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September 2007

Dear Parents and Students,

For this school year, 2007-2008, we have prepared a revised 
Student Manual, which reflects the academic and behavioral 
expectations of the school.

We encourage our parents to read this document with their 
children in order to ensure that both the school and the 
family fall within the same parameters.  The importance of 
always sending the same message as far as academic and disci-
plinary expectations is vital in ensuring our students’ future 
success.

Due to the fact that the school has increased and improved 
many of our programs, such as the MYP and Diploma I.B. pro-
grammes, extracurricular and co curricular activities, you 
will find changes in the general structure of the school as 
well.  And, we have included a “Frequently Asked Questions” 
section to address some of your uncertainties.

Research has shown that parent involvement in education 
is one of the main factors that influences student success.  
And, it is with this in mind, we share with you the informa-
tion in this Manual.  And, invite you to participate actively in 
the educational development of your child.

Sincerely,

Susan A. Barba
Director General
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American School of Quito
Mission

“To educate students in an environment of 
liberty so that they may become persons of 
integrity who are capable of critical rea-
soning, who have democratic values, who 

are bilingual, who are aware of their coun-
try’s problems, and who are able to face and 

change realities with a multicultural and 
universal perspective of the world”.
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Environment of Liberty:
An environment in which self-disciplined students assume 
responsibility for their actions and accept the consequences.

Persons of Integrity:
Students of both genders without discrimination because of 
race, color, or religion, who have intellectual and humanis-
tic values and who are capable of harmoniously interacting 
with society.

Critical Reasoning:
Students who, because of having been exposed to avant-garde 
educational methodologies, processes, and philosophies, can 
ask pertinent questions, including those related to their 
own personal interest, and who can defend their positions 
with firmness and confidence.

Democratic Values:
Students with values which contribute to a participatory, re-
spectful, free, and just coexistence. 

Bilingual:
Students who are fluent in oral and written Spanish and 
English.
Aware of the Country’s Problems:
Persons who are aware of their obligations  and their rights 
in regard to themselves, their families, their community, and 
their country.

Multicultural and Universal Perspective of the 
World:
Persons who are respectful of the different cultures of the 
world and especially those of their own country and of the 
United States
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EDUCATIONAL PHILOSOPHY

WE BELIEVE:

•	 In offering a U.S.-type education without religious 
affiliation whereby students will practice their rights 
and responsibilities and be prepared to participate fully in 
a democratic society, with the conviction and capacity to 
defend their principles proactively.

•	 That a successful educational community is 
characterized by ongoing communication and is enhanced 
by a partnership developed among students, families, 
educators, administrators, employees, and alumni.

•	 In cultivating social sensitivity and recognizing our 
responsibility towards the greater community.

•	 In nurturing curiosity, in encouraging inquiry, and 
in promoting life-long learning by making education an 
enjoyable and exciting experience.

•	 That our students can achieve success in a global 
society, guided by a firm technological background, 
communication skills, critical thinking abilities, problem-
solving talents, team work, bilingualism, investigation and 
research skills, and the application of intelligent behaviors 
such as meta-cognition, persistence, and management of 
impulsivity.

•	 That a curriculum must have high expectations and 
standards, clear goals, coherence across the various grade 
levels, be relevant, and developmentally appropriate.
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•	 In respecting the individuality of students by being 
aware of multiple intelligences, individual learning styles, 
and cultural differences.

•	 That an integrated approach provides choices in 
learning that will maximize our students’ ability to apply 
what they have learned throughout their lives.

•	 In encouraging students to regard their natural 
environment as their inheritance and their responsibility.

•	 That the school must provide a safe, caring, reflective 
and stimulating environment where learning flourishes.

•	 In a context where the school community is convinced 
that all students have the capacity to do well, expect 
students to do well, and accept responsibility for student 
achievement.

•	 In a commitment to building character through the 
formation of core virtues, honesty, respect, responsibility, 
self-discipline, perseverance, and self-commitment, which 
must permeate all aspects of school life.
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VALUES AT THE AMERICAN SCHOOL 
OF QUITO

1. Respect:  To recognize the rights of others and 
accept differences.

2. Honesty:  To think, speak and act coherently based on 
universal principles and values.

3. Responsibility:  To receive duties and rights and assume 
the consequences of one’s actions.

4. Solidarity: To show empathy in situations on an 
individual and social level.
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American School of Quito
Student Profile

American School students should maintain the following at-
titudes in their everyday life and should :

A.	 Social and Emotional Aspects

1.	 Put the principles of democracy into practice, 
by establishing a balance between freedom and 
accountability.

2.	 Recognize and appropriately handle their emotions 
and relate to others maintaining a self-disciplined 
and respectful approach.

3.	 Respect the beliefs, values and differences of other, 
irrespective of gender, race or religion.

	
4.	 Analyze and respect the cultural values of Ecuador, 

the United States, and other countries.
	
5.	 Dutifully assume their civil responsibilities.

6.	 Practice moral and ethical values.

7.	 Seek and accept leadership roles.

8.	 Possess a solid educational background in order to 
achieve success in the face of future challenges and 
demands.

9.	 Participate in the social and cultural  development of 
the school, as well as in sports.  

10.	 Contribute positively toward projecting a good image 
of the school within the community at large.
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B.	 Academic Achievement

1.	 Develop critical thought, assertiveness in dealing 
with problems and apply the knowledge and skills ac-
quired.

2.	 Be fully bilingual (Spanish and English).

3.	 Assume their academic duties.

4.	 Acquire study and research skills.

5.	 Have a global perspective of world events and of the 
inter-relationship that exists between nations and 
people.

6.	 Be ready to successfully pursue a college education, 
whether within the country or abroad.

7.	 Develop creativity and maintain a high level of intel-
lectual curiosity.

8.	 Work at developing special talents and interests be-
yond the required academic activities.
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School Policies, Rules 
and Regulations 
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Policy on Parental and/or
Legal Guardians’ Responsibilities

BACKGROUND

The American School of Quito, in its aim to offer educational 
excellence to its students, considers that parental and/or 
legal guardians’ cooperation and support is necessary to 
reach its objectives, therefore states the following policy:

POLICY

1.	 Parents and/or legal guardians of students registered 
at the School must mandatorily comply with policies 
established and/or recommendations made by the 
School through any of its different departments and/
or areas.

     Parents or legal guardians must mandatorily comply 
with the School, in observance of its regulations and 
previously prevailing policies of zero tolerance with 
regard to drug, alcohol and violence use and abuse, 
which includes total prohibition to have or consume 
drugs and alcohol and to carry any type of weapons 
or objects, that may be used to cause physical damage 
to others. The School ratifies, through this policy, 
the institution’s right to decide on immediate or 
future withdrawal of a student(s) involved in any of 
the above acts on the school grounds, adjoining areas 
within a radius of one hundred meters, on school 
transport, or at social, academic or sports activities 
organized or sponsored by the school, or in which 
the school is participating. 
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2.	 Ignorance of the rules, regulations and procedures 
established in this policy and/or other policies and 
internal regulations, does not exempt parents and/or 
legal guardians of their responsibility.

3.	 Parents and/or legal guardians of under age students 
are civilly responsible for all actions that may result 
in damage to person or property.

4.	 The School requires the presence of parents and/
or legal guardians in all planned and announced 
activities.

If a student has incurred in faults that go against his or 
her physical or mental integrity or that of other persons, 
or against the property or image of the School, the latter  
may decide if the said student and his/her family should 
receive psychological treatment and therapy for the benefit 
of the minor.  The School reserves the right to request 
the immediate withdrawal of the student and/or denial 
of registration for the following school year, as long as 
it considers that due to the inobservance of established 
policies and/or recommendations made by the School, the 
student’s behavior constitutes a risk to him/herself, to other 
persons or to the School as such.
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BACKGROUND

The American School of Quito has been known for 
maintaining an optimal learning environment based on 
self-discipline, freedom of expression and democratic 
values. Throughout its history, the school has established 
guidelines and rules that promote respect and appropriate 
behaviour. This has been done in accordance with the needs 
and realities of the institution, the students and their 
family environment. 

POLICY DECLARATION

The American School community encourages and supports 
the disciplinary norms that have been established to assure 
a favourable learning environment and the  thorough  
formation of students. The Board of Trustees gives 
school authorities the authority to establish and follow 
procedures that make for an optimal level of discipline 
amongst students.

PHILOSOPHY

The American School of Quito encourages positive 
disciplinary action within an approach of self-discipline, 
honesty and respect. 

GENERAL GUIDELINES

1.1 	To develop self-discipline and respect.
1.2 	To act responsibly towards the whole school 

community, respecting different beliefs and opinions. 
1.3 	To learn to exercise freedom responsibly. 

Policy for Student Discipline
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1.4 	To respect other people’s property.
1.5 	To develop universal and civic ethical values and 

social conscience.
1.6 	To respect your own integrity and that of others.
1.7 	To periodically look over the Student Handbook  to 

attain a clear understanding of the limits that must 
be consistently respected and sustained.

1.8 	To establish regulations and procedures for each 
section with the joint effort of students, parents and 
school staff.

1.9 	It is the responsibility of students, school staff and 
parents to maintain positive behaviour.

2.1 	To know and keep up to date with current school 
policies, rules and decisions.

2.2 	To maintain respect, dignity and authority and be a 
model for the students.

2.3  	 Sanctions should be in accordance  with the 
seriousness of the fault, timely, well analyzed and 
be backed up. They should teach and clear the 
student and aim for a change in behaviour. The 
individual student’s background will be taken into 
consideration.

2.4 	To monitor the way students behave during all 
student activities, in order to promote a good 
attitude and good behaviour.

2.5 	To maintain a motivating atmosphere that promotes 
respect towards and the acceptance of others.

2.6	 To know your students and be able to make 
recommendations about their personal and academic 
development.

GENERAL GUIDELINES FOR TEACHERS AND
AUTHORITIES
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2.7 	To periodically look over the Student Handbook  to 
attain a clear understanding of the limits that must 
be consistently respected and sustained.

2.8 	To establish regulations and procedures for each 
section with the joint effort of students, parents and 
school staff.

2.9 	To promote the development of  universal and civic 
ethical values and social conscience.

3.1 	To learn to exercise freedom responsibly and 
correctly, showing respect and acceptance towards 
others, including those with different beliefs and 
opinions.

3.2 	To maintain a positive attitude both inside and 
outside the institution, including, but not confined 
to, buses and public places, where your behaviour 
could compromise the image of the school.

3.3 	To respect other people’s property.
3.4 	To develop universal and civic ethical values and 

social conscience.
3.5 	To develop responsible work habits.
3.6 	To respect your own integrity and that of others.
3.7 	To attend all school activities regularly and 

punctually.
3.8 	To know and follow school rules, policies and 

decisions.
3.9 	To behave respectfully and responsibly with all 

school personnel.
3.10 To promote an atmosphere of democracy, 

participation, interdependence and respect 
towards other students and school teaching and 
administrative staff.

GENERAL GUIDELINES FOR STUDENTS
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4.1 	To know and  adhere to school rules, policies and 
decisions,  and ensure that your children and/or 
charges act in accordance with them, including the 
Student Handbook.

4.2 	To maintain an attitude of respect towards the 
school community.

4.3 	To foment a positive attitude towards others and 
towards learning in your children and/or charges..

4.4 	To maintain disciplinary strategies in accordance 
with those of the institution.

4.5 	To adhere to decisions made by the school with 
regard to the application of policies, rules and 
determinations.

4.6 To teach your children and/or charges to assume 
responsibility for their own actions.

4.7 	To participate actively in all activities promoted by 
the school.

GENERAL GUIDELINES FOR PARENTS AND/OR LEGAL 
GUARDIANS

21 Handbook  2007-2008



22Handbook  2007-2008 American School of Quito



Policy for Preventing the Use of 
Illegal Substances

BACKGROUND INFORMATION

Colegio Americano de Quito is an educational institution 
that promotes the integrated development of its students, 
which it considers to be a moral, ethical, intellectual, 
emotional and physical growth process within a framework 
of freedom, justice and dignity.

The use of illegal substances in the outside community 
poses a threat to the integrated development of young 
people.  Therefore, we the members of the Colegio Americano 
community must take the necessary steps to ensure an 
awareness of the dangers involved in the use of these 
substances.

POLICY

The possession, use, consumption, gift or sale of illegal 
substances in Colegio Americano de Quito’s facilities or in 
the immediate adjacent area, this is one hundred meters 
around, as well as in the buses, in social, academic or sports 
activities coordinated, organized or sponsored by the 
school, as well as in those organized by others in which the 
school participates, is forbidden.  However, the School can 
provide assistance to any students who, although they are 
not using illegal substances in these places, seek help from 
the school’s teachers, guidance counselors or authorities to 
solve related problems.
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1.	 The students who fail to comply with this provision 
will be immediately suspended from the School.  The 
officers have a five-day term to evaluate the case and 
establish the appropriate penalties, even including 
separation.

2.	 School authorities are authorized by the Board 
of Trustees to inspect the lockers, knapsacks and 
personal belongings in the School, without previous 
notification and at any time, provided however that 
this is done in the presence of the students and 
authorities.

3.	 School authorities will endeavor to take safeguard 
and security measures so that in every social, 
academic or sports event held under the auspices or 
organization of the school or in any in which the 
School participates, the policy for preventing the use 
of illegal substances will be implemented.  For the 
graduation dance party, please refer to the existing 
specific policy.

4.	 Special programs for parents and/or students and 
the school curriculum must address the dangers 
involved in the use and abuse of illegal substances.

5.	 Parents must be informed that they share 
responsibility with the School in preventing the use 
and abuse of illegal substances and in the formation 
of their children or represented children.  The 
school requires that the parents become actively 
involved in this issue.

6.	 The Guidance Department can provide assistance to 
the students that voluntarily report their illegal 
substances use problems.  This assistance may be 
direct or by referral to specialists in this area.  In 
these cases, the students will not be sanctioned, 
unless there is any involvement in a case of illegal 
substances use in the places forbidden by this policy.

RULES
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The Board of Administration of The American School of 
Quito, aware of the risks involved in the abuse of alcohol, 
narcotics and other drugs, has developed the following 
protocol to regulate the use and/or possession of any of 
these substances.

We understand that illegal substances are:

a)  All the substances detailed on the lists attached to 
the Law of Stupefacient and Psychotropic Substances.

b)  Any substance, controlled or dangerous, according 
to the laws of Ecuador and the United States of 
America, including but not limited to tobacco, 
marihuana, narcotics, hallucinating, stimulants, 
barbiturics, amphetamines, depressive substances.

c)  Any substances that could be inhaled, except the ones 
under medical prescription.

d)  Any substance that might be discovered in the future 
that can produce harmful effects on mental and 
physical health.

e)  All drinks containing alcohol.

School Responsibilities:

1	 The school curriculum, from Pre-Kindergarten to 
twelfth grade, will endeavor to provide students 
information concerning substances that are harmful 
to their health, such as:  tobacco, illegal and 
prescription drugs, and alcohol, among others.

2.	 The school will endeavor to guide the students by 
preparing them to make the right decisions, avoid 
peer pressure, and to think when facing difficult 
situations.

Protocol Concerning the Use and Abuse 
of Drugs, Alcohol and Narcotics
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Steps to be taken by the School:

If a student violates the Policy or the Protocol on the 
Use of Illegal Substances, the School will take the fol-
lowing steps:

1.	 Inform the parents about the situation in a meeting 
at school.

2.	 Suspend the student from the school immediately 
for a maximum period of five days while the 
authorities analyze the situation.

3.	 The High School Disciplinary Council in the 
Secondary Section, or the Technical Council in the 
Elementary Section, will discuss the case of that 
student, as these instances are integrated by school 
officials and teachers.

4.	 After analyzing the case, the High School 
Disciplinary Council in the Secondary, and the 
Technical Council in the Elementary Section, may 
decide to separate the student if it deems that his 
or her attendance would breach the established 
rules or could be a bad influence on other 
students.

Important note:  The Board of Trustees 
and the Officials of The American School 
of Quito undertake to enforce this 
Protocol in a consistent and fair manner 
and to ensure the common good for all 
the students at the school.

26Handbook  2007-2008 American School of Quito



Policy For Copyright

CHAPTER I - 
Copyright

Background:  

The Copyright Law # 83 was published on May 19, 1998 and 
through this law the copyright for natural and legal 
persons is protected.  Copyright is for literary, artistic or 
scientific (including computer programs or software) works; 
in addition, Resolution # 351 of the Andean Community 
protects copyright under a community system.  Both of these 
laws establish administrative sanctions, civil and penal, 
for those who break the law.  Even though these laws are 
quite extensive they can be resumed as follows:  “to use the 
copyright (software) without authorization (license) is a 
crime.	

Policy
The American School of Quito is an institution of learning, 
which promotes the formation of values and respect for the 
laws. 

RULES

1.	 Under no circumstance in the School’s computers 
it will be allowed to reproduce or use copies of 
unauthorized software.

2.	 The School will strictly comply with what is 
stipulated in the licenses and with the terms of 
purchase that regulate the use of the acquired 
programs in laboratories, classrooms, libraries and 
offices.
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CHAPTER II: 

Reproduction Of Copyrighted Materials

1.	 Reproduction must be for teaching, educational or 
research purposes.

1.	 Name of the author and title of the work copied is 
mentioned.

2.	 The information copied is strictly the amount needed 
for teaching or research.

3.	 Information copied is not made for sale or other 
economic gains; however, students will pay the cost of 
photocopies.  The cost will depend on the number of 
pages reproduced.  This information can be sold only 
to students and not open to the public.

Coursepacks

1.	 Selections included are not sufficiently long to 
justify buying the whole book.

2.	 Must be selected for a specific course.

3.	 The School will acquire original software to satisfy 
the needs of the School’s users, when its use is 
adequately justified in the amount needed and its 
appropriate time of use.

4.	 It is forbidden to partially or totally copy any work 
for use with the students without the corresponding 
authorization.  This protection covers the lifetime of 
the author and fifty additional years.

5.	 It is permitted to cite a work but the corresponding 
bibliography should be included.
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3.	 Teachers must select the material included, which 
should be approved by the correspondent principal.

It is important to know that there are some articles that 
cannot be copied under any circumstances.  This is usually 
noted on the article or inside the book.

CHAPTER III : 

of Plagiarism

Definition of Plagiarism

Plagiarism means presenting others’ ideas or any written or 
spoken words (totally or partially) as one’s own.  Due to the 
fact that plagiarism involves a false allegation of copyright 
or property, it is considered an act of dishonesty.  As such, 
plagiarism is considered a severe offense or misbehavior at 
the American School of Quito.

Plagiarism can take many forms, which include, but are not 
limited to the following:

0.	 Copy text selections (paragraphs, sentences, phrases) 
or ideas from a source without using adequate 
methods of quotation (quotation marks, conclusions, 
footnotes and bibliographic information).

1.	 Hand over someone else’s work as his/her own.  
Plagiarism can come from a known source (hand over 
a work done by someone known by the plagiarist (for 
example: can include but is not limited to:  friends, 
relatives, classmates, persons interviewed) or from 
unknown sources (for example: information obtained 
from a webpage, EBSCO or any other Internet search 
pages, services of document research, any written
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     document that can include but is not  limited to 
books, magazines, booklets).

3.	 Use direct quotations or selections of paraphrased 
material without quoting the source.

Consequences of Plagiarism at FCAQ:

All the works that are determined to be partial or total 
plagiarism will receive a mark of 01/100.  Any work that could 
have been borrowed for plagiarism will also be marked with 
01/100.  Also, each student who is involved (for example 
the students who hand on plagiarized work as his/her 
own or students who allow that their work be copied or 
plagiarized) will face the disciplinary consequences detailed 
on the Students Handbook.

Guidelines to Avoid Plagiarism

1.	 The student must always identify the sources, ideas, 
words and phrases from other persons.  It is better to 
over quote a source than to under quote it.

2.	 Students must quote all sources used in the 
bibliography in order to avoid plagiarism.

3.	 Paraphrasing involves substantially reproducing a 
combination of ideas from any other source (even 
though the expressed words are not repeated in an 
exact way).  All the paraphrased and quoted material 
must be quoted in conclusions, footnotes and 
bibliography.  All quoted material (directly taken – 
verbal or written) must be quoted with quotation 
marks, conclusions, footnotes and bibliography.
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ACADEMIC HONESTY

BACKGROUND:

Since the American School of Quito believes that academic 
honesty is necessary to instill integrity in the student 
population and to achieve academic excellence, it has 
developed a comprehensive policy regarding this issue.  The 
school believes that this matter is the responsibility of all 
the members of our community.

POLICY STATEMENT:

The American School of Quito is committed to academic 
honesty and will ensure that all its students are aware of 
the policy and of the consequences of academic dishonesty.

GUIDELINES:

Definition of Academic Dishonesty:

Academic Dishonesty is the presentation of someone else’s 
ideas, written or spoken words (in whole or in part) as 
if they were your own.  Academic dishonesty involves 
misrepresenting authorship or ownership.  As such, academic 
dishonesty is considered a serious act of misbehavior at the 
American School.

Academic dishonest can assume many forms.  It includes, but 
is not limited to the following:

•	 Plagiarism: Taking (in whole or in part) work, words, 
ideas, pictures, information or anything that has 
been produced by someone else and submitting it for 
assessment as one’s own work.
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•	 Copying:   Taking work of another student, with or 
without his or her knowledge and submitting it as 
one’s own work.

•	 Exam Cheating:  Communicating with other student in 
an exam, bringing unauthorized material into an exam 
room, or consulting such material during an exam, in 
order to gain an unfair advantage.

•	 Duplication:  Submitting work that is substantially 
the same for assessment in different courses without 
the consent of all teachers involved.

•	 Falsifying Data:  Creating or altering data, which has 
not been collected in an appropriate way.

•	 Collusion:  Helping another student to be 
academically dishonest.

•	 Paraphrasing:  Substantially reproducing a 
combination of ideas from another source (even 
though the exact wording as originally expressed is 
not repeated).  All paraphrased and quoted materials 
must be cited in endnotes, footnotes, and the 
bibliography.  All quoted materials (taken directly 
as stated or written) must be enclosed in quotation 
marks and cited in endnotes, footnotes and the 
bibliography.

Promoting Academic Honesty:

1.	 0.	 A student must always identify the source of ideas, 
words and phrases that are not his.  It is better to 
over-cite the source than to under-cite the source.

2.	 n order to avoid plagiarism, students should list all 
sources consulted in a bibliography.
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3.	 The American School of Quito may submit random 
or selected pieces of work to external bodies for 
verification and evaluation of sources.  Students must 
be able to submit electronic copies of any work to the 
teacher for such verification at any time as requested.  
Students must provide all draft material they produce 
in preparing work for submission to teachers upon 
their request.

Consequences of Academic Dishonesty at FCAQ:

All student work found to contain academic dishonesty, in 
parts or in its entirety, will be given a grade of 01/100.  Any 
work lent to be copied, will also receive a grade of 01/100.  
Additionally, all students involved (i.e. both students who 
submit copied work as their own and/or students who 
allow their work to be copied or plagiarized) will face the 
corresponding disciplinary consequences as outlined in the 
Student Guide.

Responsibility of Staff, Students and Parents:

All American School of Quito staff, students and parents 
should review the contents of this document and 
understand academic honesty.  They should also understand 
the consequences of academic dishonesty.

Parents should speak to their children about the need to 
be honest and why it is important to be so in terms of their 
academic success.
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Teachers should explain what the policy means to 
students in relation to the work that the students 
produce.  They should also speak to students 
regularly during the drafting of the work, and 
throughout the year regarding academic honesty.

Students should recognize that they are ultimately 
responsible for their own work.  They should be in 
constant contact with their teachers regarding 
the writing process and consult if there are any 
questions about using proper references.

Referencing Sources:  Examples taken from MLA 
Handbook.
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Policy for Internet Use 

The American School of Quito provides use of the Internet 
as part of its educational program through a local service 
provider.  Through this service the School offers a variety of 
educational resources.

While many opportunities offered by the Internet are for the 
appropriate learning of teachers and students, others are 
unsuitable for school use.  The American School offers these 
guidelines so those users may have a responsible, rewarding 
experience.  Students using the Internet or other computer 
hardware must abide by the following guidelines:

1.	 The use of the network is a privilege, not a right, and 
may be revoked if abused.

  
2.	 The students are advised never to access, keep, or 

send information related to pornography, terrorism, 
violence, racism, intimidation, harassment, or any 
other information that can be censured by the 
School’s authorities or that can injure themselves or 
others.

3.	 Students should not copy other people’s work or 
intrude into other people’s files, or otherwise trespass 
in another user’s folders, work, or files.

4.	 School’s computers’ information and network storage 
areas may be checked in order to maintain system 
integrity and to insure that students are using the 
system responsibly.

5.	 Users are expected to remain within allocated disk 
space and delete e-mail or other material, which take 
up excessive storage space.
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5.	 Users must respect the regulations on copyright 
and avoid plagiarism in using information and ideas 
from sources on the Internet.  They must correctly 
cite the sources used. 

6.	 Users may not alter the software content of 
the computer.  This includes deleting files, 
downloading programs, and copying commercial 
programs.  Users may not tamper with security 
software.

7.	 Students should take care of the computer 
equipment.  Vandalism will result in loss of usage 
privileges and students will attain to any decision 
taken by the Administrators, without detriment of 
payment for the damages.

8.	 Students should notify the Section Principal, if by 
accident, they encounter materials which violate 
the rules of appropriate use, as specified in the 
second article.

9.	 Any user that has been identified by school 
authorities, as a “hacker”, will be immediately 
separated from school committing a very serious 
disciplinary offence.  The Computer teachers must 
present a written report on the offenses.

11.	Any user who violates these policies will be denied 
access to the use of the Internet and  the  computer 
network  at the American School, and punished 
according to what is established in the Student 
Handbook.

1
 A hacker is considered a person who uses his knowledge of system 

configurations, communication protocol, access codes, programs, 
security faults, etc. to access information systems belonging to third 
parties and change their content, be it to cause harm or simply get 
attention.
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The primary objective of our library staff is to help 
students find, use, and be responsible and discriminating 
users of information resources and to encourage leisure 
reading

SCHEDULE

The Primary and Secondary Libraries and the Book Store are 
open Monday through Friday from 7:30 a.m. to 4:00 p.m. 

Teachers may bring their classes to do research or for 
pleasure reading.  Individual students visiting the library 
during class time must have a permission form signed by 
their teacher which includes the time sent.  

Primary classes will also visit the library during an 
assigned time.

ONLINE CATALOG

The library catalog link through the American School of 
Quito webpage provides access from home and school to 
all library resources, i.e. those available in the Secondary, 
Primary and Junior College libraries and the Book Store.

In addition to the library resources, the Book Store has 
textbooks, supplies, posters, manipulatives, maps, globes and 
many other teaching supplies that are also listed in the 
online catalog.

Library and Book Store Services
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LIBRARY EXPECTATIONS

To ensure that we all work together successfully in an 
atmosphere that encourages learning, faculty and students 
must respect the rights of others and honor the requests 
of the library personnel.  Those who do not may be asked to 
leave the library and/or will be referred to authorities.

Tables and chairs should be left in order for the next class 
and library books put on a book cart for re-shelving except 
in the Primary Library where students use browsing sticks.

Food, drink and personal electronic devices (Ipods, cell 
phones, etc.) should be used elsewhere, not in the library.

USING LIBRARY MATERIALS

All materials and equipment may be checked out for specific 
time periods which depend on the type.

Your student carnet is required to check out items.  
Because the carnet determines responsibility, students 
should always use their own carnets.

Everyone will be responsible for returning materials. Be 
considerate and promptly return items when you have 
finished using them. 

The value of lost or damaged resources, including 
equipment, will be charged to the person who checked 
them out.  Only the exact copy or a newer edition of the 
same title and approved by the library director will be 
accepted as a substitute for a missing or damaged book, 
magazine, DVD, CD, or video.  

Students should return all items and pay for lost or 
damaged materials one week before the final day of classes. 
Returning students must clear their records before 
checking out items for the next school year.
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ADDITIONAL INFORMATION

General materials circulate to secondary students for 
three weeks and primary students for one week and can be 
renewed as needed. Reference books, DVDs, CD, and videos 
are due the next school day. 

•	 Students may have up to a total of 15 items, in 
addition to textbooks, charged out to their name 
at any one time.  When several students have a 
similar assignment, book numbers and due dates may 
be adjusted.  

•	 Primary students are encouraged to establish good 
library habits before taking out many books.  The 
suggested checkout numbers for the first marking 
period of each school year are:  kinder—1 book, 
grades 1, 2, 3 –2 books, and grades 4, 5, 6--3 books.  
Overdue items must be returned before others may 
be checked out.

•	 Teachers and students may borrow equipment such 
as video and digital cameras, DVD players etc. for 
school projects during the school day, but need to 
reserve it at least 4 days ahead.

•	 The library does not charge fines for overdue 
materials, but encourages everyone to return 
things promptly. 

•	 Online databases and the library catalog can 
be accessed from the library, school, and home 
computers through the school webpage.  Some 
resources need passwords which are available from 
the library staff.

•	 Black and white computer print-outs and 
photocopies cost $.05. Color costs $.25. Replacement 
paper may be supplied instead of the $.05 for black 
and white computer copies.
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•	 Overdue notices will be sent at various times during 
the year.  All resources must be returned and lost 
and damaged items paid for one week before the 
final day of classes.

•	 Students with outstanding materials or library 
charges will need to return or pay for them before 
registering for the next school year.

•	 We encourage summer reading.  Books and materials 
will be checked out after all records are cleared 
and the inventory is completed and are due the 
first week of classes.
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Article 1: Students who excel in their academic, 
cultural, and sports activities while representing the 
school, or owing to their virtues of fellowship and 
solidarity may earn special recognition, as follows: 

1.	 In the Primary Section:

a)	 Annual diplomas for the two highest academic 
grades in each parallel, with a discipline grade of at 
least B+ or 85/100.

b)	 Mentions and diplomas for students who have 
excelled in activities outside the school.

c)	 Honorary scholarships for outstanding students 
excelling in the academic, sports, cultural and 
scientific fields, as established in the Regulations 
for the Concession of Scholarships.

d)  Diplomas to students who have excelled in the 
values of solidarity and fellowship.

e) 	 The sixth grade students from the National Section 
who have attained the highest academic and 
discipline averages between first and sixth grade in 
the Spanish and English programs, will receive the 
gold medal for the best graduate in each program.

f.  The sixth grade students from the International 
Section who have attained the highest academic 
and discipline averages between fourth and sixth 
grade in the English and Spanish programs, will 
receive the gold medal for the best graduate in 
each program.

Rules Concerning Meritorious 
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2.	 In the Secondary Section:

a) 	 Diplomas will be awarded to those students who 
have obtained the highest academic and discipline 
averages in their grades. These distinctions will be 
given out at the Beginning of the Year Assembly.

b) In accordance with the regulation established by 
the Executive Committee, prizes will be given to 
the three best graduates in twelfth grade. These 
distinctions will be  awarded  at the Graduation 
Ceremony.

c) 	In accordance with the Regulations for the 
Concession of Scholarships approved by the Board 
of Trustees, honorary scholarships will be awarded 
out at the Beginning of the Year Assembly.

d) 	The Scholarship for Leadership will be given 
to those students who at the end of eleventh 
grade have shown outstanding qualities in this 
area, as defined by the Regulations for Awarding 
Scholarships for Leadership. This distinction will be 
awarded at the Beginning of the Year Assembly.

e) 	 Becoming a member of the National Honors Society, 
a body constituted to honor the students who 
show excellence in their academic performance, 
leadership skills, service to others,  and character, 
as defined by the American School.

Article 2.- Flag bearers and escorts, from sixth 
and twelfth grades respectively, will be designated 
and proclaimed annually in both the Primary and 
Secondary Sections.

In accordance with the Special Replacement 
Regulation issued by the Ministry of Education and 
Culture with regard to the election of flag bearers, 
standard bearers and escorts from primary and
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escorts from primary and middle schools, the election of 
the above should take place from sixth and twelfth grade 
students, respectively, within the first two weeks of the 
school year.

Distinctions will be awarded in the following order 
according to the grades attained, from highest to lowest:

Article 3.- Students from both the Primary and 
Secondary Sections must fulfill the following 
requirements in order to be taken into consideration for 
these distinctions:

a) 	 Be enrolled and regularly attending classes in the 
sixth and twelfth grade respectively. 

b)	 To have been at the school for at least the five 
previous years.

c) 	Neither the Primary nor the Secondary students 
should have repeated a year.

First place: Flag bearer carrying the 
national flag

Second place: Standard bearer carrying 
the city banner

Third place: Standard bearer carrying 
the school banner

Fourth and fifth 
places: 

Guards of Honor for the 
national flag

Sixth and seventh 
places: 

Guards of Honor for the 
city banner

Eighth and ninth 
places:

Guards of Honor for the 
school banner
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d) 	To have obtained the highest academic averages 
from first to fifth grade in the case of the Primary 
Section, and from seventh and eleventh grade in 
the case of the Secondary Section.

e)	 To have obtained a minimum discipline average of 
85/100 or B+ during each school year in Primary or 
Secondary respectively.

f) 	 Be an Ecuadorian by birth or naturalization.  In 
the event that this honor should be bestowed 
upon a foreign student, he/she will receive public 
recognition during the Pledging of Allegiance to 
the Flag Ceremony, but may not be proclaimed a flag 
bearer or escort.  

Article 4.- In addition, flag bearers will be chosen who 
should meet the following requirements, whether they 
are in the Primary or Secondary Section:

In the case of the Primary Section, flag bearers will be 
chosen from the fifth grade students who meet the 
following requirements:

a) 	 To have obtained the established minimum academic 
average of 92.5 from first through fourth grades 
in the National Program and in third and fourth 
grades in the International Program.

b) 	 To have received a minimum discipline average of 
85/100 or B+ in each school year, and no written 
sanctions from Administration.

c) 	To have no repeated school years.

d) 	Flag bearers in the Secondary Section will be 
chosen from students in eighth to eleventh grade, 
taking into account their qualifications up to the 
previous school year.
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Article 5: The flag bearers and escorts from the Primary 
and Secondary Sections will be proclaimed during the 
ceremonies  to promise and swear allegiance to the flag 
respectively.
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Administrative Aspects
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Organizational  
Chart
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Asamblea General 
de Miembros 

Activos

Consejo de 
Administración
Felipe Espinosa

Presidente
Mauricio Durango

Vice-Presidente

Comité Ejecutivo
Felipe Espinosa

Mauricio Durango
Diego Quiñonez
Xavier Guarderas
Patrick Barrera
Pablo Albornoz

Directora General
Susan A. Barba

Rectora
Susana de Hervas

Directora de Primaria
Teresa Barrera

Director de Desarrollo, Esteban Dávalos
Jefe de Biblioteca, Judy Williams
Orientación a Universidades, Rey Marx
Dep. de Música, Dione Jaramillo
Dep. de Deportes, Jeff Escalante

Coord. Curriculum & PAI, Leah Yepez
Coord. Institucional, Vinicio Aldaz
Coord. Departamento BI, Gwen Bloomsburg
Jefe Departamento de Orientación, Glen 
Barbeisch

Gerente General
Gonzalo Luna

Gerente 
Mantenimiento
Enrique Andrade

Gerente de
Tecnología
Leonardo Castro

Gerente Financiero
Ma. Carmen Aguirre

Gerente R.R.H.H. 
Ligia Stacey

Dep. Médico
Germania Andrade

Gerente Transporte
y Seguridad
Tanya Granja

Coord. 
Administrativa
Silvia Arroyo

Vicerrectora BI
Gabriela Bustamante

Vicerrectora PAI
Cristina Baca

Directora 
Junior College
Inés Mantilla

Jefes de Área

Profesores

Estudiantes

Jefes de Área

Profesores

Estudiantes

Profesores

Estudiantes

Profesores

Estudiantes

Profesores

Estudiantes

Jefes de Área

Profesores

Estudiantes

Coord. Académico 
Administrativo
Edison Proaño

Dirección Sección 
Internacional
Susan Montalvo

Vicerrectora 
Secundaria
Estela Proaño

Profesores

Estudiantes

Profesores

Estudiantes

Coord. Primaria
Amy Surillo

Coord. 
Programa Español
Emy Cornejo

Coord. Preescolar
Ma. Eugenia Guzmán

Coord. 
Programa Inglés
Nicole Gunderson
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Class Schedule

Preschool

MONDAY-TUESDAY-THURSDAY AND FRIDAY

Beginning activities  9.00am - 9.15am
First block  9.15am - 10.15am
Recess 10.15am -10.30am
Second block 10.30am -11.30am
Lunch 11.30am -12.00pm
Recess 12.00pm -12.15pm
Nap time 12.15pm -12.30pm
Third block 12.30pm - 1.30pm
Final activities  1.30pm - 1.45pm
Buses leave  1.45pm - 2.00pm

WEDNESDAY

Beginning activities  9.00am- 9.15am
First block  9.15am-10.15am
Recess 10.15am-10.30am
Second block 10.30am-11.30am
Third block 11.30am-12.00pm
Lunch 12.00pm-12.30pm
Recess 12.30pm-12.45pm
Nap time 12.45pm- 1.00pm
Third block  1.00pm- 1.30pm
Final activities  1.30pm- 1.45pm
Buses leave  1.45pm- 2.00pm
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Elementary

MONDAY-TUESDAY-THURSDAY AND FRIDAY

1  7.55am –  8.35am
2  8.35am –  9.15am
Recess  9.15am –  9.25am
3  9.25am – 10.05am
4 10.05am – 10.40am
Refreshments 10.40am – 10.55am
Recess 10.55am – 11.25am
1 11.25am – 12.05pm
2 12.05pm – 12.45pm
Recess 12.45pm – 12.55pm
3 12.55pm – 1.35pm
4   1.35pm – 2.10pm

WEDNESDAY

1   9.20am – 10.00am
2 10.00am – 10.40am
3 10.40am – 11.20am
Refreshments 11.20am – 11.35am
Recess 11.35am – 12.10pm
1 12.10pm – 12.50pm
2 12.50pm –  1.30pm
3   1.30pm -  2.10pm

The schedule observed during half-days will be 
from 07h55 to 11h00 
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Secondary

REGULAR
SCHEDULE

WEDNESDAY
SCHEDULE

ASSEMBLY
SCHEDULE

Capacitation
7h40-8h50

1 7h40-8h28 8h50 -  9h28 1 7h40 - 8h20
2 8h31-9h19 9h31 – 10h09 2 8h23 - 9h03
3 9h22-10h10 10h12-10h50 3 9h06 - 9h46

RECESS 10h10-10h40
10h50-11h20 ASSEMBLY 9h46-10h42

4 10h40-11h28 11h20-11h48 RECESS 10h42-11h12
5 11h31-12h19 12h01-12h39 4 11h12-11h52

RECESS 12h19-12h49 12h39-13h09 5 11h55-12h35

6 12h49-13h37 13h09-13h47 RECESS 12h35-13h05

7 13h40-14h28 13h50-14h28 6 13h05-13h45
7 13h48-14h28

Extracur. 14h45-15h55 14h45-15h55 14h45-15h55
HALF DAY
No Recess

1 7h40-8h28
2 8h31-9h19
3 9h22-10h10
4 10h13-11h01
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CLASS SCHEDULE

SEPTEMBER

In order to complete the required class hours, the Sec-
ondary Section follows a six day rotating schedule.
For example:

MONDAY TUESDAY WEDNESDAY FRIDAY

1 SEPT. 2 SEPT. 3 SEPT. 4 SEPT. 5 SEPT.
Day 1 Day 2 Day 3 Day 4 Day 5

8 SEPT. 9 SEPT. 10 SEPT. 11 SEPT. 12 SEPT.
Day 6 Day 1 Day 2 Day 3 Day 4

15 SEPT. 16 SEPT. 17 SEPT. 18 SEPT. 19 SEPT.
Day 5 Day 6 Day 1 Day 2 Day 3

22 SEPT. 23 SEPT. 24 SEPT. 25 SEPT. 26 SEPT.
Day 4 Day 5 Day 6 Day 1 Day 2

The schedule on Wednesdays will be according to the day 
that Wednesday falls on that week. When there are days 
off or changes in the established calendar, classes will 
begin again with the schedule for the corresponding day. 
For example, if classes are interrupted on September 24, day 
6, and begin again on Friday 26, the schedule for day 6 will 
be followed that day.
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Uniforms 

Preschool

Physical Education and Sports uniform only

The use of this uniform is mandatory during days on 
which students have sports.

•	 Grey two piece sweat suit, with three burgundy stripes 
•	 Grey T-shirt with burgundy borders on the neck 

and sleeves and a stamp of the “Diablito”, the school 
mascot, on the front

•	 Grey bermuda shorts with three burgundy stripes 
(optional)

•	 White socks and sports shoes

Elementary

Daily uniform for first through sixth graders

Burgundy sweatshirt with a grey collar and grey •	
Colegio Americano emblem  
White polo T shirt with burgundy borders on the collar •	
and sleeves. Burgundy Colegio Americano emblem
Grey jeans•	
White socks•	
Mainly black shoes•	
Grey vest with school emblem (optional)•	

Uniforms for sixth grade students to be worn 
on Mondays: 

Burgundy cardigan with blue and grey stripes on the •	
cuffs and waist
White gabardine long sleeved blouse (girls)•	
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White gabardine short sleeved shirt with a pocket on •	
the left  hand side (boys)
Knee-high grey gabardine skirt with two pleats at the •	
front and two at the back. Grey pants are optional, but 
not to be worn on special occasions (girls)
Straight grey gabardine pants (boys)•	
White knee-high socks for girls, grey socks for boys.•	
Mainly black shoes•	

Sixth grade students should wear black dress shoes 
for special occasions.

Physical Education and Sports Uniform

Grey two piece sweat suit, with three burgundy stripes •	
Grey T-shirt with burgundy borders on the neck •	
and sleeves and a stamp of the “Diablito”, the school 
mascot, on the front
Grey bermuda shorts with three burgundy stripes •	
(optional). For first, second and third graders.
White socks and sports shoes•	

Note:  Students who fail to comply with the dress 
code outlined in the Student Handbook, will face the 
consequences which are outlined herein.
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Secondary

GIRLS BOYS

Burgundy cardigan with blue
and grey stripes on the cuffs
and waist

White long sleeved blouse 

Knee-high grey gabardine 
skirt with two pleats at 
the front and two at the back. 

Grey pants (optional*) 

White knee-high socks.

Mainly black shoes (7th to 12th
grade students)

Black dress shoes (To be worn
by 12th grade students) for
special ceremonies)

12th grade jacket (for 12th 
graders)

Burgundy cardigan with blue
and grey stripes on the cuffs
and waist

White short sleeved shirt with
a pocket on the left  hand side 

Grey gabardine pants

Grey socks

Mainly black shoes (7th to 12th 
grade students)

Black dress shoes (To be worn by 
12th grade 
students for special ceremonies)

12th grade jacket (for 12th
graders)

*Girls may wear pants, except for special ceremonies, when 
they must wear the skirt, white knee high socks, black dress 
shoes and the school cardigan. Twelfth grade boys must 
wear the school cardigan and black dress shoes for special 
ceremonies.

Secondary students are required to wear the uniform on 
Mondays and when asked to do so by school authorities. 
The uniform is as follows
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Note::  Students who fail to comply with the dress 
code outlined in the Student Handbook, will face the 
consequences which are outlined herein.	

Physical Education and Sports Uniform

To be worn obligatorily during sports class.	

Grey two piece sweat suit, with three burgundy •	
stripes 
Grey T-shirt with burgundy borders on the neck •	
and sleeves and a stamp of the school mascot, on 
the front
White socks and sports shoes•	
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Academic Aspects
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The American School of Quito was founded on 
October 14, 1940. It is recognized and validated 

by the Ministry of Education and Culture in 
Ecuador, and has been accredited to the Southern 

Association of Colleges and Secondary Schools 
of the United States since 1948. Since the 1990-
1991 school year, it has been a member of the 

International Baccalaureate Organization which 
is based in Switzerland, and offers the Middle 

Years and IB programs. Our curriculum is based on 
standards and benchmarks.

The school adheres to a bilingual, multicultural 
system. A high proportion of our teaching staff 
is hired in the United States, Canada and Latin 

America. This contact makes for the formation of 
global citizens.

The American School boasts the most current 
technological services, including its own 

server, science laboratories, technology, sports 
installations, a music and art center and library.
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The goal of this section is to facilitate the development 
of the children as a whole.  Throughout the school year, 
children are motivated to express themselves in different 
ways, to learn to make their own decisions and to solve 
their problems, as well as to develop their basic skills 
working on concrete and abstract tasks in order to 
establish a solid basis for their learning.

GENERAL OBJECTIVES:

1.	 To facilitate the child’s adaptation process to the 
new environment and promote social relations 
based on respect for others and self-respect.

2.	 To promote a comfortable, challenging and safe 
environment where students are offered the 
opportunity to grow emotionally and socially by 
developing their own skills and abilities.

3.	 To strengthen the children’s sense of responsibility, 
honesty and solidarity values.

4.	 To encourage inner motivation, independence and 
the acquisition of work habits.

5.	 To initiate children in learning English through a 
full immersion methodology.

6.	 To promote the children’s overall development by 
motivating them to work on projects, in centers, 
and by enhancing contact with literature, the arts, 
music and technology.

BRIEF DESCRIPTION OF THE PRE-SCHOOL 
SECTION

The Preschool Section is divided into:

Preschool Section
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Prekinder•	
Kindergarten•	

At each level students are grouped into six heterogeneous 
equivalent parallels, which work in their own separate 
classrooms.  Each class has two teachers who work under 
the guidelines for cooperative teaching.

Students are exposed to an English immersion system with 
Spanish periods throughout the week to support the 
development of their native language.

This section offers the following complementary subjects:  

Music and Corporal Expression
The aim of this area is to give the child basic musical 
training and teach him or her to listen to and 
discriminate between different sounds. The aim is also for 
the child to develop a sense of movement and rhythm, 
to sing and to become familiar with different musical 
instruments.

Physical Education and Recreation
The aim is for the child to become more aware of his/her 
own body through games and both free and directed 
activities, to develop his/her gross motor skills, to listen 
to and follow instructions, and to gain a notion of 
spatial orientation.

Computers
The Preschool Section has a computer laboratory where 
each child can use a computer and learn to operate simple 
programs.

Art
This activity exposes the children to a variety of materials 
and techniques in the use of color, shape, texture, space 
and esthetics. Creative interpretation is motivated.

Cooking
Through a variety of activities, the children are able to 
experiment with foods, compare textures and food groups, 
as well as follow recipes and enjoy what they have cooked.
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GENERAL OBJECTIVES:

1.	 To maintain a curriculum that promotes in its 
students respect and self-discipline, as well as 
accountability for their own actions.

2.	 To appreciate and respect intellectual and 
humanistic values that are translated into 
harmonious social interaction and a respect for 
nature.

3.	 To develop in students the capacity to question 
pertinent issues and to defend their position 
supported by critical and reflexive arguments.

4.	 To strengthen values that contribute toward 
instilling participative, respectful and free 
interaction with others, while maintaining a 
positive attitude towards the community and its 
members.

5.	 To promote a positive learning environment, so 
students can achieve high levels of excellence in 
English and Spanish.

6.	 To make students aware of their duties and rights in 
regard to themselves, their families, the community 
and their country. 

7.	  To promote respect for cultural diversity and its 
expressions.

8.	 To use technology as a tool in the teaching-
learning process.

National Elementary Section
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Description Of The National Elementary 
Program

This section provides the students with bilingual 
education following two programs, one in English and 
the other in Spanish.

In this program, each grade is divided into six equal 
heterogeneous parallels; each parallel having a maximum 
of 25 students.

Each parallel is managed by two teachers who are 
responsible for the Spanish and English programs, 
respectively.  Each level is complemented by the help 
of an assistant who supports teachers by providing 
individualized or group assistance for students. 

At this level, the technical-practical subjects offered are 
art, computers, science, sports and music.

Sixth Grade is part of the International Baccalaureate (IB) 
Middle Years Program (MYP).
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The National Secondary Section at the American School of 
Quito currently has around 750 students.

We provide bilingual, all encompassing education based on 
universal values, which allows students to reach academic 
excellence.

The curriculum maintains high standards in the 
development of cognitive competence and mental 
processes, as well as skills and ability based on the 
philosophy of the Middle Years Program and International 
Baccalaureate.

Our students receive support from the Director of 
College Counseling, in order to be able to get into and be 
successful at national and foreign universities.

The Secondary Section has two modules: the Middle 
Years Program (MYP) from seventh to tenth grade, also 
including sixth grade in the Primary Section; and the 
International Baccalaureate Program (IB) in eleventh and 
twelfth grade.

Objectives Of The Secondary Section 

a) 	 To strengthen knowledge that will allow the 
student to be part of and contribute to family and 
social life, and also develop a critical perception of 
national, continental and worldwide issues.

b) 	 To provide a high standard of bilingual education 
based on scientific and humanistic ideas, that will 
help the students to develop as global citizens.

The National Secondary Section
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c) 	To foment the awareness of freedom, solidarity, 
responsibility and participation as fundamental in 
helping to solve the country’s problems.

d) 	To allow the students to develop harmoniously 
as a whole in cognitive competence, mental 
procedures, ability and skills, that will in turn give 
the students a critical, contemplative and creative 
outlook.

e) 	 To integrate many elements into the orientation 
of the students to bring out their potential, and 
allow them to make conscious decisions, including 
the choice of their professional careers and future 
studies.

f) 	 To create opportunities for the students to learn 
to use their free time responsibly, becoming involved 
in scientific, social, physical, hands-on, artistic, 
sports and recreational activities, that allow for 
their self-realization.

g) To promote team work with the development of 
group activities that will prepare the students to 
look for solutions to national problems.

h) 	To encourage students to investigate and 
experiment  in order to be able to contribute 
effectively to the development of science and 
technology.

i) 	 To strengthen ecological awareness, allowing the 
students to be active in the care and protection of 
nature and resources.

j) 	 To prepare students more thoroughly in the area of 
science, which will be of benefit when they move on 
to higher education.
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The International Section at the American School of Quito 
was founded in 1973, its aim being to offer an international 
curriculum with English as the main language.

The International Section has approximately 300 students 
from Pre-kinder to twelfth grade. There are two parallels 
per grade level, each with about 17 students. This allows 
for individualized and interactive instruction, which 
takes into account the needs and learning styles of each 
student. In the Primary Section, students receive Spanish 
for eight hours a week.

Approximately 80% of the students in the International 
Section are Ecuadorian and 20% from other countries. The 
students currently enrolled in the section represent the 
global community of the following areas: United States of 
America, Ecuador, Latin America, Asia and Canada.

Since 1991, the curriculum has been based on the 
International Baccalaureate Program (IB), adapted to 
Ecuadorian reality, with English as the first language.

The section also follows the Advanced Placement Program.

SUPPORT PROGRAMS

Program for Instrumental Enrichment (PEI)•	
Peer mediation•	
Learning differences (LD)•	
English as a Second Language (ESL)•	
Spanish as a Second Language (SSL)•	
Extracurricular Academic Support (DALE)•	
Individualized Education Plan (IEP)•	

International Section
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The section offers courses in English and Spanish as a 
second language to those students who need support in 
either language. This option is available for up to four 
years, or until the students are ready to become fully 
emerged in their regular language classes.

The International Section has a Student Dean who helps 
the Director and Sub-director with discipline problems 
and scheduling. The Dean works in conjunction with 
students in making decisions and solving problems, and 
acts as a mediator for students in conflictive situations.
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The Middle Years Program has been designed for students 
whose ages range between 11 and 16, it begins in sixth 
grade and goes on until 10th grade.  It offers a system 
of teaching and learning that includes and extends the 
traditional approach to subjects.

General objectives of the MYP:

•	 To create an easy transition for students from the  
Elementary Section to High School during which 
they can develop a sense of identity, responsible 
group membership, ability to make   decisions, 
perform leadership roles, acquire critical thinking 
skills, and self-awareness.

•	 To offer a complete coherent curriculum especially 
designed for adolescents at a specific stage of 
development.

•	 To offer a curriculum that extends beyond the 
mere teaching of various subjects, emphasizing the 
inter-relationship and holistic nature of human 
knowledge.  This curriculum focuses on five areas: 
approaches to learning, community service, health 
and social education, the environment, and homo 
faber (man as an inventor and creator).

•	 To promote the development of an inter-
cultural awareness while fostering the genuine 
understanding of the student’s own history, 
culture and traditions.

•	 To offer a curriculum that prepares the student to 
perform successfully in the next academic stage.

Middle Years Program (Myp) 
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The program that the Secondary Section follows to 
prepare students for higher education is based on the 
curriculum for the National Baccalaureate, International 
Baccalaureate and the requirements of the Southern 
Association of Schools and Colleges. Although not all 
students take I.B. exams, the International Baccalaureate 
curriculum is the official curriculum for all subjects.

The program’s main objectives are the following:

•	 To equip students with the intellectual, social and 
educational tools they need to successfully face 
the academic and professional demands of the 21st 
century.

•	 To emphasize universal ideals and responsibility as a 
citizen, so that students will become sensitive and 
critical thinkers.

•	 To help students to become aware of social problems 
and problems in their community and offer 
solutions through the CAS program (Creativity, 
Action and Service).

•	 To follow an integrated, balanced and global 
curriculum and provide an atmosphere in which 
the student is able to successfully relate class 
experiences to real life.

The International Baccalaureate 
Diploma Program (I.B.)

Secondary Section
National and International
(Eleventh And Twelfth Grade)
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•	 To encourage the student to become an on-going 
investigator.

•	 To integrate into the core of the curriculum, moral 
values, aesthetic awareness, critical reasoning, 
the ability to use high technology and fluency in 
both students’ mother tongues and their second 
languages. 
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Mission:

The mission of the Guidance Department is to 
provide support and guidance in all areas of student 
development, to give students the opportunity to reflect 
and express themselves, in order to help them make 
responsible decisions in relation to themselves and their 
surroundings. This process involves students, parents, 
teachers and administrators.

Vision:

To work proactively towards the student’s global 
well-being, taking into account his or her individual 
characteristics. This is done through integrated 
prevention and intervention programs from Pre-kinder 
to twelfth grade, which take into account specific 
characteristics of the National and International 
Sections.

General Description:

The American School Guidance Department Section is 
made up of guidance counselors from the National 
and International Primary Sections and National and 
International Secondary Sections, and are coordinated by 
the Guidance Director.

The Role of the Guidance Counselor:

Is to offer emotional, affective, social and psycho 
pedagogical support to the students while working across 
subject areas..

National And International Elementary

Guidance Departments
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Functions and Responsibilities:

•	 To develop a process whereby they get to know 
the students, and give them support, being sure to 
follow up on them.

•	 To carry out school entry evaluations.

•	 To help students with process of change when 
starting school, during the transition between 
Preschool and Primary School and the Primary and 
Secondary Sections, and also when  leaving school.

•	 To pass on  information obtained by doing follow 
ups on the students and analyzing individual cases 
to the next guidance counselor.

•	 To do psychological evaluations and interventions.

•	 Whenever necessary, to provide relevant 
information at meetings with teachers and 
administrators in relation to students’ emotional 
or family affairs or their health.

•	 To coordinate with Support Program personnel in 
the creation of individual plans for students with 
learning differences (IEPs), and develop strategies 
and training for the teachers.

•	 To give feedback to teachers about how to handle 
students  emotionally on an individual and group 
level.

•	 To foment and support team work for the student’s 
benefit.

•	 To gain information from professionals like 
clinical psychologists, educational psychologists, 
psychiatrists, and neurologists, among others.
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•	To keep the on-going record for each student up to 
date.

•	To develop group guidance programs related to sex 
education, feelings and emotions, values, interpersonal 
relationships, conflict management, the prevention 
of violence and bullying, the use and abuse of alcohol 
and drugs, eating disorders, and vocational and 
professional orientation.

•	To organize meetings, conferences and workshops 
for parents about important topics related to their 
children’s upbringing.

•	To provide information and help students to make 
decisions about special programs like IB, electives, MUN, 
NHS, Conflict Mediation, Community and Service, and  
leadership, among others.

•	To provide training for teachers about guidance 
related themes and others.

•	To help place students in different parallels.
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National Elementary

Language Therapy

For preschool children who have difficulties with their 
receptive or expressive language; students are treated by a 
language therapist.

Tutoring Program

The Tutoring Program is intended to stimulate and 
strengthen areas of difficulty in preschool children. It is 
offered twice a week, from 07h55 to 08h45 and is managed by 
preschool teachers and the section coordinator.

Individualized Help

This program is implemented from preschool through sixth 
grade; it provides support strategies for students with 
learning differences and is managed by expert professionals. 
It is supervised by the academic coordinators.

International Elementary

These support programs are placed under the direction 
of specialists who address learning differences (LD) and 
English as a Second Language (ESL).

When deemed necessary, individualized academic programs 
are designed which involve the entire professional team.

The Instrumental Enrichment Program is offered in certain 
grades.

Support  Programs
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International Secondary

Learning Differences (LD)

The Learning Differences Program is part of the philosophy 
of the International Section which aims to offer 
individualized instruction and support to all its students. 

The objectives of the program are:

1. 	 To give students emotional and academic support to 
enable them to develop adequate learning skills.

2. 	 To help students to develop a positive self-image 
by helping them to understand and accept their 
difficulties.

3. 	 To teach the students in this program to use their 
strengths to compensate for their differences.

EIn the Learning Differences Program we work with 
students who have had an on-going difficulty since 
preschool, as well as those who have been referred by 
their teachers during the school year. Students enter the 
program depending on the results of evaluations done 
by the educational psychologist and recommendations 
given. Decisions are made in the best interest of the 
student between the Guidance Department, teachers, and 
Administration.

In cases which require further support, an Individualized 
Education Program (IEP) is developed,  taking into account 
the special needs of the student.

English as a Second Language (ESL)

The objective of this program is to give students support 
in improving their English language skills. Our aim is 
to insert each student into the mainstream English 
classroom by eleventh grade, or as soon as possible.
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ESL is a language support program for students between 
seventh and tenth grade. It is offered in place of the 
mainstream English class to students who need extra help 
with their listening, speaking, reading and writing skills in 
English. Support is given in grammar, reading, writing and 
vocabulary. The material covered follows the mainstream 
English program, but the content is adapted according to 
the students’ needs and ability.

Students are placed in the ESL Program according to the 
following criteria:

1. Recommendation by the English teacher.
2. Performance in the mainstream English class.
3. The results of the ESL evaluation (IDEA Proficiency 
Test)

Spanish as a Second Language (SSL)

The aim of the SSL Program is to prepare the student to join 
the mainstream Spanish language and literature class as 
soon as possible.

This program is attended by students who have difficulty 
with the Spanish language, either because it is not their 
mother tongue, because they have not previously received 
Spanish classes at foreign schools, and/or because of special 
learning requirements.  Potential students are given a 
diagnostic test and enter the program with a report from 
each teacher about their areas of greatest difficulty and 
those that need further development.

The SSL Program helps students to develop their reading 
and writing skills, to use grammatical structures correctly 
in written work, to apply knowledge of technology in 
their assignments, to do oral and written summaries, and 
to improve their listening and speaking skills.
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Students are evaluated using the same standards and 
benchmarks that are used by the teachers in the mainstream 
Spanish language and literature class. The student’s oral 
and written performance is also evaluated according to 
Middle Years Program (MYP) criteria, with rubrics that 
have been specially developed according to the student’s 
capacity and the specific objectives being focused on.

A program is offered by the school to give guidance in 
gaining admission to international universities.  The 
college counselors involved cover all aspects of the 
admissions process with students and their parents: 
entry exams, recommendation letters, grades and making 
applications, among others. After completing the process, 
they hold guidance meetings for parents and students who 
plan to study abroad. Subsequently, they do a follow up on 
the students during their first year at university.

UNIVERSITY GUIDANCE
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At the American School of Quito the evaluation system is 
based on student performance as a whole which shows 
his or her development in the learning process.  Its main 
objective is to tailor teaching to the personal needs of the 
student in relation to his or her growth.

The Preschool And Elementary Sections

Diagnostic evaluation which provides information 
on the cognitive level, skills and abilities of each student.

On-going formative evaluation which helps to 
determine both  progress and difficulties, in order to 
modify strategies and give support

Summative evaluation to determine if the proposed 
educational objectives have been reached	

Standardized evaluations to measure progress

In this process the following are used:

Portfolios•	
Anecdotal records•	
Permanent evaluation and observations•	
Rubrics•	

Evaluation Criteria In Preschool

ocio-Emotional Area and Work Habits

CT		  Consistently
F		  Frequently
O		  Occasionally
NY		  Not Yet

Evaluation System
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Basic Areas

ME		  Meets expectations
WS		  Works satisfactorily
SI		  Shows Improvement
RR		  Requires Reinforcement
AS		  Acquisition Stage

Evaluation Criteria In Primary And Secondary
          		
			   A+          		  96   -   100            
            		  A            		  90   -   95
                    	 B+          		  85   -   89
                    	 B            		  80   -   84
			   C+          		  75   -   79
                    	 C            		  70   -   74
                    	 D            		  65   -   69
                    	 F             		  64   o menos

Students are required to obtain a minimum academic 
annual average of D, equivalent to 65/100 for promotion 
to the next immediate grade.  If this minimum is not met, 
they must repeat the grade year.

At the end of each trimester in Primary, or partial and 
semester  in Secondary, report cards will be presented to 
parents during the course of personal interviews.  Report 
cards contain a qualitative analysis and quantitative 
assessment of the learning process for each student. 
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Grade Scale For Secondary

 

Suma 2 
Semestres

Examen 
Final

Promedio 
M’nimo de 
Promoci—n

Ex. 
Suplet

orio
Suma 2 

Semestres Examen Final

Promedio 
M’nimo de 
Promoci—n Ex. Supletorio

105
Pierde el 

a–o 53 157 65 75 65
106 99 65 99 158 65 76 65
107 98 65 98 159 65 76 65
108 96 65 96 160 65 76 65
109 95 65 95 161 65 77 65
110 93 65 93 162 65 77 65
111 92 65 92 163 65 77 65
112 90 65 90 164 65 78 65
113 89 65 89 165 65 78 65
114 87 65 87 166 65 79 65
115 86 65 86 167 65 79 65
116 84 65 84 168 65 79 65
117 83 65 83 169 Exonerado 85
118 81 65 81 170 Exonerado 85
119 80 65 80 171 Exonerado 86
120 78 65 78 172 Exonerado 86
121 77 65 77 173 Exonerado 87
122 75 65 75 174 Exonerado 87
123 74 65 74 175 Exonerado 88
124 72 65 72 176 Exonerado 88
125 71 65 71 177 Exonerado 89
126 69 65 69 178 Exonerado 89
127 68 65 68 179 Exonerado 90
128 66 65 66 180 Exonerado 90
129 65 65 65 181 Exonerado 91
130 65 65 65 182 Exonerado 91
131 65 65 65 183 Exonerado 92
132 65 66 65 184 Exonerado 92
133 65 66 65 185 Exonerado 93
134 65 67 65 186 Exonerado 93
135 65 67 65 187 Exonerado 94
136 65 67 65 188 Exonerado 94
137 65 68 65 189 Exonerado 95
138 65 68 65 190 Exonerado 95
139 65 68 65 191 Exonerado 96
140 65 69 65 192 Exonerado 96
141 65 69 65 193 Exonerado 97
142 65 70 65 194 Exonerado 97
143 65 70 65 195 Exonerado 98
144 65 70 65 196 Exonerado 98
145 65 71 65 197 Exonerado 99
146 65 71 65 198 Exonerado 99
147 65 71 65 199 Exonerado 100
148 65 72 65 200 Exonerado 100
149 65 72 65
150 65 73 65
151 65 73 65
152 65 73 65
153 65 74 65
154 65 74 65
155 65 74 65
156 65 75 65

ESCALA DE CALIFICACIONES
2003-2004
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1.	 Each semester grade is over 100 and is worth 37.5% 
of the qualification for the year. The two semesters 
make up 75% of the grade, and  the final exam or exam 
done at the end of summer school, if necessary, makes 
up 25% of the grade.

2. 	 Each 100 point qualification is made up of the 
following grades:

Note: The first and second partials correspond to 8 weeks 
of class. The grade comes from the evaluation of projects, 
tests, essays, homework, group work, research projects, 
field trip assignments, class projects, the use of materials, 
expositions, reading tests, labs and projects incorporating 
different subject areas. The third partial corresponds to 
the semester exam.

3.   Students with a total of 169 to 200 points from the 
two semesters  will be exonerated, and their average 
will be the grade that they were exonerated with. 
Students who wish to improve their average may do 
the final exam. The grade on this exam will only be 
made valid if it is higher than the previous average.

4. 	 Students who obtain an accumulated score of 
between 106 and 168 will do a final exam. The 
required grade can be seen on the above table, the 
grade needed to pass  being a minimum of 65, going 
gradually up to 100, depending on the accumulated 
score for the two semesters.

5. 	 Students who do not obtain the required score in 
the final exam have the option of attending Summer 
School, after which they will be required to do 
another exam. This exam grade will replace the grade 
on the final exam.

First partial   40%

Second partial   40%

Third partial or semester exam   20%

100%
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6.	 Parents who want their children to attend Summer 
School should enroll them at the Secretary’s Office 
in order to reserve a place during the set dates.

	 Under no circumstances will Summer School exam 
dates be changed.

7. 	 Students fail the year in the following cases:

a. Before final exams if their accumulated score is 
105 or less.

b. After final exams or Summer School exams if 
their final grade is 64 or less.

8.  The passing grade for Summer School exams is at least 
65.

Strategies For Students’ Academic 
Improvement

Elementary

With the purpose in mind of aiding students in achieving 
the academic standards required by our school, the 
following strategies will be applied, as deemed necessary:

1.   Those students, who do not meet an academic 
average grade of 70/100 per trimester will receive a 
“Recommendation for Academic Improvement Notice” 
along with the report card.

2.	 If by the end of the school year, the student’s 
academic performance does not reach a minimum 
academic average of 70/100, he/she will receive a 
“Conditional Letter”.  This letter will stipulate
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     that the student will have to maintain a minimum 
academic average of 75/100 throughout the 
following school year.  If the student is unable to 
do so, he will fail the year or will have to leave the 
school.

3.	 Students who fail to reach a minimum academic 
average of 65/100 for the year will not be promoted.

4.	 Sixth grade students who are promoted to seventh 
grade with a Conditional Letter will adhere to the 
regulations in effect for the Secondary Section.

SECONDARY

The parents of those students whose academic or discipline 
grades for the partial are below 70/100, will be called into 
school by the corresponding vice rector.

Teachers will also meet with those parents who wish to 
know about their child’s performance but who have not 
been called in.

Students who have not obtained an academic grade 
average of 65/100 for the year will not be promoted to the 
following grade.

American School students may only repeat one year in 
Preschool, one in Elementary, and one in Secondary.
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DISCIPLINARY ASPECTS
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Student Discipline Policy for the 
Primary Section

CHAPTER 1. AREA OF APPLICATION 
AND RIGHTS

Art. 1 Area of Application.- These regulations  apply 
to primary students at the American School of Quito 
within the school campus and the adjoining areas within 
a radius of 100m. They are also applicable on school 
transport, at social, academic or sports activities organized 
or sponsored by the institution, and at activities organized 
by other institutions in which the school is participating.

Art. 2 Students’ Rights.- Students are entitled to:

2.1	Respect from their peers, teachers, authorities, and 
school personnel,

2.2	Equal and fair opportunities regardless of gender, 
race, nationality, religion and ideology or physical 
and intellectual abilities.

2.3 	Be heard and informed by their teachers, authorities, 
and school personnel in regard to their 
performance.

2.4  Appreciation and motivation based on their 
individuality.

2.5 	Assistance in their special needs.

2.6 	An enriching academic environment, which 
stimulates interest and encourages excellence.

2.7 	Support and guidance in the exercise of proper 
leadership.
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CHAPTER II. LEVELS OF DISCIPLINE 
MANAGEMENT

Art. 3.- Discipline enforcement levels are:- 

3.1 	Teachers: they should manage discipline inside 
and outside the classroom and during different 
activities that they are in charge of. They should 
develop opportune prevention strategies  to avoid 
any escalation in inappropriate behavior.

3.2 	Coordinators: two in the National Section and 
one in the International Section. They have the 
faculty to adopt preventive and corrective measures 
in discipline management as outlined by these 
regulations.

3.3 	The Primary Director who is to analyze and apply 
the procedures outlined regarding action to be 
taken in the case of serious and grave faults.

3.4 	The Technical Council which  has the authority 
to analyze and adopt disciplinary measures with 
regard to any of the faults outlined in these 
regulations, or those that are not specified, be they 
extremely serious or not. 
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Chapter iii. Faults And Consequences

Art. 4  Minor misbehavior: 

4.1 	Lack of courtesy and good manners.

4.2 	Failure to respect timetables and set dates.

4.3 	Coming to class without the necessary materials.

4.4 	Failure to wear the complete school uniform either to 
school or to other activities where this is required by 
teachers or school authorities.

4.5 	Bringing and using electronic equipment or any other 
articles that could interrupt normal class activities 
when in the classroom or any other area where they 
are prohibited.

Art. 5 Consequences of minor misbehavior: Any 
student who commits a minor fault will receive one or more 
of the following consequences:

5.1 	Private admonition by teacher to help the student 
reflect on the fault committed.

5.2 	Work on an assignment leading to reflection.

5.3 	Interview with respective coordinator.

5.4 	Written or phone notification to parents.

In addition to the consequence applied, the student will 
receive a reduction of up to ten (10) points in his/her 
conduct grade for the trimester in English and Spanish.
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Art. 6.- Serious misbehavior:  

6.1 	Disrespect or rebelliousness when being admonished 
or corrected by school authorities or teachers.

6.2 	Use of inappropriate language or gestures.

6.3 	Misbehaving during activities and events organized 
or sponsored by the school, or which the school is 
participating in elsewhere.

6.4  Leaving class without permission. 

6.5  Damaging school property or that of others.

6.6  Copying  in exams or allowing others to copy you.

6.7 	Interfering with communication with parents or 
guardians.

Art. 7.- Consequences of serious misbehavior.- 
Students who incur in this type of faults will receive one 
or several of the consequences listed below:

7.1 	Admonition  by the Elementary director. 

7.2 	Notification  to the student’s parents by the 
director’s office.

In addition to the consequences applied, the student will  
receive a reduction of up to twenty (20) points in his/her 
conduct grade for the trimester in English and Spanish.
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Art. 8.- Grave offenses or misbehavior.- Se 
considerarán faltas muy graves, las enunciadas  a 
continuación:

8.1 	To instigate attacks on others or attack others 
verbally, physically or in writing.

8.2 	Bullying*

8.3 	Stealing or being involved in the theft of school or 
other people’s property.

8.4 	Altering or destroying grades or any other type of 
document.

8.5 	Forging signatures

8.6 	Leaving the school without authorization, or 
abandoning any activity organized or being 
attended by the school.

8.7 	Bringing or bearing objects and materials that may 
pose a threat to the integrity and security of the 
student and/or other people.

8.8 	Plagiarism.
2

Art. 9.-  Consequences of grave misbehavior.- 
Students who incur in this type of faults will receive one 
or several of the consequences listed below:

9.1 	Summoning the student’s parents to the director’s 
office. 

9.2 	Letter of warning of separation from school.

9.3 	Separation from school.

1 Bullying is defined as systematic aggressive behavior towards another person, be it direct or indirect. It 
includes but is not restricted to: verbal pressure, threats or insults, physical abuse, indifference, rejection or 
blackmail.
2  Plagiarism is the presentation of partial or complete ideas or words as if they were your own, be it 
verbally or in writing.
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In addition to consequence applied, the student will 
receive a reduction of up to thirty (30) points in his/her 
conduct grade for the trimester in English and Spanish.

Art. 10.-  Repetition of faults.- If a students repeats 
the same misbehavior, the consequence for a more serious 
fault could be applied.

Art. 11.-  Unspecified faults .- Faults that are not 
specified will be analyzed and dealt with by the Technical 
Council.

Art. 12.-  Acceptation on the part of parents or 
guardians.- All disciplinary resolutions adopted by the 
director or coordinators will be considered valid and in 
force even if the student’s parents or guardians are not in 
agreement.

Art. 13.- Disciplinary Strategies.- The necessary 
measures and strategies will be enforced whenever students 
do not attain the level of discipline required by the school: 

Art. 14.-  Warning notice.- Students who have a 
disciplinary average below 70/100, either in English or 
Spanish, will receive a “Warning Notice” along with their 
report cards.

Art. 15.-  Conditional Letters.- Students who at the 
end of the school year have an annual discipline average 
below 70/100 will receive a “Conditional Letter”.

This letter means that the student will have to attain a 
minimum discipline grade of 80/100 during the following 
school year and meet the recommendations established in 
the letter.  Otherwise, he/she will have to leave the school.
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The Technical Council can give a Conditional Letter in 
the course of the school year if this is considered an 
appropriate corrective measure for any fault, be it covered 
in these regulations or not.

Sixth grade students, who are promoted to seventh grade 
with a Conditional Letter in discipline, will adhere to 
regulations in effect for the Secondary Section.    

Art. 16.-  Letter of Warning of Separation from 
School.- If a student incurs in a fault considered as a 
“Grave Misbehavior,” he/she may receive a “Letter of Warning 
of Separation from School”, as well as any of the other 
consequences detailed in article 9.

This document will be signed by the section director, and be 
delivered to the student’s parents or guardians. 

Art. 17.-  Final Letter of Separation from 
School.- In the event that a student incurs in a fault 
considered as “Extremely Grave”, even if it is for the first 
time, the Technical Council may request the student’s 
immediate separation from school.

If a student incurs in a very serious fault for a second time, 
he or she may be asked to leave school permanently.
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Chapter iv. Student Absences, 
Lateness or Leave

Art. 18.-  Justified Absences.- Justified absences are 
those due to illness, distressful family events, or those 
planned ahead of time.

Whenever a student is absent for a day or two, the parents 
will have to send a written note addressed to the teacher, 
explaining the reason for the absence.

Cuando el estudiante se ausente por uno o dos días, el padre 
de familia o representante deberá enviar una nota escrita al 
profesor de aula, explicando las causas de la ausencia.

Art. 19.- Student Absences for more than Two 
Days.- In the event, the absence amounts to three days or 
more, the following procedure should be followed:

19.1 Parents should explain the reasons for the absence 
in writing to the Elementary principal or the 
International coordinator, respectively.

19.2	 Parents or guardians should personally contact 
the teachers to seek information regarding how the 
student can make up work missed.

Art. 20.- Unjustified Absences.- Son faltas 
injustificadas las siguientes:

20.1 	Absences that are not due to illness, distressful family 
or emergency events, or have not been planned ahead 
of time..

20.2	 A student’s absence without proper notification or 
justification from parents.
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Art. 21.- Attendance reports.-  Student absences 
should be reported daily by the homeroom teacher during 
the first five minutes of class.

Art. 22.- Tardiness.-  Late students should be sent to 
the Primary Office where they will be given a justification 
slip in order to be able to go into class. Parents will be 
informed of the late arrival by the office.

Art. 23.- Students’ leave.- Any student sent to the 
Medical Department or the office should carry a slip signed 
by the teacher, which shows the time and reason that he/
she left the classroom. On returning to the classroom, the 
student should hand in the slip signed by the person who 
assisted him/her and showing the time that he/she was sent 
back.

Art. 24.- Official Permission Slip.- Students will not 
be allowed to leave school if the official permission slip is 
not filled in by the Primary Office, the homeroom teacher 
and parent. This slip will be retained by security personnel at 
the main door. 

Only parents or guardians may request that their children 
be allowed to leave early.

Art. 25.- Failing the School Year.- Those students 
who have been absent for more than 25% of the time will 
automatically fail the school year.
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Chapter I. Area of Application and 
Rights

Art. 1.- Area of Application.- These regulations  
apply to primary students at the American School of 
Quito within the school campus and the adjoining areas 
within a radius of 100m. They are also applicable on school 
transport, at social, academic or sports activities organized 
or sponsored by the institution, and at activities organized 
by other institutions in which the school is participating.

Art. 2.- Students’ Rights.-  Students are entitled to:

2.1 	Respect from their peers, teachers, authorities, and 
school personnel,

2.2 	Equal and fair opportunities regardless of gender, 
race, nationality, religion and ideology or physical 
and intellectual abilities.

2.3 	Be heard and informed by their teachers, authorities, 
and school personnel in regard to their 
performance.

2.4  Appreciation and motivation based on their 
individuality.

2.5 	Assistance in their special needs.

2.6 	An enriching academic environment, which 
stimulates interest and encourages excellence.

2.7 	Support and guidance in the exercise of proper 
leadership.

Rules for Student Discipline
Secondary Section
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Chapter ii. Levels Of Discipline 
Management

Art. 3.- Discipline enforcement levels are:

3.1 	Teachers: they should manage discipline inside 
and outside the classroom and during different 
activities that they are in charge of. They should 
develop opportune prevention strategies  to avoid 
any escalation in inappropriate behavior.

3.2 	Vice rectors: two in the National Section and 
one in the International Section. They have the 
faculty to adopt preventive and corrective measures 
in discipline management as outlined by these 
regulations.

3.3 	Teacher meetings where student discipline will be 
analyzed and evaluated.

3.4 	Both the rector of the National Section and 
Director of the International Section have the 
faculty to enforce the disciplinary consequences 
set out in these regulations within their respective 
areas.

3.5 	The Technical Council which  has the authority 
to analyze and enforce disciplinary measures with 
regard to any of the faults outlined in these 
regulations, or those that are not specified, be they 
extremely serious or not. 
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Chapter iii. Faults And Consequences

Art. 4.-  Minor misbehavior.- 

4.1 	Lack of courtesy and good manners.

4.2 	Failure to wear the complete school uniform either to 
school or to other activities where this is required by 
teachers or school authorities.

4.3 	Doing different activities in the classroom to those 
that have been given by the teacher.

4.4 	Inadequate use of school materials.

4.5 	Coming to class without the necessary materials.

4.6 	Using electronic equipment or any other articles that 
could interrupt normal class activities when in the 
classroom, at official events, or in  any area where 
they are prohibited.

Art. 5.- Consequences of minor misbehavior.- If 
a student commits a minor fault, his or her parents will be 
informed either verbally or in writing, and the student will 
receive one or more of the following consequences:

5.1 	Private admonition by teacher to help the student 
reflect on the fault committed.

5.2 	Work on an assignment leading to reflection.

5.3 	Interview with respective vice rector.
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In addition to the consequence applied, the student will 
receive a reduction of up to ten (10) points in his/her 
conduct grade for the partial or semester.

Art. 6.-  Serious misbehavior.- 

6.1 	Not telling the truth.

6.2 	Misbehaving during activities and events organized 
or sponsored by the school, or which the school is 
participating in elsewhere.

6.3 	Smoking.

6.4 	Failure to respect established timetables and set 
dates.

6.5 	Disrespect or rebelliousness when being admonished 
or corrected by school authorities or teachers.

6.6  Damaging school property or that of others.

6.7 	Use of inappropriate language or gestures.

6.8 	Leaving or failing to attend class without 
permission. 

6.9 	Interfering with communication with parents or 
guardians.

Art. 7.-  Consequences of serious misbehavior.- If 
a student incurs in this type of  fault, his or her parents 
will be informed either verbally or in writing, and 
the student will receive one or more of the following 
consequences:

7.1	Admonition by the Rector in the case of the National 
Section or Director in the case of the International 
Section. 
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7.2	A Conditional Letter in discipline.

In addition to the consequences applied, the student will  
receive a reduction of up to twenty (20) points in his/her 
conduct grade for the partial or semester.

Art. 8.-  Grave Offenses or Misbehavior.- Se 
consideran faltas muy graves, las citadas a continuación:

8.1 	Stealing or being involved in the theft of school or 
other people’s property.

8.2 	Bullying
1

8.3 	Forging signatures

8.4 	Intentionally copying exams or any other piece of 
work, or allowing your work to be copied.

8.5 	Altering or destroying grades or any other type of 
document.

8.6 	Consuming or having in your possession alcohol 
and/or prohibited substances in the area stipulated 
in article 1 above.

8.7 	Contravention of the policy, protocol and 
regulations for prevention of the use of prohibited 
substances. This fault will be sanctioned as 
established in the Regulations to Avoid the Use and 
Abuse of Alcohol, Drugs and Narcotics.

8.8 	Bringing or bearing objects and materials that may 
pose a threat to the integrity and security of the 
student and/or other people.

8.9 	To instigate attacks on others or attack others 
verbally, physically or in writing.

1 Bullying is defined as systematic aggressive behavior towards another person, be it direct or indirect. It 

includes but is not restricted to: verbal pressure, threats or insults, physical abuse, indifference, rejection or 

blackmail.
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8.10 	To contravene the Policy for the Use of Internet and 
Computer Equipment at school.

8.11 	Contravention of the Policy for Copyright.

Art. 9 Consequences of Grave Misbehavior.- If a 
student incurs in this type of  fault, his or her parents will 
be informed either verbally or in writing, and the student 
will receive one or more of the following consequences:

9.1 	Letter of Warning of Separation from School.

9.2 	Immediate separation from school.

9.3 	Refusal for enrolment for the next school year.

9.4 	Permanent separation from school.

9.5 	Consequences established by the Ecuadorian judicial 
system.

In addition to consequence applied, the student will 
receive a reduction of up to thirty (30) points in his/her 
conduct grade for the partial or semester.

Art. 10.- Students with a Conditional Letter in discipline 
or Letter of Warning of Separation from School will not 
be allowed to represent the school, or their classmates, at 
any event, nor will they be able to receive the distinctions 
or awards stipulated in the Rules concerning Meritorious 
Awards.

Art. 11.- If a students repeats the same misbehavior, the 
consequence for a more serious fault could be applied.

Art. 12.-  Unspecified faults.- Faults that are not specified 
will be analyzed and dealt with by the Technical Council.
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Art. 13.-  A Conditional Letter in discipline may be removed 
if the student obtains a minimum of eighty (80) points in 
discipline and it is recommended at the grade level meeting.

Art. 14.- A Letter of Warning of Separation from School 
may be removed if the student obtains a minimum of eighty 
(80) points in discipline and it is recommended at the grade 
level meeting.

Art. 15.-  Acceptation on the part of parents or 
guardians.- All disciplinary resolutions adopted by the 
director or coordinators will be considered valid and in 
force even if the student’s parents or guardians are not in 
agreement.

Art. 16.-  Warning notice.- Students who have a 
disciplinary average below 70/100 for the semester, will 
receive a “Warning Notice” along with their report cards.

Art. 17.-  Conditional Discipline Letters.- 
Students who at the end of the school year have an annual 
discipline average below 70/100 will receive a “Conditional 
Letter”.

This letter means that the student will have to attain a 
minimum discipline grade of 80/100 during the following 
school year and meet the recommendations established in 
the letter.  Otherwise, he/she will have to leave the school.

The Directive Council can give a Conditional Letter in 
the course of the school year if this is considered an 
appropriate corrective measure for any fault, be it covered 
in these regulations or not.
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Art. 18.-  Letter of Warning of Separation from 
School.- If a student incurs in a fault considered as a 
“Grave Misbehavior,” he/she may receive a “Letter of Warning 
of Separation from School”, as well as any of the other 
consequences detailed in article 9.

This document will be signed by the section director, and be 
delivered to the student’s parents or guardians. 

 Art. 19.-  Final Letter of Separation from 
School.- In the event that a student incurs in a fault 
considered as “Extremely Grave”, even if it is for the first 
time, the Technical Council may request the student’s 
immediate separation from school.

If a student incurs in a very serious fault for a second time, 
he or she may be asked to leave school permanently.

Chapter iv. Student Absences, Lateness 
or Leave

Art. 20.-  Justified Absences.- Justified absences are 
those due to illness, distressful family events, or those 
planned ahead of time.

Parents or guardians should send a written justification of 
the student’s absence to the Secondary National secretary 
maximum one day after the student’s return to school.

In the case of a planned absence, the parents or guardians 
should send a written communication to the National 
Rector’s office or International Director’s office.

Art. 21 Unjustified Absences.- These include:

21.1 	 Absences that are not stipulated in article 20.

21.2 	 A student’s absence without proper notification 
            or justification from parents.
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Art. 22.- Attendance reports:
Student absences should be reported daily by the teachers 
at the beginning of each class period.

Art. 23.- Tardiness: 
Late students should report to the Secondary Office where 
they will be given a justification slip in order to be able to 
go into class. 

Art. 24.- Students’ leave:
Any student sent to the Medical Department or the office 
should carry a slip signed by the teacher, which shows 
the time and reason that he/she left the classroom. On 
returning to the classroom, the student should hand in 
the slip signed by the person who assisted him/her. 

Art. 24.- Official Permission Slip:
Students will not be allowed to leave school during class 
hours if the official permission slip is not filled in by the 
secretary at the Rector’s office. Only parents or guardians 
may request that their children be allowed to leave. This 
should be done one day ahead of time.

Art. 25.- Failing the School Year:
According to the Law of Education, those students 
who have been absent for more than 25% of the time will 
automatically fail the school year.
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Awareness: This criterion refers to the student’s ability 
to demonstrate: awareness of expectations for appropriate 
behavior and awareness of the expected product  of his 
or her effort and work, awareness of and respect for self 
and others in the classroom community, awareness of and 
respect for the property and rights of others, awareness 
of the environment and the community and his or her 
personal role in that community.

Note: Teachers should use only the relevant elements of 
the descriptors when assessing the student.

Attitudes Assessment Criteria

Discipline
rubric

Level of 
achievement

MYP
DESCRIPTOR

-59 0
Student has not reached a 
standard described by the 
descriptors.

60-69 1

POSITIVE PARTICIPATION: 
•	 Does not make an effort 
to participate in class 
activities or events.

RESPECT: 
•	 Demonstrates no 
awareness and exhibits 
disrespect towards members 
of the school community 
and classmate.
•	 Is intolerant towards 
individual differences and 
has little empathy. 
•	 Does not respect private 
property.
•	 Uses inappropriate 
vocabulary.
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Nota de 
disciplina

Level of 
achievement

MYP

DESCRIPTOR

1

CIVIC DUTY:  
•	 Is unaware of what is expected 
regarding assembly behavior, 
use of uniform and singing of 
anthems.

HONESTY:  
•	 Has demonstrated academic 
dishonesty and has not been 
truthful in a consistent 
manner.

70-79 2

POSITIVE PARTICIPATION: 
•	 Occasionally participates 
in class activities and other 
events.

RESPECT: 
Makes some attempt to •	
demonstrate awareness. 
There have been incidents •	
where student has shown 
disrespect towards members 
of the school community, 
classmates, or private 
property. 
Demonstrates little •	
tolerance towards individual 
differences and has little 
empathy. 
Doesn’t always use appropriate •	
vocabulary.

CIVIC DUTY:
Does not display a clear •	
knowledge of what is 
expected regarding assembly 
behavior, use of uniform and 
singing of anthems. 
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Discipline
rubric

Level of 
achievement

MYP

DESCRIPTOR

80-89 3

POSITIVE PARTICIPATION:   
Usually participates in class •	
activities and other events

RESPECT: 
Is generally respectful •	
towards members of the 
school community, classmates 
and property. 
Is tolerant towards •	
individual differences. 
Uses appropriate vocabulary.•	

CIVIC DUTY: 
Demonstrates awareness of •	
what is expected of him or her 
regarding assembly behavior, 
use of uniform and singing of 
anthems.

90-100 4 

POSITIVE PARTICIPATION: : 
Always participates in class and 
in other events actively and 
productively.

RESPECT:  
•	 Is always respectful towards 
all members of the school 
community, tolerant towards 
individual differences and 
consistently displays empathy. 
Respects private property, 
•	 Consistently demonstrates 
an attitude of self-respect 
including the use of appropriate 
vocabulary.

CIVIC DUTY: 
•	 Is consistently respectful 
during civic duties in and 
outside school. 
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Discipline
rubric

Level of 
achievement

MYP

DESCRIPTOR

•	 Always wears the uniform 
correctly as described in the 
student’s manual.  
•	 Sings the anthems with respect 
and behaves appropriately during 
assemblies and civic events.

HONESTY: 
•	 Student always demonstrates 
honesty in academic work. Is 
always truthful to himself and 
others.

Discipline
rubric

Level of 
achievement

MYP
DESCRIPTOR

rubric 0
Student has not reached a 
standard described by any of the 
descriptors given below

 60-69 1

ASSUME RESPONSIBILITY FOR MY 
ACTIONS AND OUTCOMES: 

•	 Assumes little or no 
responsibility for his or her 
actions and lacks interest in 
improving behavior. 
•	 Has difficulty interacting 
with others in a positive 
manner.

B. RESPONSIBILITY / ACTION: This criterion refers to 
the students’ ability to: take responsibility for his or her 
behavior and its consequences, engage in decision-making 
processes and take actions that lead to the desired results, 
interact with others within the community and make 
decisions and take action for the environment.
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Discipline
rubric

Level of 
achievement

MYP
DESCRIPTOR

•	 Regularly disrupts class.  
•	 Has a difficulty with 
punctuality and coming to 
class prepared.

TAKES CARE OF CLASSROOM 
AND SCHOOL PROPERTY: 
•	 Rarely takes actions 
considering the community and 
the environment.

USE OF TIME: 
•	 Rarely manages time wisely.  
•	 Displays lack of interest or 
pride in their work

70-79 2

ASSUME RESPONSIBILITY FOR MY 
ACTIONS AND OUTCOMES:  

•	 Does not always assume 
responsibility for his or her 
actions, which can lead to 
negative results. 
•	 Has difficulty interacting 
with others in a positive 
manner, disrupts the work and 
progress of the community.  
•	 Sometimes has difficulty with 
punctuality and/or coming to 
class prepared.

TAKES CARE OF CLASSROOM AND 
SCHOOL PROPERTY: 

•	 Makes some attempt to 
take actions considering 
the community and the 
environment.
USE OF TIME: 
•	 Does not always manage time 
wisely.
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Discipline
rubric

Level of 
achievement

MYP

DESCRIPTOR

80-89 3

ASSUME RESPONSIBILITY FOR MY 
ACTIONS AND OUTCOMES:

•	 Comes prepared to school, 
•	 works in class, 
•	 completes work on time and is 
punctual. 
•	 Interacts with others in a 
positive manner 

TAKES CARE OF CLASSROOM AND 
SCHOOL PROPERTY: 

•	 Takes actions that benefit the 
environment, such as placing 
garbage in the trashcan.

USE OF TIME: 
•	 Uses time wisely.

90-100 4

ASSUME RESPONSIBILITY FOR MY 
ACTIONS AND OUTCOMES: 

•	 Always comes prepared to 
school, 
•	 works in class, 
•	 completes work on time and is 
punctual. 
•	 Always interacts with others 
in a positive manner and is 
a positive role model in the 
community.

TAKES CARE OF CLASSROOM AND 
SCHOOL PROPERTY: 

•	 Consistently takes actions 
that benefit the environment, 
such as placing garbage in the 
trashcan.

USE OF TIME:  
•	 Always uses his or her time 
wisely
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Discipline
rubric

Level of 
achievement

MYP

DESCRIPTOR

-59 0
The student has not reached a 
standard described by any of the 
descriptors given below

60-69 1

EFFORT:
•	 Makes little or no attempt 
to reflect on his or her effort, 
learning and attitudes.  
•	 Is unwilling to recognize or 
correct negative actions.

EVIDENCE: 
•	 Demonstrates little or no 
attempt to improve attitude/ 
actions based on reflection and 
feedback.

70-79 2

EFFORT:
•	 Makes little attempt to reflect 
on his or her effort, learning 
and attitudes.  
•	 Sometimes has difficulty in 
recognizing or correcting 
negative actions.

EVIDENCE: 
•	 Demonstrates little attempt to 
improve attitude/ actions based 
on reflection and feedback

C.  REFLECTION: This criterion refers to the 
student’s ability to engage in reflection and demonstrates 
improvement in: his or her working behaviors, his or her 
strengths and weaknesses in the areas of interaction and 
in the subject matter skills and /or content, his role in 
the classroom community, his or her role within and 
contributions to the community and environment.
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Discipline
rubric

Level of 
achievement

MYP

DESCRIPTOR

80-89 3

EFFORT: 
•	 Reflects meaningfully on his 
or her effort, learning and 
attitudes.

EVIDENCE: 
•	 Demonstrates evidence of 
improvement and responds 
positively to feedback. 
•	 Makes an effort to not repeat 
negative attitudes once they are 
recognized.

90-100 4

EFFORT:
•	 Constantly reflects 
meaningfully on his or her 
effort, learning and attitudes.

EVIDENCE: 
•	 Demonstrates evidence of 
improvement and responds 
positively to feedback. 
•	 Is a positive leader and role 
model in the school community.
•	 Never repeats negative 
attitudes once they are 
recognized.
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School Recess Rules

The school playgrounds are permanently supervised by our 
teaching staff. The playground rules to be observed by the 
students are the following:

Take care when walking through the corridors. Do 1.	
not run.
Play football on the football fields.2.	
Put garbage in the garbage cans.3.	
Take care of school property.4.	
Play in open areas.5.	
Use bathrooms respectfully.6.	
Don’t play on slopes or steps.7.	
Remain in the areas corresponding to your section.8.	
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Home And School

REQUIREMENTS FOR GRADE LEVEL PARENT 
REPRESENTATIVES

1. To be familiar and in agreement with the School 
Mission and policies.

2. To act in conjunction with and in support of the 
management of the school.

3. To motivate the participation of parents from your 
grade level in activities organized by the school or 
parent committee, as well as in activities related to 
parenthood.

4. To cooperate in curricular and cultural activities 
organized by the school.

5. To have time.
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Frequently Asked Questions

Security And Transport

What should I do if the school needs to be evacuated?
You should follow the guidelines set out in the chapter on 
Security and Transport on page   of this handbook.

Under what circumstances may my child take a different 
bus?
 Students may not ride any buses other than the ones they 
always take.

What procedure should I follow to be able to take my 
child out of school during school hours?
To take out a primary or secondary student during normal 
class hours, either from the National or International 
Section, you should ask for an authorization slip at the 
respective secretary’s office. This should be signed by the 
classroom teacher and parent or guardian, and should be 
handed in at the school exit.

Who should I call if the bus did not go by my house?
Call the school operator at 2474-795. The extensions are:
In the morning: 101, 0
In the afternoon: 131, 112, 101, 0
During extracurricular activities: 101, 0

Who should I inform if my child left something on 
the bus?
Call the Security and Transport Department at 2474-8795 
ext. 112,131 or 0 and tell them when and on which bus. The 
school can be of help but does not accept responsibility for 
forgotten items.
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Who should I call if my child left something at school?
If your child left something in one of the Primary Section 
classrooms, call his or her teacher at school. If the object 
was left on one of the playgrounds, call the Transport and 
Security Department. If it was left in the Secondary Section, 
get in touch with the Transport and Security Department 
or the Secondary secretary. The school does not accept 
responsibility for forgotten items.

What should I do if I see that one of the school buses has 
had an accident or has a problem?
Call the Security Department mobile number: 097-603024 and 
report the situation immediately.

About how long does the bus route take?
The time taken to complete each bus route depends on the 
sector, amount of traffic, the number of buses that go to 
the area and where the student lives. It varies between 45 
minutes and an hour.

What should I do if my child doesn’t arrive on the bus?
Check the calendar for classes or competitions that your 
child is involved in during extracurricular activities .Call 
the Transport Department: PBX 2474-795 Ext. 112. Be ready 
to state your child’s bus number and the extracurricular 
activity that he/she participates in.

Are the buses given mechanical check-ups?
The buses have three obligatory mechanical check-ups each 
year, two are requested by the school, and one is demanded 
by the Municipal Government.

How can I get in touch with one of the school buses?
The buses are connected to school by a radio system. 
Any information should be requested on the following 
extensions: PBX 2472-795 ext. 131, 112, 101, 0.
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What kind of training do bus drivers and inspectors 
receive?
The bus drivers are certified professionals who have 
received additional training in driving on the defensive 
and security norms when driving. The inspectors receive 
training in handling students and first aid.

Can the school help coordinate group invitations?
The school does not coordinate social events organized 
by individuals  or groups of students or parents. Any social 
event organized by students or parents is strictly their 
responsibility.

What should I do if I wish to pick up my child from school 
at home time and he/she takes school transport?
You should let the Security and Transport Department 
know that your child won’t be taking the bus. This will help 
the school keep to the established transport schedule.

How can I authorize other people to pick up my child from 
school during class hours?
The person in question should go to the corresponding 
section with a written authorization signed by the parents 
or guardians. There they will be given the respective form.

What should I do if I have a personal security problem?
Get in touch with the director of the corresponding 
section.
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Medical Department

Can medicines needed by my child be administered at 
school?
Students may not carry medicines with them. If a student 
needs to receive medication during school hours, the 
prescription, medicine and corresponding instructions 
should be handed into the Medical Department by the 
parents. The child’s teacher is not responsible for doing 
this.

How does the Medical Department act in the case of a 
serious emergency?
In the case of a serious emergency, the Medical Department 
will stabilize the patient and contact his or her parents 
or guardians. If they cannot be reached, the patient will be 
transferred to the Metropolitan Hospital. The school will 
not take responsibility for medical costs if the child needs 
to be transferred to a hospital.

For further information contact the Medical Department 
on extension 124.

What steps should I follow to claim accident insurance?
Fill in the claim form available on the school web page: 
www.fcaq.k12.ec and hand it in to the manager’s secretary 
or the Medical Department within 30 days of the accident.

ATTENDANCE

What should we do if classes are suspended?
The American School will follow instructions given by 
the Ministry of Education. In cases when the minister 
leaves the decision to the director’s discretion, parents 
will be notified by the grade level representatives who 
will be contacted by Administration. Parents should look 
on the school web page: www.fcaq.k12.ec and can also get 
information by calling the PBX 2474-795 ext. 104.
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How should I justify my child’s absence from school?
Primary and Preschool Sections: Send a written 
justification in your child’s agenda.
Secondary Section: Send a written justification to the 
section’s secretary.

What procedure should I follow if my child is going to be 
absent for a prolonged period?
If your child will be absent for longer than two days, 
get in touch with the corresponding section and ask for 
authorization in writing, giving the motive and length of 
the absence.

What should I do if my child gets to school late? Should 
this be justified?
Primary and Secondary Sections: Students who arrive late 
should immediately report to the section’s secretary to 
explain why they were late and get a permission slip to be 
able to go into class.

Academic/Disciplinary Aspects

How can I get in touch with my child’s teachers?

Preschool Section: Parents can get in touch by e mail or 
phone through the Preschool office.

Primary Section: Using the student’s agenda or by e mail.

Secondary Section: 

Contact the teacher by e mail.
Ask for an appointment through the corresponding vice 
rector.
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How are report cards given out?

Preschool and Primary Sections: Report cards are given out 
personally to parents or guardians only during trimester 
interviews.
 
Secondary Section: Students with an average of at least 
70/100 will receive the report card for the partial. The 
parents or guardians of those students who do not reach 
that average must pick up the report card personally on the 
assigned day.

Library And Bookstore

How and where should I pay for lost books or materials?
The student should pick up a note showing lost books and 
materials and their cost from the library. The amount due 
should be paid at the treasurer’s office. If the student fails 
to pay for lost items at the end of the year, he/she will lose 
the right to use the library and bookstore.

Guidance

Does the school offer emotional support to the students?
Yes. The school offers emotional support through the 
Guidance Department.

Cafeteria

How does the cafeteria service work?
The cafeteria prepares lunch for Preschool and offers a 
snack service for the children who request it. Please see 
page  of the handbook.
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Extracurricular  Activities

In which grade can students start extracurricular 
activities and which are offered?
Extracurricular activities begin in third grade. See page   
for a detailed list of activities offered.

Why don’t first and second grade students have 
extracurricular activities?
An excessively long school day is not recommendable for 
children of this age.

MISCELLANEOUS

What is the school policy with regard to uniform?
Please see page   of the handbook.

Is the use of electronic equipment permitted at 
school?
The use of electronic equipment like mobiles and ipods is 
prohibited inside the classroom, during library hours and 
during other school activities.
The American School does not recommend the use of mobile 
phones on campus.

What is the procedure to follow if my child loses his/
her student card?
This should be reported to the secretary of the 
corresponding section. The cost of a new card should be 
paid at the treasurer’s office.

 
How should I pay for events organized by the Parent 
Committee?
If you need help handing in money, please get in touch with 
Administration, as the teachers are not responsible for 
collecting money.

119 Handbook  2007-2008



Elementary Section

These take place from 14h30 to 16h00 for students 
from third to sixth grade, under the responsibility of 
professionals.  They include the following areas.

Art
Cooking
Computers
Classic and modern dance 
Design and mechanics

Sports:

Athletics
Basketball
Handball
Cheerleaders
Football

Secondary Section

Academic and sports extracurricular activities are offered 
to all secondary students between 2.40pm and 4pm. Activities 
on offer include:

Sports:

Football
Basketball
Volleyball
Athletics

Academic:

United Nations Model
OEA Model
Journalism club
Drama club

Drama
Ecology
Girl scouts
Gardening
UN model

Olympic gymnastics
Rhythmic gymnastics
Tae kwon do
Volleyball

Wall climbing
Gym
Hockey

Band
Computers
Classes for IB candidates

Extracurricular Activities
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Medical Service:

This service provides daily first-aid care for all students 
and should only be used in the case of emergency during 
school hours, and not as a doctor’s office for students who 
come to school sick and should be treated at home. This 
department keeps a file on each student which should be 
updated by parents yearly during the period of enrolment, or 
whenever necessary. The medical department also does follow-
ups on students’ medical histories. The full-time services of a 
pediatrician and a professional nurse are available to students.

Recommendations from the Medical 
Department

The Medical Department gives attention in the case of •	
emergency and attends to problems that come up between 
7.30am and 4.00 daily.

Students may not carry medicines with them. If a student •	
needs to receive medication during school hours, the 
prescription, medicine and corresponding instructions 
should be handed into the Medical Department by the 
parents. The child’s teacher is not authorized to receive 
medicines and not responsible for administering them.

The Medical Department does not give treatments or •	
prescriptions. Only mild pain killers are administered when 
necessary.

In order to avoid mass absences and exposure to contagious 
illnesses, parents are requested to take into account the 
following recommendations:

Before the beginning of each school year, children should •	
have a check up with their pediatrician and get their 
vaccines up to date.

Services
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If a child is diagnosed with a contagious illness like •	
German measles or chicken pox, this should be immediately 
reported to the Medical Department so that the necessary 
precautions can be taken.  The child should rest at home 
until he/she is no longer likely to pass on the illness to 
other children.

The parents of those children who go to the Medical •	
Department on more than three consecutive days with the 
same symptoms will be informed. The object of this is so 
that clinical exams can be carried out and the respective 
diagnosis and treatment given. This will also help to avoid 
children staying in the Medical Department for long 
periods of time.

Transportation:

A daily transportation service is offered to and from school. 
This service is available both for regular and extracurricular 
activities and is separated by sections. Some extracurricular 
buses take primary and secondary students together.

Students who take the bus, or their parents or guardians 
should make any complaints or suggestions about the 
transport service  to the Transport Department in a timely 
fashion, so that necessary measures can be taken.

Under no circumstances may parents or guardians reprimand 
in any way other students on the bus. If there is a discipline 
problem with the students, this should be reported to the 
Transport Department and/or school authorities by the 
parents or guardians.

The school regulation is that parents may not approach 
either bus inspectors or drivers to change their child’s bus 
or destination. Bus inspectors are not authorized to receive 
medicine to be handed in at the Medical Department, or 
checks/money to be paid at the treasurer’s office, nor are they 
responsible for looking for belongings that students have 
left on the school playgrounds.
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The school ratifies the decision not to offer transport to 
cover needs on an individual level as the service involves 
more than a hundred buses.

Each bus or van has an inspector and a communication 
system that enables continuous contact with the school.

The school ratifies the decision not to offer transport to 
cover needs on an individual level as the service involves 
more than a hundred buses.

Under no circumstances should any student take a bus 
which is not the one that he/she always takes. Any changes, 
be they temporary or long term, should be made by the 
parents, who should put their request in writing to the 
Transport Department at least 24 hours before the change 
needs to be made. Such changes will only be authorized in 
the event of a house move, a trip on the part of the parents, 
or family emergency which would require a temporary 
change of bus. In unavoidable circumstances when a change 
of bus is required for one occasion, the request should 
be approved by the Primary Office and then passed on to 
the Transport Department. All requests are subject to the 
availability of space on the requested service.

Students should be at their bus stop a few minutes before 
the bus arrives.  Bus drivers have been told to continue 
the bus route if a student is not standing at the bus stop. 
Buses are not authorized to honk or wait for students on 
request, as this puts them behind on the rest of the route 
and affects other students.

For security reasons, it is the parents’ responsibility to 
ensure that there is an adult there to meet their children 
when they get home. If no adult is waiting at the bus stop 
for children from preschool, first or second grade, they 
will be returned to school to be picked up by their parents 
or guardians. 
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On extracurricular buses, children will be left at the closest 
bus stops to their homes on the bus route. Extracurricular 
bus routes cover larger areas and the bus stop might be 
different to the one for the regular bus service.

Students who miss their buses may not take later buses from 
a different section. The only people authorized to ride a bus 
are those who paid for that bus service, school staff, the bus 
inspector and the driver.

 Any students who miss their afternoon buses, whatever the 
reason, should be picked up from school by their parents.

School transport is considered part of the school. Students 
should maintain appropriate behavior throughout their bus 
route and should follow the instructions and suggestions 
given by the bus inspectors and adults present.

While on the bus students are forbidden to:

Lean out.1.	
Stand on the running board, hang down or lie on the 2.	
floor while the bus is in motion.
Obstruct the driver’s vision.3.	
Be disrespectful with the driver, inspector, passengers 4.	
or pedestrians.
To dirty, litter or damage the bus, or throw garbage 5.	
out of the windows. 
Throw objects.6.	
Shout.7.	
Play Carnival with any kind of liquid.8.	
Walk along the aisle while the bus is in motion.9.	
Ask the driver to stop anywhere other than at their 10.	
bus stops.
Take guests.11.	
Play loud music.12.	
Hurt other passengers verbally or physically. 13.	
Ask other passengers for food or money.14.	
Smoke, consume or carry prohibited substances. (See 15.	
the Policy and Protocol for Preventing the Use and 
Abuse of Alcohol, Drugs and Narcotics.)
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Students can be temporarily or indefinitely banned from 
buses for any inadequate behavior that goes against school 
rules.

Students who cause damage to a bus will be immediately 
suspended from the service until the damage has been paid 
for by their parents or guardians.

This service is under the responsibility of the Security and 
Transportation Manager.

Security:

In order to protect the physical integrity of both students 
and school property, the school employs a professional 
security company to monitor people entering the 
institution and patrol school grounds. 

The Security Department makes routine spot checks to make 
sure the Policy for Preventing the Use and Abuse of Drugs, 
Alcohol and Narcotics is enforced.

These spot checks are coordinated with the Director 
General and are done in classrooms and offices, with or 
without the presence of students and school staff. Checks 
are done during class time and/or at the weekend.

Valuable belongings:

Students should refrain from bringing to school 
belongings that are unnecessary for academic purposes, 
or valuables like mobiles, ipods, mp3 players, and electronic 
games, among others. Any belongings that are brought to 
school are the exclusive responsibility of the student who 
brings them

The school is not responsible for the results of the acts or 
omissions of others, and parents will have to make up any 
loss that may occur.
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Evacuation

Our priority is the security of your children. In the case 
of an evacuation, this can only be completed in an orderly 
fashion if parents and guardians follow the instructions 
given below.

Emergency

An emergency is any situation in which school students 
and staff are in danger.
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¡Try to remain calm!

If you need to call the school, be patient, the lines may be 
engaged.
Drive carefully on your way to school. Follow the routes 
into school given on the attached map.
There are different parking areas available for emergencies:

a. Stadium                                  b. SUM car park
c. Bus park                                 d. Primary basketball courts

When you reach these areas, school personnel will be there 
to assist you.

REMEMBER

Your children will be located in your youngest child’s 
classroom.
Your children will be accompanied by the classroom 
teacher at all times.
The administrative staff will be available to give you 
information about where to find your children.

VERY IMPORTANT

If you authorize any other person to pick up your children 
(chauffeur, security personnel, relatives or friends), it is 
vital that you let the school authorities and Security 
Department now beforehand to avoid confusion.

What to do if Students Should be 
Evacuated from School due to an 
Emergency:
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Rutas de Evacuación

Rutas de Ingreso: 

1.- Eloy Alfaro: Diego de Vásquez; Clemente Yerovi; Isidro 
Ayora; Velasco Ibarra; Agustín Cueva.

2.– Prensa u Occidental; Diego de Vásquez; Jaime Roldós; 
Velasco Ibarra; Agustín Cueva.

128Handbook  2007-2008 American School of Quito



Lockers

Administration will assign lockers to all secondary 
students at the beginning of the school year. It is the 
students’ responsibility to take care of them and keep them 
properly locked up. Since the lockers are school property, 
the Security and Transport Department can ask students to 
open them if necessary.

It is the students’ responsibility to clean out their lockers 
and leave them open at the end of the school year, so that 
yearly maintenance can be done.

Bookstore:

This area is in charge of the storage, distribution, use and 
control of textbooks, both in English and Spanish, that are 
used by students on a daily basis.  Students are responsible 
for taking care of texts and materials lent to them. 
Damaged or lost items must be replaced or paid for as the 
school determines. Students who fail to pay for lost items 
at the end of the year will not be able to use the library and 
bookstore services.
 
Cafeteria:

The cafeteria is responsible for preparing lunch for the 
Preschool, following a menu which is planned each 
trimester. This lunch is served in the cafeteria to all 
prekinder and kinder students.

A lunch service is also offered to all children who request 
it.

In order to avoid the use of cash, both students and 
their parents can deposit the amount that they wish on 
to the student’s card. The necessary amount will then be 
discounted each time that the child makes a purchase. 
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The cafeteria is under the responsibility and supervision of 
the General Manager’s Office.

Telephones: 
	
Students should refrain from using mobile phones inside 
the classroom. Students may use school phones in the case 
of emergency. Otherwise, they can use mobile phones or 
pay phones. These are located at the school entrance next 
to the information desk. The conventional pay phones 
take any coin other than pennies. The mobiles take phone 
cards which cost a minimum of $3 and can be purchased 
from the vending machine next to the information desk. 
(This only takes $1 bills.) The personnel at the information 
desk is available to help if necessary when cards are being 
purchased.

Telephone Extensions:

   0     	 Information and telephone exchange
101 	 Information and telephone exchange
102  	 General Director’s secretary
103  	 General Director’s secretary
104  	 The guard’s hut
106  	 The manager’s assistant
108  	 Human Resources assistant
112  	 Security and Transport manager
124  	 Infirmary
129 	 Security
130 	 Cafeteria
131 	 Transport
203 	 Primary secretary
204 	 Primary secretary
207 	 Primary library
210 	 Primary Guidance Department secretary
211 	 Music room
213	 Primary sports office
215 	 Preschool
303 	 Secretary at the rector’s office
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304 	 Secretary at the rector’s office
307 	 Secondary library
312 	 Secondary Guidance Department
314 	 United Nations Club
316 	 Secondary sports coordinator
320 	 CAS/ Secondary coordinator of  extracurricular 		
             activities 
402 	 International secretary
405 	 Primary International secretary
410 	 International Secondary Coordinator’s secretary
413 	 University counsellor
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