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1.

BACKGROUND AND JUSTIFICATION

The Community Agreement of Colegio Americano de Quito has its legal basis in the Constitution of the Republic of Ecuador, the Organic
Law of Intercultural Education (LOEI), its Regulations, the Code of Children and Adolescents, and other applicable Agreements, Decrees,
Resolutions and Guidelines issued by the Ministry of Education.
Additionally, this Community Agreement recognizes, respects and applies the rights and obligations established in the LOEI in relation to all
members of the educational community of Colegio Americano de Quito: students, teachers, mothers, fathers and/or legal representatives,
directors, administrative and support staff. In addition, the precepts established in the General Regulations of the LOEI are observed and
fully complied with, as follows:
Development of integral ethical values and respect for difference and the cultural identity of each individual and group.
●

Respect for human dignity, honor and the rights of individuals, civil liberties, equality of all human beings in diversity, free development
of personality and the right to be different.

●

Promotion of the culture of peace and non-aggression among all members of the educational community, as well as alternative
conflict resolution.

●

Consolidation of an institutional educational policy of coexistence based on rights, values, discipline, reasonableness, justice,
pluralism, solidarity and intercultural relations.

●

Legitimization of the educational work of the campus through a system of dialogue, democratic discussion and consensus.

●

Integration, without any type or form of discrimination or inequity, of all members of the educational institution's community.

●

Legitimization of the school's internal regulatory procedures through participatory, equitable and inclusive processes;

●

Safeguarding the integrity of each of the people who are part of the School, of the educational community, as well as of the assets,
resources, cultural and patrimonial values.

2.

FUNDAMENTALS OF THE COMMUNITY AGREEMENT
2.1. LEGAL BASIS
●

CONSTITUTION OF THE REPUBLIC OF ECUADOR

●

ORGANIC LAW ON INTERCULTURAL EDUCATION, GENERAL REGULATIONS TO THE ORGANIC LAW ON INTERCULTURAL
EDUCATION

●

MINISTERIAL AGREEMENTS ON THE COEXISTENCE CODE.
2.2. EDUCATIONAL PHILOSOPHY: WE BELIEVE

●
●
●
●
●
●
●
●
●
●
●
●

In offering a secular education, based on American principles and models, in an environment in which students practice their rights
and responsibilities, are prepared to participate fully in a democratic society, with conviction and the ability to actively defend their
rights.
That a successful educational community is characterized by ongoing communication enhanced through the participation of students,
families, educators, administrators, staff, and alumni.
In cultivating social sensitivity by recognizing our responsibility to the community.
In nurturing curiosity, stimulating inquiry and promoting lifelong learning by making education a pleasurable and exciting experience.
That our students can achieve success in a globalized society, guided by a firm grasp of technology, communication skills, critical
thinking skills, problem-solving talent, teamwork, bilingualism, research skills, and the application of intelligent behaviors, such as
metacognition, persistence, and the management of impulsivity.
That a curriculum should have high expectations and standards, clear goals, coherence across levels of study, be relevant and
developmentally appropriate.
In respecting the individuality of students, by being aware of the existence of multiple intelligences, differences in learning styles and
cultural differences.
That an integrated approach, which provides choices in learning, will enhance our students' ability to apply their knowledge
throughout their lives.
In encouraging our students to consider nature as their heritage and responsibility.
That the school should provide a safe, welcoming, reflective, and stimulating environment where learning thrives.
In a climate in which the School community believes that all students have the capacity to perform well, have the expectation that they
will do so, and accept responsibility for this student performance.
In a commitment to developing character through the formation of values such as: honesty, respect, responsibility, self-discipline,
perseverance, commitment, which should be part of all aspects of life at the School.
2.3. INSTITUTIONAL MISSION, VISION AND VALUES

Mission
To educate and train with excellence in an environment of freedom, responsibility and democracy human beings of integrity
committed to their own well-being, that of society and the environment.
●
●
●
●

Freedom: the ability to act in one way or another with responsibility for one's actions.
Democracy: freedom of intervention by all interested parties, within a framework of responsibility and respect.
Responsibility: fulfillment of obligations and contribution to the well-being of the institution.
Society: members of the community, individuals and entities that have a relationship with the organization.

Vision
To be recognized as the leading school for its excellence and vanguard in academic and humanistic programs, forming, within a
harmonious and safe environment, integral human beings capable of successfully facing the future.
Institutional Values
● Respect - We demonstrate consideration for ourselves, for others and for our surroundings, accepting and appreciating differences.
● Solidarity - Selfless and sincere commitment to take individual or collective action for the benefit of others.
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●
●
●

Honesty - Transparency in actions and in the relationship with others.
Responsibility - Fulfill our obligations with excellence and assume the consequences of our actions.
Inner Strength - Facing life with optimism and courage.
2.4. GUIDING PRINCIPLES OF SCHOOL COEXISTENCE

The guiding or general principles of school coexistence for the construction and updating of the Community Agreements at the American
School of Quito are philosophical, conceptual and constitutional foundations that support, define and govern decisions and activities in the
educational sphere and are based on Ecuadorian legislation, especially the Organic Law of Intercultural Education, and are as follows:
Education for change:
● Where our students can achieve success in a globalized society, guided by strong technology literacy, communication skills, critical
thinking skills, problem-solving talents, teamwork, bilingualism, research skills, and the application of intelligent behaviors such as
metacognition, persistence, and impulsivity management.
● Where through an integrated approach we provide choices in learning and enhance our students' ability to apply their knowledge
throughout their lives.
Freedom:
● Through the freedom of intervention of all interested parties, within a framework of freedom and respect.
The best interest of the child and adolescent:
● Aimed at guaranteeing the effective exercise of the rights of children and adolescents.
● Taking into account that a curriculum should have high expectations and standards, clear goals, coherence between the different
levels of study, be relevant and appropriate to evolutionary development.
● Where it manages to nurture curiosity, stimulate research and promote lifelong learning by making education a pleasurable and
exciting experience.
Education in Values:
● Guaranteeing people's right to an education free of gender-based violence and with gender equality.
The rights approach:
● Education should include knowledge of rights, their protection and enforceability mechanisms, responsible exercise, recognition and
respect for diversity, within a framework of freedom, dignity, and social equity.
● In a climate in which the school community believes that all students have the ability to perform well, where there is an expectation
that they will do so and accept this responsibility for the benefit of good student performance.
Education for democracy:
● Where a secular education is offered, based on American principles and models, in an environment where students practice their
rights and responsibilities, and are prepared to participate fully in a democratic society, with conviction and capacity to defend their
rights in an active manner.
● The school is a democratic space for the exercise of human rights and promoters of the culture of peace.
Learning community:
● Considering that a successful educational community is characterized by continuous communication enhanced by the participation of
students, families, educators, administrators, employees and alumni, as a space for socio-cultural dialogue and learning exchange.
Citizen participation:
● Considering that students must know the world around them and understand their concerns, in order to be protagonists in the search
for solutions and alternatives to their concerns.
● Considering that organizations such as the Student Council promote compliance with the rights and duties of students, and channel
complaints and claims of alleged transgressions of students' rights before the authorities.
Motivation:
● Individual effort and motivation for students to learn is promoted.
Culture of peace and conflict resolution:
● Through compliance with the different policies, rules and positive discipline mechanisms within the framework of the institution's
values.
● Promoting respect in educational spaces, valuing diversity and encouraging the eradication of discrimination and violence against any
of the members of the educational community.
● Building a just society, a culture of peace and nonviolence, for the prevention, treatment and peaceful resolution of conflicts in all
spaces of personal, school, family and social life.
Fairness and inclusion:
● Respecting the individuality of students by being aware of the existence of multiple intelligences, differences in learning styles and
cultural differences.
Healthy and safe schools:
● Where a safe, welcoming, reflective and stimulating environment is provided where learning thrives.
● Where students are encouraged to consider nature as their heritage and responsibility.
Harmonious coexistence:
● The guiding principle is the formulation of harmonious coexistence agreements among the actors of the educational community.
● Where there is a commitment to develop character through the formation of values such as: honesty, respect, responsibility,
self-discipline, perseverance, dedication, which should be part of all aspects of school life.
3.

OBJECTIVES OF THE COEXISTENCE CODE

General Objective
●

To guarantee harmonious coexistence among all the actors that make up the educational community of colegio Americano through
agreements and commitments built in a participatory manner and based on respect for the rights and obligations of each one.

Specific Objectives
●

To promote the consistent practice of institutional values (solidarity, honesty, respect, responsibility and inner strength) by all members
of the educational community.
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●

Encourage the participation of all members of the educational community in the construction of a safe environment.

●

Ensure compliance with the rights and responsibilities of the various stakeholders of the institution.
AGREEMENTS AND COMMITMENTS OF THE COEXISTENCE CODE

ADMINISTRATORS AND TEACHERS
FIELD
Respect and responsibility for health care
and health promotion

AGREEMENTS
●
●

Encourage good eating and self-care habits.
Educate on the prevention, use and consumption of prohibited substances.

●

Promote a culture of environmental awareness focused on prevention, conservation, optimization of
resources, good waste management and recycling activities.

●

Promote the care and good use of the resources, equipment and physical facilities of the institution,
as well as the school transportation units.

●
●

Motivate student participation in leadership roles.
Ensure democratic processes.

●

Encourage respect and inclusion.

●
●
●
●

Encourage good eating habits and personal care.
Educate on prevention and avoidance of the use and consumption of prohibited substances.
Encourage good study habits.
Promote a culture of environmental awareness focused on prevention, conservation, resource
optimization, good waste management and recycling.

●

Promote the care and good use of the institution's resources, equipment and physical facilities.

●
●

Ensure compliance with the rights and obligations of each of the community's stakeholders.
Promote adequate communication to prevent conflicts and/or resolve them peacefully through a
culture of dialogue and non-violence.
Reinforce institutional values.
Knowing, instilling and promoting compliance with Institutional Policies.
Motivate their children's participation in leadership, academic, cultural and sports activities promoted
by the school.
Fostering respect, solidarity and inclusion.

Respect and care for the environment
Respect and responsible care of the
institution's material resources and assets
Freedom with responsibility and
democratic student participation
Respect for diversity

PARENTS
FIELD
Respect and responsibility for health care
and health promotion
Respect and care for the environment
Respect and responsible care of the
institution's material resources and
assets
Respect among all members of the
educational community
Freedom with responsibility and
democratic student participation
Respect for diversity

AGREEMENTS

●
●
●
●

ESTUDIANTES
FIELD
Respect and responsibility for health care
and health promotion.
Respect and care for the environment
Respect and responsible care of
material resources and assets of the
the institution

AGREEMENTS
●
●
●
●
●
●

Respect among all members of the
educational community
Freedom with responsibility and
democratic student participation
Respect for diversity
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●
●
●
●
●
●

Maintain good eating and personal care habits.
Not to consume or promote the use and consumption of prohibited substances.
Develop good study habits
Promote a culture of environmental awareness focused on prevention, conservation, resource
optimization, good waste management and recycling.
Care for the proper use of the resources, equipment and facilities of the institution, as well as school
transportation units.
Maintain adequate communication to prevent conflicts and/or resolve them peacefully through a
culture of dialogue and non-violence.
Maintain adequate behavior based on institutional values.
Know, instill, promote and practice Institutional Policies.
Develop habits of self-discipline and assume the consequences of their actions.
Participate in leadership, academic, cultural and athletic activities promoted by.
the school.
Maintain an attitude of respect, solidarity and inclusion.

REGULATORY PROCEDURES
5.1. PEACEFUL CONFLICT RESOLUTION AND EDUCATIONAL DISCIPLINARY ACTIONS

Colegio Americano de Quito, in accordance with its institutional values and principles, is a place of peaceful and harmonious social
coexistence in which a culture of peace, peaceful resolution of conflicts and non-violence among people is promoted.
Conflict situations will be dealt with in a timely and effective manner, adopting preventive actions, conflict resolution and follow-up measures,
applying the current regulations for their solution. Those involved in a possible conflict will be urged to reach an amicable alternative solution
through dialogue and, if necessary, with the support of the Student Counseling Department, who will evaluate and provide ongoing support to
students who have been affected by a conflict situation. Colegio Americano de Quito carries out actions for the prevention, detection,
resolution and follow-up of conflicts, especially in cases of bullying.
The Disciplinary Educational Actions foreseen in the LOEI, its regulations and in this Community Agreements will be applied as part of the
integral formation of the student, which contributes to the full development of his/her personality, capabilities and potential, respecting his/her
fundamental rights such as the right to defense and due process, promoting a culture of peace, harmonious coexistence and non-violence.
5.2. BEHAVIORAL
The school has adopted the PBIS (Positive Behavioral Interventions and Supports) system in the Secondary Section. This system of positive
behavioral interventions and supports is evidence-based and tiered to support good student behavior.
The PBIS behavior management system provides that for every 5 offenses reported in DSIS, there will be a student reflection period.
Recidivism in behavioral misconduct will be considered as an accumulation of misconduct.
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The actors of the Educational Community must:
●
●
●
●
●
●

Respect the dignity and functions of teachers and staff working at the school.
Promote and encourage mutual respect.
Motivate students to maintain good behavior in all academic, civic, cultural and sporting events.
To participate in and promote the care of the physical infrastructure, equipment of the School and school transportation, as well as to
keep it in order and in good condition.
Respect punctuality according to the established schedules.
Attend scheduled events according to the established schedules.

Behavioral Management Instances
●

Teachers: They will be in charge of managing student behavior in and out of the classroom, regardless of the section or grade to
which the students belong. They shall develop timely actions and strategies for prevention, detection, resolution and follow-up of
conflicts, in order to avoid the increase of inappropriate behaviors.

●

Coordinators or Vice Principals: shall have authority to adopt preventive and corrective measures in the management of behavior,
Partial or Quarterly Teacher Boards, shall be in charge of analyzing the evaluation of student behavior.

●

The Administration: They are empowered to adopt the disciplinary consequences established in the LOEI, its Regulations and in the
Community Agreements, within the scope of their competence.

●

The following criteria and descriptors shall be used for the evaluation of student behavior:

INITIAL 2 (3 to 4 and 4 to 5 years old)
ÁREA
AWAKENING
This criterion refers to the student's
attitude of awareness of the
expectations of proper behavior,
effort and work, respect for self and
others in the classroom, respect for
the property and rights of others, and
respect for the rights of others.

A
Very Satisfactory
POSITIVE INVOLVEMENT:
●

Always participates in activities
in an active and productive
manner.

RESPECT:
●
Always demonstrates respect
for members of the school
community. Respect the
property of others.

B
Satisfactory

C
Unsatisfactory

POSITIVE INVOLVEMENT:
●

POSITIVE INVOLVEMENT:

Usually participates in school
activities in an active and
productive manner.

RESPECT:
●
Is generally respectful toward
members of the school
community and property of
others.

●

Consistently demonstrates an
attitude of respect for self and
others , uses appropriate
vocabulary.

●

Usually demonstrates an
attitude of respect for self and
others, expresses
himself/herself using
appropriate vocabulary.
●

RESPONSIBILITY

TAKE RESPONSIBILITY FOR ACTIONS
AND CONSEQUENCES:

This criterion refers to the sense of
responsibility that the student has
assumed in terms of his/her behavior
and its consequences, the
involvement in decision-making
processes and acting in a positive
way to achieve the desired results.

●

Works in a responsible manner
in class.
Completes activities in a timely
manner.
Always interacts with others in
a positive manner and is a
member who is a good
influence with peers.

●
●

CARE OF CLASSROOM AND SCHOOL
PROPERTY:

TAKE RESPONSIBILITY FOR ACTIONS
AND CONSEQUENCES:
●
●
●

CARE OF CLASSROOM AND SCHOOL
PROPERTY:

Make good decisions regarding
classroom and school care.

TIME USE:
●

REFLECTION

Always manages time
appropriately

REFLECTION AND FEEDBACK

This criterion refers to the student's
reflection on his work, his behavior
and the consequences of such
behavior.

●

●

Demonstrates awareness in his
reflection on his effort and
attitude during the learning
process.
Responds positively to feedback
and does not repeat negative
attitudes or actions once he/she
recognizes them.

●
●

Reflects on his/her effort and
attitude during the learning
process.

●

Recognizes negative actions
and attitudes and strives not to
repeat them.

●

●

Is disrespectful to members of
the community or other
people's property.

●

Expresses himself/herself with
inappropriate vocabulary.

TAKE RESPONSIBILITY FOR ACTIONS
AND CONSEQUENCES:

Occasionally takes
responsibility for his or her
actions.
Has difficulty relating
positively to others. Often
disrupts class work.

Rarely makes good decisions
regarding classroom and
school care, his actions do not
lead to positive results

REFLECTION AND FEEDBACK

●

●

Does not always express
himself/herself using
appropriate vocabulary.

TIME USE:
●
Is not consistent in good time
management.

REFLECTION AND FEEDBACK

Makes no effort to participate
in activities in a positive
manner.

RESPECT:
●
Does not demonstrate a
conscientious attitude and
work.

●

●

CARE OF CLASSROOM AND SCHOOL
PROPERTY:

Generally makes good
decisions regarding classroom
and school care.

TIME USE:
.
●
Manage your time
appropriately.

●

There are incidents in which
the student has been
disrespectful to members of
the school community or other
people's property.

TAKE RESPONSIBILITY FOR ACTIONS
AND CONSEQUENCES:

●
●

●

Generally works responsibly
in class.
Generally completes activities
in a timely manner.
Usually interacts with others in
a positive manner.

POSITIVE INVOLVEMENT:

Occasionally participates in
activities in a positive way.

RESPECT:
●
Demonstrates little respect for
members of the school
community and other people's
property.
●

●

D
Improvable

●

Takes little or no responsibility
for his or her actions.
Demonstrates no interest in
improving his or her behavior.
Demonstrates difficulty
relating to others in a positive
manner.
Often disrupts the class.

CARE OF CLASSROOM AND SCHOOL
PROPERTY:
●

Failure to make good
decisions regarding classroom
and school care, resulting in
negative outcomes.

TIME USE:
●
Rarely manages his/her time
properly.
●
● Demonstrates lack of
interest in their work.
REFLECTION AND FEEDBACK

Occasionally demonstrates
some attempt at reflection on
his or her effort during the
learning process and attitude.

●
●

Tends to have difficulty
recognizing and correcting
negative actions and
attitudes.

Student demonstrates no effort
to reflect on his/her learning
and attitude.
Does not recognize negative
actions or attempt to correct
them, does not respond
positively to feedback.

Primary and Secondary
Area/skill
descriptor

Exceeds Expectations
(A)
9-10

Approaching
Expectations (C)
7-7.99

Below Expectations
(D)
6-6.99

Always on time for class.

Consistently arrives on
time for classes.

Sometimes arrives on
time for class

Always arrives prepared
and organized with
materials.

Consistently comes
prepared with all
necessary materials

Sometimes comes
Rarely is prepared with
prepared with material for
materials for class
class.

CRITERIA A:
Organization
(Time
Management
and
Self-Manageme
nt)

Achieves
Expectations (B)
8-8.99

Always arrives ready to
work in class.

Consistently arrives ready Sometimes I arrive ready
to work in class
to work in class.

Always turns in homework Consistently turns in
and assignments on time. assignments and
homework on time

Sometimes turns in
assignments and
homework on time

Rarely arrives on time
for class

Does not meet
expectations (E)
Menos de 5.99
Is not on time for
class
Is not prepared with
materials for class.

Rarely arrives ready to
work in class.

Does not arrive ready
to work in class

Rarely turns in
assignments and
homework on time

Does not turn in
assignments and
homework on time
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CRITERIA B:
Collaboration

CRITERIA C:
Communication

Always treats others with
respect
Always contributes
constructively.

Consistently treat others
with respect
Consistently contributes
constructively,

Sometimes treat others
with respect
Sometimes contributes
constructively.

Rarely treats others with
respect
Rarely contributes
constructively.

Does not treat others
with respect
Does not contribute
constructively.

Always listens carefully to
instructions.

Consistently listens
attentively to instructions.

Sometimes listens to
instructions

Rarely listens to
instructions

Does not listen to
instructions

Always communicates in
Consistently
the language of instruction communicates in the
language of instruction.
Always demonstrates
honesty and ethics when
communicating
Always reflects on their
effort and attitude during
the learning process.

CRITERIA D:
Reflection and
Thought

Always seeks and
proposes alternatives for
solving problems
independently

Consistently
demonstrates honesty
and ethics when
communicating.
Consistently reflects on
his/her effort and attitude
during the learning
process.
Consistently solves own
problems or proposes
solutions

Sometimes communicates Rarely communicates in
in the language of
the language of
instruction
instruction.

Does not
communicate in the
language of
instruction.
Sometimes demonstrates Rarely demonstrates
Does not
honesty and ethics when honesty and ethics when demonstrate honesty
communicating
communicating.
and ethics when
communicating.
Sometimes reflects on his Rarely reflects on his/her Does not reflect on
or her effort and attitude
effort and attitude during his/her effort and
during the learning
the learning process.
attitude during the
process
learning process.
Sometimes solves his or
her own problems

Rarely attempts to solve
his or her own problems

Does not try to solve
his or her own
problems

5.3. STUDENT MISCONDUCT AND EDUCATIONAL DISCIPLINARY ACTIONS
In accordance with the provisions of Articles Art. 134 of the LOEI, Art. 224, 330 and 331 of the LOEI Regulations and in accordance with the
Community Agreements, the following are student misdemeanors:
●
●
●

Committing fraud or academic dishonesty.
Disturbing the peace, harmonious coexistence and disrespecting these Community Agreements.
Committing acts of violence and/or using violence in words against any member of the educational community, authorities, citizens
and social groups.
● Willfully damaging or destroying institutional facilities and public and private property.
● Failing to comply with the principles and provisions contained in the LOEI, its regulations and current regulations.
● Obstructing or interfering with the normal development of the school's academic and cultural activities.
Depending on the seriousness of the offenses committed, these will be minor, serious and very serious, and the disciplinary educational
actions with a reduction in the behavioral evaluation (disciplinary grade) may be as follows:
●
●
●

Reprimand from the competent authority.
Temporary suspension of their attendance at the institution;
Definitive separation from the School, which entails that the student is relocated to another educational institution.

MINOR OFFENSES
In relation to Article 330 of the LOEI Regulations, the following are considered minor offenses:
●

Using a cell phone or any other object unrelated to the educational activity that distracts the student's attention during class time or
educational activities.
● Eating or drinking during class hours or educational activities, unless this is done as part of the teaching and learning activities.
● Attending without full uniform or not wearing the uniform in required specified activities
● Leaving any educational activity without authorization.
● Making sales or soliciting financial contributions, with the exception of those for charitable purposes expressly permitted by the
authorities of the establishment.
● Inappropriately using or misusing the resources, physical facilities, equipment, materials, goods or services of the School.
● Committing an act of academic dishonesty in accordance with Article 224 Type I of the LOEI Regulations:
○ Use in academic work exact phrases created by another person, without explicitly acknowledging the source.
○ Include in an academic work ideas, opinions, theories, data, statistics, graphs, drawings or other information without explicitly
acknowledging the source, even if they have been paraphrased or modified.
○ Submitting the same academic work, even with modifications, on two or more different occasions, without having obtained
express authorization to do so.
In addition to the offenses described in Arts. 224 and 330 of the LOEI Regulations, the following are also considered minor offenses:
●
●
●
●
●

Attending classes without the necessary resources.
Lack of courtesy and good manners.
Performing activities other than those prescribed by the teacher or Administration.
Failure to comply with the Cell Phone and Electronic Device Use Policy (Away for the Day).
Failure to comply with the Dress Code.
● Failure to comply with guidelines determined by the School in the case of online classes or meetings.
SERIOUS OFFENSES
In relation to Art. 330 of the LOEI Regulations, the following are considered serious offenses:
●
●
●
●
●
●

Actively or passively participate in discriminatory actions or actions that violate the dignity of members of the educational community.
Actively or passively participate in actions that violate the right to personal privacy of any of the members of the educational
community.
Consume or promote the consumption of alcohol, tobacco or illegal narcotic or psychotropic substances within the educational
institution, regardless of the amount.
Leaving the educational institution without proper authorization.
Generate situations of risk or conflict inside and outside the institution or generate situations in which the image of the school is
compromised.
Carrying out proselytizing actions within the educational institution related to political movements or parties of local or national public
life.
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●

Participate actively or passively in actions that threaten the dignity, physical or psychological integrity of the members of the
educational community.
● Actively or passively participating in bullying, i.e. any psychological, verbal or physical mistreatment produced against community
members in a repeated manner.
● Failure to report to the educational authorities any act of violation of the rights of their classmates or other members of the educational
community, as well as any act of corruption that comes to their knowledge.
● Committing an act of academic dishonesty in accordance with Article 224 Type II of the LOEI Regulations: Presenting as one's own
an academic work done totally or partially by another person, with or without his/her consent, or doing an academic work or part of it
and giving it to another person to present it as if it were one's own.
○ Copying someone's academic work or examination by any means, with or without their consent, or allowing someone to copy
from one's own academic work or examination.
○ Using notes or other reference materials during an examination, unless expressly permitted by the teacher.
○ Including a person's name on a group paper, even though that person did not participate in the preparation of the paper.
○ Interfering with the work of others by removing, hoarding, eliminating, sabotaging, stealing or concealing academic work,
materials or supplies that are necessary for the development or presentation of an academic work.
In addition to the offenses described in Arts. 224 and 330 of the LOEI Regulations, the following are also considered serious offenses:
●
●
●
●

Lack of truthfulness.
Disrespecting the authorities, teachers and all those responsible for their education and care.
Disregarding the observations or dispositions of teachers or authorities of the institution.
Behaving inappropriately in events organized, coordinated or sponsored by the School, or by third parties in which the Institution has
participation.
● Interfering in communication with parents or representatives.
● Use inappropriate verbal, written or gestural vocabulary against any member of the educational community.
● Failure to comply with established schedules and calendars.
● Wearing clothing that violates the Institutional values or repeat non-compliance with the dress code.
● Failing to respect the property and/or belongings of the School or other people and not being honest in their actions.
● Contravening the Internet Use Policy, including using VPN to disable the School's firewalls, as well as accessing unauthorized social
networks or chat rooms from your authorized computer or electronic device.
● Repeatedly contravening the Cell Phone and Electronic Device Use Policy and,
● Contravening any school policy or regulation
VERY SERIOUS OFFENSES
According to Art. 330 of the LOEI Regulations, the following are considered very serious offenses:
●
●

Missing classes for two (2) or more consecutive days without justification.
Marketing or promoting within the educational institution alcohol, tobacco, or illegal narcotic or psychotropic substances, regardless of
their quantity.
● Carrying weapons or any material or object that threatens their own integrity and safety or those of others.
● Undermining the dignity of a member of the educational community through defamatory publications.
● Actively or passively participating in actions that undermine the sexual integrity of members of the educational community or covering
up for those responsible.
● Causing damage to the physical infrastructure and equipment of the educational establishment.
● Causing damage to public or private property.
● Carrying out acts tending to sabotage the electoral processes of the School Government, the Student Council and other participatory
bodies of the educational community.
● Intervening in activities tending to promote the paralyzation of the educational service.
● Committing an act of academic dishonesty in accordance with Article 224 Type III of the LOEI Regulations:
○ Including in academic papers fabricated, falsified or modified quotations, results or data from interviews, surveys, experiments
or research.
○ Fraudulently obtaining copies of examinations or their answers.
○ Modifying one's own or another person's grades.
○ Falsifying one's own or another person's signatures, documents, data, or transcripts.
○ Impersonating another person or allowing oneself to be impersonated in the taking of an examination.
In addition to the offenses described in Arts. 224 and 330 of the LOEI Regulations, the following are also considered very serious offenses:
●

Contravene the Prohibited Substances Policy.

EDUCATIONAL DISCIPLINARY ACTIONS OR CONSEQUENCES
Formative consequences are described in the PBIS for classroom behavior management.
According to Art. 331 of the LOEI Regulations, educational disciplinary actions are established according to the type of misconduct
committed.
CONSEQUENCES FOR MINOR OFFENSES
If the student incurs in any minor misconduct, the school, through the different instances in the disciplinary management, will issue a written
communication to the parents and will apply one or more of the consequences detailed below:
1. Verbal reprimand accompanied by a warning of the consequences of committing the respective offenses again in order for the student
to reflect on the offense committed. This reprimand will be recorded in the student's academic record and in the learning report.
2. Reflection work by the student on the offense committed.
3. Interview with the respective Vice Principal or Coordinator.
4. The student must sign, together with his/her legal representatives, a letter of commitment in which they affirm that they understand the
rules and commit to not repeat these acts.
5. The student must comply with formative work activities in the educational institution related to the offense committed and leading to
repair the damage caused, if the act committed caused harm to other people or damage to property.
In addition to the consequences described above, the behavioral evaluation may be reviewed at the Partial Grade Teachers' Meeting with an
adjustment of up to one point in the partial behavioral grade.

CONSEQUENCES FOR SERIOUS OFFENSES
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If the student incurs in any serious misconduct, the School, through the highest authority of the School, will issue a written communication to
the parents and will apply one or several of the consequences detailed below:
1.
2.
3.
4.
5.
6.

Verbal reprimand to the student accompanied by a warning of the consequences of committing the respective offenses again.
This reprimand will be recorded in the student's academic record and in the learning report.
Reflection work by the student on the misconduct committed.
Interview with the respective Vice-Principal or Coordinator and/or the Student Counselor.
The student and his/her legal representatives must sign a letter of commitment in which they affirm that they understand the
rules, and commit to adopt the necessary measures so that the student does not commit acts that violate them again.
The student must comply with formative work activities in the educational institution related to the offense committed and
leading to repair the damage caused, if the act committed caused harm to others or damage to property.
Temporary suspension of the student's attendance to classes, up to a maximum of fifteen days depending on the seriousness
of the offense, during which the student must comply with educational activities directed by the educational institution and with
follow-up by the legal representatives.

In addition to the consequences described above, the behavioral evaluation may be reviewed at the grade level faculty meeting for the partial
with an adjustment of up to two points on the midterm behavioral grade.
CONSEQUENCES FOR VERY SERIOUS OFFENSES
If the student incurs in any very serious misconduct, in addition to applying the actions established for minor and serious misconduct, the
corresponding maximum authority must substantiate the disciplinary process and forward the file to the District Conflict Resolution Board for
application, according to the seriousness of the action, and will adopt one of the consequences detailed below:
●

Temporary suspension of attendance at the School, for a maximum of thirty (30) days, during which the student must comply
with educational activities directed by the educational institution and with monitoring of the student's performance by the legal
representatives.

● Definitive separation from the School, which implies the relocation of the student to another Educational Institution This
consequence will be adopted by the District Conflict Resolution Board.
The School has the authority to decide on the immediate stay or permanence in the future of students involved in the aforementioned
offenses, which have occurred in the facilities of the Institution, or in its adjacent areas, understanding as such those physical spaces located
up to one hundred meters around, as well as in the transportation service of the School, or in social, academic or sports activities,
coordinated, organized or sponsored by the Institution, and in those organized by third parties, in which the School has participation.
If the student has incurred in misconduct that threatens his/her physical or mental integrity, or that of third parties, or against the facilities or
image of the School, the latter may determine that said student and his/her family commit to receive external psychological and therapeutic
support, among others, for the benefit of the child's education.
The School reserves the right to request the student's separation for the following year, whenever it considers that due to lack of compliance
with established policies or recommendations made by the Institution, the student's behavior implies a risk to himself/herself, to third parties
or to the School as such.
Accumulation of offenses.- The accumulation of offenses will result in the application of disciplinary educational actions of greater severity.
Non-typified offenses.- Offenses that are not typified will be analyzed and resolved by the Administration.
Due process.- In the disciplinary processes provided for in this Code, all constitutional guarantees and rights are observed, respect for the
dignity of persons, the right of students to be heard in terms of which, students may make their legitimate defense effective, through their
parents and/or legal representatives knowing their opinion and version. The consequences and recommendations adopted shall be
communicated to the parents and/or legal representatives of the minors, and shall be executed even without their acceptance.
Conditioning.- In order to represent the school in sports, academic, cultural or social activities, students must maintain a quarterly behavior
evaluation of C (7.0) or higher. Those students who obtain a quimester behavior evaluation of D (6.9) or lower, will receive a Disciplinary
Condition in the Report Card and will not be able to represent the school in sports or cultural activities or attend social events organized by
the School until they obtain an evaluation of B (8.0)
5.4. INTERNAL REGULATIONS
Institutional Policies, Protocols and Regulations of the School are as follows:
●
●
●
●
●
●
●
●
●
●

Avoid the use and consumption of prohibited substances.
Academic Honesty.
Responsibilities of Parents and Legal Representatives.
Bullying Prevention.
Intellectual Property and Copyrights.
Use of the Internet and Computer Equipment.
Away for the Day Protocol for unauthorized use of cell phones and smart devices.
Parent Committee Bylaws.
Dress Code.
Honor Code.

STUDENTS
Students at Colegio Americano de Quito should practice the following attitudes in their daily life:
Emotional and Social Development
●
●
●
●
●
●
●

Will practice the principles of democracy, establishing a balance between freedom and responsibility.
Know and appropriately manage their emotions and relate to others within a framework of self-discipline and respect.
Will respect the beliefs, values, and differences of others without distinction of gender, race, or religion.
Will analyze and respect the cultural values of Ecuador, the United States of America, and other nations.
Assume civic obligations with responsibility.
Will practice moral and ethical values.
Will seek and accept athletic leadership roles.
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●
●
●
●

Will contribute positively to the image of the Institution before the community.
Will respect and contribute to the preservation of the environment and its natural resources.
Will have the necessary training to achieve success according to the demands and challenges that arise in the future.
Participate in student activities, including social and cultural activities.

Academic Development
●
●
●
●
●
●
●

Will develop critical thinking, problem solving skills, and the ability to apply knowledge and skills.
Be bilingual (Spanish/English).
Assume academic responsibilities.
Acquire study and research skills.
Will have a global perspective of world events and the interrelationship between nations and people.
Will be prepared to perform successfully in university life inside and outside Ecuador.
Will develop creativity and maintain a high level of intellectual curiosity.
Will work to develop talents and interests beyond academic activities.

The school offers the three International Baccalaureate programs:
●
●
●

Primary Education Program (PEP),
Middle Years Program (MYP), and
Diploma (DP).

International Baccalaureate Student Profile – IB
Inquisitive
Develop their natural curiosity. They acquire the skills necessary to inquire and conduct research and demonstrate autonomy in their learning.
They enjoy learning and maintain this eagerness to learn for the rest of their lives.
Informed and Educated
They explore concepts, ideas and issues of local and global importance, and in doing so, gain knowledge and deepen their understanding of
a broad and balanced range of disciplines.
Thinkers
Apply, on their own initiative, their intellectual skills critically and creatively to recognize and address complex problems, and to make
reasoned and ethical decisions.
Good Communicators
Understand and express ideas and information confidently and creatively in a variety of languages and forms of communication. They are
willing to collaborate with others and do so effectively.
Wholesome
They act with integrity and honesty, possess a deep sense of fairness, justice and respect for the dignity of individuals, groups and
communities. They take responsibility for their own actions and the consequences of those actions.
Open Minded
They understand and appreciate their own culture and personal history, and are open to the perspectives, values and traditions of other
people and communities. Are accustomed to seeking and considering different points of view and are willing to learn from experience.
In solidarity
They show empathy, sensitivity and respect for the needs and feelings of others. Are personally committed to helping others and act with the
purpose of positively influencing the lives of people and the environment.
Bold
They approach unfamiliar and uncertain situations with wisdom and determination, and their independent spirit allows them to explore new
roles, ideas and strategies. They stand up for what they believe in with eloquence and courage.
Balanced
They understand the importance of physical, mental and emotional balance to achieve personal well-being for themselves and others.
Reflective
They carefully evaluate their own learning and experiences. They are able to recognize and understand their strengths and limitations and
thus contribute to their learning and personal development.
GOALS OF COLEGIO AMERICANO DE QUITO CHANGE AGENTS (ENDS)
The school must create spaces and prepare its students to propose and lead, with responsibility towards themselves and the community, the
positive changes they aspire to generate in their environment, aligning themselves with the institutional values.
GLOBAL VISION.- The school must provide opportunities and reinforce in the curriculum the contents that are connected to the local and
global reality, to create instances of reflection that promote the commitment to service and respect for differences.
LIFE SKILLS.- The school must maintain, reinforce and innovate inclusive programs, in order to form students who demonstrate a high level
of self-confidence, communication skills, perseverance, connection with nature and respect for others, through tools that help them take
responsibility for the consequences of their decisions.
ACADEMIC.- The school must offer a state-of-the-art curriculum with the purpose of enabling students to enter the universities of their
choice. In addition, the school must create a positive learning environment, with high academic achievement, one hundred percent bilingual,
that produces inquiring, creative students, with research, problem solving, decision making, and reflective learning skills.
VALUES.- The school must strengthen programs that promote institutional values, which are: respect, solidarity, inner strength, responsibility
and honesty. Students, parents and staff of the school must be committed to live these values on a daily basis.
(Aprobadas por Consejo de Administración 15/09/2017)
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Student Rights
In addition to what is established in the LOEI (Art. 7), students have the right to:
●
●
●
●
●
●
●
●
●
●
●
●

To receive a comprehensive and scientific education.
To be protected against all types of violence and to denounce any violation of their fundamental rights.
To be respected by their classmates, teachers, parents or legal representatives, authorities and staff of the school.
To have equal opportunities without distinction of gender, race, nationality, religion, ideology, physical or intellectual abilities with
respect for their diversity and their fundamental rights and freedoms.
To actively exercise their freedom of expression, to freely and respectfully express their opinion and to make use of duly grounded
conscientious objection.
To participate in democratic processes.
To be heard and informed about their school performance by teachers, authorities and staff of the School.
To be valued and motivated in accordance with their individual differences.
Receive psycho-pedagogical support according to their special needs.
To participate in an enriching academic environment that awakens their interest and desire to excel, allowing them to practice sports,
social, cultural and academic activities.
To be supported and guided in the exercise of positive and inclusive leadership.
Other rights guaranteed by current regulations.

Student Obligations
In addition to the provisions of the LOEI (Art. 8), students have the following obligations:
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●
●

Attend classes regularly and punctually; comply with established schedules and with their responsibilities as students.
To strive for educational excellence and show integrity and academic honesty in the fulfillment of tasks and obligations.
Commit to the care, good use and maintenance of the School's resources and facilities.
Treat members of the educational community with dignity, respect and without any discrimination whatsoever;
Participate in the election processes of the Student Council and course directives.
Respect and comply with the Community Agreements, Institutional Policies and Values,
To denounce any act of violation of their rights.
Learn to exercise, in a correct manner, their freedom by respecting and accepting others, including those who differ in beliefs and
opinions.
Maintain a positive attitude, inside and outside the Institution, including, but not limited to school transportation and public places,
where their behavior may compromise the image of the School.
Respect the property of others.
Develop universal ethical, civic values and a social conscience.
Develop responsible work habits.
Respect their integrity and that of others.
Know and comply with the policies, regulations, and provisions of the School.
Behave in a respectful and responsible manner with the entire school community.
Promote a democratic, participatory, interdependent and respectful environment with other students and the teaching and
administrative staff of the Institution.
All other obligations established by current regulations.

STUDENT COUNCIL
Colegio Americano de Quito, in order to strengthen the integral formation of its students and recognizing their right to participate in the
election process, promotes the formation of the Student Council aimed at the exercise of democracy and the cultivation of ethical values and
citizenship, under democratic principles as established by the LOEI, its regulations and this Community Agreements.
The Student Council of Colegio Americano de Quito is the highest organization of student government and is made up of student
representatives, elected by universal, direct and secret ballot. Voting is mandatory for all students from Secondary enrolled at Colegio
Americano de Quito.
The Student Council is formed by a President (12th grade), a Vice President (11th grade), a Secretary (10th grade ) and a Treasurer (2nd or
3rd BGU) and by the presiding members of the student grade representations and by the Honorary Representative to the Student Council.
The Student Council Board of Directors is made up of the President, Vice President, Secretary and Treasurer.
Pursuant to Article 63 of the LOEI Regulations, candidates for student representation must demonstrate academic honesty and high levels of
performance in their studies, in accordance with the provisions of this Code. The aforementioned candidates must have a minimum academic
and behavioral grade point average of B (8.5/10) in the average of the previous academic year.
Duties and Powers of the Student Council and its members
The Student Council will act in coordination with and under the supervision of the Administration of the EGB Superior Section and BGU
(Eighth grade of EGB to Third grade of BGU) in strict compliance with the institutional values and philosophy of Colegio Americano de Quito.
The powers and duties of the Student Council are as follows:
Powers:
● Promote compliance with the rights and duties of students;
● Channel, before the pertinent authorities, complaints and claims presented by members of the student community regarding alleged
transgressions to the rights of students;
● Participate in an active and committed manner with the activities developed at the school;
● Foster student fellowship and create an atmosphere of respect and harmony among the directors, teaching staff, administrative staff
and other members of the educational community;
● Participate in the construction of the Community Agreements and its application;
● Participate in processes of peaceful resolution of conflicts that may arise in the School;
● Cooperate in the conservation of the environment and the conservation of the educational space through concrete actions established
for this purpose;
● Propose institutional coexistence activities that strengthen interpersonal, community relations and favor the development of a
harmonious coexistence climate, through recreational and participatory activities;
● Convene the Presidents of the Student Committees of parallel or grade to the general work assemblies and other activities scheduled
during the school year by the Student Council.
● Coordinate plans, programs or projects jointly with the Administration, the Department of Student Counseling (DECE), and with the
Central Committee of parents.
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Duties:
● Comply with the work plan that was proposed to the student community during the election campaign;
● Channel, before the pertinent authorities, the appropriate procedure to ensure compliance with the duties and responsibilities of the
students and to defend the rights of the student body;
● Collaborate with the authorities of Colegio Americano de Quito in activities aimed at preserving the integral security of the students;
and,
● Comply with and promote compliance with the LOEI, its Regulations and this Community Agreements.
The powers and duties of the President of the Student Council are as follows:
● To ensure strict compliance with the duties and attributions of the members of the Student Council.
● Represent the Student Council and the student body in all official acts, within Colegio Americano de Quito and beyond.
● To call periodic meetings of the Student Council at least once every two weeks during extracurricular hours.
● To sign together with the Secretary of the Student Council the minutes, agreements and resolutions of the meetings held by the
Student Council.
● Collaborate in cultural, sports and social activities arranged by Colegio Americano de Quito.
● Communicate permanently and coordinate events when necessary with the Administration.
● Present in writing to the Administration of Colegio Americano de Quito the final report of activities of the Student Council until the
month of May of each year.
● To preside over the Student Council Activities Report assembly.
● Organize and supervise the election process of the Honorary Representative to the Student Council.
The powers and duties of the Vice President of the Student Council are as follows:
● Assume the Presidency of the Student Council in case of absence, temporary or definitive impediment of the President.
● Collaborate in the cultural, sports and social activities arranged by Colegio Americano de Quito.
● Carry out other activities that may be entrusted to him/her by the President and the Administration of Colegio Americano de Quito.
The duties and powers of the Secretary are as follows:
● Write the minutes of the Student Council meetings and sign them with the President, once approved.
● Send a report to the Administration after each event, including photographs and/or digital files.
● Coordinate jointly with the members of the Student Council the organization of the activities to be carried out.
The Treasurer's powers and duties are as follows:
● Custodian, under his/her personal and economic responsibility, of the funds of the Student Council, with the supervision of the
Treasurer of Colegio Americano de Quito.
● To keep the record of receipts and disbursements of the funds of the Student Council, as well as the file of all invoices. Present the
accounts to the Administration on a quarterly basis, or when requested by the Administration.
● To prepare the economic report of the Student Council to be presented by May by the President of the Student Council at the Student
Council General Assembly.
About Student Council funds
● The following are part of the Student Council's funds:
● The proceeds obtained in the activities developed by the Student Council itself.
● Donations, contributions or allocations made in its favor.
The collection and custody of the funds of the Student Council is the responsibility of the Treasurer, who will be jointly responsible with the
President of the Student Council for the management of said funds. The President and the Treasurer of the Student Council will be in
coordination with and under the supervision of the Treasurer of Colegio Americano Quito regarding the management of the aforementioned
funds.
Consequences for failure of the Student Council Board of Directors to fulfill its duties or powers.
Any member of the Student Council Board of Directors who incurs in a serious or very serious disciplinary offense will assume the
consequences stipulated in this Community Agreements or those resolved by the Executive Council. Likewise, elected Student Council
members must maintain an academic and disciplinary grade point average of 8.5/10 during their term of office. The Executive Council will
determine the consequences to be taken in case of failure to maintain the minimum grade point averages established based on the
applicable regulations, including removal from office.
Student Council Board of Directors Elections
The election process will be in charge of the Executive Council.
Its functions shall be:
● To call elections for the Student Council for the date established in the annual calendar of activities. Verify compliance with the
requirements for the nomination of candidates as provided in the Community Agreements and qualify, within forty-eight hours, the lists
submitted.
● To guide the development of the electoral process.
● Coordinate and approve the platform to be used for voting.
● Receive the results from the Management of the Technology Department.
● Make known to the students the result of the elections and proclaim the winners; and,
● Resolve any complaints or appeals that may be filed.
The lists of candidates for the Student Council and their work proposals must be submitted to the Executive Council by the date indicated in
the annual calendar of activities.
The elected Student Council Board of Directors shall exercise its functions as of the day of its possession. The President and Vice-President
of the Student Council may not be re-elected.
The election campaign must be conducted in an atmosphere of cordiality, fellowship and mutual respect. All acts that violate human rights or
those that cause damage to the infrastructure or equipment of the institution shall be prohibited. As part of the electoral campaign, two
assemblies will be held. The first is a "Presentation" assembly, in which the candidates will present to the students their work proposals that
were presented to the Executive Council. The second is a "Debate" assembly, in which the candidates will answer questions posed by the
students. Additionally, they will discuss and argue their proposals with the other candidates.
The electoral process to designate the Student Council will take place at the facilities of Colegio Americano de Quito. The elections will be
held according to a schedule established by the Secondary Administration in conjunction with the Executive Council.
The procedure established for voting in accordance with these Regulations shall be by universal and direct ballot. The election shall be by
secret ballot and through the use of a virtual platform. Voting shall be individual. Each student shall vote for only one candidate for each
dignity that makes up the Student Council.

12

Voting shall be done electronically. The votes will be calculated automatically by the platform used. The Rector of the School, in her capacity
as President of the Executive Council, will announce the results to the community. The candidates with the highest number of votes will be
elected as members of the Student Council. In case there is an equal number of votes between the candidates, the Executive Council shall
call for a second election between the two candidates, which shall be governed by the provisions of this election procedure.
In the event that only one list or one candidate is presented for any of the offices of the Student Council, it shall be sufficient for the
candidates to meet the established requirements and present their work plan in order to be elected.
HONORARY REPRESENTATIVE TO THE STUDENT COUNCIL (CARNIVAL)
The school promotes the recognition and celebration of a traditional Ecuadorian celebration such as Carnival, carrying out activities whose
purpose is the union of the educational community and encouraging the creativity of the students for the realization of campaigns,
choreography, scenery and costumes.
Likewise, and within the framework of the Carnival activities, the school, in order to strengthen the integral formation of its students,
recognizing their right to participate in elections aimed at the exercise of democracy and the cultivation of ethical values and citizenship under
democratic principles, promotes the election of the Honorary Representative to the Student Council as determined by this Code regarding the
composition of the Student Council. Secondary classes shall democratically elect a candidate for Honorary Representative to the Student
Council and a Campaign Manager.
Requirements for the Honorary Student Council Representative
Pursuant to Article 63 of the LOEI Regulations, candidates for student representation must demonstrate academic honesty and high levels of
performance in their studies, in accordance with the provisions of the Community Agreements. Candidates for Honorary Student Council
Representative must be enrolled in the first, second and third year of High School. Additionally, they must have a minimum academic and
behavioral grade point average of 8.5/10 both in the average of the previous school year and in the average of the first with the second partial
of the first quimester of the year they are studying, as well as not having any disciplinary issues. In addition, they must present a community
service project to be carried out during the school year.
Each Candidate for Honorary Representative to the Student Council must choose two classmates from her class to present her candidacy at
the Presentation Assembly and in Choreography. These students must have a minimum academic and behavioral average of 8.5/10 both in
the average of the previous school year and in the average of the first with the second partial of the first quarter of the year they are studying,
as well as not having a current disciplinary consequence.
Students who are part of the Student Council may not run as Candidates for Honorary Representative to the Student Council or Campaign
Managers. Student Council members must be neutral and refrain from participating in activities as part of their grade level. The Honorary
Student Council Representative shall not be eligible for re-election.
Requirements for Campaign Manager
For the electoral process of the Honorary Representative to the Student Council, each grade level must democratically elect a Campaign
Manager.
The Campaign Manager is responsible for ensuring that all activities inherent to the Carnival Campaign, as well as logistics, are carried out
without interrupting academic activities and are in accordance with the guidelines established by the Student Council and the Administration.
He/she will work in coordination with the Student Council.
In order to be appointed Campaign Manager, the student must be enrolled in the grade to be represented, have a minimum academic and
behavioral grade point average of 8.5/10, both in the average of the previous school year and in the average of the first and second partial of
the first quimester of the year being studied, as well as not having any disciplinary issues..
Duties of the Honorary Representative to the Student Council
The Honorary Representative to the Student Council shall collaborate with the Student Council with the objective of promoting the Mission
and Institutional Values of Colegio Americano de Quito, as well as promoting and organizing integration and social work activities to serve the
community. Additionally, she/he will be part of the activities of Student Participation in coordination with the Student Council.
Consequences for failure of the Honorary Representative to the Student Council to fulfill his duties
The Honorary Representative to the Student Council who incurs in a serious or very serious disciplinary offense shall assume the
consequences stipulated in the Community Agreements or those resolved by the Executive Council. Likewise, the elected Honorary Student
Council Representative must maintain the achievement and behavior averages during her term of office as indicated in the requirements. The
Executive Council shall determine the consequences to be taken in case of failure to maintain the established minimum averages, including
removal from office.
Activities of the Student Council during the Election of the Honorary Representative to the Student Council
● The Student Council shall be responsible for overseeing that all activities inherent to the Carnival Campaign as well as the
organization and logistics are carried out without interrupting academic activities, working in coordination with the Administration.
● The Student Council shall hold regular meetings with all Campaign Managers to share information, answer questions and provide
logistical support.
● The Student Council shall preside over the Possession Assembly where the results of the elections shall be made known to the entire
secondary student body. . The final announcement shall be made by the Student Council President.
● The Student Council shall maintain impartial during the entire process and shall not participate in the activities of each grade.
Honorary Student Council Representative Elections
The process will be carried out by the Student Council under the supervision of the Executive Board.
Electoral Process
Registration of Pre-Candidates for Honorary Representative to the Student Council and Campaign Managers
The registration of the Pre-candidates for Honorary Representative to the Student Council by grade and Campaign Leaders will take place at
the Principal’s Office according to the established schedule. Candidates must fill out the form and register in person at the Principal’s Office.
They must present the corresponding academic and behavioral certifications issued by the the secretary of each section that certify the
fulfillment of the requirements.
Each grade must elect, under democratic principles, the Candidate for Honorary Representative to the Student Council and Campaign
Manager. The election shall be carried out through universal, direct and individual voting. It shall be secret and through the use of an
electronic platform. If there is only one candidate, his/her candidacy shall be ratified.
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Work Plan
Candidates elected as Honorary Representative to the Student Council must submit the proposed Work Plan to the Principal’s Office, which
must be aligned with the Student Council's Work Plan for the current year. The elected Representative shall complete the proposed work
plan during the school year.
Student Council Honorary Representative Candidates Presentation Assembly
The Assembly for the Presentation of Candidates for Honorary Representative to the Student Council will be held in an atmosphere of
respect in which students must observe the rules of behavior of Colegio Americano de Quito, as established in the Community Agreements.
The security policies established by the Department of Security and Transportation and Civil Defense will be taken into account. Candidates
for Honorary Representative to the Student Council must present their work plan during the Presentation Assembly.
Campaigns - Choreographies
Each grade should organize recreational activities and choreographies according to a chosen theme. These activities must be submitted by
each Campaign Manager to the Student Council Board and the Administration for approval; they must be in accordance with the school's
mission.
Election and scrutiny.
The electoral process to designate the honorary representative to the Student Council will be held at the school's facilities. The elections will
be held according to the Schedule of Colegio Americano.
The procedure for the election of the Honorary Representative to the Student Council will be in accordance with democratic principles
through universal, direct and individual voting. The election will be individual, secret and through the use of a technological platform.
Once the process is closed with the presence of the Student Council and the Executive Council, the results issued by the system will be
received and verified automatically. The results of the voting will be recorded in the minutes duly signed by the members of the Executive
Council and the Student Council.
The candidate who obtains the most votes shall be elected Honorary Representative to the Student Council. In the event that there is the
same number of votes among the candidates, the Executive Council shall call for a second election among the candidates who have the
same number of votes, which shall be governed by the provisions of this election procedure.
In the event that there is only one candidate for Honorary Representative to the Student Council or Campaign Leader, she/he shall be
designated as such. The elected Honorary Student Council Representative shall exercise her/his functions as of the day of her inauguration.
Proclamation of Results
The Student Council will be in charge of the organization of the Assembly of Possession of the Honorary Representative to the Student
Council. The Student Council will preside over the Assembly of Possession where the results of the elections will be made known to the
entire student body from eighth grade to third grade. The final announcement will be made by the Student Council President.
The proclamation of the results will take place at the Assembly of Possession in the presence of the authorities, professors and students of
the school. At the Assembly, the members of the Student Council, as well as the Grade Level Representatives, will wear formal uniforms.
ACADEMIC EVALUATION, PROMOTION AND GRADUATION
The school considers the evaluation system as the set of actions aimed at knowing the degree of development of the student in the
teaching-learning process. Its main objective is to adapt the pedagogical support to the student's personal growth needs.
A variety of instruments are used, such as portfolios, anecdotal records, formative and summative evaluations, list of skills, permanent
observations and rubrics.
●

Diagnostic evaluations: These are applied at the beginning of an academic period to determine the previous conditions with which the
student enters the learning process.
Formative evaluations: They are carried out during the learning process to obtain partial learning results.
Summative evaluations that determine whether the proposed educational objectives have been achieved.
Achievement measurement assessments and standardized tests.
Quarterly assessments and projects.
Evaluation based on PYP, MYP, and PD criteria.

●
●
●
●
●

Preschool and Kindergarten
EVALUATION SCALE
SCALE

MEANING

A

Acquired

IP

In process

B

Beginning

NE

Not Evaluated

CHARACTERISTICS OF THE PROCESSES
The child evidences the achievement of the expected learning in the programmed time.
The child is in the process of achieving the expected learning, for which he/she requires the accompaniment of the
teacher and the legal representative during the necessary time.
The child is beginning to develop the expected learning or shows difficulties for the development of these, for which
he/she needs more time of accompaniment and intervention from the teacher, according to his/her pace and
learning style.
This indicator has not been evaluated during this period.

Evaluation
QUALITATIVE SCALE

QUANTITATIVE SCALE

I1 - Inicio 1 (Beginning 1)

0–4

I2- Inicio 2 (Beginning 1)

4.01 – 6.99

EP - En proceso (In process)

7.00 – 8.99

A - Adquirido (Acquired)

9 – 10

N/E – No evaluado (Not evaluated)

N/E
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Primary and Secondary

Master the required skills.

QUANTITATIVE
SCALE
9.00 – 10.00

Achieves the required learning.

7.00 – 8.99

Is close to achieving the required learning.

4.01 – 6.99

Does not achieve the required learning.

≤ 4.00

QUALITATIVE SCALE

●

The evaluation will be based on IB program criteria.

Quimester Grading - The quimestre grade is the result of the average of the two partials (80%) plus the grade of the quimester exam or
evaluation (20%) in the Secondary Section. The grade obtained will have two decimal places and there will be no approximations.
Academic Reinforcement
This reinforcement is given to students who present low results or lags in the learning process. The academic reinforcement is not for each
assignment, but those that the teacher considers necessary for learning.
Students who do not obtain a minimum of 7/10 up to the mid-partial may carry out reinforcement activities directed by their teacher.
The school will determine the mechanisms it considers pertinent and suitable for the academic reinforcement process.
1. Academic reinforcement should be a set of strategies and planned attention measures that complement, consolidate, strengthen and
enrich the ordinary educational activities of students who present low learning results or certain educational needs.
2. Academic reinforcement may be given to students who obtain low results in their learning processes (less than 7/10).
3. The academic reinforcement must include the cooperation and participation of all stakeholders who are: Academic Coordinators,
Teachers, Parents and/or legal guardians and students.
4. Academic reinforcement activities will be carried out during extracurricular hours.
5. The grade of the reinforcement activities will be included as one more input to be averaged within a partial.
6. Grades obtained in the reinforcement activities will not replace a grade within the midterm.
Promotion Requirements
According to the LOEI Regulations in force, students in Preschool will be automatically promoted to the next grade.
Students in Kindergarten who before the beginning of the Elementary Basic sub-level have not reached the level of development necessary
for the optimal use of the following grade must develop, before the beginning of the following school year and with the support of their family,
a series of activities determined by the teacher. In addition, the Administration may make decisions considering the best interest of the
student duly based on pedagogical, social-emotional and special educational needs aspects.
The minimum grade required for promotion is seven out of ten. In primary, for promotion to the next grade, an average grade of seven out of
ten is required in all the subjects that make up the curriculum.
In Secondary, for promotion to the next grade, an average grade of seven out of ten is required in each of the subjects that make up the
curriculum.
Graduation - The graduation process and the awarding of the baccalaureate degree shall be governed in accordance with the LOEI
Regulations and the regulations in force.
HONORARY DISTINCTIONS, FLAG BEARERS AND SCHOLARSHIPS
Students who stand out in academic, cultural, sports, leadership and/or fellowship and solidarity activities may be awarded the following
incentives or honorary distinctions, according to the following specifications:
In Pre-school and Primary
●
●
●
●
●
●

For students in Primary, annual honorable mention for academic performance to the two highest academic averages in each parallel
that have achieved a minimum discipline of B and have not incurred in serious disciplinary offenses.
Mentions and diplomas to those who have distinguished themselves in extra school activities.
Honorary scholarships for the most outstanding students from 1st-6th grade in academic, sports and cultural aspects, according to
what is established in the Regulations for the Awarding of Scholarships.
Diplomas will be given to students who distinguish themselves for their values of solidarity.
The two students in the sixth grade of the National Section who have achieved the highest academic and disciplinary averages, from
1st-5th grade will be awarded the Gold and Silver Medal.
The 6th grade student in International who has studied at Colegio Americano and who have achieved the highest academic and
disciplinary averages, from 4th-5th will be awarded the Gold and Silver Medal.

In Secondary
●
●
●
●
●

Honorable mention for academic performance to the students who have obtained the best academic and disciplinary average in their
grade ; this award will be presented at the Inaugural Assembly of the school year.
Awards granted to the three best seniors, as established in the Regulations approved by the Executive Council. These awards will be
presented at the Graduation Ceremony.
Honorary Scholarships, in accordance with the Regulations for the Awarding of Scholarships, approved by the School Board; these
awards will be presented at the Inauguration Assembly of the school year.
Leadership Scholarship, to students who have completed the second year of high school, and who have distinguished themselves for
their qualities in this area, in accordance with the Regulations for the Awarding of Leadership Scholarships, to be presented at the
Inaugural Assembly of the school year.
Formation of the National Honor Society, an entity constituted to honor the excellence of students in their academic performance,
leadership, service and character in accordance with the guidelines established by Colegio Americano Quito.

Honor Diplomas (Abanderados, Portaestandartes and Escoltas).
The School will select Abanderados, Portaestandartes and Escoltas and will be designated and proclaimed annually among the seniors who
have achieved the highest score according to the LOEI and its Regulations.
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The election of Abanderados, Portaestandartes and Escoltas will take place within ten working days from the beginning of the school year.
The list of distinctions shall be published in a visible place until the tenth day of the beginning of the school year.
According to the total scores obtained by the students, the distinctions will be assigned in the following order, from highest to lowest:
First place:

Abanderado del Pabellón Nacional.

Second place: Portaestandarte de la Ciudad.
Third place:

Portaestandarte del Plantel.

Fourth place:

Primera Escolta del Pabellón Nacional.

Fifth place:

Segunda Escolta del Pabellón Nacional.

Sixth place:

Primera Escolta del Estandarte de la Ciudad.

Seventh place: Segunda Escolta del Estandarte de la Ciudad.
Eighth place:

Primera Escolta del Estandarte del Plantel

Ninth place:

Segunda Escolta del Estandarte del Plantel.

The final average of achievement should be calculated in tenths, hundredths and thousandths, to avoid ties. In no case should this figure be
averaged with behavioral grades.
In order for seniors students to be eligible for these distinctions, they must meet the following requirements:
●

Be enrolled in 12th grade and regularly attend classes.

For the designation of the Abanderados, Portaestandartes and Escoltas
a Commission will be formed, which will be integrated by:
●
●
●
●
●

The National Principal, who shall preside;
Two delegates from the Executive Board of the school;
A representative of the Parents; and,
A representative of the Student Council.
An overseer appointed by the Principal who is part of the school's educational community, who has no direct or indirect conflict of
interest or any type of connection with the purpose and execution of the overseer's office.

The Abanderados, Portaestandartes and Escoltas will be proclaimed on Flag Day. The date of the ceremony will be established according to
the guidelines of the Ministry of Education.
Scholarship Awards
The School will grant scholarships with the purpose of stimulating and promoting the best education of its students and in order to comply
with the pertinent legal dispositions.
The School will grant scholarships subject to the applicable legal dispositions and the internal policy of the School, in consideration of the
scholarship budget that at the end of each school year will be approved by the School Board. The Board may modify the approved
scholarship budget due to circumstances of force majeure or crisis or emergency situations.
SCHOOL REGIME
Calendar - The school year lasts two hundred days. It is divided into two quimesters. The school calendar is registered annually with the
District Ministry of Education, the schedule is designed according to the curricular and cultural characteristics of the school.
Admissions - Students must be three years old by September 30 to enter Nursery. Parents must register the student according to the
established calendar and follow the school's admission process.
Enrollment - The enrollment process will be carried out according to ministerial dispositions. Extraordinary and exceptional enrollments will
be authorized by the Administration. The Administration may grant up to a second enrollment to a student who has repeated a grade
according to the available space and capacity in the corresponding grade.
Enrollment Contract - The enrollment contract has a term of one year associated with the duration of the school year. The provision of
educational services ends at the end of the school year and is not automatically renewed.
Admissions and reinstatements - Parents and/or representatives who wish to enroll their children must comply with the requirements and
follow the admission process determined by the school. It will be subject to space and capacity. The enrollment process culminates with the
signing of the contract and full payment of tuition and fees. The school reserves the right to refuse admission at any time during the process.
PROTOCOL AND PROCEDURE FOR ATTENDANCE
Attendance to classes is mandatory within the schedules established by the school. In accordance with the regulations of the Ministry of
Education, current regulations, the Community Agreements,and the School's Policies, it is the responsibility and obligation of parents to
ensure and guarantee that their children attend classes regularly and punctually every day during the school year.. It is the obligation of
students to remain at school during the entire school day.
Parents should therefore plan their vacations according to the school calendar to ensure their children's regular attendance. Medical
appointments, trips and other activities not related to the school should be planned outside of school hours.
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Procedure for justifying absences or tardiness
The school performs mandatory attendance monitoring and recording for students. Student attendance is recorded in the DSIS (Data School
Information System). For Primary students, the register is daily and for Secondary students it is per class hour.
●
●
●
●

All absences or tardies must be excused by the parents or legal guardians by email or in writing with the proper signature in support
addressed to the relevant Section. Absences of one or two days must be excused immediately or up to two days after the student
returns to class. If absences are not excused within this period, these absences will be considered unexcused.
If the absence exceeds two continuous days, the parents or legal guardians must justify the absence with the respective supporting
documentation that will be analyzed by the school.
In the case of recurrent absences duly justified, measures to guarantee the continuity of studies will be analyzed.
If a student arrives late to school, parents or legal representatives must justify the delay to the secretary of the respective section.

The following are excused absences:
● Illness or medical treatment (duly proven by medical certificate).
● Reasons of force majeure (accidents, natural disasters).
● Suspension
● Students (Athletes) selected to represent the School or Country in national, international or intercollegiate sporting events.
● Procedures for visa or passport issuance, legal appointments at embassies
● Transition visits or evaluations at other schools (for students who choose to change educational institution)
● Exceptional trips with the proper support provided by parents and previously authorized by the Administration.
● Absences due to vacation trips, family trips before or after a holiday or without justification or justification are not justifiable.
● For absences caused by other factors, these must be notified and justified by means of a letter addressed to Administration for
approval.
Excused absences and tardies, except for those mentioned above, and may not exceed two days per partial..
Any absence exceeding two days in the partial must be justified with the corresponding documentation, otherwise it will be counted as
unexcused absences.
Students will have the responsibility to make up for work, projects and exams during their absence or tardiness during office hours and not
during regular class hours by coordinating times with their teachers.
In accordance with current regulations, primary and secondary students, whose unexcused absences exceed 10% (ten percent) of the total
class hours in the academic year in one or more subjects, will fail those subjects.
It is the responsibility of parents or legal guardians whose children are absent or late to class to communicate directly with their children's
teachers to receive information about the assignments, work or subjects that must be completed and/or to coordinate with the teachers for
their children's attendance during extra hours (office hours), as the case may be. Parents or guardians must help their children catch up with
their pending work.
Secondary Section
Absences and Missed Work/Assignments
In addition to the above regarding parental excuses for absences, students must inform their teachers before a planned absence is excused.
Teachers will give students time to make up their activities by coordinating with them during office hours. It is the student's responsibility to
make up work and evaluations by meeting the deadlines set by the teacher.
Students leaving the classroom - If a student is sent to the Medical Department, Library, Counseling, Administration offices or other offices,
he/she must carry an official pass signed by the teacher stating the time of departure and the reason. Upon return, the student must present
the official pass signed by the person who attended him/her and the time of return.
Permission to Leave the School - If a student must leave the Institution, his/her parents must complete the on-line procedure to receive the
proper authorization. In case of emergencies, please contact the Secretary's Office of the different sections.
Extracurricular activities - Starting in the 3rd grade, extracurricular activities are offered under the responsibility of professionals in different
areas: sports, cultural, recreational and academic. Students who register for these activities must comply with the established schedules and
calendars.
Department of Student Counseling (DECE)
The Student Counseling Department's mission is to support, accompany and guide students in their integral development process, providing
a space for expression and reflection, which favors responsible decision making with respect to themselves and their social, family and
school environment.
The vision is to work proactively for the overall welfare of the student, considering their individual characteristics, in order to enhance their
strengths and thus achieve optimal development during their learning process throughout the grade levels.
The Student Counselor is the professional who supports, accompanies and provides timely follow-up to students in emotional, affective,
socio-familial, behavioral and psycho-pedagogical aspects, through interdisciplinary work. The Student Counselors will not perform
psychological evaluations or therapies to their students.
The functions and responsibilities of the Student Counselors are as follows:
● Develop a process of knowledge, support and follow-up to students.
● Support in the process of admission of students to the school in the different levels and Sections.
● Assist and support students in the processes of change: beginning of schooling, transitions between levels and graduation.
● Transfer information to the Student Counselor of next grade year about the follow-up done with students and analyze individual
cases.
● Provide pertinent information about students' emotional, family or health situations during meetings with teachers and administrators,
without compromising confidentiality.
● Advise teachers on student emotional management at the individual and group level.
● Encourage harmonious coexistence among all members of the educational community, supporting the fulfillment of values and
teamwork for the benefit of the student.
● Recommend in conjunction with the Administration, external professional support to students who require it.
● Maintain timely and regular communication with external professionals to share information and coordinate action plans.
● Intervene in situations of risk in which the vulnerability of the student's rights may be evidenced.
● Participate in the process of evaluating disciplinary offenses of students in compliance with due process, guaranteeing students their
right to be heard, express their opinion and explaining the possible sanctions that could be given.
● Update the Student Cumulative Record and the student's physical file.
● Participate in the placement of students in the various parallels.
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●
●
●
●
●

Develop prevention programs on the current issues pertinent to each age such as: sex education, school violence, use, consumption
and abuse of alcohol, cigarettes and more drugs, social pressure, proper use of technology, among others.
Develop a vocational and professional orientation program.
Inform teachers on issues related to the Student Counseling curriculum and others.
Coordinate meetings, conferences and workshops for parents on important topics for the formation of their children.
The others provided for in the Organic Law of Intercultural Education, its Regulations and current regulations.

Support Program Department
Focuses on working with students with Special Educational Needs (SEN).
The objectives of the Support Program are:
● Establish strengths and weaknesses of students with SEN.
● Provide inclusive education for those students who require a nurturing space to discover their strengths and work on their areas to be
strengthened.
● Support students with SEN through the planning and development of accommodations and/or modifications, in coordination with the
Administration, Teachers and Counselors.
● Generate strategies for the student with SEN to understand and manage their learning differences and develop a positive self-image.
● Motivate the student with SEN to identify and assertively use their strengths to achieve their academic goals.
The duties of the Support Program Professional are to:
● Assist the student with SEN with psycho-pedagogical tools necessary to improve their learning process.
● Train teachers with techniques and strategies for planning and developing accommodations and/or curriculum modifications for
students with SEN.
● Develop the DIAC/IEP of students with SEN who require it, with the collaboration of the Administration, Teachers, Student Counselors
and Parents.
● Provide relevant information about students with SEN to Teachers, through the development of the Student Learning Profile, based on
external psycho-pedagogical evaluations.
● Maintain timely and regular communication with external professionals to share information, follow up and adapt action plans.
● Observe students with SEN within the classroom and generate suggestions to teachers on skills management and strategies within
the classroom.
● Intervene in the learning process of the student with SEN by supporting the teacher within the classroom.
● Monitor the implementation of accommodations and/or modifications for each student with SEN.
● Conduct ongoing monitoring of each student with SEN through interdisciplinary work with Administration, Teachers, Student
Counselors and Parents.
● Provide support and guidance to parents of students with SEN, during the development of learning in their children.
● Deliver the Basic Skills Curriculum to primary students to develop important skills and abilities for learning.
● Support Program professionals will not conduct psychological evaluations or provide therapies for their students.
Department of University Counseling
The school offers orientation and support programs for students in the application process to local and international universities. Counselors
maintain periodic activities and meetings with students and parents in order to provide individualized follow-up on the application process.
PARENTS AND/OR LEGAL REPRESENTATIVES
The support of parents and/or legal guardians of students is necessary for the school to fulfill its goal of providing the best education.
In addition to what is established in the current regulations, parents and/or legal guardians have the rights and obligations detailed below.
Ignorance of the norms, as well as the Community Agreements and the School's Internal Regulations, does not exempt parents and/or legal
guardians from their responsibilities.
RIGHTS
● To be heard and receive reports on the performance or any situation that requires their knowledge regarding their children or
represented.
● To elect and be elected as a representative of the Parents' Committee in accordance with the regulations in force.
DUTIES
● Guarantee that their children attend classes punctually and regularly according to the established schedules and calendars; as well as
submit to the evaluations planned by the School.
● Support and follow up on their children's learning, attend to calls and comply with the requirements of the teachers and authorities of
the School.
● Support and motivate their children, especially when there are special educational needs.
● Comply with the provisions of the Community Agreements and the recommendations made by the School through its different bodies.
● Comply with the current regulations in educational matters and collaborate with the School in the compliance and application of the
recommendations, regulations and policies, especially those issued of zero tolerance regarding academic dishonesty, the use of
prohibited substances, violence, bullying, which includes the absolute prohibition of using, consuming, distributing or advertising
prohibited substances and carrying any type of weapons or objects that can be used to attack the physical integrity of other people.
● Collaborate to prevent the use, consumption, and distribution of prohibited substances.
● Collaborate to prevent acts of discrimination including but not limited to racism, xenophobia, sexism and any form of aggression or
violence.
● Collaborate with authorities and teaching staff in the development of educational activities and participate in committees appointed by
the School.
● Parents or legal representatives of minor students will have civil responsibility for all acts or deeds committed by them, affecting the
Institution and third parties, or their property.
● Attend and actively participate in all activities and meetings arranged, promoted and convened by the School.
● To know, comply with and enforce compliance with the policies, institutional values and provisions of the School, as well as the
Community Agreements for their children and/or those they represent. Ignorance of not knowing these agreements are not exempt
from responsibilities.
● Maintain an attitude of respect towards the school community.
● To guide their children in the development of positive attitudes towards others and towards learning.
● Maintain disciplinary strategies in accordance with those of the Institution.
● Guide their children and/or constituents to take responsibility for their own actions.
● Pay in a timely manner the items corresponding to their children's tuition and pensions, which will be specified in the tuition contract
for the current period, as well as any additional services.
● Be part of the Central Parents' Committee and/or legal representatives according to the school's regulations, as well as of the grade
or grade level committees.
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Parent Organizations
Parents may form committees. To be a representative of this committee the requirements are as follows:
● Be familiar with and committed to the School's Mission, Values and Policies.
● Not to have an employment relationship with the School.
● Exercise a liaison and support function for the management of the School.
● Lead the Parents of their grade in the activities organized by the School and/or the Committee, as well as in enrichment and reflection
activities in relation to the role of parents.
● Collaborate and support in curricular, extracurricular, sports and cultural activities organized by the School.
● To make time available for meetings.
● Others that the current regulations indicate for this purpose.
The Parents' Committees will organize, in conjunction with the school authorities, workshops and conferences for parents and students.
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6.

PARTICIPATION COMMISSIONS IN THE CONSTRUCTION OF THE COMMUNITY AGREEMENTS
Most relevant actions within the Agreements
construction process

COMMISSION

Diagnosis of harmonious
institutional coexistence

Systematization and drafting
of the Agreement

Promotion and Oversight
of Institutional Harmonious
Coexistence
Approval and ratification of
the Institutional Community
Agreements

7.

Observations

Adequate participation of all stakeholders.

Recommendations from members of the
educational community are compiled and
incorporated.

●
●
●

Working groups to analyze the Code in force
Study of MINEDUC guidelines
Analysis of priorities.

General Director
Administration
Inter-institutional Coordinator
Parents Representative
Teacher Representative
Student Council Representative
Counselors

●
●
●

Agreements and commitments on the part of
of the members of the educational community.
Compilation and incorporation of changes according to
the reality of the school and Agreement 10-A.
Drafting and updating of the Community Agreements
according to the particular and specific conditions of the
school, respecting the current regulations

General Director
Administration
Inter-institutional Coordinator/DECE
Parent representatives Teachers and
students
Secretaries

●

●
●
●

Socialization of the Agreement
Collection of proposals.
Follow-up.

●

Conformation of the Commission that ratified the
Agreement.

General Director
Administration
Inter-institutional Coordinator
Parent and Student Community
Representative
Counselors
General Director
Administration
Inter-institutional Coordinator

The processes are carried out normally.

Commission
for the Adoption and
Ratification of the Agreement.

INSTITUTIONAL HARMONIOUS COEXISTENCE PLAN
Scope

Objective

Respect and responsibility
for the care and promotion
of health

Respect and care for the
environment

Activities

Strengthen health care
practices
Encourage eating habits
Educate to prevent the use
and consumption of
prohibited substances.
Educate on Integral
Sexuality

Promote an
ecological culture focused
on prevention,
conservation, resource
optimization, good
management and
solid waste
solid waste and
reforestation

Follow the provisions of the
regulations in force to
prevent the use and
consumption of prohibited
substances.
prohibited substances
Student Counseling Plan
Student counseling on the
abuse of narcotic
substances, alcohol and
tobacco.
Maintain the Institution's
Waste Management
Program.
Continuous training of
community stakeholders
Optimize the use of
resources
Continue to support
recycling
recycling campaigns, for
example with Fundación
Hermano Miguel.
Participate in Reforestation
Programs
Maintain an updated
inventory of
assets and resources
of the institution
Take care of property,
equipment and facilities
Raise awareness among
students about the care and
proper use of the
use of the institution's
resources, materials and
goods
Promote adequate
communication to prevent
prevent and/or resolve
conflicts
Work in alignment with
mission, vision and
institutional values
Comply with the provisions
of the Community
Agreement

Indicators

Resources

Healthy food offerings in
cafeterias
Planning and implementation
of units and lessons that
address specific issues

Responsible Parties

Food menu and other cafeteria
options
MINEDUC regulations
Bibliographic and audiovisual
material
Talks with professionals

Student Counseling
Department
Vice Rectors and Coordinators
Human Resources
Medical Department

Measurements on quantity of
waste and
of waste and material to be
recycled
Number of trainings to
different stakeholders
Reduction in paper
consumption,
water and electricity
consumption
Annual reforestation
reforestation activities

Receptacles for waste
separation, including waste
masks.
Differentiated trash cans.
Records of Fundación Hermano
Miguel
Electricity and water bills
Warehouse and printing reports

Teachers
Students
Parents
Maintenance Area
Student Involvement
Coordinator

Analysis of inventories of
assets, equipment and
resources
Equipment written off
decommissioned
Invoices for repairs
or replacements

Inventories
Invoices for purchases, repairs
and replacements

Maintenance Department
Accounting
Management
Student Counseling

Conflict mediation processes
Minutes of meetings
Communications sent
Socialization meetings of the
Code of Coexistence
Workshops

Electronic mail
Audiovisual and bibliographic
material
Community Agreement
Workshop Planning

Student Counseling
Department
Teachers
Administrators
Students
Parents

Responsible care of
material resources and
property of the educational
institution

Promote the
care and good use of
resources, equipment and
physical facilities of the
physical facilities of the
institution

Respect among all
members of the
educational community

To ensure compliance with
the rights and obligations
of community stakeholders

Exercise with responsibility
their participation in the
democratic life of the
student body

Promote the exercise of
freedom with responsibility
inside and outside
the classroom
Encourage student
participation in institutional
spaces and instances.
Guarantee democratic
processes

Election of course directors
Student Council
of Student Council
Organization and
preparation of students for
Model United Nations
Leadership workshops

Number of student
participants
Number of student
participation in leadership
activities
Number of leadership
workshops

Encourage respect for
to differences in the social,
cultural and
cultural and
academics
Promote
inclusion

Continue the work of the
Student Counseling and
Support Program to serve
students with SEN in the
classroom.
Student Involvement
Program to organize
activities activities that
promote respect for that
diversity

Number of students in the
Support Program
Number of students
participating in student
involvement activities
Number of activities that
promote respect for diversity

Respect for diversity

8.

Participants

Guidelines and procedures

Student Involvement Reflection
Journals
Agreements with other
institutions

Student Counseling
Administration
Students

Student Counseling
Department
Support Program Professionals
Teachers
Parents
Students

FOLLOW-UP PLAN
What?
Agreements and Commitments of the Actors
of the Educational Community
Periodic review of processes and procedures
and their relevance.
Compliance with the Community Agreements
and the Activities of the Coexistence Plan

How?
Through:
Surveys
Minutes of meetings
Workshop reports
Focus groups

Who?
Commission responsible for the promotion of
harmonious institutional coexistence

When?
Each quimester

EVALUATION OF THE COMMUNITY AGREEMENTS.- It will be carried out in accordance with current regulations.
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9.

COMMUNICATION PLAN

Objectives
● Socialization of the updated Community Agreements to the shareholders of the educational community.
Keeping the educational community informed about all stages of the participatory construction and updating of the Community
Agreements.
● Encourage dialogue, dissemination and participation of all community members in activities that promote practices and a culture of
harmonious coexistence.
● Maintain open communication among all members of the educational community.
Actions
● Socialization of the objective of the Community Agreements through:
○ Meetings with the various stakeholders.
○ E-mails
○ Publication of the Community Agreements on the web site
10.

BUDGET

SUPPLIES
Stationery
Printing and copying
Printer toner
External professional consultations
Total
11.
11.1.

COSTS
$ 100.00
$ 100.00
$ 300.00
$ 1000.00
$ 1500.00

ANEXOS
ORGANIGRAMA ACADÉMICO

11.2.

ACADEMIC PROGRAMS

The school offers the three International Baccalaureate (IB) programs: Primary Years Program (PYP), Middle Years Program (MYP), and
Diploma Program (DP).
PRIMARY EDUCATION PROGRAM (PEP)
The IB Primary Education Programme (PYP) is based on the IB pedagogical philosophy and is adapted to the mission of the school.
One of the most important features of the PYP is the development of "Agency" and international mindedness in all members of the
educational community.
Through the 3 elements of the Program (The Learner, Learning and Teaching, and Learning Communities) the PYP proposes a collaborative
and transdisciplinary planning, created and delivered by the team of teachers and students through inquiry. Thus, achieving a conceptual,
authentic and enduring learning in both local and global issues.
This is how the document Foundations for Teaching the Primary Years Program explains in its conclusion:
"The PYP focuses on the heart and mind of students and addresses their social, physical, emotional, and cultural needs; in addition to those
considered more academic. Traditional subject areas are valued, while emphasizing a balance between the acquisition of knowledge and
essential skills, and the search for meaning and understanding in relation to the world around them. The Program offers students the
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opportunity to construct meaning, primarily through concept-driven inquiry. The various components of learning are integrated into the
transdisciplinary Inquiry Program, which in turn allows them to make connections to life outside of school." Foundations For Teaching, IBO
MIDDLE YEARS PROGRAM (MYP)
The MYP aims to develop young people who take an active role in their learning and are internationally minded, while being able to
empathize with others and give their lives purpose and meaning.
The program provides students with the tools to probe a wide variety of issues and ideas of local, national and global importance. As a result,
young people become creative, critical and reflective thinkers
Objectives:
● To offer a coherent and comprehensive curriculum designed specifically for adolescents, respecting specific developmental stages.
● To offer a curriculum that prepares students to develop successfully in the following academic stages.
● To acquire confidence in managing their own learning.
● Learn by doing and linking the classroom to the rest of the world.
● Show superior performance to non-IB students in key academic skills.
● Perform better on IB Diploma Program exams on a consistent basis
● Develop their potential in positive school cultures in which they are actively engaged and motivated to excel
● Developing an understanding of global challenges and a commitment to act as responsible citizens.
● The use of global contexts allows MYP students to come to understand the condition that unites them as human beings and their
shared responsibility to care for the planet. This is accomplished through developmentally appropriate explorations of the following
global contexts:
○ Identities and relationships
○ Personal and cultural expression
○ Orientation in time and space
○ Scientific and technical innovation
○ Equity and development
○ Globalization and sustainability
○ Globalization and sustainability
DIPLOMA PROGRAM (DP)
This program prepares students for higher education based on the guidelines of the Ministry of Education, the International Baccalaureate
curriculum and the requirements of AdvancED. The International Baccalaureate Organization curriculum is the official curriculum for all
subjects.
The DP curriculum consists of six subject groups and the core components: Theory of Knowledge (TOK), Creativity, Activity and Service
(CAS) and the Extended Essay.
Through these core components, students reflect on the nature of knowledge, conduct independent research, and carry out a project that
often involves community service activities.
Objectives:
● To enable students to have the intellectual, social, and educational tools to successfully respond to academic and professional
demands.
● To emphasize universal ideals and responsible citizenship, through which students will become critical and sensitive thinkers.
● To help students become aware of social and community problems and provide solutions through the CAS (Creativity, Action and
Service) program and Student Involvement Program activities.
● To provide an environment where the student is able to successfully relate classroom experiences to those they live in the outside
world through an integrated, balanced, and global curriculum.
● Motivate the student to become a permanent researcher.
● To integrate moral values, aesthetic sensibility, critical reasoning, the ability to use state-of-the-art technology, fluency in their native
language and in a second language as cross-cutting themes within the curriculum.
Early Childhood Education (Nursery)
The Early Education Program aims to create a safe and nurturing environment, promoting supportive and positive relationships that help
children grow emotionally, socially, cognitively and physically. The learning experiences the children have are playful, promoting inquiry and
the discovery of new learning. Multiple intelligences, individual characteristics of each child, approaches to learning and cooperative work
strategies are always taken into account. Communication is promoted to strengthen the mother tongue, which is necessary for the
introduction of the second language.
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11.3.

ACADEMIC LEVELS

Objectives:
● To structure the fundamental physical and psychological bases of personality and social behavior.
● Promote learning through play, creativity, inquiry, experimentation and discovery.
● Take into account multiple intelligences within the different learning experiences.
● Use cooperative work strategies.
● Work in centers and projects, to provide experiences that promote integral development.
● Strengthen and develop basic neuro functions in order to have the necessary foundations for future learning.
● Promote communication to strengthen the native language necessary for the introduction of the second language.
● Develop students' abilities and channel their emotional and cognitive needs.
● Integrate plastic expression, music and theater as a fundamental part of the curriculum.
● Promote a respectful and responsible relationship with the environment through contact with nature to develop positive attitudes
towards nature.
● Develop strategies and skills for the resolution of small conflicts in order to positively strengthen peer relationships
This level provides its students with a safe environment for an integral development. It consists of ten classrooms in which students will work
in centers, consistently using play activities that promote development in all areas. Each classroom has a maximum of fifteen students. It has
two teachers: a head teacher and an assistant.
Complementary subjects are offered at this level:
● Music and Psychomotor skills
● English
The classrooms are equipped with state-of-the-art technology and materials that promote the students' plastic expression. In addition, the
section has ample green areas, recreation areas, a farm, vegetable garden, medical department, gymnasium and cafeteria.
Schedule

On the days determined as half days, classes will start at 9:00 and will end at 11h15.
Uniform: The use of the uniform is mandatory.
● Gray sweatpants and sweatshirt with four maroon stripes.
● White T-shirt with maroon accents on collar and sleeve with school mascot print on front.
● White socks and sneakers.
PK - Kindergarten
This level is aimed at the integral development of children. Throughout the school year, students are motivated to express themselves
through different media, learn to make decisions, solve problems and develop basic skills by working on concrete and abstract tasks to
establish a solid foundation for learning.
Objectives:
● To facilitate children's adaptation to the new environment and achieve interrelationships based on respect for others and for oneself.
● To build a pleasant, stimulating and safe environment so that students have the opportunity to grow emotionally and socially, and
develop skills and abilities.
● To strengthen the Institutional Values in the children.
● To stimulate the development of internal motivation, independence and the formation of work habits.
● To initiate children in the learning of the English language through an immersion system.
● Promote the integral development of the child by encouraging project and center work through literature, plastic expression, music and
technology.
● Encourage play and creativity as a principle of learning.
● Strengthen the development of neural functions as the basis of all learning.
This level is divided into: Nursery-Preschool and Kindergarten
● At each level, the children are grouped into six equivalent heterogeneous parallels. Each parallel works with two teachers who follow
cooperative work guidelines. Students are exposed to a system of English immersion, with periods of Spanish instruction during the
week to support their first language development. They have the following subjects:
Music and Body Expression: Through this class, children acquire basic musical knowledge and learn to hear and discriminate different
sounds. They develop a sense of movement, rhythm, singing and become familiar with musical instruments.
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Physical Education and Recreation: Children, through play, free and directed activities, become aware of their own body image, develop gross
motor skills, listen, follow instructions and acquire notions of spatial orientation.
Spanish: Develops language skills. These experiences are acquired through PYP units of inquiry.
Technology and Design: In this class, children learn to operate basic computer programs. This level has a computer lab for each student.
Plastic Expression: Through this activity, students use a variety of materials and apply techniques on the use of color, form, texture, space and
aesthetics, thus encouraging a creative interpretation.
Cooking: Through different activities, children experiment with food, compare textures and food groups as well as apply recipes and enjoy
tasting what they have cooked.
Schedule:

The schedule for half-day days will be from 09h00 to 11h30.
Uniform:
The use of the uniform is mandatory.
● Gray sweatpants and sweatshirt with four maroon stripes.
● White T-shirt with maroon accents on collar and sleeve with school mascot print on front.
● White socks and sneakers.
Primary
Primary offers students a comprehensive bilingual education through two parallel academic programs in Spanish and English. These
programs are aligned to the requirements of the IB, Ministry of Education and International Accreditations.
Each grade is organized by six equivalent heterogeneous parallels. Each parallel has two teachers, one in charge of the Spanish Program
and one in charge of the English Program. Additionally, each level has an assistant who supports the classroom teacher in the individual or
group work of the students.
At this level the special subjects are: Art, Technology and Design, Physical Education and Music
Objectives:
● Maintain a curriculum that fosters respect, self-discipline, and responsibility for one's own actions.
● To appreciate and respect intellectual and humanistic values and interact with society and nature in a harmonious manner.
● Develop in students the ability to make pertinent questioning, defend their position with critical and reflective arguments.
● Strengthen institutional values that contribute to participatory, respectful, free coexistence, with a positive attitude towards the
community and its members.
● To generate a positive learning environment for students to achieve excellence in English and Spanish.
● To make students aware of their duties and rights in relation to themselves, family, community and country.
● To foster respect for cultural diversity and its manifestations.
● To use technology as an instrument in the teaching-learning process.
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Schedule:

On the days determined as half days, classes will start at 07h55 and will end at 11h15.
A six-day academic schedule will be maintained in order to maintain an adequate academic workload. This schedule will be rotating and
simultaneous for the whole section.
Uniform:
The use of the uniform is mandatory
● Maroon sweatshirt with gray collar, with the seal of Colegio Americano in gray letters.
● White polo shirt with maroon accents on the collar. Colegio Americano seal in maroon letters.
● Gray jeans.
● White socks.
● Black shoes.
Students at this level must wear the official uniform on days when they do not have physical education classes or when they attend
assemblies, contests, field trips, inter-school participations, presentations and other activities determined by the administration.
PE Uniform: The use of the uniform is mandatory.
● Gray sweatpants and sweatshirt with four maroon stripes.
● White T-shirt with maroon accents on collar and sleeve with school mascot print on front.
● White socks and sneakers.
Secondary
Secondary offers a comprehensive education aligned with the Institutional Vision, Mission and Values that allows students to achieve
academic excellence.
Objectives:
● To achieve recognition for excellence in the integral formation of students.
● To recognize and develop individual strengths and talents in students.
● To form students who are aware of and committed to civic, social and environmental responsibility.
● Promote student participation in academic, cultural and sports activities.
● Support students in the process of applying to higher institutions inside and outside the country and prepare them to succeed in
them.
Six-day Academic Schedule: In order to have an adequate academic workload, a six-day rotating schedule is maintained for all sections of the
school. Example:
MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

1 SEPT
Day 1

2 SEPT
Day 2

3 SEPT
Day 3

4 SEPT
Day 4

5 SEPT
Day 5

8 SEPT
Day 6

9 SEPT
Day 1

10 SEPT
Day 2

11 SEPT
Day 3

12 SEPT
Day 4

15 SEPT
Day 5

16 SEPT
Day 6

17 SEPT
Day 1

18 SEPT
Day 2

19 SEPT
Day 3

22 SEPT
Day 4

23 SEPT
Day 5

24 SEPT
Day 6

25 SEPT
Day 1

26 SEPT
Day 2

In the case of holidays or suspension of classes in the established school calendar, classes will be restarted with the schedule of the
corresponding day. For example: If classes are interrupted on Wednesday, September 24, day 6, and classes are restarted on Friday,
September 26, classes will be restarted with the schedule of day 1.
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Uniform:
GIRLS
Maroon sweater, V-neck with letter A on the upper right
side (official model).

BOYS
Maroon V-neck sweater with letter A on the upper right side.
(official model)

White blouse with collar and long sleeves.

White shirt with collar and long sleeves.

Gray skirt with pleats at the knee or gray pants with pleats
optional (official model).

Gray pants with pleats (official model).

White knee-high socks.

Gray socks.

Low-heeled black dress shoes.

Black dress shoes.

PE Uniform: The use of the uniform is mandatory.
● Gray sweatpants and sweatshirt with four maroon stripes.
● White T-shirt with maroon accents on collar and sleeve with school mascot print on front.
● White socks and sneakers.
Students must wear the uniform on the days established in the annual calendar and other special occasions determined by the
Administration.
Failure to comply with the use of the uniform and these rules will result in consequences that correspond to minor offenses, as well as an
adjustment of up to one point in the behavioral grade of the corresponding partial period.
Dress Code
Students in Secondary are expected to wear appropriate dress for the academic environment.
Students who violate the dress code will receive the consequence for minor offenses as stipulated in the disciplinary offenses and will be
asked to change clothes and/or parents will be called. In addition, an adjustment of up to one point may be made in the behavior grade for the
corresponding partial.
The following are considered inappropriate attire:
●
●
●
●

Low-cut, sheer or crop tops.
Mini skirts or skirts with exaggerated side slits.
Clothing containing inappropriate messages.
Caps during formal assemblies.
11.4.

HONOR CODE

Colegio Americano de Quito, since its founding in 1940, has offered an education based on democratic values, self-discipline, mutual respect,
tolerance and academic honesty. The school has guided its students, through curriculum, student activities and other school events, to model
these basic principles. We expect our families to understand and act in accordance with them. The entire Colegio Americano community is
required to reflect our institutional values: Respect, Responsibility, Solidarity, Honesty, and Inner Strength. To fulfill our Mission, staff, students
and families must support academic honesty as described in our policy, thus creating a culture of learning and intellectual growth.
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Students of the Colegio Americano de Quito commit to adhere to the school philosophy established by the founders of the Colegio Americano
de Quito, the institutional values and the Community Agreements, which includes the Academic Honesty Policy, Policy to Avoid the Use of
Prohibited Substances, Procedure for Cell Phone Use, and Class Attendance Protocol, among others (Policies, Protocols and Procedures are
found in the Community Agreements).
Students who violate the Honor Code will receive consequences as stipulated in the Student Code of Conduct.
Approved by the Board of Directors at its meeting of June 27, 2018'.
Revised by the Board of Directors July 2019.

11.5.

SERVICES

Transport
The school coordinates school transportation service by express delegation of the parents and/or legal representatives of the students, who
voluntarily wish to hire such service for the regular schedule and/or for use during extracurricular hours. The school transportation service is
provided by external carriers and/or transportation operators not related to the school. The hiring of such service by parents is optional. In the
regular schedule, the school transportation service is divided by sections and the stops are designated based on the route layout. In
extracurricular, some routes carry students from both Primary and Secondary.
Each transportation unit has an inspector to supervise the students. The buses communicate with the school via radio systems. Parents or
legal guardians have access through their electronic devices to an application to monitor the school route online.
Parents or legal guardians may submit suggestions or complaints about the transportation service directly and in a timely manner to the
Transportation Department so that the necessary corrective measures may be taken.
Parents or legal guardians are prohibited from entering the transportation units for any reason, and even less so to complain and/or call
attention to other students on the bus, the Inspector or the Driver, nor may they do so from outside the bus. If a student is guilty of
misbehavior, parents or guardians may report the matter directly to the Transportation Department for follow-up.
According to internal regulations, parents may not directly request a change of bus stop or bus change from the bus driver or inspector. For
control and safety purposes, the school ratifies its decision not to provide transportation for private needs.
Under no circumstances may a student take a bus that does not correspond to him/her. All temporary or permanent changes must be
requested by parents in writing to the Transportation Department at least one week in advance and will only be authorized when the
requested change is due to a new address, parent's trip or family emergency. In the event of a force majeure requiring a bus change for a
single trip, the request must be submitted at least 24 hours in advance to the Transportation Department. All authorizations will be subject to
the capacity of the transportation unit and stops will be made according to the already established route of the unit providing transportation
service in the sector.
Students must be at the stop five minutes before the arrival of the bus. The transportation units are ordered to continue the route if the
student is not physically at the respective stop. Buses are not allowed to honk or wait at the request of parents or third parties, as this affects
other students who are waiting for the bus to arrive on time, jeopardizes the safety of the students on the buses, and delays the students'
arrival at the school on time for the start of the school day. Buses may not be prevented from continuing on the route, i.e., the user families
may not keep the exit gate and/or gatehouse closed until a late student boards the bus. If this situation arises, the Transportation Department
will move the stop to the gate to avoid inconveniences.
For safety reasons, it is the parents' responsibility to ensure the presence of an authorized adult to board their children and meet them upon
their return. According to ministerial regulations, in the case of children from Pre-School and Primary, if there is no adult person to receive
them at the bus stop, they will return to the school to be picked up by their parents or representatives. Likewise, at the beginning of each year,
parents must sign the corresponding form indicating the persons authorized to board and pick up their children, and whether or not they will
use the transportation service.
In the extracurricular transportation service, all students will stay at the stop closest to their home, according to the route of the unit.
Extracurricular routes cover larger areas, and the stop is not the same as the regular service. Parents whose children are using the
extracurricular bus service for the first time must notify the Transportation Department to assign the student to the route that corresponds to
their home area. The Transportation Department will inform families upon request of the approximate time of arrival at the stop nearest their
home according to the selected route of the extracurricular route.
Buses from another section may not be used by students who are late in the morning for their assigned bus. The only authorized users of the
buses are the students who contract the school transportation service according to their section, the school staff, inspector and driver.
Students who for any reason are late for their afternoon bus must be picked up from school by their parents.
The school transportation service is considered an extension of the school. The student must behave appropriately during the route and follow
the instructions and recommendations of the Inspector and the adults present. The use of seat belts is mandatory and students must abide
by all safety rules established by the Department of Safety and Transportation.
The Student Code of Conduct will be in effect on the bus and during the route. Acts that contravene the provisions of the school in aspects
related to transportation may result in temporary or permanent suspension of the service.
Any damage to the transportation unit caused by students will result in the immediate suspension of the service. Additionally, the respective
disciplinary consequences will be applied. Parents must pay the corresponding amount for the repair or replacement of the transportation
unit.
Security
The School utilizes a professional security company in charge of controlling the entrance of people to the Institution and guarding all areas of
the School in order to safeguard the physical integrity of the School Community.
The care of any article or equipment that enters the school is the sole responsibility of the student who brings it. The School is not
responsible for acts executed or attributable to third parties, so it will be the sole responsibility of the student, the care or loss of such objects.
Any person visiting the school must register his or her entrance at the entrance control and go only to the corresponding section that was
granted authorization. In no case may a visitor interrupt school activities, except for parents with the respective authorization granted by the
secretary of the corresponding section.
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Medical Service
The school provides daily first aid service to all students. The Medical Department maintains a file on each student, which must be updated
by parents annually during the enrollment period or when the occasion warrants it. It follows up on the medical history of the students. It has t
permanent attention from a doctor and a nurse.
Students are not allowed to carry medication. If a student must receive medication or homeopathy during school hours, the prescription, the
medication and the corresponding indications must be submitted by the student's parents to the Medical Department for administration.
Teachers are not authorized to receive or administer medication.
The Medical Department does not perform treatments or issue prescriptions. Medications administered in justified cases are exclusively
minor analgesics.
In order to prevent massive absenteeism and contacts with communicable diseases, we ask parents to take into account the following
recommendations:
● Prior to the beginning of the school year, children should have a medical check-up with their pediatrician with the corresponding
vaccination update. Students entering Nursery Secondary must submit the medical certificates requested by the infirmary.
● In those cases in which students present communicable diseases such as rubella, chicken pox, Covid-19 or others, they must rest at
home until the contagious period is over and the diagnosis must be reported to the Medical Department immediately in order to take
the necessary precautions. The corresponding medical discharge certificate must be presented for their return.
● Parents of students who come to the Medical Department consecutively (more than twice in the same day) with the same symptom will
be informed in order to have their children undergo a clinical examination, diagnosis and respective treatment.
Library and Resources
The school has two libraries with qualified personnel to serve students and teachers. The main objective of the staff is to help students
search and use information resources with responsibility and discernment and to encourage reading.
The online catalog service through the Colegio Americano de Quito's web page allows students to access all library resources from home or
school.
All materials and equipment that are loaned from the Library for specific periods must be registered in the name of the requesting student
upon presentation of his/her ID card. The student who has requested the materials or equipment will be responsible for their return as soon as
he/she has finished using them, without exceeding the established deadlines.
In case of loss or damage of the materials and/or equipment, the person who checked them will be responsible for them.
During the last week of attendance at the School, students and their parents or representatives must return all items and be responsible for
the loss or damage of the same. The School encourages reading during the summer so books and materials may be checked out after the
Library has been inventoried.
Lockers
At the beginning of the school year, the Administration will assign lockers to all students from 6th grade to 12th grade. It is the students'
responsibility to protect their passwords and take care of the lockers. The Administration reserves the right to randomly check the inside of
the lockers.
Cafeteria
The supplier that provides the food service in the cafeteria is duly qualified and its products are regularly subjected to quality and hygiene
analysis and complies with current regulations.
11.6.

CONTINGENCY PLAN AND SYSTEM FOR THE INTEGRAL PROTECTION OF STUDENTS

The school has a Civil Defense program that aims to preserve the lives of the members of the educational community against the effects of
natural or provoked disasters. Its specific functions are:
● Plan, organize and execute plans to face different types of emergencies.
● Involve all members of the educational community in the execution of permanent safety plans and programs.
● Structure a technical team and brigades of people to manage emergencies.
● Identify situations of risk to the safety of the members of the Institution.
Emergency procedures
An emergency is any event that endangers the safety of students and staff working at the Institution. When faced with an event of this type,
the General Direction will decide the procedure to be followed.
Internal evacuation to safety zones
The entire school community: students, teachers, administrative and service personnel, as well as visitors, go to previously defined safety
zones throughout the institution.
During the school year, drills are carried out during both curricular and extracurricular hours.
External evacuation with family reunión
The school authorities, after analyzing the degree of emergency, may decide to evacuate the school.
In this case, parents are informed about the beginning of the external evacuation process so that they may come to the school to pick up their
children. The persons authorized to withdraw a student are their parents, their legal representatives or the emergency contacts registered for
students at the beginning of each school year in the Parent Portal database during the enrollment period.
Students are gathered in their younger sibling's classroom and are under the responsibility of the grade level teacher until they are picked up
by the parent, their representative or person authorized to remove them from the school in case of evacuation. The school's annual calendar
includes external evacuation drills with family meetings.
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Withdrawal of students for the External Evacuation Process.
EVACUATION MAP

11.7.

POLICIES

11.7.1. Use of Prohibited Substances
3-01 C
POLICY TO PREVENT THE USE AND CONSUMPTION OF PROHIBITED SUBSTANCES
Background:
Colegio Americano de Quito is an educational institution that promotes the integral formation of the student and conceives it as a process of
moral, ethical, intellectual, emotional and physical growth within a framework of freedom, justice and dignity.
The consumption of prohibited substances in the community implies a threat to the integral formation of young people. Therefore, those of us
who make up the Colegio Americano de Quito community must take the necessary measures to raise awareness among students, teachers
and parents of the serious dangers involved in the consumption of these substances.
This policy includes teachers and administrative personnel of Colegio Americano de Quito.
Prohibited substances are defined as:
a. All those that are detailed in the lists annexed to the Law of Narcotic and Psychotropic Substances.
b. Any controlled or dangerous substance according to current Ecuadorian legislation, including but not limited to, tobacco, electronic
cigarettes, alcohol, marijuana, narcotics, hallucinogens, barbiturate stimulants, amphetamines and depressants.
c. Any substance that can be used for inhalations, as long as it does not have a medical prescription.
d. Any beverage containing alcohol.
e. Any substance that may be discovered in the future and that may produce harmful effects on physical and mental health.
f. It is not permitted to bring or consume energy drinks as they may eventually have a harmful effect on the health of the student.
Regulations:
1. In the facilities of the Institution, as well as in the transportation service of the School; or in social, academic or sports activities,
coordinated, organized or sponsored by the institution, and in those organized by third parties, in which the School has participation,
the entry, possession, use, consumption, consumption, advertising, incentive, distribution and marketing of prohibited substances,
whatever the amount is.
2. Likewise, any person who has ingested or consumed prohibited substances and is under the influence of such substances is
prohibited from entering the school premises. The school security personnel will ask those persons who are under the effect of
prohibited substances to leave the school and will accompany them to the exit of the campus. In the case of students, the
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administrative personnel will proceed, through the administrative personnel, to communicate and notify their parents of this, so that
they are the ones who will come to pick up their children directly, in order to ensure their safety and that of the other students.
Therefore, through this policy, parents give their consent for the school staff to remain with their children in a safe place until they are
picked up.
3. Students who do not comply with the provisions set forth in this Policy, and in any relevant legal regulations, shall be subject to the
measures and consequences established therein, as well as to the disciplinary educational actions provided for in the Organic Law of
Intercultural Education, its Regulations, respective Ministerial Agreements, as well as in the Law on Narcotic and Psychotropic
Substances, the Code of Children and Adolescents and in the Community Agreements.
4. The school authorities are empowered to maintain strict preventive and follow-up control to completely eradicate from the school the
entry, possession, use, consumption, advertising, promotion, distribution and marketing of prohibited substances, including but not
limited to conducting inspections at any time to lockers, backpacks, personal belongings and any other property or place, for
compliance with this Policy. These inspections shall be conducted in the presence of the student and an administrator.
5. The authorities of the School shall endeavor to take precautions and security measures so that in all social, academic or sporting
events held under the auspices or organization of the School; or in those in which the Educational Institution participates, or are
organized by third parties in which the School participates, the Policy to Avoid the Use and Consumption of Prohibited Substances and
in general the rules and regulations in force shall be applied.
6. Special programs for parents and/or students and the curriculum must include topics related to the danger of the use and abuse of
prohibited substances.
7. Parents should be informed that they have a responsibility in the prevention of the use and consumption of prohibited substances in
the education of their children or students.
The Student Counseling Department may assist students who voluntarily present with substance abuse problems. This assistance may be
direct or by referral to substance abuse specialists. In these cases, the student will not receive a disciplinary consequence, unless he/she
contravenes the legal and regulatory norms, as well as those dispositions issued by Colegio Americano de Quito, on the subject. The school
can provide assistance to those students who, without using these substances in the places listed above, go to teachers, student counselors
or authorities for help in solving problems related to these substances.
Ratified by the Board of Directors at its meeting of July 4, 2019

3-02 C
PROTOCOL TO PREVENT THE USE AND CONSUMPTION
OF PROHIBITED SUBSTANCES
The Administration of Colegio Americano de Quito, aware of the risks involved in the consumption of alcohol, narcotics and other drugs, has
developed the following protocol:
Prohibited substances are understood to mean:
●
●
●
●
●
●

All those that are detailed in the schedules annexed to the Narcotic and Psychotropic Substances Law.
Any controlled or dangerous substance, according to Ecuadorian legislation in force, including but not limited to tobacco, electronic
cigarettes, marijuana, narcotics, hallucinogens, stimulants, barbiturates, amphetamines, depressants.
Any substance that can be used for inhalations, as long as it is not prescribed by a physician.
Any substance that may be discovered in the future that produces harmful effects on physical and mental health.
Any beverage containing alcohol.
It is not allowed to bring or consume energy drinks, as they may eventually have a harmful effect on health.

Colegio Americano de Quito will guarantee access to information and education to prevent the use of tobacco, alcoholic beverages, narcotics,
hallucinogens, narcotic and psychotropic substances and other substances harmful to health and development.
In addition, it will seek to guide students in their education, so that they know how to make good decisions, avoid peer pressure and reflect on
difficult situations.
In the event that a student violates the Policy or Protocol to Avoid the Use and Consumption of Prohibited Substances, the school will abide
by the provisions of any relevant legal regulations, especially the Organic Law of Intercultural Education (LOEI), its Regulations, the
respective ministerial agreements, as well as the Law on Narcotic and Psychotropic Substances, the Code of Children and Adolescents and
the Community Agreements.
The authorities that have knowledge that the Policy or the Protocol to Avoid the Use and Consumption of Prohibited Substances may have
been contravened will immediately initiate due process, guaranteeing the right to defense.
●
●

The student, in the presence of the parent and/or representatives, will be heard at the meeting called by the school authorities for
this purpose.
The authorities of the Institution will take educational disciplinary actions in accordance with the provisions of the Organic Law of
Intercultural Education, its Regulations and other legal provisions in force, (especially Art. 330 and 331 of the Regulations to the
LOEI,) as well as the legal actions determined by the Law of Narcotic and Psychotropic Substances, Code of Children and
Adolescents and the Community Agreements.

Important note: The School Board and the Administration of Colegio Americano de Quito are committed to ensuring that this Protocol is
complied with in a consistent and equitable manner, taking into account the well-being of all students who are part of the school.
Approved in final instance by the Board of Directors at its meeting of March 3, 2017

30

Academic Honesty
2-03 C
ACADEMIC HONESTY POLICY

Philosophy and Principles
Colegio Americano de Quito is committed to the seriousness of academic honesty and ensures that all students have a clear understanding of
academic honesty practices and are aware of the consequences of acts of academic dishonesty.
Colegio Americano de Quito considers academic honesty as an example of integrity; indispensable for achieving academic excellence. It is
best exemplified in the IB Learning Community Profile with the definition of Integrity: "Students act with integrity and honesty, with a strong
sense of fairness and justice, and with respect for the dignity and rights of people everywhere. They take responsibility for their own actions
and the consequences that accompany them. “(IBO. Learner Profile. 2013) It is the responsibility of all members of the school community to
promote awareness of academic honesty and to guide students in developing the skills necessary to complete all work with integrity;
respecting the authorship of others.
School Profile
Students begin learning about the Modern Language Association (MLA) formatting style in the PYP (Primary Years Program). All teachers
should adhere to the scaffolded MLA formatting style for student work. Students fully demonstrate this skill in their References section done
for the 5th grade Science Fair (How the World Works) and the 6th grade Exhibition. In the MYP (Middle Years Program), teachers supplement
the MLA knowledge learned in Primary and Secondary with exposure to APA format. In the Diploma Program, teachers or academic areas
choose a formatting style to follow, but it must be used correctly; students use invaluable resources such as the IB Reference Guide and
Academic Integrity. The School has aligned the Academic Honesty Policy with the Community Agreements regarding Academic Dishonesty.
At the beginning of the year, students sign an Honor Code as a pledge to abide by this Policy and adhere to the consequences in the event of
academic dishonesty. Similarly, the scope and sequence of MLA formatting style instruction is described in the FCAQ Research Guidelines
Guidelines
In accordance with the principles of academic honesty and rectitude, students of Colegio Americano de Quito will understand the following
definitions of academic dishonesty. The school considers all types of academic dishonesty to be serious misconduct.
1. Plagiarism: It is defined as the representation of another person's ideas or work as the candidate's own.
Examples that include, but are not limited to, such behavior are:
● Presenting work, words, ideas, pictures, charts, information, or any other item produced by another person as one's own (either
in whole or in part).
● Taking another student's homework (with or without the student's knowledge) and presenting it as one's own.
● Copying important ideas from another source (even if expressed in different words).
2. Collusion1: It is defined as supporting the improper practice of another candidate, such as allowing someone else's work to be copied
or submitted for evaluation.
Examples that include such behavior, but are not limited to, are:
● Allowing another student to take your work and present it as his or her own.
● Assisting another student in violating the standards and principles of academic honesty.
3. Duplication of work: It is defined as the submission of the same work for different components of an evaluation.
Examples that include such behavior, but are not limited to, are:
● Submitting the same work, or any substantial part of it, in different subjects without the permission of the teachers involved.
4. Inappropriate Practice: Examples including, but not limited to, such behavior are:
● Bringing unauthorized material to an exam (whether or not the student uses it).
● Behaving in a manner that disrupts the exam or distracts other students.
● Communicating with another student during an exam.
5. Any other incident of academic dishonesty will be evaluated under the regulations of the Ecuadorian Education Law.
To promote academic honesty:
1. Students should always identify sources, ideas, words, and phrases that come from others. Over-quoting is preferable to
under-quoting.
2. Students can access examples of how to cite sources and original authorship on the school's GBS High, Basic, and Middle Library
website and/or Purdue OWL.
3. Students and parents receive information about this Policy and sign the Student Honor Code document.
4. Students must cite all sources referenced in the Bibliography section. Students must follow the established reference format (MLA).
5. Students must not commit acts of academic dishonesty as defined in the Ecuadorian Education Law and the Regulations mandated by
the Ministry of Education and the IBO.
6. MYP and DP students will use Turnitin in all classes with all major assignments, Internal Assessments and final versions of the
Extended Essay and the TOK (Theory of Knowledge) essay.
Consequences for non-compliance with the Policy
Internal consequences:
Internal sanctions will be applied for incidents of inappropriate practice related to homework, classwork, and exams; and may include the
following:
1. The student will receive a zero for work that constitutes plagiarism or inappropriate practice.
2. A meeting will be held with the student, his/her parents and administration to ensure open communication and reflection on the
inappropriate practice.
3. The student and his/her parents will jointly sign a letter of commitment indicating that the student will never repeat such an offense.
4. In case of a second offense, the school may suspend the student for up to fifteen days.
External consequences:
In the event that the IB suspects malpractice in external work submitted for moderation, and after an investigation has been carried out, the
final adjudication committee may decide to withhold the Diploma if it actually decides that malpractice has been committed.
1

There is a fine line between collaboration and collusion. Students should be aware that sharing academic work creates a greater risk of this malpractice. Collaborative work
is considered a key skill for FCAQ students; including skills such as delegation, group decision making, advocating for group success, etc. However, sharing work does not
constitute collaboration. While each student is responsible for his or her work, the teacher should be very clear at the beginning of the assignment about individual
expectations for group work.
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More specific details on the investigation and procedures for suspected malpractice can be found in the IB Academic Honesty Guide.
Policy Communication:
This policy should be included as part of the holistic education of all students and will be communicated and discussed with teachers, parents
and students.
During annual meetings with MYP/PD parents, Academic Honesty will be explained in detail; emphasizing expectations, responsibilities and
consequences as outlined in this Policy.
Teachers and librarians will reinforce the importance of academic honesty and reference the definitions and consequences of this Policy when
assigning student work.
Parents should have a conversation with their children about honesty and its importance to their academic success.
Students should recognize that they are ultimately responsible for their own work. There should be an ongoing working relationship where
students and teachers discuss the research and writing process, paraphrasing strategies, citing sources throughout the paper, and how to ask
for guidance when in doubt.
Throughout the year, activities are organized for students and parents to communicate and reinforce Academic Honesty practices.
Policy Review:
As part of our continuous school improvement, Colegio Americano de Quito will review and monitor the Academic Honesty Policy every three
years to ensure that students are provided with the necessary instruction and support to understand academic honesty and that it meets the
requirements of the IB and those of the Ministry of Education of Ecuador. This policy will be reviewed, updated if necessary and approved by
the Academic Honesty Review Committee prior to submission to the School Board. The Committee will include the Director General, the
Administration of the National and International Sections and the IB Coordinators. If no changes are made, the Policy shall remain in effect as
last approved.
Sources
The IB programme continuum of international education Academic honesty in the IB educational context, International Baccalaureate
Organization. 2014.
Approved by the Board of Directors at its meeting of July 2, 2015.
Last revision. April 2019
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11.7.2. Parent Responsibility
1-02 C
POLICY ON RESPONSIBILITIES OF PARENTS AND LEGAL
PARENTS AND LEGAL GUARDIANS
BACKGROUND
Colegio Americano de Quito, in its desire to offer the best education to its students, considers that in order to achieve its goals, the support of
the parents and legal representatives of the students is necessary, therefore, it dictates the following policy.
POLICY
Parents or legal representatives of students enrolled at the Colegio Americano de Quito must comply with the established policies and
recommendations made by the school through its different levels.
Parents or legal guardians of students must collaborate with the school in the application of the Constitution, the Law, educational regulations,
policies and regulations previously issued by the Colegio Americano de Quito, especially those bodies of rules of zero tolerance regarding the
use of prohibited substances, violence and bullying among students. This includes the absolute prohibition of encouraging, using, consuming,
distributing or advertising prohibited substances and carrying any type of weapons or objects that can be used to attack the physical integrity
of others. The School ratifies by means of this policy, the power it has to decide on the immediate stay or permanence in the future of the
students involved in any of the acts or facts mentioned above, which have occurred in the facilities of the Institution, or in its adjacent areas,
This is understood as those physical spaces located up to one hundred meters around, as well as in the School's transportation service, or in
social, academic or sports activities coordinated, organized or sponsored by the Institution, and in those organized by third parties, in which
the School participates.
Notwithstanding the above, it is the responsibility of parents or representatives of students to collaborate with the FCAQ to prevent the use,
consumption and distribution of prohibited substances, as well as acts of discrimination including, but not limited to racism, xenophobia,
sexism and any form of aggression or violence.
In addition, parents and student representatives must ensure that their children attend classes regularly and submit to the evaluations planned
by the FCAQ.
The school will require the presence of parents or legal representatives in all activities organized and called by the school.
The parents or legal guardians of the students must support and follow up on the learning process of their children and respond to the calls
and requirements of the teachers and authorities of Colegio Americano de Quito, supporting and motivating the students, especially when
there are difficulties in the learning process.
Parents or legal representatives of minor students have civil responsibility for all acts or deeds committed by them that affect the Institution
and third parties, or their property.
If the student has incurred in faults that threaten his/her physical or mental integrity, or that of third parties, or against the facilities or image of
the School, the latter may determine that said student and his/her family commit to receive psychological and therapeutic support, among
others, for the benefit of the minor's education. The School reserves the right to request the student's separation or deny his/her enrollment
for the following year, whenever it considers that due to lack of compliance with established policies or recommendations made by the
Institution, the student's behavior implies a risk to him/herself, to third parties or to the School as such.
Ignorance of the rules, norms and procedures set forth in this policy, concordant policies and internal discipline regulations, does not exempt
the parent from his/her responsibility.
Approved in final instance by the Board of Directors at its meeting of March 3, 2017

11.7.3. Bullying Prevention
3-02 A
BULLYING PREVENTION POLICY
BACKGROUND
The general principle of Colegio Americano de Quito is to respect human dignity, honor and the rights of individuals, as well as to ensure the
integrity of the students, protect them and support them in cases of violence, mistreatment and any type of abuse.
REGULATORY FRAMEWORK
This policy is based on the existing norms that guarantee the rights of students, which are the Constitution of the Republic of Ecuador, the
Code of Children and Adolescents, the Organic Law of Intercultural Education (LOEI) and its Regulations, and other agreements, protocols,
resolutions and provisions issued by the Ministry of Education, as well as the Code of Coexistence and Internal Regulations.
DEFINITIONS
“We understand bullying as aggressive, systematic, direct or indirect behavior directed towards any person, including but not
limited to: verbal pressure, threats or teasing, physical abuse, indifference, rejection or blackmail, as well as social exclusion”.
The LOEI Regulations classify Bullying as a serious offense and define it as “any psychological, verbal or physical mistreatment produced
against fellow peers in a repeated manner”.
In the study prepared by the Ministry of Education, UNICEF and World Vision in 2015 called "An in-depth look at bullying in Ecuador" an
operational definition of bullying was agreed upon: "These are violent acts (insults, offensive nicknames, physical aggression, theft, threats or
offenses through social networks, text messages to cell phones or email) that are frequently and intentionally carried out between students of
an educational institution, in a relationship of power imbalance, and through which the bully seeks to assert his superiority in the group".
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In the Protocols of Action against VIOLENT SITUATIONS detected or committed within the educational system, issued by the Ministry of
Education (2017) defines School Bullying as follows: "it is a type of peer violence, also known as bullying, harassment or school intimidation.
Bullying is differentiated from other forms of violence by its reiterative and intentional nature, as well as by an imbalance of power or forces.
Bullying involves different forms of violence: physical, verbal or psychological, and the aggressor intends to affect the physical, psychological
and/or social integrity of the victim, who is generally in a disadvantaged position. Three fundamental aspects are present in bullying: violent
acts, intentionality supported by a power relationship and recurrence".
POLICY
The School is an institution that does not tolerate any form of violence in word or deed against any member of the educational community,
especially “bullying”.
The school provides a safe, welcoming, reflective and stimulating environment where learning thrives. It promotes the education and
formation with excellence of upright human beings committed to their welfare, that of society and the environment in an environment of
freedom, harmonious coexistence, culture of peace and non-violence and peaceful conflict resolution.
The School reserves the right to act in actions of School Harassment, based on the application of current regulations and the in the
Community Agreements in those cases that occur in its facilities or its adjacent areas, as well as in the School's transportation service; or in
academic, sports or social activities coordinated, organized or sponsored by third parties, in which the School or its students have official
participation.
REGULATIONS
●
●
●
●
●
●
●

●

The School will proceed firmly and consistently in all cases of bullying and will apply the routes and protocols of action for cases of
violence and bullying.
The School is responsible for knowing and applying the Bullying Prevention Policy.
The School will evaluate the bullying situation (actions or omissions), adopting and establishing consequences in accordance with the
current regulatory framework and the disciplinary regulations described in the Community Agreements.
The entire School Community must know and understand the Bullying Prevention Policy, as well as the obligation to report bullying
situations in a timely manner.
● Parents or guardians are responsible for the training that prevents acts of bullying by their children or represented. Therefore, they
must inform the School in a timely manner if they consider that their child or represented (a) is a victim of bullying; as well as take all
necessary actions if their child is the one who promotes or participates, directly or indirectly in these acts.
As parents are responsible for the education of their children, the School will demand their immediate collaboration to prevent and
avoid acts of bullying.
The Student Counseling Departments of each Section will maintain a proactive role to prevent acts of bullying. They will work on
diagnosis and action plans aimed at the prevention of violence and bullying with effective socialization and knowledge about bullying
among all members of the educational community. They will promote peaceful coexistence and non-violent conflict resolution. Action
plans will include: creation of trusting environments and dissemination campaigns, making the corresponding regulations known and
urging to denounce violence and bullying; implementation of concrete actions to prevent and decrease bullying.
In situations of bullying and its follow-up will work with bullies, those bullied, observers and their parents.
Amended and approved by the Board of Directors on July 10, 2017.

11.7.4. Intellectual Property and Copyrights
5-02 A
INTELLECTUAL PROPERTY POLICY
OF THE USE OF COPYRIGHTS
Background:
Colegio Americano de Quito strictly observes the laws and regulations in force regarding intellectual property and copyrights.
Copyrights include literary, artistic or scientific works (including computer programs or software) that are original. The legal norms establish
administrative and civil sanctions for those who do not comply with their provisions.
Policy:
Colegio Americano de Quito is an institution that promotes education in values and respect for the rules, especially those related to the
protection of intellectual property.
Provisions:
The members of Colegio Americano de Quito community are obliged to comply with the following provisions:
● Use on the school's computers software that has the corresponding licenses and is duly authorized.
● Comply with what is established in the licenses, as well as with the terms of purchase that regulate the use of the programs acquired
for laboratories, classrooms, libraries and offices.
● Identify sources, words and phrases that come from other people and cite them expressly, according to the requirements established
by the School.
● Cite in the bibliography all sources consulted.
● Cite paraphrased material, either in conclusions, footnotes or in the bibliography. Paraphrasing involves substantially reproducing an
idea or combination of ideas from another source (even if the words originally expressed are not repeated exactly).
The following is prohibited for students, teachers and in general members of the Colegio Americano de Quito community:
● Copying a work partially or totally, with the intention of appropriating its authorship, in accordance with the established norms.
● Copying fragments of texts without using the methods applied by the School to reproduce them.
● Using direct quotations or selections of paraphrased material without publicizing the source.
Consequences of non-compliance with this Policy:
Any student work determined to be in non-compliance with this Policy will receive a grade of 0/10. Any work that has been identified as
collusion by a third party will also receive a grade of 0/10. The Code of Conduct establishes specific consequences for these actions.
In addition, Colegio Americano de Quito may verify compliance with this Policy by any valid tool or means it may have at its disposal.
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OF THE REPROGRAPHIC REPRODUCTION OF THE MATERIAL
●
●
●
●

The purpose of the reproduction of the material must be teaching, education or research, provided that the copyright so permits.
The name of the author and the title of the work reproduced reprographically must be mentioned.
The amount of information reproduced must be strictly necessary for teaching or research purposes.
The information reproduced may not be commercialized or yield any kind of economic profit; however, students must cover the costs
of photocopying.

Educational packages
●

Photocopying of articles or works whose reproduction is prohibited is not allowed.
Revised and amended by the Board of Directors on June 15 and June 20, 2017.

11.7.5. Internet and Computer Equipment
5-04 A
POLICY FOR THE USE OF THE INTERNET
AND COMPUTER EQUIPMENT OF COLEGIO AMERICANO
Colegio Americano de Quito, as part of its educational program, offers Internet service in its facilities and, consequently, offers this service to
teachers and students. Thanks to this system, teachers and students have a wide variety of educational resources at their disposal. Thanks
to this system, teachers and students have a wide variety of educational resources.
The Internet provides very appropriate learning opportunities for teachers and students, however, other information is inadequate. The school
institutes this mandatory policy so that Internet users can have a responsible and useful experience. Users of this service, as well as users of
the school's computer equipment, are required to comply with the following rules:
● The use of the Internet service is a privilege and not a right, therefore, it will be regulated by the School and may be revoked in
case of non-compliance with the policy provided herein.
● Students must not browse or access pages with pornographic content, terrorism, violence, racism, intimidation, harassment and in
general to web pages or portals with information that at any given time is censored by the School authorities or may generate harm
to himself or others.
● Students must not use Internet services to copy other people's work or intervene in the folders, work or files of other users.
● The School shall have the authority to review, audit, or inspect its computers, as well as network servers, in order to verify system
integrity and to ensure that students and teachers are abiding by these policies.
● ● Users must use their own storage devices and comply with the rules and instructions on responsible handling of equipment and
systems.
● Users must respect intellectual property rules and avoid illicit conduct or academic dishonesty, when using protected content and
privileged information from the different sources offered by the Internet. In case of reproducing information or fragments thereof,
produced by third parties, the corresponding citation must be indicated.
● Users must not change the network configuration for Internet access, both IP numbers and computer names.
● Users must use the school's equipment and systems responsibly, avoiding strange, dubious or unknown downloads that may result
in contamination with computer viruses.
● Users must not delete files from the School's computers, download and/or install programs not authorized by the School, nor may
they tamper with installed security and antivirus programs.
● ● Users must not browse social networking sites such as Facebook, Twitter, MySpace, Blogger, Instagram, Flicker or similar.
● Users must not download programs, video files, music, photos or others, unless authorized by the person in charge and
designated by the school.
● Users must not play or participate in online video entertainment games, unless authorized by the person in charge and designated
by the School.
● Users must not browse pages with illicit content or content that violates human dignity.
● Users must not use Internet access services for fraudulent purposes or for the propagation of destructive or obscene messages.
● Users must not transmit, reproduce or install on computers harmful computer programs such as viruses or others that affect the
proper functioning of computers.
● Users must not perform or attempt to perform, without permission from the School, any of the following actions: log onto the
system or network, monitor data or traffic, probe, copy, test "firewalls," attempt to breach system and/or network vulnerabilities, or
violate system and network security measures.
● Users must not use the Internet service to violate this policy and/or any conditions or restrictions set by the Internet service
provider.
● Users must take due care with equipment. Any act of vandalism will result in the loss of the privilege to use it again, and the user
must abide by what the Administration establishes for each case, without prejudice to the corresponding payment for the damages
caused.
● ● Students must immediately notify the corresponding Administration in case they find texts, photographs, sounds, videos or
drawings that contravene what is established in numeral 2.
● Any user found performing any action that after an analysis by the authorities leads to consider him/her a "hacker", could be
sanctioned with definitive separation from the School for having committed a very serious offense, in accordance with the
provisions of the Organic Law of Intercultural Education and its Regulations. Computer teachers shall submit the technical report
on the offense committed.
● Any user who contravenes these policies will be denied access to and use of both the Internet and the school's network and
computer equipment, with the consequences established in the Community Agreements.
Reviewed and approved by the Board of Directors on July 10, 2017.

11.7.6. Regulations of the Central Committee of Parents and/or Legal Representatives
This Regulation is prepared in accordance with the Ministerial Agreement MINEDUC-ME 2016-00077-A.
In order to ensure co-responsibility in the integral formation of children and adolescents, in addition to what is established in the LOEI, its
General Regulations and the Community Agreements , the following corresponds to all parents and/or legal representatives of the students:
●
●
●

Attend meetings and calls generated by the school, with emphasis on preventive and formative activities for students.
Strengthen the family's communication with management, teaching and administrative staff, and counselors.
Comply with the obligations contracted with the school, taking as a reference the existing legal regulations and the Community
Agreements.
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● Respect the academic and formative schedules and other conditions of the educational process established by the school.
CHAPTER 1
NAME, FORMATION, ELECTIONS AND TERM OF OFFICE
●
●

●

●

DENOMINATION: The CENTRAL COMMITTEE OF PARENTS, hereinafter referred to as "The Committee", shall be the body made up
of representatives of parents of the different grades at Colegio Americano de Quito.
CONFORMATION. - The Committee shall consist of a chairperson, a vice-chairperson, a secretary, a treasurer and six (6) members
for different areas selected from the Chairpersons of the Grade Committees. The chairperson, secretary, treasurer and members
shall be elected from the representatives of the Parent Committees of the National Section, the vice-chairperson shall be elected from
the Parent Committees of each grade of International Section.
CONVOCATION AND ELECTIONS. - The call for the formation of The Committee shall be made within the first month of the
respective school year. Election shall be by individual vote of the grade chairpersons attending the meeting and each dignity shall be
elected by a simple majority of those in attendance. Absent representatives shall not be eligible to stand for election. Parents may
represent only one grade and must have enough time to attend meetings and support in what The Committee and the School request.
With the objective of guaranteeing alternation in representation, there will be no reelection for the positions described above and
gender representation will be encouraged.
DURATION. - The elected Central Committee shall have a term of office of one school year.

CHAPTER 2
PURPOSE AND FUNCTIONS
PURPOSE. - The main purpose of the Committee shall be to support, collaborate and participate with the School Authorities in the
development of activities that promote the harmonious coexistence of the members of the FCAQ Community.
FUNCTIONS. - The functions of the Committee are as follows:
●
●
●
●
●
●
●
●
●
●
●

Plan the activities to be implemented during the school year, which must have the prior authorization of the school's administration.
Support the FCAQ in cultural, social, scientific events, conferences and workshops in support of Parents and students.
Contribute and be a link in the communication between the School authorities and the Parents.
Support the school in the fulfillment of its mission, values, Community Agreements , policies and regulations.
To provide solidarity assistance to the School and students, in specific cases previously analyzed by The Committee and prior
authorization from the School Administration.
To summon the presidents of the grade and parallel committees to work meetings and other activities scheduled in the annual
planning.
Present accounts of the management and expenses incurred before the Administration and Parents at the end of their term or when
required by the School Administration.
Maintain order, cleanliness and correct use of the storage rooms in the school facilities assigned to the Committee.
Review and update the warehouse inventories at the beginning of their school term and submit the annual inventory report to the
corresponding section Director.
Reuse as much as possible the existing scenery and decoration material in the warehouses assigned to the Committee.
The members of the Committee are not official spokespersons of the school; therefore, any concern that a parent may have should be
directed to the corresponding department.

CHAPTER 3
CONVOCATION AND ATTRIBUTIONS
MEETING ANNOUNCEMENTS
●
●
●

Meetings of the Committee shall be called at least 48 hours in advance.
Meetings shall be called to order with half plus one of the members.
All decisions shall be made by a simple majority vote of the members attending that meeting. In the event of a tie, the President shall
have the casting vote. Committee members who are unable to attend the meeting may delegate a proxy by written proxy or by email to
the Secretary. The delegate or proxy must be an active member of the Grade Committee.

DUTIES OF THE COMMITTEE
●

●
●
●
●

Keep a record and file of the meetings with all the information, minutes, proformas, invoices, charts and documentation that support
the meetings held, the decisions made and the expenses incurred. These documents must be organized in a folder, which must be
delivered to the school administration at the end of the school year. A copy of these documents shall be kept for the Committee's
records.
Prepare minutes of each meeting detailing the topics discussed and decisions made. The minutes must be signed by those attending
the meeting or a proof of attendance must be provided.
Create and oversee the proper use of Parent Chats. The chat shall have at least two administrators appointed by the Committee.
Maintain a transparent, integral and timely link in communication between the School and Parents.
Coordinate with the Administration of each Section the scheduling of conferences for parents and students, as well as topics of
general interest, by age and according to the needs of each grade.

CHAPTER 4
CONTRIBUTIONS, MANAGEMENT AND USE OF COMMITTEE FUNDS
OF CONTRIBUTIONS
●
●

At the beginning of each school year, the Committee will request directly from the parents or representatives of the students of the
school a voluntary contribution of a value per student. The amount requested must be the same for all grades.
The contributions will be collected by the Presidents of each grade, of the National and International sections; and will be delivered to
the Committee according to the following percentages:
o Nursery, Pre Kindergarten, 1st, 2nd, 4th and 5th grades will deliver 30% of the value raised by the Grade Committees to the
Committee.
o Kindergarten, 3rd and 6th grade will deliver 25% of the value collected by the Grade Committee to the Committee.
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●

o 7th-11th grade , will deliver 50% of the value collected by the Grade Committees to the Committee.
o 12th grade will deliver 25% of the value collected by the Course Committee to the Committee
No extraordinary fees may be solicited, and no raffles or fund-raising sales may be held.

OF MANAGEMENT
●
●

For the management of the Committee's funds, a savings or checking account shall be opened with a joint signature between the
President and the Treasurer. The signature of only one person shall not be allowed. The same procedure shall be followed for Grade
Committees.
It is the duty of the Committee to render accounts to the school administration and to the representatives of the Parents of the
respective grades on the contributions made and to present a final report at the end of its management.

OF THE DESTINATION OF THE FUNDS
●
●
●

The funds must be used solely and exclusively for activities related to the purpose and objectives outlined by the Committee in
coordination with the School Administration for use in the current school year.
In order to make any expenditure or financial contribution, the Committee must have the approval of a simple majority of its members
attending the meeting. All financial decisions must be supported by minutes signed by the members of the Committee.
The Committee, fulfilling its purpose, may use its resources in:
○ Informative workshops for parents and students.
○ Academic, cultural or sports activities.

CHAPTER 5
FUNCTIONS OF THE DIGNITARIES OF THE CENTRAL COMMITTEE
OF THE PRESIDENT. - He/she is responsible for leading, guiding, organizing, promoting, being the axis and the main communication link with
the work team, as well as ensuring the financial management of the money in charge. He/she will be in charge of calling meetings and
attaching the agenda to be discussed at each meeting.
OF THE VICE-PRESIDENT. - The main function is to integrate and communicate the decisions of the Committee to all the representatives of
the international section, as well as to support the defined work plan.
Substitute for the President in his/her temporary absence due to illness, travel or any other event that may arise.
OF THE SECRETARY. - He/she has the obligation to keep order and control of all minutes, documents, and to keep a file of the same.
OF THE TREASURER. – He/she shall work in conjunction with the President and his/her functions and duties are as follows:
●

To keep the accounts of income and expenditures of the Committee's funds.

●

Maintain the funds in an efficient manner and demonstrate transparent and proper handling of the monies in his/her charge.

●

Maintain backup for all receipts and disbursements of Committee funds.

●

Receive and submit accounts of his or her stewardship.

●

Keep the Chairperson and Committee members informed of the accounts.
Maintain all Committee monies in an AA rated banking institution.

●

Open a joint signature checking or savings account with the President.

●

Deposit into the account all monies collected for any purpose.

●

Expenditures must always be made through the issuance of cash, check or wire transfer. All expenditures must be supported with
estimates, invoices, or any other fiscal document or with a duly signed receipt, if it is a refund or payment to the committees of each
course or to any third party.

●

At the end of its management, deliver a clear, accurate and transparent report of accounts to the Committee and the Administration.

●

Close the checking or savings account once the funds have been turned over to the new Central Committee.

●

The funds collected should be used in the current school year. The remainder shall be returned to the parents with the supporting
financial report.

●

Shall be responsible for keeping track of deposits. That is, to keep track of the number of contributions made by each grade level.

CHAPTER 6
OF COMMUNICATION
The Committee's Chats and those of the different grades shall be governed with respect, transparency, integrity, cordiality and kindness
among its members. In the event that any member disrespects another member, by this means, or by any other means of communication,
apologies may be requested through the Committee in order to always maintain an atmosphere of cordiality. It must be verified that all
members of the Committee or grade are included and no one may be excluded.
It is important to mention that the chats must be strictly used for topics exclusively related to the school. It is the responsibility of the
Chairpersons and other members of the Committee to ensure that the chats are not used, among others, for:
●
●
●
●
●
●
●
●
●

Use of advertising.
Sale of merchandise,
Discussing political or religious issues.
Discussing personal issues.
Sending messages outside of normal business hours
Sending chains or information unrelated to issues concerning the Committee.
Making comments about other students or parents
Making value judgments about the handling of School policies.
Negative comments about any member of the FCAQ Community.
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OF THE GRADE COMMITTEES
The Grade Committees shall operate under the same rules as the Central Committee. They will be elected at the beginning of the year among
the parents attending the meeting and must be formed by a President, Vice-President and members for different areas.
The Grade Presidents will receive from the Secretary of each section, the list with the contact information of the Parents (phone numbers,
addresses, cell phones, e-mails). This information is privileged and confidential and may not be used under any circumstances for any
purpose other than matters related to the school.
The responsibilities of each grade level committee include, among others:
● Foster an environment of good treatment and communication between parents and/or legal representatives that strengthen the
educational process within each parallel.
● Promote their participation in the activities planned at the school and those established by the Central Committee.
● Support the efforts of the administration, teachers; counselors and the School's Student Council.
● Attend meetings punctually or request replacement from another parent in case of not being able to attend Grade Committee
meetings or events.
● Schedule social activities aimed at the integration and socialization of students in the grade (field trips, integration activities,
Christmas, Easter, End of Year Meeting among others).
● Collect the fee determined by The Committee at the beginning of the school year.
● Include parents in a chat for each grade where respect will prevail and exclusive topics for the benefit of the students will be
discussed.
● Inform and make transparent to parents at the end of the school year about the different activities in which the funds collected at
the beginning of the year were used, such as:
o Payment to speakers at conferences, lectures, webinars, etc. for parents and/or students.
o Expenses for decoration of the spaces designated for different activities such as the Halloween parade.
Expenses for observation trips that are coordinated with the school.
o Expenses for events or entertainment for the school's employees (Maintenance Department) at Christmas organized by the
Committee and or delivery of Christmas baskets with basic necessities, as well as delivery of chickens to each employee.
o Purchase of Christmas baskets with basic necessities to more than 40 foundations that request this solidarity aid every
year to the School.
o Solidarity expenses to support the different members of the educational community in cases such as serious illness, death,
domestic calamity, catastrophes, etc.).
o Support for projects for the benefit of the school community.
11.7.7. Protocol for use or access to unauthorized cell phones and smart devices.
“AWAY FOR THE DAY”
The effect of the use or the possibility of having access to the use of cell phones in the school environment has a negative impact on the
academic performance of students in the school.
●

●
●
●

The Secondary Section of Colegio Americano de Quito is aligned with and maintains the philosophy called "Away for
the Day" in which students may not have access to or use their cell phones, smart watches or other types of
communication devices during the school day, including extracurricular activities for students who stay after the regular
school day.
At the beginning of the school year, students will sign the Honor Code, in which they agree to comply with the School's
Policies and Procedures, in which this Policy or Protocol for unauthorized cell phone and smart device use or access as
well as the Internet and Computer Equipment Use Policy is included.
Those students who bring cell phones to the School, upon arrival at the School must turn them off and keep them in
their locker until the end of the day, including during extracurricular hours.
Students are not allowed to carry or use cell phones, smart watches or any other type of communication device during
the regular school day or in extracurricular activities in the school facilities, whether classrooms, libraries, common
areas, restrooms, nor may they be used or have access to them during transition times between classes or recesses.
If a student needs to make an emergency call during the day, he/she may go to the Student Counseling Department,
Secondary Secretary, Vice Principals or Administrative Coordination for support and assistance with the same.
If a parent or representative needs to contact their child for any exceptional or emergency circumstance, they may call
the School and will be connected with their child.

The consequences for non-compliance with this protocol will be:
● The first time the unauthorized phone or smart device will be removed. Parents must pick it up from the Principal’s Office or
International Office on the same day or the following day. In addition, there will be a disciplinary consequence for minor misconduct
(reduction of one point) with the respective reflection process.
● The second time the unauthorized phone or smart device will be removed for one week and parents will be required to remove the
same from the Administration’s office. In addition, there will be a disciplinary consequence for minor misconduct (one point reduction),
with the respective reflection process.
● The third time the unauthorized phone or smart device will be removed and the parents must remove it and sign an Act of Commitment
with the Administration , accepting the disciplinary consequences for the Serious Misconduct as established in the Community
Agreements. In addition, there will be a disciplinary consequence for this serious offense (reduction of up to two points), with the
respective process of reflection and letter of commitment.
Only parents or legal guardians may personally retrieve unauthorized smartphones or devices from the Administration’s Office.
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