to pick up the student if the parents cannot

be reached.
3. If the student is absent more than three (3) days he/she needs to visit the nurse on returning to
school.
Parents should inform the Sc Heaclel whaNfood snéor and t h

other substances the child is allergic to.
Criteria for excluding children from school

The following chart is purely a reference; it is not meant as a tool for diagnosis, but will be
strictly followed for exclusion of students. Students should submit a medical certificate to the school
nurse for clearance to be re-admitted to class.

CONDITION EXCLUSION PREVENTION OF SPREAD
Acute Respiratory Disease | Child should stay home especially if he/she | Vaccine; good hygiene; healthy
(Bronchitis, has a fever, is constantly coughing, or | lifestyle.

Bronchopneumonia) doesn't feel well enough to do his regular
activities.
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CONDITION

EXCLUSION

PREVENTION OF SPREAD

Bird Fever or Bird Flu

The infectious period is 7 days after
resolution of fever in adults and 21 days
after onset of illness in children.
Communicability increases with the severity
of disease and degree of direct exposure.
Exclude until a physician certifies that the
student is no longer contagious.

Vaccine; good hygiene.

Chicken Pox (Varicella)

Communicable period: 1-2 days before rash
appears, through maximum of 6 days after
appearance of vesicles. Control: Exclude
until the sixth day after onset of rash, or until
all lesions (sores) are dry.

Vaccine.

Conjunctivitis

Communicable period: Bacterial — Until 24

Make sure hands are clean before

decreased in form and cannot be contained
by diapers or controlled by toilet use, or if
stool contains blood or mucus, or if
accompanied by fever.

(Pink Eye) hours of antibiotic treatment completed. [t r eat i ng child’s
Control: Exclude those with purulent (pus) | hygiene and wash hands after contact
eye discharge, or eye pain, or eyelidredness |{wi t h chi |l d’ s eye
or fever until after 24 hours of treatment
with an antibiotic.

Dengue Transmitted through mosquito bite. Child | Environmental management. Inform
should stay home until declared physically | school authorities
fit by physician.

Diarrhea Exclude when the stool is watery or | Good hygiene; wash hands after contact

with stool.

Fifth Disease or Slappedi

Communicable period: Up to 5 days prior to,

This is a common illness in young

begin or until you have been symptom—free
for 24 hours, whichever is longer, except to
seek medical care or for other necessities.

Cheek Disease and, to a lesser extent, for 2 days after | children due to infection with parvovirus
appearance of rash. Control: Exclusion not | B19. Fifth disease is spread by contact
appropriate once diagnosis is known, unless | with others who are infected, specifically
child has a fever or is uncomfortable. by exposure to fluid from the nose.

H1N1 Exclude for 7 days after your symptoms | Observe proper personal hygiene:

Cover your nose and mouth when
coughing or sneezing. Wash hands
regularly with soap and water, at least for
20 seconds (or use alcohol-based hand
sanitizers) especially after handling
patients and specimen, before and after
eating, after using the toilet and as
necessary. Avoid touching your eyes,
nose or mouth. Germs spread this way.

Il ncrease your. bod
Have at least 8 hours of sleep.

Be physically active. Manage your
stress.  Drink plenty of fluids. Eat
nutritious food, especially fruits and
vegetables.

Social distancing.

Avoid crowded places. Avoid close
contact with sick people. Stay home if
you are sick until you are free from
symptoms to prevent the spread of the
virus.
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CONDITION

EXCLUSION

PREVENTION OF SPREAD

Handi Foot and Mouth

Oral secretions are infectious while sores are
present. Exclusion is recommended if
children have blisters in their mouths, drool,
have weeping lesions on their hands or are
too ill to participate in daily activities.

Good hygiene.

Head Lice (Pediculosis)

Exclude until condition is cleared.

Early detection is best. Avoid physical
contact with infected person and their
belongings. Always keep belongings of
children separated. Wash and dry all
items that come in contact with infected
person.  From time to time, all of the
children will be checked for head lice, in
order to prevent any occurrence from
spreading.

Hepatitis A

Communicable period: 2—3 weeks prior to
onset of symptoms; no longer communicable
10 days after onset of symptoms. Exclude
until 10 days after initial onset of symptoms.

Vaccine, good hygiene. Inform the

school clinic ASAP.

Hepatitis B

Communicable period: Acute case, 6 months
or less, regardless of presence/absence of
symptoms; carrier, more than 6 months,
possibly lifelong regardless of
presence/absence of symptoms. Exclusion
not appropriate, not transmitted by casual
contact.

Vaccine, good hygiene.

Influenza

Most adults may be able to infect others
beginning 1 day before symptoms develop
and up to 5 days after the onset of
symptoms. Children may be infectious for
10 days or more after the onset of
symptoms. Exclusion from school is based
on symptoms that exclude children (i.e.,
fever).

Vaccine.

Influenza

Most adults may be able to infect others
beginning 1 day before symptoms develop
and up to 5 days after the onset of
symptoms. Children may be infectious for
10 days or more after the onset of
symptoms. Exclusion from school is based
on symptoms that exclude children (i.e.,
fever).

Vaccine.

Measles (Rubeola)

Exclude for 4 days after rash appears.

Vaccine.

Mouth Sores

Exclude only if children cannot control their
tendency to drool.

Good oral hygiene.

Mumps Communicable period: Up to 6 days prior to | Vaccine.
parotid swelling through 9 days after onset.
Control: Exclude for 5 days after onset of
parotid swelling.

Pneumonia The incubation period for pneumonia varies | Vaccine.

(for instance, respiratory syncytial virus, 4 to
6 days; influenza, 18 to 72 hours). With
treatment, most types of bacterial pneumonia
can be cured within 1 to 2 weeks.
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CONDITION EXCLUSION PREVENTION OF SPREAD
Rash Exclude if accompanied by a fever or
behavior change until a physician
determines that the illness is not a
communicable disease.
Ringworm Exclude until after treatment begins. Keep environment clean, dry, cool.
Rubella (German Exclude seven days after rash disappears. Vaccine.
Measles)
Scabies Exclude until treatment is completed. Wash and dry all washable items that

come in contact with the infected skin;
always keep belongings of children
separated.

Scarlet Fever

Exclude until 48 hours after antibiotic
treatment begins and until child is without
fever for 24 hours.

Wash hands thoroughly with soap and
warm water after contact with secretions
from the nose, and mouth.

and until the child has had a normal
temperature for 24 hours.

Small Pox Exclude from onset of symptoms until all Vaccine.
the scabs are completely healed.
Strep Throat Exclude for 24 hours after treatment begins | Good hygiene, air out room daily, clean

surfaces and utensils.

Tuberculosis

Exclude until t he
that the child is non—infectious.

c

Typhoid, Paratyphoid

Exclude until medical certificate is produced
from physician.

Vaccine, proper hygiene.

Vomiting

Exclude if the child has vomited two or
more times in the previous 24 hours, unless
the vomiting is determined to be due to a
non—-communicable condition and the child
is not in danger of dehydration.

Good hygiene.

Whooping Cough

The incubation period (the time between
infection and the onset of symptoms) for
whooping cough is usually 7 to 10 days, but
can be as long as 21 days. Exclude until a
physician certifies that the student is no
longer contagious.

Vaccine.
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SUPERVISION OF LOWER SCHOOL STUDENTS

CISM strongly discourages parents from having their children in school premises before 7:00 a.m.
and after 4:00 p.m. These hours are the official working hours of school personnel. The school will not
be held liable for untoward incidents that students get into if they are in school premises before 7:00 a.m.
or after 4:00 p.m., except when there are officially sanctioned school activities and events taking place in
school.

VEHICLES ENTERING CISM GROUNDS

All drivers of vehicles entering CISM grounds without stickers are required to leave an ID with
the front gate guard. The guard, in turn, radios the office for clearance to grant entry before allowing the
vehicle to proceed.

CAR STICKERS

Every year, each student at CISM is entitled to four (4) car stickers. New stickers are issued
every year. These car stickers, when attached to the windshield, entitle the bearer to enter the school
premises. The information needed to secure a car sticker is:

1 Type and color of vehicle
1 Plate Number
1 Name of Driver

PARKING AND PICK UP

Pl ease be r emi n-dpepdlicyddring @ismidsl 'tise. Mémbeks of the CISM
community are required to follow these rules and to be courteous towards our guards and school
employees as they are simply following the rules and regulations being implemented by the school.

Also, CISM has limited parking slots for faculty, staff, parents, and visitors. To make the drop—off and
pick—up easier for everyone, please abide by the following rules:

T Parents amnrd vemWwnecrar s may park on campus if the
between 2:40 p.m. and 3:05 p.m. when traffic flow is at a peak. If the slots are full, kindly park
outside the campus.
1 Drivers accompanied by yayas should either circle around the block or park their vehicle outside
the campus on the street while the yayas wait for the child(ren) in the Lobby.
1 Drivers without yayas should park their vehicle outside the campus and wait for the child(ren) in
the Lobby.
1 Kindly avoid parking, stopping or idling in the left hand lane of the driveway as this creates a
delay/choke point for other vehicles.
Children may only | eave thapdr pendonwi th their
The students will wait for their parent(s)orthed e si gnatwue@d Pprirclon at the Lot
It is strictly prohibited to leave the car standing with the engine running.

= —=a -9
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YAYAS AND BODYGUARDS

Yayas and bodyguards are strongly discouraged from staying on campus after children have been dropped
off. Those yayas and bodyguards who are required to remain close to the school for the school day
should wait in the car park in a vehicle provided by their employer. Bodyguards are prohibited from
carrying firearms into the school premises.

VISITORS

All visitors of CISM should report to the reception in the main lobby. Whenever possible, visitors should
make an appointment with the school office prior to the visit. Visitors will be asked to surrender some
form of identification swhioah wpialsls e re xchhea due datfi @

SECURITY

The security and safety of our students is our top priority at CISM. Every decision of the school
is evaluated against this objective. Sometimes parents may wonder about various procedures the school
follows and perhaps find them onerous or time-consuming but the explanation may well lie with the issue
of security and safety. Some of the measures we have in place include, but are not limited to, the
following:

All employees are vetted for health and police records
Security guards monitor the entrance and departure of everybody to and from the campus

During school hours, access past our front entrance security station is severely restricted and
monitored

Bathrooms are regularly checked by CISM personnel
Roving guards regularly check all parts of the building
All hallways and stairwells are monitored by security cameras

A database is maintained of all non-CISM persons associated with the drop-off and pick-up of
every child

E = =4 =

SECURITY GUARDS

Our Security Guards play an essential role in the well being of everyone on our campus. They
have a difficult and challenging job, and like all members of our CISM community, they are to be treated
with respect and courtesy at all times. Students, faculty, parents, and other CISM community members
are thanked in advance for demonstrating cooperation, patience and understanding in dealing with our
security personnel.
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CANCELLATION OF CLASSES, TYPHOON SIGNALS,
EARLY DISMISSAL FROM SCHOOL

Department of Education Order No. 28, s. 2005

Summarized below are the revised Guidelines on the Suspension of Classes in Cases of
Typhoons and other Calamities.

AUTOMATIC SUSPENSION OF CLASSES

The Department of Education has established guidelines for the automatic suspension or
cancellation of classes in all public and private elementary and secondary schools that do not require any
announcement.

When SIGNAL NO. 1 is raised by PAGASA (Philippine Atmospheric, Geophysical and
Astronomical Services Administration) for the Manila area then classes at the pre—school level shall be
automatically suspended in all public and private schools.

When SIGNAL NO. 2 is raised for the Manila area, classes at the pre—school, elementary and
secondary levels shall be automatically suspended in all public and private schools. PAGASA normally
makes these announcements over broadcast medi a a
morning.

PARENTSO0 RESPONSI BILITIES

Parents have the ultimate responsibility for determining whether their children should go to
school, even if no order for the suspension of classes has been issued, if they feel traveling to or from
school will place their children at risk.

Parents wishing to ascertain whether or not to send their children to school should check for
media advisories coming from PAGASA, DepEd, and the Local Government Unit (LGUS).

CISM TELEPHONE TEXT BLAST SYSTEM

In the event that we need to close the school due to typhoon, storm or other conditions, we have
established a " Text Blast’ system, so that such m
efficiently as possible.

The * Text e#&livaed by'the Keadrhabter vitho will cause a text message to be sent
to all families.

It is intended to make a decision on school closure by 5:30 a.m., so parents should be texted by

6:00 a.m. This may vary depending on the situation, the declaration of storm signals by PAGASA and
announcements by DepEd or the Office of the Mayor of Taguig.
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EMERGENCY PROCEDURES

Faculty, staff, students and visitors should be aware of and be prepared to implement the following
procedures.

FIRE EVACUATION

Aims:
To provide safe evacuation from school premises in the event of emergency.
Procedure:

1. The fire alarm will sound continuously (in case of a real fire the Headmaster will contact McKinley

Hills Response team immediately).

The Headmaster will make a decision whether to evacuate the school.

The Laboratory Technician should use the cut off switch for gas valves in all laboratories.

Maintenance will shut down electricity from source.

Security, Maintenance and Housekeeping will work together to determine the source of the alarm.

Staff will turn off all lights and air con.

Teachers will supervise students to leave their classrooms in an orderly fashion, follow agreed

routes and line up at a designated assembly point. There is to be silence.

8.  Any student who is not with the class group shall leave by the nearest exit and go directly to the
assembly area.

9. A designated staff member on each floor will sweep the classrooms, toilets and corridors for any
student left behind, shutting doors behind them.

10. The Receptionist will calmly inform visitors of the proper actions to be taken and, if needed, assist
them to the evacuation area.

11. Designated Operations Staff will take wooden home room signs to the assembly area and distribute
to teachers.

12.  The Head of Operations, The President and the Cashier will ensure that all school safes are locked.

13.  Security, Maintenance and Housekeeping will sweep the school to ensure nobody is trapped.

14. The Executive Secretary will bring the school mobile phone and the student registers, which she
will distribute to the teachers at the assembly point.

15, The Receptionist wil/l di stribute that morning’s
check attendance.

Noookrwd

Executive Secretary: Faculty

Head of Operations: Operations, Maintenance, and Housekeeping, Academic and Non-
Academic Support Staff

Head of Maintenance: Maintenance and Housekeeping Staff (including contract workers)

Receptionist: Visitors and Security Staff

16. The Nurse will bring the First Aid Kit.

17.  Security Staff will block the road outside the school main entrance.

18. Once students are at the assembly area, they will line up behind the red wooden signs indicating
their homeroom.

19. After taking the register, Homeroom Teachers will turn their homeroom signs to green to indicate
full attendance.
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20.
21.

22.

23.
24.

25.
26.

217.

Registers should be returned to the Executive Secretary.

Students unaccounted for will be reported by Homeroom Teachers to the Lower and Upper School
Coordinators; they will also report any students needing medical attention.

Upper and Lower School Coordinators, together with staff responsible for taking non-student
registers, will report any persons unaccounted for / needing medical attention to the Executive
Secretary.

The Executive Secretary will inform the Nurse of any student needing medical attention.

During practice drills the Executive Secretary will give the complete list of names of those absent
to Head of Security. In the event of a real emergency the Headmaster will update the emergency
services, e.g. persons missing, persons injured, damage to buildings, etc.

If requested, Security will assist the Fire Department with a walk-through of the facility.

The Headmaster will make the decision whether to lead students away from the assembly area or to
wait for more instructions from emergency services.

No-one may re-enter the buildings until the all clear has been given by the Headmaster.

EARTHQUAKE EVACUATION

Aims:

To provide for a system of safe response and evacuation from the school building in the event of

earthquake.

Procedure:

1. The earthquake alarm will sound intermittently.

2. In the event of a real earthquake, the Headmaster will contact McKinley Hill Response Team and
the Fire Department immediately.

3. All staff will open the door to their room, stand in the doorway and instruct students / other staff to
take shelter.

4.  All persons on the premises will move to a safe zone: e.g. interior door jamb, under a table / desk,
or in a corner, away from windows and outside walls and assume a crouching position with back up,
and arms shielding head.

5. In the event of a real earthquake, Maintenance should use the cut off switch for gas valves, water
and electricity.

6. In the event of a real earthquake, Security and Maintenance will work together to determine
stability of exit areas.

7. In the event of a real earthquake, if the decision is not to evacuate, then Security will be sent to
check all rooms.

8. All students, staff and visitors are to stay in rooms until the Headmaster makes a decision to begin
evacuation; in a real situation this will be when the shaking stops.

9.  Emergency evacuation procedure will be followed, but staff must be mindful to steer students

around broken glass and away from windows.
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BOMB THREAT POLICY
Aims:

To establish procedures and responsibilities which will be used in the event of a bomb threat directed
toward any member of the CISM community, building or nearby vicinity.

Procedure for bomb threat by phone:

Keep the caller talking as long as possible ("It's a bad line, please repeat")

Record call if possible. If not, try to signal someone to listen in.

Listen for details: try to obtain as much information as possible.

The Bomb Threat Record Form should be used to record all information. Copies of the form should
be kept near all phones.

5. Call Headmaster who in turn will contact Security Staff and McKinley Hills Response Team.

el A

Procedure for bomb threat by mail:

o

Do not attempt to open the letter/package or tamper with it.

2. With minimum further handling, isolate it to reduce possible blast damage, place on table, clear all
items from around it.

Seal off the area to keep people away.

4.  Call Headmaster who in turn will contact McKinley Hills Response Team and notify Security.

w

Bomb threat evacuation:

1. The fire alarm will sound and the school will follow normal evacuation procedure apart from the
following:

2. Assembly point will be moved to Venezia courtyard, as evacuees will need to be at least 400 metres
from the school premises.

3.  Staff and students should take personal belongings with them, since this will help to avoid

unnecessary suspicion over articles left behind. However, this decision will be made by the

Headmaster depending on the urgency of the threat.

Doors and windows should be left unlocked.

Light switches and electronic devices should not be turned on or off

Nothing should be moved

No one shall start a vehicle parked outside the building.

After evacuation, Security will assist the bomb squad in a thorough search of the building and

grounds targeted.

9.  Only when police are fully satisfied can the building be declared safe for re-occupation.

O N A

LOCKDOWN POLICY
Aims:
To ensure that students and staff can to be locked within the school building for their own safety.
This will usually occur if there is a dangerous intruder on school grounds, but may also occur in the event

of a hazardous situation such as a chemical spill or damaged cabling, which makes it dangerous for
students, staff and visitors to be outside.
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Procedure:

=

The Headmaster/ Security/ Receptionist/ authorized person sounds the music alarm.

Those outside of a room will seek safety in the nearest classroom/ office.

3. Security Staff will check outside areas for students and visitors and direct them to the nearest
classroom.

Staff inside rooms will allow known personnel and visitors to join them.

All classroom/office doors will be locked by a member of staff.

In rooms with windows, all students and staff will adopt the most non-visible positions from the
corridor, and remain silent.

No one is to answer the door under any circumstance.

All student mobiles are to be switched off.

All staff mobile phone lines are to be kept free, and switched to silentfor He ad mast er
0. All on site (except Security Staff) must remain in locked classrooms until the all clear is given by
the Headmaster.
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Miscellaneous Information

LOST AND FOUND

AIM:

To operate a system whereby missing items can be safely returned to their owners

Procedure
1. All found items should be turned in to the receptionist.

2. For items that are labelled with names, the receptionist will make every attempt to contact the
owner.

3. The receptionist will record all items of value such as watches, wallets, electronic devices, etc. in a
logbook; these will be given a number.

4.  The receptionist will put valuable items in a clear envelope, label them with the corresponding
logbook number, and store these intheDe put y He affitenast er ' s

5. All other items will be kept in the Lost and Found box behind the desk in reception.
6.  Small items such as hair bands, etc. will be stored in clear plastic bags.
7. Atthe end of each quarter a list of valuable lost items will be circulated via the Parent Newsletter.

8. At the end of each quarter all non-reusable items will be disposed. All reusable items will be
appropriately donated. PE kits and uniforms in good condition will be used by PE staff and the
school nurse in case of emergency.

9.  To claim a valuable item, the owner must describe the item as closely as possible and where and
when they lost it. They must then sign this item out in the logbook.
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APPENDICES

STUDENT RESPONSIBILITIES

The school believes:
All students have the right to an education and the right to learn.

All students have the responsibility:

1.

o &~ »

10.

11.

12.
13.

for their behavior and for knowing and obeying all school rules, regulations, policies, and
procedures;

to attend school daily, except when excused, and to be on time to all classes and other
school functions;

to pursue and attempt to complete the courses of study prescribed by CISM;
to make necessary arrangements for making up work when absent from school,
to assist the school staff in maintaining a safe school for all students.

to be aware of all school rules, regulations, policies and procedures, including those in this
policy, and to conduct themselves in accord with them;

to assume that until a rule or policy is waived, altered or repealed, it is in full force and
effect;

to volunteer information in disciplinary cases should they have any knowledge relating to
such cases and to cooperate with school staff as appropriate;

to respect and maintain the school ' s

to dress and be groomed in a manner which meets standards of safety and health and
common standards of decency and which is consistent with applicable school policy;

to avoid inaccuracies in students newspapers or publications and refrain from indecent or
obscene language;

to conduct themselves in an appropriate physical or verbal manner; and

to recognize and respect the rights of others.
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STUDENT CODE OF CONDUCT

The following are examples of unacceptable behavior subject to disciplinary action by the school.

Any student who engages in any of these activities shall be disciplined in accordance with the
disciplinary action options outlined in this policy. This policy applies to all school buildings, school
grounds and school property, school-sponsored activities or trips, school vehicles, school contracted
vehicles or any other vehicles approved for school purposes, the area of entrance or departure from
school premises or events, and all school—related functions. This policy also applies to any student
whose conduct at any time or in any place interferes with or obstructs the mission or operations of the
school or the safety or welfare of the student, other students or employees.

1.
2.

N o gk~ w

o

10.

11.

12.
13.

14.

15.

16.

17.

18.

Gross Misconduct;

Violations against property including, but not limited to, damage to or destruction of school
property or the property of others, failure to compensate for damage or destruction of such
property, arson, breaking and entering, theft, robbery, possession of stolen property,
extortion, trespassing, unauthorized usage, or vandalism;

The use of profanity or obscene language, or the possession of obscene materials;
Gambling, including, but not limited to, playing a game of chance for stakes;
Hazing;

Soliciting and/or borrowing money and/or extortion;

Attendance problems including, but not limited to, truancy, absenteeism, tardiness, skipping
classes, or leaving school grounds without permission;

Violent opposition to authority;
Using, selling, possessing or distributing tobacco or tobacco paraphernalia;

Using, selling, possessing, distributing or being under the influence of alcohol or other
intoxicating substances;

Using, selling, possessing, distributing or being under the influence of narcotics, drugs or
other controlled substances, except as prescribed by a physician;

Drug dependency;

Using, selling, possessing, or distributing items or articles that are illegal or harmful to
persons or property including, but not limited to, drug paraphernalia;

Using, selling, possessing or distributing weapons, look—alike weapons, or other dangerous
objects;

Possession of ammunition including, but not limited to, bullets or other projectiles designed to

be used in or as a weapon;

Possession, use or distribution of explosives or any compound or mixture, the primary or

common purpose or intended use of which is to function by explosion;

Possession, use or distribution of fireworks or any substance or combination of substances or
article prepared for the purpose of producing a visible or an audible effect by combustion,

explosion, deflagration or detonation;

Using an ignition device, including butane or disposable lighter or matches, inside
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19.

20.

21.

22.
23.
24,
25.
26.

27.
28.

29.

30.

31.

32.

33.

34.

35.

36.
37.

38.
39.

educational building and under circumstances where there is a risk of fire, except where the
device is used in a manner authorized by the school.

Acts disruptive of the educational process, including, but not limited to, disobedience, disruptive
or disrespectful behavior, defiance of authority, cheating, insolence, insubordination, failure to
identify oneself, improper activation of fire alarms, or bomb threats;

Possession of nuisance devices or objects in the classroom which cause distractions, including,
but not limited to pagers, cell phones, radios, and phones;

Violation of directives or guidelines relating to lockers or improperly gaining access to a school
locker;

Possession or distribution of slanderous, libelous or pornographic materials;
Criminal activity;

Hooliganism;

Falsification of any records, documents, notes, or signatures;

Tampering with, changing, forging, or altering records or documents of the school by any
method including, but not limited to, computer access or other electronic means;

Securing or using forged school records, forms and documents;

Dishonesty which includes, but is not limited to, cheating on a school assignment, plagiarism or
collusion, stealing;

Impertinent or disrespectful language toward teachers or other school personnel;

Actions, including fighting or any other assaultive behavior, which causes or could cause injury
to the student or other persons or which otherwise endangers the health, safety, or welfare of
teachers, students, other school district personnel, or other persons;

Committing an act which inflicts great bodily harm upon another person, even though
accidental or a result of poor judgment;

Violations against persons, including, but not limited to, assault or threatened assault, fighting,
harassment, interference or obstruction, attack with a weapon, or a look—alike weapon, sexual
assault, sexual harassment, illegal or inappropriate sexual conduct, or indecent exposure;

Verbal assaults, or verbally abusive behavior, including, but not limited to, use of language that
is discriminatory, abusive, obscene, threatening, intimidating or that degrades other people;

Physical or verbal threats, including, but not limited to, the staging or reporting of dangerous or
hazardous situations that do not exist;

Inappropriate, abusive, threatening or demeaning actions based on race, color, creed, religion,
sex, marital status with regard to public assistance, disability, national origin or sexual
orientation;

Disobedience or insubordination to teachers or other school personnel;

Misuse of networked information resources to access, review, upload, download, store, print,
post, or distribute materials that are deemed inappropriate, threatening, discriminatory,
damaging, illegal, or disruptive to the educational process;

Immorality;

Instigating or leading illegal strikes or similar concerted activities resulting in the stoppage of
classes;
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40. Preventing or threatening any pupil or student or school personnel from entering the school
premises or attending classes or discharging their duties;

41. Violation of guidelines set forth in the Computer Use and Electronic Communication Policy;

42. Other acts, as determined by the school, which are disruptive of the educational process or
dangerous or detrimental to the student or other students, school personnel or surrounding
persons, or which violate the rights of others or which damage or endanger the property of the
school, or which otherwise interferes with or obstructs the mission or operations of the school
or the safety or welfare of students or employees.

STUDENT DISCIPLINE

The purpose of this policy is to ensure that
expectations for student conduct. Such compliance will enhance t he school ' s ability
discipline and ensure that there is no interference with the educational process. The school will take
appropriate disciplinary action when students fail to adhere to this policy.

The school recognizes that individual responsibility and mutual respect are essential components
of the educational process. The school further recognizes that the nurturance of the maturing process for
each student is of primary importance and is closely linked with the balance that must be maintained
between authorityandselff-di sci pl i ne as the individual progresse
to the more mature behavior of self—control.

All students are entitled to learn and develop in a setting which promotes respect of self, others
and property. Proper positive discipline can only result from an environment which provides options and
stresses student self—direction, decision—making and responsibility. School can function effectively only
with internal discipline based on mutual understanding of rights and responsibilities.

Students must conduct themselves in an appropriate manner that maintains a climate in which
learning can take place. Overall decorum affects student attitudes and influences student behavior.
Proper student conduct is necessary to facilitate the education process and to create an atmosphere
conducive to high student achievement.

Although this policy emphasizes the development of self—discipline, it is recognized that there
are instances when it will be necessary to administer disciplinary measures. It is the position of the
school t hat a fair and equitable student di sci pl
educational experience.

In view of the foregoing, the school has developed this policy which governs student conduct
and applies to all students of CISM.

DISCIPLINARY ACTION OPTIONS

It is the general policy of the school to utilize progressive discipline to the extent
reasonable and appropriate based upon the specific facts and circumstances of student misconduct.
The specific form of discipline chosen in a particular case is solely within the discretion of the
Headmaster. At a minimum, violation of school rules, regulations, policies, or procedures will result
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in discussion of the violation and a verbal warning. The school shall, however, impose more severe

disciplinary sanctions for any violations, including exclusion or expulsion, if warranted by the
student’s misconduct, as det er friehtetick HdadmasterB e He a d ma
times for disciplinary sanctions, this will be considered sufficient cause for expulsion.

Parents may appeal the decision of the Headmaster to the Board’'s JlI
This should be done in writing to the Headmaster in not more than 10 working days. Parents will be
notified of the date and time of a Board Judicial Committee hearing. The decision of the Board will
final. In the interim the student will be suspended from attending school.

Disciplinary action may include, but is not limited to, one or more of the following.

1. Student conference with teacher, principal, counselor, or other school personnel, and verbal
warning;

2. Parental contact;

3. Parent conference;

4. Removal from class;

5. In-school suspension;

6. Suspension from extracurricular activities;

7. Detention or restriction of privileges;

8. Loss of school privileges;

9. In-school monitoring or revised class schedule;

10. Referral to in—school support services;

11. Out—of-school suspension;

12. Punitive suspension

13. Preventive suspension

14. Preparation of an admission or re—admission plan;

15. Expulsion;

16. Exclusion;

17. Other disciplinary action as deemed appropriate by the President or Headmaster.

REMOVAL OF STUDENT FROM CLASS

Teachers have the responsibility of attempting to modify disruptive student behavior by such

means as conferring with the student, using posit
When such measures fail, or when the teacher determines it is otherwise appropriate based upon the

student’s conduct, the teacher shall have the aut
procedures established by this discipline policy.

taken by the teacher, principal, or other school employee to prohibit a student from attending a class or
activity period for a period of time not to exceed (5) days, pursuant to this discipline policy.

Grounds for removal from class shall include any of the following:

1. Willful conduct that materially and substantially disrupts the rights of others to an education;

2. Willful conduct that endangers school employees, surrounding persons, the student or other
students, or the property of the school;

3. Other conduct, which is the discretion of the teacher or administration, requires removal of
the student from class.

4. Such removal shall be for at least one (1) activity period or class period of instruction for a
given course of study and shall not exceed five (5) such periods.
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AREAS OF RESPONSIBILITY

President/Headmaster/Deputy Headmaster/Lower School Director

These individuals shall establish policies, guidelines and directives for the smooth and efficient
operation of the school, hold all school personnel, students, and parents responsible for conforming to
these policies, and support all school personnel performing their duties within the framework of this
policy. They shall also establish guidelines and directives for using the services of appropriate agencies
for assisting students and parents.

Teachers

All teachers shall be responsible for providing a well-planned teaching/learning environment and
shall have primary responsibility for student conduct, with appropriate assistance from the administrators.
All teachers shall enforce this policy.

School Staff
All staff shall be responsible for contributing to the atmosphere of mutual respect within the school.
Their responsibilities relating to student behavior shall be as authorized by the Headmaster.

Parents or Legal Guardians

Parents and guardians shall be held responsible for the behavior of their children as determined by law
and community practice. They are expected to cooperate with school authorities and to participate
supportively regarding the behavior of their children.

However, because schools are human institutions, disagreements may periodically occur. We promote an
environment of open and frank communication. We urge parents to communicate problems by beginning
at the level of concern. If an issue emerges with a teacher or in a particular classroom, ask for an
appointment with that teacher. The majority of problems can be easily resolved at this level. Secondly,
parents should contact the Counselor or the Lower School Director if the teacher conference has not been
satisfactory. Parents may meet privately with either person or include the teacher as they wish. If the
matter remains unresolved after meeting with the Counselor or the Lower School Director, it may then be
brought to the attention of the Headmaster.

Students

All students shall be held individually responsible for their behavior and for knowing and obeying school
policies.
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ACADEMIC HONESTY POLICY

Statement of purpose:

Chinese International School Manila encourages all its students to be principled and responsible leaders.
One important way to manifest integrity is by practicing academic honesty. To reinforce this value, CISM
will not permit any form of cheating or academic dishonesty.

All kinds of academically dishonest cheating fall under four broad areas:
1. Cheating — For the purposes of this policy, Cheating is defined as presenting as your own work
any item of assessment which has been produced with the assistance, in some form, of
another person.

2. Malpractice - includes
f Gaining an unfair advantage in an assi gnme|
of assessment (formative, summative, final, performance-based) by cheating in a written
assessment; taking unauthorized material into an examination venue, using such material
during the exam; misbehaving during an exam situation;
9 Receiving unauthorized (i.e. without prior knowledge and permission of the subject
teacher) help from peers, family members (parents or siblings), friends or tutors outside
school on what should have been the student
9 Using unauthorized study aids such as dictionaries or calculators for a particular
assignment or assessment;
9 Falsifying/fabricating records and data for science lab reports, mathematics and social
studies graphs, and CAS records.

3. Collusion: Aiding a class or school mate to cheat. Collusion includes offenses such as allowing
another studenttocopyorhandinone’ s wor k as their own.

4. Plagiarism: The act of presenting another's words and ideas as one's own without crediting the
source; be it from print resources or the Internet. Falsifying documents and/or signatures will be
considered a form of plagiarism.

5. Consequences - Any student deemed guilty of academic dishonesty will face the following
consequences:

9 First Offense: The work will NOT receive a grade at all. A meeting will be held by the
Director (Lower School or Upper School) together with the Guidance Counselor, the
subject teacher, the student and his/her parent(s) or guardians. The subject teacher will
have the discretion to determine if the student will be given an opportunity to re-do the
assessment. The student's name will be shared with the rest of the faculty.
9 Second Offense: The work will NOT receive a grade. The student with his/her parent(s)
or guardian will meet with the Headmaster. The student will be suspended from school
for two days. The student will not be able to make up work missed during the suspension.
This offense wil!/l be noted in the student’ s

1 Third Offense: If after suitable review the student is found guilty of a third offense, the
DeputyHeadmaster will make a recommendation to the Board that the parents be asked to
withdraw their child from the school.

6. Academic Awards - Any student guilty of repeated breaches of the academic honesty policy is
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ineligible, for the school year in question, for any award or citation that requires good moral
character as a criterion for selection.

7. At CISM all students from Grades 1 to 12 will be required to sign a declaration at the start of the
school year in which they state their awareness and understanding of and their adherence to all
the policies, rules and regulations of the school and the IB Diploma program with regard to
Academic Honesty.

UNIFORM POLICY

Students are required to wear the prescribed uniform every school day and during field trips, and at
official school events unless otherwise indicated. All uniforms may be purchased directly from the
Operations Office.

The uniform regulations are as follows:
Uniform for girls

1. There is one style of shirt (maroon with collar and patch) and one style of skort (khaki with
burgundy piping). Excessive shortening to a mini—skort is not allowed.

2. For footwear, only white socks and bl ack
heels) or leather—type shoes. Rubber soles are acceptable. Platform shoes and high-cut boots are
not allowed. Tennis or Basketball shoes are for P.E. only.

Uniform for boys

1. There is one style of shirt (maroon with collar and patch) and one style of pants (long pants with
back garters, zipper fly front with button fastener). Boy s’ shirts must be

2. Any undershirt worn must be white. No designs, colors or words on undershirts are permitted.

3. For boys foot wear , only white socks and
style or with shoelaces — the soles of the shoes may be rubber. Tennis or basketball shoes are to
be used only for P.E.

P.E. Uniform

1. P.E. shorts are maroon and t-shirts are white. All sizes may be purchased from the office for
both boys and girls. This uniform is to be brought to school with tennis or basketball shoes on
P.E. days only.

2. Please note that Pre—K and K students can wear their P.E. uniform all day on P.E. days.
Other students are allowed to come to school in Physical Education uniform if they have
P.E. 1 block. They can also go home in Physical Education uniform if they have P.E. 5"
block. P.E. teachers have the responsibility of ensuring that students change their clothes
in the appropriate manner and for supervising student change areas.
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FEES AND ACCOUNTS

School fees consist of annual fees for Tuition, Books & Workbooks, Miscellaneous Fees
and ot her fees as outlined in t he school ' s T L
Matriculation, Capital Development Fee (CDF), and Application Fee are applicable to new enrollees.
Half of the Matriculation Fee is assessed for students who previously withdrew and are returning to
CISM within 24 months of initial withdrawal.

| f school fees are not paid when due, ClIl SM s |
attend classes and other school activities and to receive grades on their report card or transcript of records.
A 2% per month interest charge or Php3,500.00, whichever is higher, will be levied upon past due
amounts. In case of default on any tuition, fees, surcharges, or penalties, the Capital Development Fee
will be applied against all unpaid obligations to CISM.

The tuition may be paid annually or in two installments, with each installment to be paid one
month prior to the start of the semester. Books & Workbooks Fee is paid annually and should be settled
in full at least one month prior to the start of the school year or upon enrollment. The Matriculation and
Capital Development Fee are payable in full in the first year of enrollment or in the year when the student
returns to school. A certificate of deposit will be issued by CISM to confirm payment of the CDF.
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