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3. FISCAL MANAGEMENT ​[Chapter 3 Fiscal Management is under revision]​. 
 
3.10  ANNUAL OPERATING BUDGET 
 

The Headmaster, in agreement with the Finance Committee, submit a preliminary                     
budget to the Board of ​Directors ​on or before the meeting each year to determine                             
tuition. Consideration of budget items will be done on or before the meeting each                           
year. The final budget for each academic year shall be enacted at the September                           
Board meeting. 
 
The Annual Budget shall contain in the Chart of Accounts, as a minimum: 
 
Gross Revenue: Tuition, fees, assessments and donations, summer and adult                   
classes, testing income, interest income, and all other revenues. 
 
Less Discounts: Cash discounts, scholarships, family discounts, employee grants 
 
Net Revenue: Revenue minus total discounts. 
 
Operating Expenses: Faculty salaries, staff salaries, maintenance salaries,               
summer/adult class salaries, Christmas bonus, payroll tax/insurance, faculty               
recruiting, coaching salaries, substitute teachers, other salaries, housing subsidy,                 
headmaster expenses, supplies upper school, supplies lower school, office supplies,                   
freight charges, utilities, insurance, maintenance/repairs, security, administrative             
expense, professional fees, library expenses, athletic expense, advertising expense,                 
convention/travel/entertainment expenses, vehicles, bad debts, memberships, bank             
charges, testing expenses, legal expenses) book amortization, rent, miscellaneous,                 
interest expense. 
 
Net Income (Deficit) = Net revenues minus Expenses 
 
Capital Expenditures Plan should include:  
 
Land acquisition 
To be amortized in the following fiscal year. 
Book Purchases-Upper School 
Book Purchases-Lower School Library Books 
Equipment 
Buildings and Improvement Plan 
 
 

3.101  FISCAL YEAR 
 

The fiscal year for the Caribbean School shall be July 1 through June 30. 
 
 
3.102  BUDGET PREPARATION 
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The Headmaster shall be responsible for the preparation of the yearly school budget.                         
The Headmaster shall be assisted by the Business Office, and shall work in                         
conjunction with the Treasurer and the Finance Committee. 
 

 
3.103  BUDGET DEADLINES AND SCHEDULES FOR ADOPTION 
 

Preliminary Approval: 
 
The budget is a financial plan, and proposals for new or expanded programs be                           
adopted on a preliminary basis contingent upon increased funding. Commitments                   
not be made on preliminary adoptions until funding is secured. 
 
Budget Adoption: 
 
Each year a calendar of budget adoption will be presented to the Board for approval                             
by the Finance Committee and the Headmaster. 
 
1. The adoption process will include the presentation and discussion and adoption                     

of the preliminary budget not later than the February Board meeting. 
2. Final approval of the budget for the year not later than September Board meeting.  
 
During the process of review it is expected that revision and refinement of budget                           
items take place. The budget is the financial framework for carrying out the school's                           
educational program;foresight, flexibility and use of modification are important in                   
budget formulation and administration. 
 

 
3.104  PERIODIC BUDGET RECONCILIATION 
 

The Headmaster, in concert with the treasurer, shall be responsible for carrying out,                         
at least on a monthly basis, a reconciliation of school expenditures and revenues                         
with the approved budget. The school administration shall be provided with the                       
appropriate information by the accounting office to carry out this task. 
 
Administration will prepare a budget vs. actual variance report explaining all major                       
variances for the Director’s ordinary monthly meeting. The results of the                     
reconciliation shall be presented to the at its monthly meeting by the Treasurer or                           
his/her designate. 
 
 

 
3.105  LINE ITEM TRANSFER AUTHORITY 
 

The headmaster shall have the authority to make line item transfers within the same                           
fund to the extent that the spirit and purpose of the budget is not disrupted, provided                               
that a saving or reduction in a line item is realistic and achievable. 
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3.106  CONFIDENTIALITY /NON-DISCLOSURE 
 
The nature of Administrative Office Staff and Board positions at times makes us privy                           
to information that is confidential. This information can be one of several forms, for                           
example salary information, health records, student grades and/or employee or other                     
sensitive files. Whether by school policy, Puerto Rican Law or Federal Law, these                         
kinds of information are protected and cannot be disclosed to anyone. 
 
Puerto Rico Law (ley núm, 186 del año 2006) prohibits the use of Social Security                             
number as a form of identification by educational institutions, public or private,                       
prekindergarten through postgraduate level. The law establishes and guarantees                 
protection of legitimate use of Social Security numbers, therefore supporting the                     
nondisclosure of same. 
 
A letter of Confidentiality/Non-Disclosure shall be signed by all Administrative and                     
Office Staff and Board personnel. Signing the letter indicates that the employee and                         
Board Members recognizes the sensitivity of the information that he or she has                         
access to and guarantees that he or she will not disclose this information to anyone                             
while employed or act as Board Members by Caribbean School nor thereafter. 
 
 
LETTER OF CONFIDENTIALITY/NON-DISCLOSURE  
[Copy of document included in Policy Binder. Refer to addenda.] 

 
3.2  DEPOSITORY OF FUNDS 
 

Bank accounts shall be maintained for each fund; operating fund and facility fund.                         
The Board of Directors shall assure that funds are maintained in financially secure                         
banking institutions insured by FDIC, and not exceed the FDIC coverage in deposits. 
 
Excess funds can be maintained in secure accounts which provide greater returns for                         
the school. (e.g. CD’s, US Saving Bonds). 
 
The Finance Committee will ensure that excess funds are invested in Certificate of                         
Deposits (CD) or Bonds of the best quality with a maturity that does not exceed five                               
years in order to maintain liquidity. These short term investments will not exceed                         
50% of excess funds. 

 
 
 
3.201 AUTHORIZED SIGNATURES 

 
The authorized signatures shall be: 
 
Board of Director President 
Board of Director Treasurer (Finance Committee Chair) 
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Board of Director Assistant Treasurer (Finance Committee Vice-Chair)  
Headmaster of Caribbean School 
 
Two of the above signatures are needed to verify supporting documents and to                         
validate any check. One signature must be from Finance or Vice. 

 
 

3.202 BONDED EMPLOYEES 
 

All employees who handle school funds, or have signature authority, shall be                       
included in a blanket fidelity bond which will indemnify the school against loss. 
 
Based upon changing demands of the school, other employees be included. This                       
bond will be reviewed and revised by the Finance Committee at least annually. 
 
 

3.203 CASH IN SCHOOL BUILDINGS 
 
It shall not be the practice of school employees to leave more than $200.00 overnight                             
on school premises. Bank deposits shall be made regularly to assure their security. 
 
Petty cash should be kept in the safe. 
 
Caribbean School will not be responsible in case of a loss if the money was not kept                                 
in the safe. In this case the custodian will need to replace the money to the institution                                 
and parents. 

 
 

3.301 REGISTRATION FEES AND DEPOSIT 
 

1. New Family Registration: 
 
New families have to pay a nonrefundable registration fee. 
 

2. Enrollment Fee: 
 
PRE-KINDER thru GRADE 12 
 
For returning students, or siblings of students already attending Caribbean School, a                       
nonrefundable enrollment fee per student is payable. This may be partially applied to                         
tuition if the payment is made before enrollment date as determined by the Board of                             
Directors and Headmaster in the annual contract. 
 
Students re-enrolling in Caribbean School after enrollment date will be charged an                       
increased registration fee. 
 
All fees will be set yearly no later than the January Board meeting approval of the                               
preliminary budget. 
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When non-siblings are enrolled on the same family, parents must provide adoption                       
documents or custody documents to qualify for a single building fee, registration,                       
PTO, yearbook, etc. 
 
 

3.302  TUITION AND FEES 
 
All tuition and fees shall be based upon anticipated needs and expected enrollment.                         
The Headmaster and the Board Treasurer shall present to the Board of Directors the                           
proposed tuition and fees for approval. These fees shall be set by no later than the                               
January Board meeting of the academic year before they are to take effect. 
 
The Business Office will prepare a Statement of Tuition and Fees and Conditions of                           
Enrollment Agreement no later than ten working days after January Board meeting. 
 
 

3.3021 SCHOLARSHIP POLICY 
 
The Caribbean School may offer a partial scholarship to a student whose family is                           
having financial hardship. A student who is granted a scholarship receive assistance                       
solely on continued financial need and academic excellence. Scholarship funds will                     
only be granted according to budget allowance. 
 
Caribbean School does not discriminate on the basis of sex, creed, race, color,                         
national or ethnic origin. 
 
Scholarships are not automatically renewed. Applications must be submitted every                   
year. 
 

I. Procedures for Requesting Scholarship 
 
A. Applications for scholarship with all required documents for current students are for                       

the NEXT academic year, which begins in and will be accepted from February 1 to                             
30' 
 
• After applications will not be accepted. 
• Incomplete applications will not be accepted. 
 

B. Applications for scholarships due to financial hardship due to a catastrophic situation                       
will be accepted for consideration throughout the current year. 

 
C. Applications for scholarships must be accompanied by: 

 
• A certified copy of the family's income tax return, including the W2 form(s) if                           

applicable. 
• Any income tax form of both parents that provides information of income                       

received; 
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• If any of the parents is not required to file a return, an affidavit stating the same; 
• A certification from ASUME of both parents of any money received and/or paid                         

for child support; 
• Any other document required by the scholarship committee at the time of the                         

evaluation. 
 

D. Applications and copies of the Scholarship Policy can be obtained from the main                         
office. Completed applications must be returned to the main office. The Comptroller                       
will review all applications for completeness. 

 
E. The completed application will be reviewed by the scholarship committee which will                       

make recommendations to the of (BOD). For applications to be considered by the                         
Scholarship Committee, all fees and tuition must be paid up to date and not have                             
been late in the last 12 consecutive payments. 

 
F. Any student in a family is eligible to apply. However the committee will give no more                               

than one scholarship per family. Scholarship will not be granted for more than three                           
years per family. 

 
II. Guidelines for Granting a Scholarship 

 
(Note: If the family receives a scholarship, the family discount for 3 or more children                             
will remain applicable.) If the family who receives the scholarship is an employee,                         
then the employee discount will not be applicable.) 
 
Current Students attending Caribbean School at the time of evaluation, applying for                       
the next academic year. 
 
1. Have and maintain a financial need. Financial hardship resulting from an illegal                       

act shall not be considered. 
2. Have and maintain a GPA of 2.75 or higher. 
3. Preference will be given to students in order of grade level starting with 12th                           

grade down to 3rd grade. 
4. Preference to be given to students with the highest number of consecutive years                         

attending Caribbean School and a minimum of 1 full year is required. 
5. Preference will be given to students with siblings attending Caribbean School. 
6. Must adhere to Caribbean School behavior code. 
 
Catastrophic Situation for current students attending Caribbean School at the time of                       

evaluation, applying for the current academic year. 
 
• To be granted the scholarship under this category, the parent or legal guardian of                           

the student must be experiencing a financial hardship due to a catastrophic                       
crisis. 

• Verifying documents must be submitted. 
• Have and maintain a passing average. 
• Must adhere to Caribbean School Behavior Code. 
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III. Procedures the Committee Will Follow 
 
• The committee will convene early enough each year to allow decisions to be                         

given to the applicants no later than the fourth week in. 
• The committee will meet as necessary to review academics and behavior of                       

scholarship students. Failure to maintain the standards set forth in this policy                       
could result in loss of scholarship eligibility after review by BOD. 

• After three late payments scholarship grant will be revoked. 
 

IV. Scholarship Quantity 
 
Students who meet the above guidelines be granted a scholarship up to a maximum                           
of 50% of tuition. The following scale will be used: 
 
• 50% Scholarship if tuition and fees represent greater than 25% of parent's or                         

legal guardians' adjusted gross income, considering all sources of income . 
• 40% Scholarship if tuition and fees represent greater than 20% of parent's or                         

legal guardians' adjusted gross income, considering all sources of income. 
• 30% Scholarship if tuition and fees represent greater than 15% of parent's or                         

legal guardians' adjusted gross income, considering all sources of income. 
 
Catastrophic Financial Crisis 
 
• Students whose parents find themselves in a catastrophic financial crisis be                     

considered for up to a 100% scholarship to permit them to finish the current                           
academic year. 

 
FINANCIAL ASSISTANCE APPLICATION 
[Copy of document included in Policy Binder. Refer to addenda.​] 
 

3.30211 CONDITIONS OF ENROLLMENT 
 
All tuition and fees shall be established by the Board of Directors annually and shall                             
be based upon anticipated needs and expected enrollment. 
 

 
3.3022  OVERDUE ACCOUNTS 
 

Tuition payments and fees are due according to the most recent adopted payment                         
schedule by the Board of Directors . 
 
Students with tuition bills more than 30 days in arrears not attend school classes.                           
Once the 30th day deadline has passed) parents with tuition in areas will be required                             
to keep their children out of school pending payment of their outstanding obligation. 
 
Students with tuition or any other balance due, will not receive grade reports,                         
transcripts, letters of recommendation, or any other official school document. 
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Late payments are subject to late fees as stated in the Conditions of Enrollment. 
 
The school use the services of a collection agency or a lawyer to collect past due                               
accounts. Parents will be charged the cost associated with the additional collecting                       
past due accounts. 
 
The Headmaster and Accounting Office are responsible for maintaining a follow up                       
on accounts receivable and report on a monthly basis to the Board of Directors. 
 

 
3.3023 REFUNDS OF TUITION 
 

If a student in good standing withdraws from Caribbean School, the tuition due the                           
school will be calculated up to and including the student's official withdrawal date,                         
on a quarterly basis, from Caribbean School. Students withdrawing must fill out the                         
school's withdrawal form to officially withdraw from the school. 
 

 
3.3024  LATE ENTRY 
 

New students entering after school begins will pay tuition beginning with the quarter                         
in which they are admitted. Fees will be prorated from the enrollment date. 

 
Returning students who have failed to register before the first day of classes will pay                             
late registration fees and tuition from the beginning day of classes. 

 
 
3.3025  DISCOUNTS 
 

Parents with three or more students of the same family currently enrolled at                         
Caribbean School and paying full tuition and fees (non employee - non scholarship                         
students) will be granted a tuition discount on the following basis beginning with the                           
student in the highest level. 

 
Student 1 and 2….. Full tuition 
Student 3….. 30% tuition discount 
Student 4….. 30% tuition discount 
Student 5….. 30% tuition discount and so on. 

 
In order to qualify for a discount, parents must present evidence of adoption or                           
custody at registration when children are not their own or their spouse's. Discount                         
will only apply to the tuition portion. 

 
 
3.303  BOOK FEES AND RENTAL FEES 
 

Caribbean School does not charge book or rental fees. However, classes such as                         
computer, cooking and other electives request some materials to be purchased                     
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during the year which are not covered in the tuition and fees. Students in computer                             
classes be requested to purchase some materials for their use, but not software.                         
Students must purchase summer reading books and supplemental reading books in                     
English and Spanish. 

 
Students must return their textbooks, other reusable supplies and/or materials in                     
acceptable conditions. If not, they will be charged for the full replacement value of                           
the item. 

 
For lost books or materials, parents will make the payment in the Accounting Office                           
present a receipt to the appropriate School Principal. Failing to do this will result in                             
the retention of final grades and transcripts. 

 
 

3.40  INCOME FROM SOURCES OTHER THAN TUITION 
 

The Caribbean School shall actively seek income from sources other than tuition. The                         
of will select someone to oversee and lead the fund raising activities. 

 
The suggested fundraising Lead person will coordinate the submission of paperwork                     
to maintain eligibility for federal funds and to accept eligible tax deductible                       
contributions and donations. 

 
 

3.401  AID AND GRANTS TO THE SCHOOLS 
 

The Board may accept funds from foundations or private sources, and shall, if it                           
accepts the funds, comply with the conditions and requirements connected with the                       
use and acceptance of grant funds. 

 
Where it is deemed beneficial to students or professional staff of Caribbean School                         
the headmaster may sponsor or conduct educational research or special projects. 

 
Development Officer will coordinate all fund raising activities and is responsible to                       
identify federal funds available and prepare proposals to obtain funds. 

 
 

3.4011 CARIBBEAN SCHOOL GRANT PROCUREMENT 
 

Goal ​/​Purpose 
 

The purpose of this policy is to motivate and incentivise Caribbean School staff with                           
the intention of researching, applying, and acquiring external funds. The goal in                       
securing external funds is to strengthen: 

 
• Caribbean School infrastructure 
• Academics 
• Programs and services for students 
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This policy will establish parameters, guidelines, and awards for staff that                     
successfully seek and secure external funds for Caribbean School. 

 
A proposed amount of two percent (2%) of the total external funds secured to be                             
paid to the staff member or members securing the funds. 

 
In the event the secured funds are paid over a period of time the award will be two                                   
percent (2%) of the total amount and payable over the period of time Caribbean                           
School will be receiving the funds. The staff member must be employed by                         
Caribbean School during the award period(s). 

 
Criteria 

 
Caribbean School will grant a non recurrent monetary award to any eligible staff                         
member (any person employed by Caribbean School) for approved and awarded                     
external proposals (state, federal, or privately funded proposals) on behalf of the                       
corporation, Caribbean School. The award will be equal to two percent (2%) of the                           
total amount received by Caribbean School for each approved grant/proposal. There                     
will be a limit of $12,000 per year. 

 
The proposal for the grant, negotiation, and expenses associated with the process                       
must be first reviewed and approved by the Board of Directors and the Headmaster                           
prior to submission of the same. 

 
Any staff member applying for a grant must first take an approved course on grant                             
writing. The grant writing course will be selected by the Headmaster. 

 
Recognition 

 
The payment to the staff will be made after receiving the approval and certification of                             
funds. A signed agreement between Caribbean School and the granting authority                     
must be first signed. 

 
In the event of an approved grant written by more than one individual, the award will                               
be divided accordingly. Caribbean School will be responsible of the payments to the                         
person or persons securing the grant. 

 
The monetary award to the staff will be paid during the implementation process. The                           
award will be subject to all tax rules and regulations from the Government of Puerto                             
Rico and municipality of Ponce. 

 
Process 

 
1. The Headmaster will notify all staff members of the opportunity and purpose of the                           

grant procurement. 
2. Staff member(s) interested in applying for a grant must, on their own, search for                           

grants that are aligned to the mission and vision of Caribbean School. 
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3. Permission to search and apply for a grant must be first approved by the                           
Headmaster. 

4. At a minimum, all requests for proposals (grant writing) presented to the Headmaster                         
and for approval must include: 

 
a. Name of grant writer (or writers) 
b. Name of the grant 
c. Agency responsible or awarding the grant 
d. Description of the grant (including how its aligned to the mission and vision of the                             

school) 
e. Amount of the grant f. Length of the grant 
g. Proof or certificate of a grant writing course/seminar 
 

5. Once the grant proposal is reviewed and approved by the Headmaster the same will                           
be presented to the of for discussion and approval. 

6. After final approval from the of a letter from the Headmaster will be written and                             
issued to the person(s) applying for the grant as a mean of moving forward with the                               
grant application. 

7. Once the grant is completed, and before it is submitted to the granting agency, it                             
must be reviewed and approved for submission by the Headmaster. 

8. All successful proposals will be paid accordingly to the established criteria. 
 

 
3.402  FUND RAISING 
 

Solicitation for funds made in the name of the school by the students must have the                               
Headmaster's approval. 

 
 

3.403 GIFTS AND BEQUESTS 
 

The Board of Directors may accept, on behalf of, and for the school, any bequest or                               
gift of money or property for a purpose deemed by the Board to be suitable, and                               
utilize such money or property so designated. 

 
To be acceptable, a gift must satisfy the following criteria: 

 
1. It must have a purpose consistent with Caribbean School's goals and objectives. 
2. It must not lead to, or involve, unacceptable expenses to Caribbean School. 
3. It must place no restrictions on the school program. 
4. It must not be inappropriate or harmful to the best education of students. 
5. It must not be in conflict with any provision of this code or public law. 

 
A letter of appreciation signed by the Principal of the school receiving the gift and/or                             
the Headmaster shall be sent to the donor. 

 
The Headmaster is also authorized by the Board of Directors to receive gifts on                           
behalf of Caribbean School, in compliance with this policy. 
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3.407 SALARY ADVANCE 
 

There is no provision for any salary advances at the Caribbean School. 
 

 
3.50 ACCOUNTING AND REPORTING 
 

Accounting Procedures: 
 

The accounting procedures are seen by the Board of Directors as a valuable tool in                             
guiding the sound financial management of the school toward accomplishing the                     
school's purpose. 

 
The Headmaster is responsible for working with the Treasurer to develop accounting                       
procedures which meet this objective and which conform to the best business                       
practices. The Headmaster and business staff are expected to confer, when                     
necessary with qualified financial specialists to attain this goal. 

 
Separate accounting records shall be maintained for the different funds. 

 
3.501 TYPES OF FUNDS 
 

The Caribbean School identifies two types of funds: restricted funds and unrestricted                       
funds. 

 
3.5011 CAPITAL EXPENDITURES 
 

Any individual purchase in excess of $2,000 will be detailed in a designated budget                           
category, under capital expenditures. 

 
3.502 INVENTORIES 
 

The school comptroller shall maintain a complete inventory of all capital items.                       
Inventory of books and educational material shall be done by October 31st and May                           
31st. The remaining capital items will be done by May 31st 

 
The individual building Principals are responsible for assuring that accurate supply                     
and equipment inventories are maintained in their sections. These inventories shall                     
be updated each year. The Principals are responsible to assign inventories under                       
custody or shall act as custodians themselves. 

 
If items are removed from the inventory list, explanation of disposal should be                         
attached to inventory. 

 
Capital items include all non supplies with a replacement value of $2,000.00 or over.                           
Inventory must include but it is not limited to furniture and equipment, computers,                         
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sports equipment, and books. 
 

Inventory must include an item description, a number, establish custody person for                       
each item, acquisition date (when available), original cost, and estimated                   
replacement value. 

 
3.503 AUDITS 
 

An independent certified public accounting firm shall be employed no later than                       
March Board Meeting to conduct a financial audit to be completed within 90 days                           
after the close of each fiscal year, and to prepare a report for the of to submit to the                                     
Corporation. This report must be ratified by the Board of Directors five (5) calendar                           
days before the Puerto Rico Income Tax Report, due on October 10. 

 
Management letter will be addressed to the Headmaster. Headmaster will report                     
back to Board of Directors after 90 days on implementation of management letter                         
action items. 
 

3.60 PURCHASING AUTHORITY 
 

The Board's authority for the purchase of materials, equipment, supplies and                     
services is extended to the Headmaster through the approved budget. 

 
The Headmaster shall direct the annual purchase of educational supplies and                     
materials, other supplies and capital goods as are required and are permitted within                         
the limits of the budget. The purchase of these items shall require no further approval                             
except in those instances where policy requires certain purchases to be put to bid.                           
However, in the case of emergency expenditures, the President or Vice President                       
should always be consulted. 

 
In order to receive the greatest value for each dollar spent, it is school policy to buy                                 
in quantity when this provides a fiscal advantage. 

 
3.601 PURCHASING PROCEDURES 
 

The Board shall approve an annual itemized budget indicating anticipated income                     
and expenditures for the fiscal year. Every effort shall be made to assure that                           
expenditures authorized in a given fiscal year are paid for within the same fiscal year. 

 
Expenditures of funds for routine operating expenses and maintenance shall be                     
authorized by the Headmaster. The Headmaster shall seek approval for an overall                       
sum of money for the purchase of educational supplies and materials for the library,                           
elementary and secondary school in January or earlier before the beginning of the                         
academic year when the funds will be spent. 

 
All checks require the signature of two individual as designated by Policy 3.201. All                           
such expenditures should be part of the approved budget, or subject to approval. 
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3.602 BIDS AND QUOTATIONS 
 

Expenditures of funds for equipment, materials and services up to $2,000 be made                         
without calling for quotations unless in the judgement of the Headmaster the bidding                         
process be advantageous to the school. 

 
At least three written quotations shall be secured for equipment, materials and                       
services requiring expenditures in excess of $2,000. Bids will be retained for three                         
years. 

 
3.701 APPROVAL OF PAYROLL AND INVOICES 
 

The payroll shall be prepared for each two week period by the person designated by                             
the Headmaster and Finance Committee. The payroll shall be checked by the                       
Headmaster. 

 
All expenditures shall be justified by a purchase order or check request prepared by                           
the Accounting Office and approved by the Headmaster or Treasurer except for                       
"Petty Cash". Payments shall be made by check. 

 
3.702 PRORATED PAYMENTS 
 

Should prorated payments be made, payment for one working day shall be equal to                           
1/185th of a year's full time contracted salary. 

 
3.703  EXPENSE REIMBURSEMENTS 
 

The members of the Board of Directors shall be reimbursed for expenses incurred in                           
the performance of their Board functions, when approved by the Board of Directors. 

 
School employees shall be reimbursed for legitimate expenses incurred in the                     
performance of their duties as authorized by the Headmaster. Payments shall be                       
made by check. 

 
All Board Members and employees must fill the expense report and submit receipts. 

 
3.704 PETTY CASH ACCOUNTS 
 

The petty cash account shall be for a maximum of $50.00 per expenditure. A receipt                             
shall support all petty cash payments. Petty cash vouchers for each purchase shall                         
be signed by the person receiving the disbursement and by the comptroller or his/her                           
designate. Petty cash purchases are limited to emergency items of maintenance,                     
school supplies, and special items. Petty cash transactions are to be completed                       
during the same business day funds are disbursed by the comptroller, who is the one                             
responsible for the proper management of the petty cash. Whenever possible the                       
regular Purchase Order request procedure should be utilized in lieu of the petty cash. 
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Exceptions: 

 
For league games the maximum can go up to $75.00 per game. 

 
3.80 DISPOSAL OF SCHOOL PROPERTY 
 

It shall be the policy of the to dispose of surplus or obsolete equipment,                           
materials,and supplies no longer required to accomplish the mission of the school. 

 
Disposal of such items shall be the responsibility of the Headmaster or his designee                           
after it is assured that they are no longer of any use to the school. 

 
Surplus items shall be classified and disposed of as follows: 

 
1.  Items having no resale value - these be offered without cost to charitable and civic                             

organizations, or disposed of by the most efficient method, without Board approval. 
2.  Items having resale value - 
 

a. Those items having a replacement value of $2,000 or less be disposed of by the                             
Headmaster or his designee at the most advantageous price by private sale,                       
without advertising and without approval, 

b. Items having a replacement value of more than $2,000 shall be advertised for                         
sale, upon approval, in a newspaper of general circulation and sold to the highest                           
bidder. Corporate members bid for property with no privilege over the other                       
bidders. No member participate at any time in a bid. The school shall reserve the                             
right to reject all bids. 

 
All money received from the sale of equipment, materials, or supplies shall be                         
deposited in the facilities fund of the school. Capital assets should be removed from                           
the accounting records. 

 
Records of the disposal shall be kept and maintained for five years. 
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5. PERSONNEL 

 
5.1 ​STAFFING PHILOSOPHY AND GOALS 

 
The Board of Directors recognizes that a dynamic and efficient staff dedicated to                         
education is necessary to maintain a constantly improving educational program. The                     
Board is interested in its personnel as individuals, and it recognizes its responsibility                         
for promoting their general welfare. 
 
The Board is committed to providing a highly competent, well-trained staff, able to fit                           
each discipline and area of responsibility into a balanced, well-run school program. 
 
The duties of the staff shall be outlined by the Head of School and approved by the                                 
Board. Arrangements by the administration shall be made for the regular evaluation of                         
all staff. 
 
The Board's specific personnel responsibilities are to direct the administration to: 

 
1. Conduct an evaluation program that will contribute to the improvement of                     

staff performance. 
2. To develop and manage a staff compensation program that will attract and                       

retain the best and most appropriately qualified employees. 
3. To provide an in-service training program for all employees which will improve                       

their performance and their chances for retention and promotion. 
4. To recruit, select, and hire the best qualified people to work at Caribbean                         

School. 
5. To develop the quality of human relationships necessary to obtain maximum                     

staff performance and satisfaction. 
6. To use staff talent as effectively as possible, for the benefit of the total school                             

program. 
7. To consult Human Resources and/or labor attorney when a situation warrants                     

it to avoid consequences that may jeopardize the future of the institution. 
 

5.1.1 EQUAL OPPORTUNITY EMPLOYMENT 
 

It is the policy of the Board of Directors that no person in this school shall, on the                                   
basis of race, color, creed, religion, sex, age, sexual orientation, disability or                       
national origin, be denied the benefits of, or be subject to discrimination in any                           
educational program or activity, including employment, retention and promotion. 

 
5.1.2 ​POSITIONS AND QUALIFICATIONS 

 
There will be a job description for every position at Caribbean School. This will                           
include scope, qualifications, experience, essential functions and duties and the                   
staff’s immediate supervisor.  

 
5.2 ​RIGHTS AND RESPONSIBILITIES 
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Administrators, support staff and professional members, including teachers, must                 
realize that there will be occasions outside of the normal school day when their                           
services will be needed for various educational activities. They will be expected,                       
therefore, to participate when called upon for such in service activities as curriculum                         
improvement, study programs, school community projects, and extracurricular               
activities. 
 
Deans are responsible to discuss with teachers their organizational, administrative,                   
and instructional problems before presenting them to the Head of School. In a similar                           
manner parents shall discuss with teachers matters pertaining to the individual                     
classroom situation before parents consult with the Deans. The Board of Directors                       
encourages that all matters be discussed and problems solved by those immediately                       
concerned, and be taken to higher authority only when adequate satisfaction cannot                       
be obtained otherwise. 

 
Only necessary paperwork will be requested from teachers. All personnel have a legal                         
obligation to keep complete and accurate records and to submit them promptly when                         
due. 

 
5.2.1 ​ETHICS AND PROFESSIONAL BEHAVIOR 

 
All school personnel are role models for our students. Their conduct, relationships                       
with administration, staff, parents, and students, and their observance of school                     
policies set the standards of conduct for our students. 
 
Administrators, teachers and support staff must behave professionally at all times.                     
Discussions at Caribbean School must be carried out in a respectful manner.                       
Personal problems and/or any disagreement related to working policies and/or                   
conditions should be discussed at the proper level in private. 
 
A positive and healthy work environment shall exist and shall be free of probable                           
sign of inappropriate conduct. Employees must get along in order to have a positive                           
and healthy environment at the workplace. Interpersonal relationships at work must                     
be cordial,  respectful  and strictly professional. 

 
5.2.2 ​CONFLICTS OF INTEREST 

 
Staff and/or employees shall not at any time engage in any employment that would                           
cause a time or energy demand for the individual that might interfere with their                           
performance or contractual duties, would compromise or embarrass the school,                   
would adversely affect their employment status or professional standing, or would                     
in any way conflict with or breach professional ethics. 
 
Employees shall not engage in any other employment or private business during                       
the hours required to carry out assigned duties. 
 
Employees shall not sell any foods, candies, books, supplies, musical instruments,                     
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equipment or any other item to any student, employee, parent or guardian of any                           
student unless prior approval has been given by the Head of School. 
 
 
There should be no conflict of interest in the supervision or evaluation of                         
employees. No administrator shall be responsible for the direct supervision and/or                     
evaluation of a relative. In case that such a relationship exists, the Board will                           
appoint an independent supervisor for evaluation purposes. 
 
The husbands and wives or other relatives of employees shall not be precluded                         
from working at Caribbean School, unless their relation causes a conflict of                       
functions that may be detriment and may have an adverse effect in the normal                           
operations of a department, working area or at the School It shall not be the                             
practice of Caribbean School to allow an employee to supervise a relative. Specific                         
cases to be avoided are a Head of School and Deans with a relative on his or her                                   
immediate staff. 

 
5.2.3 ​GIFTS AND SOLICITATIONS 

 
Employees may not request personal donations, gifts or solicitations from parents                     
or students. Should any parent/student provide gifts of over $25.00, the employee                       
must report this within one week to the administration on a report form provided by                             
the school. 

 
5.2.4 CONSEQUENCES OF NON-COMPLIANCE BY ALL EMPLOYEES 

 
Failure to comply with Caribbean School Regulations, ethical code, and family and                       
social services will result in disciplinary action subject to its severity.  

 
The Board of Directors will be made aware and may participate in said disciplinary                           
action. 

 
5.2.5 ​ACCEPTABLE USE POLICY (AUP) OF TECHNOLOGY 

 
Caribbean School is committed to allocating time and resources to technology and                       
promotes the use of computers throughout the school to support learning. Students                       
and all employees are expected to master basic computer skills and increase their                         
productivity through the use of technology for research, analysis and                   
communication. 

 
These policies shall apply to all users of electronic information resources, which are                         
utilized with equipment, located or accessed at the Caribbean School.  
[See Policy 8.5.5 Acceptable Use Policy] 

 
PERSONAL RESPONSIBILITY 
 

The user accepts responsibility to report any misuse of the network to the                         
computer laboratory teacher, the Deans or the Head of School. Misuse can come                         
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in many forms, but it is commonly viewed as any material sent or received that                             
indicates or suggests pornography, deliberate introduction of viruses, unethical or                   
illegal behavior, racism, sexism, violence, inappropriate language, or violation of                   
other issues as described below. 

 
ACCEPTABLE USE GUIDELINES 
 

The user agrees: 
•To abide by all copyright regulations, including proof of legal ownership of                       
software installed by him/her; 
•To maintain supervision of students using electronic information resources; 
•To use electronic information resources for educational purposes, research and                   
other educational goals and objectives of  Caribbean School; 
•To promote acceptable use of electronic information resources and network                   
etiquette; 
•Not to submit, publish, display, or retrieve any defamatory, abusive, obscene,                     
profane, sexually oriented, threatening, racially offensive, harassing, or illegal                 
material other than to serve the goals and objectives of the curricular program at                           
Caribbean School; 
•To protect personal information and not reveal personal addresses or phone                     
numbers; 
•Not to use the network for commercial purposes; 
•Not to attempt to harm, modify, destroy hardware or software, or interfere with                         
system security; 
•And to remove unwanted and unused files regularly. 
•That the staff may not access electronic information sources when student                     
access would be interrupted or made unavailable. 
•That electronic files and email communications are not private. 
•That many services and products are available for a fee and acknowledge that                         
he/she is responsible for any expenses incurred. 

 
PRIVILEGES 
 

The use of electronic information resources at Caribbean School is a privilege, not                         
a   right and may be revoked at any time. 

 
SERVICES 
 

Caribbean School reserves the right to log the use of all systems and monitor file                             
server space utilization. Should it become necessary, files may be deleted. 
 
Caribbean School is not responsible for any service interruptions, changes, or                     
consequences arising there from, even if these arise from circumstances under                     
the control of the Caribbean School. 
 
Caribbean School reserves the right to establish such rules and regulations as                       
may be necessary to maintain the operation of the electronic information systems. 
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CONSEQUENCES 
 

Infractions of the provisions set forth in this Acceptable Use Policy may result in                           
the suspension or termination of access privileges and/or appropriate disciplinary                   
action. 

 
IT or the Comptroller as order by the Administrators or the Board of Directors may                             
close an account at any time and/or deny access to electronic information                       
systems operated by the school. The account shall remain closed and/or access                       
denied through the appeal process. 
 
Inappropriate behavior in violation of national and international statutes will be                     
subject to prosecution by those authorities. Disciplinary action may be taken by                       
Caribbean School as appropriate. 

 
5.3 ​PERSONNEL RECORDS 

 
Personnel records shall be available only for official use by the Board of Directors, the                             
Head of School, the Deans, the Business Administrator and/or Comptroller, Human                     
Resources, the employee’s immediate supervisor, or for inspection by accrediting                   
agencies or other groups with prior Board of Directors or legal authorization, to verify                           
an employee’s training and experience. 

 
The employee shall have full supervised access to his/her own records with adequate                         
written notice; and shall be allowed to verify their contents and accuracy. If there is                             
any question about the record’s contents that cannot be verified and resolved by the                           
Deans or supervisor, the employee may appeal in writing to the Head of School or                             
Business Administrator respectively ​and if necessary to the Board of Directors under                       
the grievance procedures. 

 
Personnel records will remain the School’s property. 

 
5.4 ​STAFF INVOLVEMENT IN DECISION MAKING 

 
It is the policy of the Board to encourage employee participation for the school. Such                             
participation shall include, as appropriate, involvement in: 

1. Policy Development 
2. Administrative Rules Development 
3. Budget Planning 
4. Facilities Planning 

 
In the development of regulations and arrangements for the operation of the school’s                         
academic system, the Head of School shall include at the planning stage whenever                         
feasible those employees who will be affected by such provisions. 

 
The professional staff shall be given full opportunity, and encouragement, to contribute                       
in curriculum development, budget preparation and in the development of policies and                       
regulations pertaining to the instructional program. 
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Each administrator shall maintain channels for conferring with both the professional                     
and support staff in establishing building-level regulations. 

 
The Head of School will encourage the exchange of ideas and suggestions regarding                         
the operation of the schools with the staff. He shall weigh with care the counsel given,                               
especially that given by groups designated to represent large segments of the staff,                         
and shall inform the Board of all such counsel in presenting recommendations for                         
Board action. 

 
5.5 ​COMMUNITY ACTIVITIES INVOLVING STAFF 
 

School personnel are encouraged to participate in community activities so long as                       
they do not interfere with their regular school work or may result in a conflict of                               
interest.  

 
The Administrators are expected to participate in public, civic, social and professional                       
affairs to enhance public relations and open channels of communication for the                       
school. 

 
POLITICAL ACTIVITIES 

 
Outside of school time, school personnel have the right to participate as individuals                         
in political activities appropriate to their nationality and/or individual belief. They are                       
responsible for ensuring that the school is in no way associated with their personal                           
political activity. 

 
5.6 SMOKING ON SCHOOL PREMISES 

 
Smoking is prohibited on Caribbean School Campus per Law #40 as passed and                         
adopted February 1, 1994. This policy prohibits smoking on the campus and within                         
sight of students. Penalties for students are described in the Student Policy and Honor                           
Code. Teachers will be subjected to procedures of non-compliance and/or legally                     
mandated fines. Parents and visitors will comply as per Law #40. 

 
5.7 ​COMPLAINTS AND GRIEVANCES 

 
It is the policy of Caribbean School to solve employee complaints and/or grievances at                           
the earliest level of authority. Nevertheless, it is recognized that occasionally people of                         
goodwill cannot solve legitimate problems in this manner. Therefore, when issues arise                       
that cannot be solved within the normal chain of command, a grievance procedure                         
exists to deal with these problems. 

 
5.7.1 ​GRIEVANCE PROCEDURE 

 
A faculty member or school staff has the right to utilize this procedure for issues                             
related to his/her employment contract, discipline, employment regulations, or                 
academic matters. 
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Grievances related to employment regulations, including all faculty and staff leaves                     
and absences, and the discipline of support staff positions of maintenance,                     
cafeteria, IT specialist, school nurse, development/marketing, and accounting               
assistants shall be processed through the following steps: 

 
1. First step: Grievance must be brought before human resources or the                     

business office assistant. 
2. Second step: If not solved at first leven then it may be brought before the                             

business administrator. 
 

Grievances related to academic matters of discipline of faculty, college advisor,                     
registrar, librarians, guidance-counselor, directors, administrative assistant and             
school secretary  shall be processed through the following steps: 

 
1. First step: Grievance must be brought before the appropriate  Dean(s) 
2. Second step: If not solved at the Dean level then it may be brought before the                               

Head Of School 
3. Third step: Before the Board if they have not been resolved to the satisfaction                           

of the faculty member with the Deans and Head of School. 
 

All findings and recommendations of the Deans or business office will be submitted                         
in writing to the faculty or staff member(s) and to the Head of School or Business                               
Administrator within ten (10) days of submission of the written complaint. It will                         
contain findings of facts with supporting documents when applicable and,                   
separately, its recommendations. 

 
If not satisfied with the Deans' decision, the faculty member may appeal within five                           
(5) days in writing to Head of School who shall respond in writing within seven (7)                               
days, and provide a copy to the school board. If not satisfied with Head of School                               
decision, faculty member may appeal within five days to School Board. 

 
The Board will issue its final decision by the next board meeting provided it has had                               
reasonable time to evaluate the report. 

 
5.8 ​PROFESSIONAL STAFF POSITIONS AND QUALIFICATIONS 

 
The Head of School shall prepare for the Board of Director’s review and approval, a                             
guide to all professional positions at Caribbean School and the essential duties                       
assigned to each position. The Head of School may change and reassign functions                         
and duties; however, the creation of a new position must have the approval of the                             
board. 
 

5.9 ​HEAD OF SCHOOL 
 

The Head of  School shall be responsible for the following: 
 

1. Implementing the philosophies and policies of the school as established by the                       
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Board of Directors. 
2. Administering or supervising the administration of admissions. 
3. Establishing guidelines for discipline with ultimate authority for the dismissal of                     

students. 
4. Maintaining guidelines for behavior and consequences, for individuals on                 

campus. 
5. Selecting and employing employees, subject to Section 5.12 and following                   

sections about this matter.  
6. Serving as an ex-officio member of the Board of Directors and Committees                       

formed by the Board. Shall be involved in the preparation of a budget in                           
conjunction with the Business Administrator and or Comptroller and Finance                   
Committee and ultimately responsible for the administration of the final budget                     
as approved by the Board of Directors. 

7. Preparing a salary scale for all employees, subject to the approval of the Board. 
8. In conjunction with the Deans, maintain a curriculum designed to achieve                     

academic excellence. 
9. Representing the school effectively and enthusiastically in public relations                 

matters, including appearing before groups of parents, prospective parents,                 
donors, and prospective donors. 

10.Monitoring to insure that routine repairs and maintenance of all school property                       
are performed. 

11.Assuming a leadership role in fundraising activities and working with the Board                       
of Directors and the marketing/development person in identifying potential                 
donors, preparing applications, and calling upon foundations, corporations and                 
prospective donors.  

12.Working with board committee to develop a continuing long term plan for the                         
school. 

13.Maintaining an environment which fosters the development of character,                 
academic achievement, physical fitness and moral awareness of each student. 

14.Employee’s ​matters and personnel policy shall be worked with the collaboration                     
of the human resources department and legal counsel.  

 
5.10 ​SPORT COACHES 

 
All coaching positions are for the duration of the season only. All appointments will be                             
made after recommendation of the Athletic Director and final approval from the Head                         
of School. 

 
5.11 PROFESSIONAL/STAFF COMPENSATION GUIDES AND CONTRACTS 

 
Professional/Staff will receive a written contract each year specifying the terms and                       
conditions under which they are employed at Caribbean School. The terms and                       
conditions of the contract of employment will be reviewed each year by a labor law                             
attorney and any changes approved by the Board of Directors. The contract shall be                           
offered by the Administration no later than the last day of work of the school year.  

 
The salaries for professional faculty members are reflected in a salary scale schedule.                         
The salary schedule must reflect the value of teaching experience inside and outside                         
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Caribbean School by providing additional documentation based upon certified years of                     
experience. The salary schedule must reflect academic and professional preparation                   
by increasing compensation as the individual's professional education improves. 

 
5.11.1 ​PROFESSIONAL STAFF EXTRA DUTY PAY PLANS 

 
Caribbean School values the services that professional members provide to the                     
school outside regular school hours, and provides additional compensation based                   
upon local and federal laws when applicable for these services. 
 

5.11.2 ​COURSE REIMBURSEMENT 
 

No reimbursement for university courses is paid. 
 

5.11.3 EMPLOYEE​S PAYDAY SCHEDULES 
 

There shall be 22 bi-weekly pay periods per year for faculty, college advisor/testing                         
coordinator, guidance counselor, and nurse, unless the contract between the                   
employee and Caribbean School provides otherwise. There shall be 22 bi-weekly                     
pay periods per year for lunchroom employees and teacher aids. There shall be 26                           
bi-weekly pay periods per year for Head of School, Deans, Business Administrator                       
or Comptroller, development/marketing staff person, IT Computer Technician,               
Registrar, Administrative Assistants, school secretary(ies) and maintenance             
employees. Substitute and part time employees are paid on a need basis for hours                           
worked.   

 
Payments periods could be affected, in the event of a hurricane, any other natural                           
disaster, “act of god”, “vis major”, “force majeure”, or any emergency or act                         
beyond School’s control.  

 
5.11.4 ​SALARY DEDUCTIONS 

 
It is the policy of Caribbean School to withhold, as required by law, employee                           
payments due for all deductions to include social security and Puerto Rican Income                         
Tax. If an employee selects in writing to participate in any school approved plan,                           
payments for the plan will be withheld, according to the applicable laws and                         
regulations, from each paycheck. 

 
5.12 ​HIRING PROCESS AND PROCEDURES 

 
OBJECTIVE 

 
C​aribbean School believes that hiring qualified individuals contributes to the overall                     
strategic success of Caribbean School. Each employee, while employed, is hired to                       
make significant contributions to Caribbean School. In hiring the most qualified                     
candidates for positions, the following hiring process should be followed:  

 
REQUISITIONS 
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P​ersonnel requisitions or personnel email request must be completed to fill                     
Caribbean School available positions and sent to the Human Resources designee                     
for distribution. 

 
Personnel requisitions should indicate at least the following:  

 
● Position title  
● Position’s hours/shifts  
● Exempt or nonexempt status of the position 
● Reason for the job opening 
●Essential job responsibilities and qualifications (or a current job description                   
may be attached) 
● Salary and Benefits  
 

Recruitment Advertising  
 

Positions are advertised based on needs and budget requirements. The Human                     
Resources designee is responsible for placing all recruitment advertising. 
 

Interview Process 
 
Human Resources (“HR”) will screen all applications and resumes. Initial                   
interviews will be conducted by the HR, a second round of interviews will be                           
conducted by the Head of School and/or Business Administrator respectively                   
and a search committee which shall include, depending on the position, the                       
department head, comptroller, marketing/development designee, administration           
staff, Board of Directors, or others that will be working or supervising the                         
candidate directly. After the interview process has been completed, HR and the                       
Head of School and/or Business Administrator will meet to discuss interview                     
results and deliberate to select the candidate. For the main administrative                     
positions at school, also referred as administrators’ positions, meaning the Head                     
of School, Dean of Academics, Dean of Students, Business Administrator and/or                     
Comptroller, Marketing/Development person, the Board of Directors must               
approve the candidate before and after the deliberation between HR and the                       
Head of School and/or Business Administrator and must sign a contract with the                         
candidate ultimately chosen for said positions. The contracts of all other                     
professional staff will need the signature of the Board of Directors only after the                           
contract is signed by the employee, the Head of School, or by the HR, in the                               
absence of the  Head of School.  
 
The HR will notify applicants who are not selected for positions at Caribbean                         
School.  
 
The Board reserves the right to use any combination of salary and/or benefits to                           
convince any individual to work for Caribbean School. However, the Board                     
wishes it to be known that special salary/benefit terms will be provided to a                           
person on the basis of the unique skills that he or she can bring to Caribbean                               
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School, and not based upon his or her point of origin. 
 
All possible positions available shall be made known to the current employees at                         
Caribbean School by the HR. Anyone who understands they qualify for a                       
position may submit an application. 

 
5.12.1STAFFING PLAN 

 
A staffing plan for the program of instruction offered by the school shall be adopted                             
each year.  

 
5.12.2REFERENCE CHECKS, CRIMINAL BACKGROUND CHECKS, DRUG TESTING             

PROFILE  TEST  
 

After a decision has been made to hire a candidate, a verbal offer will be made to                                 
that individual contingent upon satisfactory results for the reference checks,                   
criminal background checks, profile test. Drug testing will be subject to the Alcohol                         
and Drug Free Workplace Guidelines, provided in the Staff Handbook of                     
Caribbean School.  

 
5.12.3 JOB OFFERS  

 
If the HR receives satisfactory results for the reference checks, criminal                     
backgrounds, drug testing and profile test- HR will notify the candidate and will                         
extend a formal job offer.  

 
5.12.4 INITIAL START DATE AND ORIENTATION  

 
On the employee’s start date, the employee will complete required paperwork and                       
orientation with HR. The new employee’s supervisor is responsible for providing a                       
department orientation  for the new employee.  

 
5.12.5 HIRING FORMS  

 
Part of the new hiring process employees will be required to provide Health                         
Certificate, Good Conduct Certificate, law 300 certificate, and Valid Identification.  
 

5.12.6 PROFESSIONAL AND ADMINISTRATION REQUIREMENTS  
 

Teachers must have a Puerto Rico “Teaching License”, or have applied for a                         
current Puerto Rico License in order to teach. Teachers are also required to submit                           
a current “Good Conduct Certificate”, and a Law 300 Certificate and a Health                         
Certificate. Teachers must also submit any other requirement established by Puerto                     
Rico law and/or as required in their contracts. The Head of School must have, or                             
have applied for, a current Puerto Rico Teacher’s License as required, and must                         
also submit any other requirement established by Puerto Rico law and/or as                       
required in the contract. All other administrators must submit all requirements                     
established by Puerto Rico law and/or as required in their contracts. All other                         
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professionals must submit all requirements established by Puerto Rico law and/or                     
as required in  their contracts.  

 
5.13 EMPLOYEE​S ORIENTATION 

 
The Head of School is responsible for planning orientation activities before the start of                           
classes each school year. All employees  are required to attend. 

 
The purpose of the orientation program is to: 

 
1.Acquaint employees with school policies and procedures. 
2.Acquaint new employees with their fellow workers and the community. 
3.Help employees prepare for the coming year and adjust to new arrangements. 

 
5.14 ​PROFESSIONAL STAFF ASSIGNMENTS AND TRANSFERS 

 
The Head of School shall, whenever possible, assign professional staff members to                       
the areas and levels in which they are most qualified. 

 
The Head of School shall, whenever feasible, concur with professional staff wishes                       
regarding transfers; however, such transfers shall be made, and staff shall be                       
assigned, in a manner which in the Head of School’s professional opinion, best meets                           
the overall needs of the school. 

 
5.15 ​PROBATION AND TENURE 

 
New hires will be placed in one (1) year probation. This probation period will not create                               
an indefinite continuity of employment. Contract renewals are subject to the new                       
amendments to Law No. 80 of May 30, 1976, as subsequently amended and by Law                             
No. 4 of January 26, 2017 as long as both acts are in existence and applicable. 

 
5.16 ​PROFESSIONAL STAFF APPRAISAL 

 
The Board of Directors recognizes that the teaching process is an extremely complex                         
one, and that the supervision and evaluation process is a difficult and technical                         
function. However, since the Board believes that good teaching is the most important                         
element in a sound educational program, teaching appraisal/evaluations must be                   
carried out to insure quality control in instruction. 

 
The Board of Directors delegates to the Head of School the responsibility for                         
developing and implementing a continuing school wide program for supervising and                     
evaluating the instructional process which shall take into account the following                     
guidelines: 

 
1.Overall performance and effectiveness of the professional staff member. It must                     
include, but not be limited to classroom observations. 
 
2.Supervision and evaluation should be a positive process which enables the                     
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professional staff member to become aware of his strengths and weaknesses. The                       
staff member should be assisted in capitalizing on strengths and eliminating or                       
overcoming weaknesses. 
 
3.The findings uncovered in the supervision and evaluation process should be                     
taken into account in the assignment of teaching duties and contract renewal or                         
negotiations of contract. 

 
5.17 ​PROFESSIONAL STAFF VACATIONS AND HOLIDAYS 

 
Full time teaching faculty will be entitled to all scheduled vacation and recesses while                           
school is not in session, with the exception of time the Head of School may schedule                               
for planning and evaluation meetings up to ten (10) days before and ten (10) days after                               
the end of the academic year. 

 
The vacation periods are Christmas holidays, Easter, Thanksgiving, and Summer                   
Recess (from the period of completion of the faculty member’s final academic                       
responsibilities as defined by the school until the last day of July). The vacation and                             
holidays payment are included in the employees compensation and payments                   
mentioned on their respective contracts.  

 
5.18 ​PROFESSIONAL STAFF EXTRA-DUTY ASSIGNMENTS 

 
The professional activities of Caribbean School faculty will include non-teaching duties                     
as assigned by the Head of School, the Deans or their designate. These activities are                             
a part of the normal workload for which a professional member will not receive extra                             
compensation. 

 
5.19 PROFESSIONAL STAFF MEETINGS 

 
An integral part of the professional work schedule shall be periodic faculty meetings,                         
which shall be scheduled by the Head of School and/or the Deans on a regular basis.                               
These meetings may be scheduled up to ten (10) days before and after the teaching                             
year and regularly throughout the year. 

 
Scheduled meetings are mandatory and employees are expected to attend unless                     
prior arrangement with the Deans and the Head of School was made and approved. 

 
5.20 ​CAREER DEVELOPMENT OPPORTUNITIES 

 
Teachers are strongly encouraged to continue their education by attending summer or                       
evening college courses, seminars, workshops, etc. The Caribbean School Board of                     
Directors recognizes the need for continued professional growth on the part of the                         
teachers for effective teaching and curriculum development. 

 
Therefore, as budget permits,: 

 
1. The school will pay institutional or departmental annual membership dues for                     
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professional organizations as authorized by the Head of School. 
 
2. The school will subscribe to professional journals for general use of the faculty as                           

authorized by the Head of School. 
 
3. Financial support as an incentive for seminars and workshop educational                   

conferences may be available to all employees through application to the                     
Business Administrator. 

 
4. The School may permit one visiting day to other schools in Puerto Rico for the                             

Head of School.  
 
The Board of Directors, recognizing the value of participation in professional activities                       
and delegates to the Head of School to organize local seminars and workshops . 
 
The Board of Directors delegates to the Head of School authority to grant permission                           
for instructional employees to be temporarily absent from their regular duty and place                         
of employment if accounted as leave without pay or as one of the three yearly personal                               
leave days when taken for the purpose of performing educational services; such as                         
participation in school surveys, professional meetings, study courses, visits to other                     
schools, seminars or workshops. 

 
5.21 ​TUTORING AND OTHER ACTIVITIES FOR PAY 

 
1. Professional responsibility requires that faculty make themselves available during                 

the school day for student conferences and extra help outside of the regular class                           
periods for the subjects taught. No reimbursement may be accepted for such extra                         
help during the regular school day. * 

 
2. Teachers or counselors may recommend to parents, through the Deans, that a                       

student receive tutorial assistance outside of school hours. Providing such tutorial                     
assistance is the responsibility of the parents. 

 
3. The administration may assist, when requested by the parents, in arranging for                       

tutorial instruction and in suggesting possible tutors. 
 
4. The administration may suggest, upon request of parents, recommended rates of                     

payment for out-of-school tutoring. 
 
5. Individual or group lessons of a non-remedial nature such as art or music lessons                           

may be given during non-school hours for a reasonable fee to students of the                           
school upon request of the parent. 

 
6.  Professional faculty are not to undertake other employment which interferes with                     

the performance of their teaching duties at Caribbean School or result in a conflict                           
of interest. 

 
● Teaching faculty may use after school hours for tutoring if they wish. Tutoring                         
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may not begin before 3:16 p.m. or continue after 7:29 a.m. A teacher may not                             
tutor, for a fee, any student who he/she teaches in a class. If a situation                             
merits allowing a teacher to tutor for a fee a student who is enrolled in his/her                               
class, the teacher must submit a written disclosure to the administration and                       
seek written approval from the Head of School [policy 7.3.2]. 

 
5.22 ​PROFESSIONAL STAFF CONSULTING, NON-SCHOOL AND OTHER             

EMPLOYMENT 
 

Professional staff are not to undertake other employment which interferes with the                       
performance of their teaching duties at Caribbean School. However, school                   
faculty/staff are encouraged to engage in professional activities which will enhance                     
their skills: 

 
If a faculty member performs any services for the School during a paid vacation                           
period, he/she shall be entitled to additional compensation, if previously authorized by                       
the Head of School unless classes are extended in the event of a hurricane , any other                                 
natural disaster, “act of god, “vis major ”, “force majeure” or any emergency or fact                             
beyond School’s control or unless he/she performs such services voluntarily without                     
compensation.  

 
5.23  PROFESSIONAL STAFF ​FACILITIES 

 
The Board of Directors recognizes the importance of providing a reasonable amount of                         
work spaces for its professional employees. Therefore, the school will endeavor to                       
provide, to the extent possible a work space for each employee. 

 
5.24 PROFESSIONAL MEMBERS AND ADMINISTRATORS ​SICK AND PERSONAL               
LEAVES AND ABSENCES 

 
A professional/Staff member and an administrator who take a sick day on Mondays or                           
Fridays, or on the days before or after holidays or vacation must present medical                           
certificates. Sick leave is limited for their own health problems. 

 
Professional/Staff members and administrators are entitled to use three days of the                       
legal allotment of their sick days as "personal days" upon receiving permission from                         
the Business Administrator to do so. Permission must be requested to the Business                         
Administrator in writing ten (10) working days before the date of the proposed personal                           
day, and informed to the appropriate supervisor when granted.  
 
Personal days are provided, when possible, to allow an employee to carry on activities                           
which cannot be engaged in except during regular hours. Examples of such activities                         
might be: marriages, house closing, license renewal. The award of personal days is not                           
automatic. It is the duty of the Business Administrator to weigh the interests of the                             
students and needs of the employee when awarding them. 
 
Leaves of absence will also be entertained under Family Medical Leave Act (FMLA)                         
(appended) when applicable. Such leaves and absences shall be granted in                     
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accordance with Board policies pertaining to specific types of leaves.  
 

5.25  ​HOME LEAVE 
 

For ​overseas-hired staff, in lieu of “home leave air fare” at mid-point of a two year                               
contract, the following is in effect: 
 
Caribbean School pays up to $500.00 toward a return home ticket, at mid-point of a                             
two year contract. 
 
Special requests for home leave payment before or after the midpoint of a two year                             
contract will be submitted to the Business Administrator and Board of Directors for                         
approval. In the event the overseas-hired staff fails to complete his/her contract as                         
signed, the advance monies will be deducted in full from the staff's last paycheck. 

 
5.26  ​MATERNITY LEAVE 

 
Maternity leave and benefits are available in accordance with Puerto Rico law. 

 
5.27  TEACHER AND TEACHER AIDE ATTENDANCE BONUS 

 
Full time faculty who do not use all of their sick leave or personal days will be granted                                   
an attendance bonus for the days not taken at a rate of $30.00 per day up to twelve                                   
days. Teacher aides rate will be $25.00 per day. This attendance bonus will be paid at                               
the end of the working calendar. Teachers who do not fulfill their contracts will not                             
receive any attendance bonus for sick leave and will lose all benefits not mandatory by                             
law. 

 
5.28  BEREAVEMENT LEAVE 

 
Funeral leave, with pay, for death in the immediate family (father, mother, sister,                         
brother, grandparents, spouse, child and in-law) is granted for up to three consecutive                         
days if the death occurred in Puerto Rico. If the death occurred outside of Puerto Rico,                               
additional leave without pay of up to two ​ ​additional consecutive days is available. 

 
5.29  PERSONAL LEAVE WITHOUT PAY  

 
Employees are eligible to apply for Personal Leave after completing six (6) months of                           
continuous service. 

 
Personal Leave is unpaid, but eligibility for benefit coverage continues during such                       
leave subject to the terms and conditions of the various benefit plans and programs,                           
including timely payment of the employee portion of any premiums due during the                         
period of leave. Employees who are on Personal Leave on the scheduled work days                           
immediately before and after a paid holiday will not receive pay for the holiday.                           
Employees on approved Personal Leave receive job protection only to the same extent                         
as if they had been actively at work during the approved leave period. 
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Requests must be approved in writing by the immediate supervisor and the Business                         
Administrator and notified to the Deans and the Head of School. Each Personal Leave                           
request must clearly state the reason for the leave, the date of the leave, and the total                                 
amount of time requested. Requests will be granted only for urgent, exceptional, or                         
emergency circumstances which will be determined on a case-by-case basis.                   
Evaluations of requests will take into account factors including, but not limited to, the                           
employee’s reason for needing the leave, the impact of the absence on the students                           
and the school, and the employee’s performance, attendance status, and past use of                         
Personal Leave. The employee may be required to provide verification of the reason                         
for and duration of the leave. 

 
The maximum Personal Leave approval period is twenty eight (28) calendar days at a                           
time. An employee must submit a written request for an extension prior to the                           
expiration of the approved leave period for further approval by the immediate                       
supervisor and the Business Administrator and notified to the Dean and the Head of                           
School. Total, cumulative time off for Personal Leave is capped at four (4) weeks in any                               
rolling twelve (12) month period measured backward from the date of the leave. Failure                           
to return to work following Personal Leave may result in administrative termination of                         
employment.  

 
Requests should be made as far in advance as possible under the circumstances.                         
Approval of requests for Personal Leave by employees who have not given as much                           
advance notice as reasonably possible may be delayed or denied. 

 
Note: For Teachers Personal Leave without pay will be deducted at 1/185* of the                           
teaching year’s salary for each day taken. 

 
Note: For Non Teachers Personnel Personal Leave will run concurrent with any                       
vacation day already accrued by the employee. 
 

•185 = approximate number of days in contract year. 
 

5.30  FRINGE BENEFITS 
 

Benefits in addition to basic salary are recognized by the Board of Directors as an                             
integral part of the total compensation for employees. The benefits extended to                       
employees shall be designed to promote their present and future economic security                       
and provide an incentive for professional development that will benefit Caribbean                     
School. 

 
5.31  ​TERMINATION OF EMPLOYMENT 

 
1.  Only the Head of School or the Business Administrator respectively may terminate                       

or not-renew the contract of a support staff, professional member, and                     
administrator due to a cause other than their resignation; whom will insofar as                         
possible inform the Board of Directors in advance. Terminating or non-renewal of                       
contract of administrators shall be approved by the Board  of Directors.  

2.  Only the Head of School or the Business Administrator respectively may accept                       
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the resignation of an employee. The Board of Directors shall be informed in the                           
event of a resignation.  

3. When a situation warrants it ​(e.g., health, economics. personal or family problems),                       
contract termination during the school year may be requested by the teacher,                       
subject to the approval of the Head of the School. 

4. The school administration with the approval of the Board of Directors may at any                           
time suspend, with pay or without pay, at their discretion, an employee from                         
active classroom duty for health reasons or for other specified written reasons, if it                           
deems this to be in the interest of the school or the students.  

5. If any member of the professional staff is dismissed or suspended during a school                           
year, such action will be by the Board of Directors at the request of the                             
administration, at the person involved. 

6. It is required that review by the Board of Directors of dismissal or suspension                           
decisions be made in Executive Session. 

7. In the event of a formal hearing, the procedures outlined in Policy 5.7, and Policy                             
5.7.1 will be followed. 

8. In the event of an official hearing, the findings will be a matter of record. 
9. Any issue involving the contract of the Head of School will be discussed in                           

Executive Session of the Board of Directors. 
 

5.32  R​EDUCTION IN WORKFORCE 
 

Reduction of the employees workforce shall be made by the Board of Directors, with                           
or without the recommendation of the  Head of School. 

 
5.33  ​RESIGNATION OF PROFESSIONAL MEMBERS 

 
Faculty staff are normally appointed to teach for a school year, commencing on                         
August through the last day of the school calendar, which could be extended due to                             
natural  or manmade emergencies,  as stated in the respective faculty contracts.   

 
Acceptance of an annual contract by the professional member indicates the intention                       
to teach for the full academic year. Upon acceptance of an employment contract a                           
faculty member will not seek and will refuse all other offers that conflicts with their                             
obligations under contract and as professional staff members . 

 
Professional Members should hand in before February 15 their intention letter stating                       
whether they intend to return or not the following school year. The teacher shall not be                               
released from his/her employment contract except for unusual circumstances as                   
determined by the Head of School. No benefits, etc. are provided to any teacher in                             
breach of their contract. 

 
5.34  RETIREMENT  

 
The Board of Directors recognizes the importance of developing a retirement plan for                         
its employees and, in conjunction with the staff member, will seek to support such a                             
plan with a contribution calculated as a percentage of an amount as determined by the                             
Board of Directors. 
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5.35  ​POLICIES  

 
The Head of School shall prepare in collaboration with Human Resources, for the                         
Board of Directors’ review and approval, a guide or handbook for all employees’                         
positions at Caribbean School which shall include among other things, the duties and                         
responsibilities assigned to each position. The Head of School may change and                       
reassign duties. The creation of a new position must have the approval of the Board of                               
Directors. 

 
5.36  ​POSITIONS 

 
Support Staff Positions at Caribbean School: 

 
1. Administrative Assistant 
2.  Registar 
3. Assistant Accountant 
4.  School Secretary 
5. Library Assistant 
6. IT Computer Technician 
7. Teacher Aids 
8.  Maintenance Supervisor and personnel 
9.  Cafeteria Supervisor and personnel 

 
Professional Member Positions Caribbean School: 

 
1. Teachers 
2. College Advisor and Testing Coordinator  
3. Guidance Counselor  
4. Nurse 

 
Administrators: 

 
1. Head of School 
2. Dean of Academics 
3. Dean of Students 
4. Business Administrator/Comptroller 
5. Marketing/Development  
 

5.37  SUPPORT STAFF COMPENSATION GUIDES AND CONTRACTS 
 

The salaries of the support staff for all positions, except when determined differently                         
by the Head of School after board approval, shall be at least the federal minimum                             
wage for Puerto Rico. The salaries of employees who have remained for several years                           
at Caribbean School may also reflect longevity and/or merit increments. 

 
5.38  SUPPORT STAFF OVERTIME PAY 
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Puerto Rican Labor Law governs the working schedules, working hours and overtime                       
compensation of support staff and/ or nonexempt employee. In arranging and                     
compensating for overtime work; the provisions of these laws shall be observed.                       
Overtime requires prior approval by supervisor and as budget permits. 

 
5.39  SUPPORT STAFF AND ADMINISTRATORS PAYDAY SCHEDULE 

 
There shall be 22 bi-weekly pay periods per year for lunchroom employees and                         
teacher aids.  
 
There shall be 26 bi-weekly pay periods per year for Head of School, Deans, Business                             
Administrator/Comptroller, marketing/development person, IT, Register, Assistants,           
school secretary and maintenance employees.  
 
Payment periods could be affected, in the event of a hurricane, any other natural                           
disaster, “ act of god”, “vis major”, “force majeure”, or any emergency or act beyond                             
School’s control. 

 
5.40  EMPLOYEE SALARY DEDUCTIONS 

 
It is the policy of Caribbean School to withhold, as required by law, payments due for                               
Social Security and Puerto Rican Income Tax.  

 
5.41  SUPPORT STAFF RECRUITMENT AND SELECTION 

 
See Sections 5.12, 5.12.1, 5.12.2, 5.12.3, 5.12.4, 5.12.5. Support staff must submit all                         
requirements established by Puerto Rico law and any other as required to fulfill the                           
duties of the position. 

 
5.42  SUPPORT STAFF ORIENTATION 

 
Every effort shall be made to assure that new support staff is effectively oriented on                             
the school’s procedures. Ordinarily, this orientation will be carried out by (if applicable)                         
outgoing support staff, co-workers, or immediate supervisors. The new employee’s                   
supervisors are responsible for providing  orientation to the new employee. 

 
5.43  SUPPORT STAFF ASSIGNMENTS AND TRANSFERS 

 
Support Staff will be assigned and/or transferred to the appropriate position by the                         
Head of School, his/her designee or Business Administrator respectively. 

 
5.44  SUPPORT STAFF PROBATION AND TENURE 

 
Support Staff will be hired, according to commonwealth of Puerto Rico state labor                         
law, on a nine (9) month trial basis for nonexempt employees and on a twelve months                               
(12) basis for exempt employees. Their permanency on a position will be determined                         
in accordance with state law.  
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5.4 ​5  SUPPORT STAFF EVALUATION 
 

The Head of School shall assure that all support staff are evaluated on a yearly basis                               
by their immediate supervisors.   

 
5.46  SUPPORT STAFF EMPLOYMENT CONDITIONS 

 
The Head of School, Deans, Business Administrator, or authorized representatives of                     
such shall establish work schedules, provisions for absences, and other conditions of                       
work in accordance with the Board of Directors policies. Working conditions shall be                         
designed to promote the excellent physical and mental health of all employees. 

 
Employment policies regarding vacation, leaves of absence, resignation,               
re-employment, duties, hours, and other matters related to specific positions and                     
departments shall not be stated herein, and are in part determined by Puerto Rican                           
labor law and/or the Board of Directors, upon recommendation of the administrator of                         
the department, the Head of School and the Business Administrator. 

 
5.47  SUPPORT STAFF TIME SCHEDULES AND WORK LOAD 

 
Support staff must punch in and out everyday for lunch time. Their respective                         
supervisors will coordinate support staff assignments. 

 
5.48 ​  SUPPORT STAFF VACATIONS AND HOLIDAYS 

 
Support staff shall accumulate, and be awarded, vacation as required by Puerto Rican                         
labor laws and regulations. Support staff shall celebrate Puerto Rican and United                       
States holidays as per Puerto Rican labor laws and regulations, unless called to work,                           
with no additional payment and no right for overtime. 

 
5.49  SUPPORT STAFF MEETINGS 

 
Will be held at the discretion of the Administration. 

 
5.50  ​SUPPORT STAFF CAREER DEVELOPMENT OPPORTUNITIES  

 
The Board of Directors encourages all development efforts; consideration will be given                       
to professional development when merit is considered for salary purposes.  

 
5.51 ​ SUPPORT STAFF LEAVES AND ABSENCES 

 
Nonexempt support staff shall be entitled to sick leave in accordance to Puerto Rico                           
law. The support staff must present a medical certificate if the sick absence exceeds                           
two (2) labor days. 
 
Personal leave (without pay), for support staff may be requested to the Business                         
Administrator. Personal leave (without pay) may be requested when notice is given at                         
least ten (10) days in advance up to three (3) days.   
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Personal days are provided, when possible, to allow an employee to carry on activities                           
which cannot be engaged in except during regular hours. Examples of such activities                         
might be: marriages, house closing, license renewal. The award of personal days is not                           
automatic. It is the duty of the Business Administrator to weigh the interests of the                             
students and needs of the employee when awarding them. 
 
Leaves will also be entertained under Family Medical Leave Act (FMLA) (appended)                       
when applicable. Such leaves and absences shall be granted in accordance with                       
Board policies pertaining to specific types of leaves. 

 
5.52 ​ SUPPORT STAFF ATTENDANCE BONUS 

 
Lunch and Maintenance staff will receive an attendance bonus of $100.00 when                       
perfect attendance is achieved during the work calendar. This attendance bonus will                       
be paid at the end of the work calendar. 

 
5.53 ​ SUPPORT STAFF ARRANGEMENT FOR SUBSTITUTES 

 
Supervisors or designee will procure substitutes when appropriate. 

 
5.54 ​ SUPPORT STAFF FRINGE BENEFITS 

 
Support Staff are entitled to coverage under the school's medical plan. 

 
Support Staff are covered by legally mandated programs including workman's                   
compensation.  
 
Support Staff receive the life insurance plan at no cost. The death benefit is                           
$10,000.00.  
 
Support Staff employees are entitled to tuition discounts. In order to qualify, an                         
employee must work a minimum of 115 hours per month. The Board of Directors                           
reserves the right to review and approve any individual request. 

 
5.55   ​REDUCTION IN SUPPORT STAFF WORKFORCE 

 
Reduction  will be made according to Puerto Rico  law.   

 
5.56  ​RESIGNATION OF SUPPORT STAFF MEMBERS 

 
Resignation must be timely and shall be notified not less than 20 working days before                             
its effective date.   

 
5.57 ​  SUSPENSION AND FIRING OF SUPPORT STAFF MEMBERS 

 
The Head of School and/or the Business Administrator ​may take different types of                         
disciplinary actions against a support staff member, depending on the severity of the                         
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act. Disciplinary actions may include dismissal in accordance with Act No. 80 of May                           
30, 1976 as amended. 

 
The Board of Directors shall review all disciplinary action, including dismissal. 

 
 
   

Caribbean School Policy Book:  2015-2019 Comprehensive Revision  































 

8.   ​STUDENTS 
 
8.1   RESPONSIVE AND FAIR EDUCATIONAL OPPORTUNITIES 

 
​It is the policy of the Board of Directors that no person in Caribbean School shall, on                                 
the basis of race, ethnicity, national origin, religious or political beliefs; sexual                       
orientation or gender identity, be denied the benefits of, or be subject to discrimination                           
in, any educational program or activity. 
  

8.2   ​STUDENT INVOLVEMENT IN DECISION MAKING 
 
​Student input may be requested in establishing policies, particularly those in the area                         
of student privileges, and other areas of special importance to students. 
  
The Board shall consider the Student Council to be the official spokesman for the                           
student body.  
​The administration shall set up channels of communication with students through                     
which students may voice their views and suggestions on school regulations and                       
programs. 

 
8.3   ​ADMISSIONS  
 

8.3.1  ADMISSION AND PLACEMENT OF STUDENTS 
 

Caribbean School seeks to enroll students of good character who give evidence of                         
being able to benefit from a challenging college preparatory experience. At the                       
present time, Caribbean School does not offer special education. Students are                     
admitted on the basis of, but not limited to, academic testing, school records and                           
interviews. 
 

A) Entrance Age: 
The required age for admission to pre-kindergarten is 4 years old by                       
September 30th; to kindergarten 5 years old by September 30th; to first grade                         
6 years old by September 30th. The Head of School may make an exception                           
if, on his judgement, it is necessary or  it benefits the applicant. 

B) Admission Decision: 
Admission decisions shall be made by the Head of School in consultation with                         
the Deans and appropriate staff, and communicated to parents by the Head of                         
School or Dean of Academics. In order to address the specific educational                       
needs of individual applicants, the School may include other formal                   
requirements as a condition of acceptance (i.e. formal psycho-educational                 
evaluation, summer school or summer English and/or other subject tutoring,                   
etc). The required data and any necessary additional information requested                   
submitted, will serve to determine: 

1. The potential of the applicant to benefit from the professional services                     
available. 

2. The ability of the school to meet the educational needs of the applicant. 
3. The capacity of the school at various grade levels. 
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C) Placement of Students: 
The Dean of Academics will oversee testing of all students for academic                       
placement before admission. The school's admission tests will be given to all                       
students. However, tests not administered by Caribbean School may be                   
required before admission can be confirmed. 
  
In some cases students not accepted for a grade for which they have applied                           
will be offered a place in another grade. The grade for which a student is                             
eligible will be determined by the Head of School and the Dean of Academics,                           
taking into consideration the student’s English and Math skills to prevent                     
adverse effects on the student’s academic performance.  
​Applicants whose results on such tests indicate they do not, in the opinion of                           
the administration, have the capability to benefit from Caribbean School                   
academic program, will not be admitted.  

 
The school wishes to accept all qualified applicants and shall make every effort to                           
provide facilities needed for expected enrollment. Whenever it is not possible to                       
accommodate one or more qualified applicants, a waiting list shall be created. 

 
8.3.2  GENERAL ADMISSION REQUIREMENTS FOR STUDENTS 

 
 Elementary School (Pre-Kinder to Grade 6) 

1. ​Completed Application 
2. ​Copy of Birth Certificate 
3. ​Immunization Record (PVAC-3- form) 
4. ​Transcript from previous schools (Grades 1 to 6) 
5. ​Letter of Recommendation - from the Head of School or Principal,                     

Classroom Teacher or Counselor of previous school (Grades 1 to 6) 
6. ​Preschool Screening (Pre-Kinder to Kindergarten) 
7. ​Entrance Examination (Grades 1 to 6) 
8. ​Interview with the Head of School or designated Dean. 

   
 Middle School and High School (Grades 7 to 12) 

1. ​Completed Application 
2. ​Copy of Birth Certificate 
3. ​Immunization Record (PVAC 3 - form) 
4. ​Transcript from previous school (two years minimum) 
5. ​Letter of Recommendation from the Head of School or Principal,                   

Classroom Teacher or Counselor of previous school 
6. ​Entrance examination 
7. ​Interview with the Head of School or designated Dean.  

 
All students who return to Caribbean School after one year or more of absence                           
must take the entrance exam. 

 
All students, pre-kindergarten through twelfth grade, are required by the Health                     
Department of the Commonwealth of Puerto Rico to have a current digital                       
vaccination certificate (green PVAC-3 form) on file. The Parents/guardian will be                     
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granted up to 10 working days to provide proof of vaccination before having to                           
remove the child from school. An up-to-date vaccinations form must be on file with                           
the school nurse’s office in order for the child to attend Caribbean School. An                           
immunization certificate exemption may be granted to a student who provides a                       
sworn statement request for exemption due to a religious belief or a pre-existing                         
medical condition.   

 
All students, pre-kindergarten through twelfth grade, are required to fill out a Health                         
Form. Parents/Guardian must notify the school nurse of any change in the health                         
status of their child in order to assure an up-to-date Health Information Form on file.  
  
The Health Department of the Commonwealth of Puerto Rico may charge a fine to                           
the parents/guardians as well as to the school for each student without an                         
up-to-date vaccinations form on file. If the school is assessed a penalty by the                           
Health Department of the Commonwealth of Puerto Rico and this penalty is the                         
result of non-compliance by the parent/guardian to provide the required health form                       
despite repeated documented warnings by the school, Caribbean School reserves                   
the right to charge the parent/guardian a fee for an amount equal to the penalty                             
assessed to the school by the Health Department of the Commonwealth of Puerto                         
Rico.  Payment of this fee by the parent/guardian is a requirement. 
 
All students must have a social security number as required by the Department of                           
Public Instruction. 
  

8.3.3  ​LATE ADMISSIONS AND EARLY WITHDRAWALS 
  
​When students enter school after classes have commenced, or leave before the end                         
of a grading period or year, the school faculty will make a reasonable effort to assist                               
in the transition process. However, it is the responsibility of the student and/or                         
parents to complete make up work needed after a late admission, and extra work                           
before an early withdrawal. Teachers are expected to facilitate material covered and                       
support the students when approached by them, but are not required to give                         
individual tutoring to assure that these transitions can be made without loss of                         
credit. In some cases, parents may have to contract a tutor to assist students. 
  
​Caribbean School credit will be awarded, after late admission or before early                       
withdrawal, only at the discretion of Caribbean School administration and only after                       
all the assigned work is completed and turned in. 
  

8.3.4  ​STUDENT TRANSFERS AND WITHDRAWALS 
  
​Students transferring to Caribbean School must secure official copies of their                     
school records as well as letters of recommendation. Credit for years of schooling                         
and grades obtained outside of Caribbean School may be awarded only when                       
verified by official school documents. 
​Students who withdraw from Caribbean School will be provided with a full record of                           
their academic progress at Caribbean School. The school will release only the                       
records of students who have no outstanding financial obligations to Caribbean                     
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School. The school may waive an applicable fee or penalty fee to military                         
families/federal government families that are unexpectedly relocated by the federal                   
government under an emergency circumstance.   

 
8.4  ATTENDANCE 
 

8.4.1  ​STUDENT ATTENDANCE 
  
It is expected, except in the event of illness or emergency, that a student will attend                               
all classes every school day. Students who, from the date of their enrollment, have                           
more than 10 unexcused absent days in a semester may not be eligible to receive                             
academic credit for that semester. 
  
Whenever a student is absent, parents are requested to notify the school office in                           
writing stating the reason for the absence. 

 
When it is expected that a student will have a prolonged absence due to an                             
accident or illness, it is recommended that the parent/guardian schedules a meeting                       
with the appropriate Dean to discuss course of action before the 8th day of                           
absence. 
 

8.4.2  ​MAKE-UP OF MISSED WORK 
  
When a student misses work during an absence, it is the student's responsibility to                           
seek out the instructor, ascertain what work needs to be made up, and complete                           
the assignment(s). Normally, work missed over a single day of absence, shall be                         
made up by the end of two days after the student returns to school; work from a                                 
two day absence shall be made up after four days of school attendance, etc. To a                               
maximum of two weeks. 
  
Teachers are expected to facilitate material covered and support the students when                       
approached by them, but are not expected to provide individual tutoring to assist                         
students who missed school. Parents will be expected to provide home tutoring for                         
students who are absent for extended periods of time. 
  

8.4.3 ​ TRUANCY 
  
Students absent without an acceptable excuse shall receive a zero for all work due                           
on the day of their absence. They shall be responsible for completing all work                           
assigned on the day of their absence. 
  

8.4.4   STUDENTS LEAVING SCHOOL GROUNDS 
  
Caribbean School campus is a closed campus. No student may leave school under                         
any circumstances without the permission of the administration. Parents who wish                     
to have their child leave school during school time, must inform the office of their                             
request in writing. 
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8.5  STUDENTS CONDUCT AND RESPONSIBILITIES 
  
The Caribbean School believes that all students and teachers ​have the responsibility                       
to behave appropriately at school, in a manner which allows teachers to teach and                           
students to learn, and which does not violate the best interest of any person in the                               
school community. 
   

8.5.1  ​STUDENT CONDUCT 
  
At Caribbean School, reasonable standards of acceptable behavior are enforced.                   
The intent of school rules is to ensure common decency and courtesy and to                           
protect each student in pursuit of an education free from disruption. Specific                       
school rules and expectations for appropriate student conduct is outlined in the                       
Parent/Student Handbook. 
  

​8.5.2   ​STUDENT UNIFORM CODE​ 
  
The uniform consists of items which identify the student as attending the Caribbean                         
School. It must be worn during the school day at all times, with the exception of                               
physical education classes, at which time there is another specific uniform.                     
Students not in complete uniform will require a written excuse from home explaining                         
why.  Students out of uniform and without a written excuse are subject to detention. 
  
Students ​must be fully dressed before leaving the locker room after physical                       
education class and team practice. No secondary school student is to attend class                         
in a physical education uniform. Elementary students may come to school in P.E.                         
uniform on the day they have P.E., and wear their uniform to class. On Grub Day                               
students are expected to wear their sneakers and clothes appropriate to P.E. 
  
JACKETS AND SWEATERS: Jackets and sweaters are permitted as the students                     
deem necessary. Such garments should complement the school uniform, complying                   
with the student manual. 
  
JEWELRY: Jewelry may be worn at the discretion of the parent and student. Such                           
jewelry should not be distracting. Make-up should be subtle, not distracting. 
  
GIRLS DRESS CODE: Girls may wear the uniform dress, uniform skirt, and the                         
collared polo shirt bearing the school insignia. Shirts are to be tucked in. Skirts                           
should be not higher than just above the knee. School uniforms are not to bear                             
decals, placards, mottos, or advertisements  other than the school insignia. 
  
HAIR RIBBONS: Girls may wear hair ribbons and bows provided they are of colors                           
that complement the uniform. No scarves and/or hair curlers are permitted.  
  
GIRLS AND BOYS SHOES: Black or brown, laced or buckled shoes or penny                         
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loafers. Sneakers are permitted for physical education classes. Navy, black or white                       
socks with no logos must be worn at all times. 
 
BOYS DRESS CODE: Boys may wear long or bermuda short uniform pants; no                         
jeans or decorative stitching, and the ​collared polo shirt bearing the school insignia.                         
Shirts are to be tucked in. School uniforms are not to bear any decals, placards                             
mottoes or advertisements other than the School insignia. 
 
BOYS HAIR: The hair style should be of reasonable, natural length not touching the                           
top edge of the collar. No afro or unusual hairstyles are permitted. Headbands are                           
permitted for P.E. and athletic events only. The intent of this regulation is to put                             
responsibility for the hair length in the hands of the students and their parents so                             
that enforcement by the school is unnecessary. No hats will be worn inside the                           
buildings.  
  
Exceptions to the standard uniform code may be made for students in the senior                           
class. However, if an exception is made, the use of the special senior uniforms will                             
be mandatory. 
  
The intent of the regulations is to see that the students are uniformly dressed and to                               
encourage students at the Caribbean School to conduct themselves with courtesy,                     
honesty, and respect for themselves and for others 

 
8.5.3 ​ SMOKING   
 

Caribbean School is a smoke-free campus. It is prohibited to smoke on school                         
grounds, on school activities outside school grounds and on school transport.  
  
A student violating the no smoking regulations will be referred to the designated                         
Dean for disciplinary action. Continual violation of this policy will result in additional                         
disciplinary action to include suspension and the loss of the privilege of                       
participating in school functions and activities. Students are advised not to bring                       
cigarettes to school. If seen by a staff member they will be confiscated. 

 
8.5.4  ​ALCOHOL AND DRUG USE BY STUDENTS 

  
No student shall possess, use, transmit, or attempt to possess, use or transmit, or                           
be under the influence of any of the following on Caribbean School premises or off                             
School premises at a School-sponsored activity: 
  
A. ​Any controlled substance or dangerous drug as defined by either the federal or                           
state law, including but not limited to marijuana, any narcotic drug, hallucinogen,                       
stimulant, depressant, amphetamine, or barbiturate; 
  
B. ​Any pharmaceutical drug without knowledge and permission of parents; 
  
C. ​Any abusive glue, aerosol, or any other chemical substance for inhalation; 
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D. ​Any intoxicant, or mood-changing, mind-altering, or behavior altering drugs; 
  
E. ​Any alcohol or alcoholic beverage. 

  
"Use" by definition is when a student has voluntarily introduced, by any means,                         
into his or her body a prohibited substance recently enough that it is detectable                           
by the student's physical appearance, actions, breath, speech or chemical                   
analysis. “Under the influence" is defined as not having the normal use of mental                           
or physical faculties due to the use of a drug as demonstrated by laboratory                           
results. 

 
The possession, use, transmittal, sale or attempted sale of illicit substances on                       
school grounds or at a school official activity by any student, faculty or employee                           
is also prohibited and will be subjected to established disciplinary action: 

 
- ​Will be suspended from regular classes with specific assignments to be                     

completed in or out of school for a period of no less than two weeks.                             
During the period of suspension all assignments will have to be                     
satisfactorily completed. Following the suspension, there will be a                 
probationary period of three months during which the student will be                     
expected to conform completely with all school rules and regulations and                     
receive satisfactory progress reports.  

- ​Any student-found to violate this rule on a second occasion is subject to                         
formal expulsion. 

 
8.5.5  ​ACCEPTABLE USE POLICY 

  
Internet and Technology Rules 
  
Students are responsible for good behavior on school computer networks.                   
Communications on the network are public in nature. General school rules for                       
behavior and communication apply. 
  
The network is provided for students to conduct research and communicate with                       
others. Access to network services is given to students who agree to act in a                             
considerate and responsible manner. Parent permission is required. Access is a                     
privilege - not a right. Access entails responsibility. 
  
Individual users of the Caribbean School's computer networks are responsible for                     
their behavior and communications over those networks. Network administrators                 
and/or teachers may review files and communications to maintain system integrity                     
and insure that users are using the system responsibly. Users should not expect                         
that files stored on school servers and computers will always be private. 
  
Within reason, freedom of speech and access to information will be honored. During                         
school, teachers of younger students will guide them toward appropriate materials  
Violations may result in a loss of access as well as other disciplinary or legal action. 
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The use of the Internet connection is designed for educational purposes only and                         
not for entertainment. Caribbean School educators and librarians will monitor usage                     
as appropriate to determine if the Internet materials accessed are suitable for the                         
subject are. 
  

8.6  CONSEQUENCES OF BEHAVIOR 
 

8.6.1 ​CORPORAL PUNISHMENT ​​ 
  
Corporal Punishment will not be used to discipline students at Caribbean School. 

 
8.6.2  ​PREGNANT STUDENTS 

  
A girl who becomes pregnant will be encouraged to remain in school so long as, in                               
the judgement of her physician and the Head of School her welfare is not                           
threatened. 

 
8.6.3 ​ CONDUCTING INTERVIEWS AND SEARCHES​​ 

 
School officials are authorized to interview individuals/students in the absence of                     
parents/guardians and without prior consent from parents/guardians, when seeking                 
to merely fact-find in exploring alleged ​incidents/concerns and taking into                   
consideration the age of the student. At no time is anyone allowed to force a                             
“confession” under duress or to use psychologically coercive techniques. The                   
encroachment of a student by a school official is prohibited. 
 
School officials who have “reasonable grounds” to believe that a student is keeping                         
on his/her person, or in his/her bag, possessions or school locker, etc. either illegal                           
articles, stolen property, or any article or substance that may, in the judgement of                           
school officials, prove dangerous or pose a threat to students or the school, are                           
authorized to search the person, belongings or school locker of the suspected                       
individual taking into consideration the age of the student to ensure the search is                           
not excessively intrusive. For a search to take place with or without consent in the                             
presence or in the absence of the individual, the Head of School or the designated                             
person by him and one of the Deans must be eyewitnesses.  

 
8.6.4   STUDENT DETENTION​​ 

  
Teachers are authorized on an individual basis, or as part of an organized                         
elementary or secondary school program to require students to remain in a                       
specified place at break, or after school as part of a disciplinary process to improve                             
student behavior. The Dean of Students has the responsibility to develop and                       
enforce the effective age-appropriate process for teachers to follow. 

 
8.6.5  ​STUDENT PROBATION - WARNINGS - REFERRALS 

  
Referrals, Official Disciplinary Warning and Disciplinary Probation may be used as                     
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disciplinary mechanisms by the school, as outlined in the School’s Parent/Student                     
Handbook. 

 
8.6.6  ​STUDENT RECOURSE WHEN DISCIPLINED​ 

  
If a student feels he/she is being taken advantage of or mistreated by those in                             
authority, he/she may petition the Head of School, who will then review the                         
particular circumstances surrounding the incident/issue and the manner in which it                     
was handled by teachers/staff. 

 
8.6.7 ​ SUSPENSION AND EXPULSION OF STUDENTS 

  
As established in the School’s official Parent/Student Handbook, students may be                     
issued an in-school or out-of-school suspension for persistent violations of school                     
rules, or for a single gross violation of rules. 
  
Students who are suspended are allowed to submit completed work online or upon                         
their return. If it is an in-school suspension, students are allowed to work during this                             
time as determined by school officials. If a student misses content during class that                           
may have a significant impact on their ability to complete a given assignment, quiz                           
or test, they should be afforded the opportunity to speak with classmates to obtain                           
class notes and other necessary material and/or to reschedule a missed test/quiz                       
within an appropriate period of time. The one exception to keeping disciplinary and                         
academic issues separate is when a student has been disciplined for issues of                         
academic integrity (cheating, plagiarism, etc), in which case the student will receive                       
a zero for the specific work in question.  
 
Students who have been suspended at any time during the year will be carefully                           
evaluated by the Dean of Students and consulted to the Head of School before                           
being allowed to re-enroll for a subsequent year of classes. 
   
Suspensions are normally carried out by the appropriate Dean in consultation with                       
the Head of School. Expulsions will be carried out only by the Head of School. A                               
student who is expelled may never re-enroll. 

 
8.6.8 ​ FORFEITURE OF TUITION 

  
Students suspended or expelled from Caribbean School will receive no tuition                     
refund for classes missed because of their inappropriate behavior. 

 
8.6.9 ​ FINES AND CHARGES 

  
Fines and charges may be levied upon students/parents/guardian, only after                   
administration approval. Examples of such charges are late and lost book fees. 
  
No surcharge shall be made to the school tuition without the express approval of                           
the Board of Directors. 
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8.7  STUDENT SAFETY AND WELFARE 
 

8.7.1  SAFETY 
 
The safety of students shall be ensured through close supervision of students in all                           
school buildings and grounds and through special attention to the following: 
 

1. ​Maintaining a safe school environment. 
2. ​Safe actions by all school personnel, especially in the areas of instruction or                         

extra curricular activities, which present special hazards. 
3. ​Safety education for students as germane to particular areas such as science                       

laboratories, health, physical education and after school sports. 
4. ​Prompt and competent first aid care for children in case of accident or illness. 

 
The school administration shall develop safety regulations pertinent to the identified                     
areas of school hazard. 

 
8.7.2  ​STUDENT ACCIDENT INSURANCE PROGRAM 

 
Students at Caribbean shall receive insurance coverage for accidents sustained                   
while participating in school activities on school grounds, or while participating in                       
school sponsored activities outside school grounds, or while being transported to                     
school sponsored activities off campus in school, parent, or teacher driven vehicles                       
with an up to date license and registration. 
 
Any injury to a student must be reported in writing to the Business Office who will                               
provide the official insurance form. The amount range of insurance coverage for                       
medical accidental death and dismemberment may vary on a yearly basis. 

 
8.7.3 ​ STUDENT BICYCLE USE 

  
Students who wish to do so and who have parental permission, may ride bicycles to                             
and from school.   

 
8.7.4  ​STUDENT AUTOMOBILE USE 

 
Only seniors with a vehicle operating license, insurance, and with written parental                       
permission forms on record in the administrative office may park on the school                         
grounds in the designated area after the privilege is approved by the Head of                           
School. 

 
8.7.5 ​ STUDENT HEALTH SERVICES 

 
Caribbean School provides a health representative to guide the health services at                       
school. The management of a student’s medical condition should be viewed as a                         
shared responsibility. During the enrollment process, parents/guardians shall               
disclose the necessary information and fill out the appropriate forms to ensure the                         
child’s wellbeing. ​When applicable, students may carry and self-administer their                   
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necessary medications pursuant to written certification by the physician that the                     
student knows how to self-medicate appropriately. The parent/legal guardian shall                   
provide written consent for their child to self-medicate and absolving the school                       
from any responsibilities, including but not limited to skipped doses and                     
compliance with prescribed doses. It is the parents/guardians responsibility to                   
ensure their children have an adequate supply of the appropriate medication with                       
them at school at all times. Students are to be encouraged to carry their reliever                             
medication to use as soon as symptoms develop. The health representative is                       
responsible for identifying the students with medical conditions to be able to care                         
for them when needed. The health representative must promptly communicate to                     
the Head of School, the Deans and families, if there is a concern about the child's                               
medical condition. 
 
Health records shall be maintained by the school’s health representative.  

  
8.7.5.1  PHYSICAL EXAMINATION 

  
Physical examinations are not required for entrance into Caribbean School                   
unless, in the judgement of the Head of School, a situation or condition merits it.                             
An examination is required for a student to participate on a school athletic team. 

 
8.7.5.2  COMMUNICABLE DISEASES 

  
Students showing symptoms of a communicable disease or infectious                 
transmissible condition, illness or disability of a severe nature shall be referred to                         
the school’s health representative for evaluation. On a case by case measure, a                         
parent/guardian may be asked to keep the student at home based on applicable                         
Puerto Rico law. 

 
8.8  ​STUDENT GROUPS  
​ 

8.8.1  STUDENT CLASSES, ORGANIZATIONS AND CLUBS  
 

Caribbean School encourages all students to participate in students class                   
directives, organizations, and clubs which are intended to complement the regular                     
program of classes. All groups; class directive, organizations, and clubs must be                       
authorized by the Dean of Students in consulting with the Head of School and must                             
have a faculty sponsor. The faculty sponsor shall be present at all groups activities                           
sponsored by Caribbean School.   
 
All groups, organizations and clubs are to meet outside regular school hours and                         
not during lunch time. Exceptions to this must be approved by the ​Dean of                           
Students after consulting the Head of School on a case by case basis. 

 
8.8.1.1 ​STUDENT GOVERNMENT 

  
The Student Council is the elected body designed to provide certain social and                         
educational activities for the students. The Student Council also serves as a                       
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forum for student opinion and can initiate action by making proposals and                       
recommendations to the School Administration. 

 
The Board of Directors looks forward to an open door policy with the student                           
body of the school through its student council. 
  
The members of the Council are the Executive Board, which consists of a                         
President, Vice-President, Secretary and Treasurer, the class Presidents and the                   
Student Council Representatives of each class (grades 7-8 and 9-12), and a                       
Representative of each authorized club or organization. The moderator of the                     
Student Council is a member of the faculty. The student Council may also                         
appoint additional members. 

 
8.8.2 ​  STUDENT ACTIVITIES AND FUNDRAISING ACTIVITIES 

 
A) For all Caribbean School sponsored student activities the Faculty Advisers of                     

groups -including classes, honor societies, student council, and other                 
organizations and clubs- must coordinate with the Dean of Students who shall                       
maintain communication in writing with the Head of School. 

 
B) When the student activities involve fundraising, the Dean of Students shall                     

verify with the board development committee and/or designee, who                 
coordinates Caribbean School fundraising activities, as to assure it does not                     
interfere with the school fundraising program of activities. 

 
C) All Caribbean School extracurricular student activities that take place in school                     

grounds must be notified in advance by email to the Public Responsibility                       
insurance agent and to the Accidents Insurance policy agent. The notice must                       
include the expected number of persons that will attend the event and if non                           
Caribbean School students will attend as well. Weekday afternoon school                   
sports practices and games, club meetings, bake sales, are considered                   
curricular activities and do not need to be notified to the insurance agent. In the                             
case the insurance company requires an endorsement, the associated fee must                     
be covered by the student group that organizes the activity. 

 
D) All Caribbean School student activities that take place outside of school                     

grounds require a Public Responsibility Insurance and Accidents Insurance                 
endorsement or certificate. The student group that organizes the activity is                     
responsible for the insurance endorsement fee or certificate fee.  

 
E) The Dean of Students shall present proof of the applicable insurance email                       

notification, endorsement or certificate to the Head of School in order to seek                         
the Head of School’s approval.  

 
F) The group’s faculty adviser must have written approval by the Dean of                       

Students before expenditures. 
 

G) The class advisors will be responsible, but not limited, for the following: 
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1. Ensuring that each group formed that raises funds for that group has a                         
student directive, including a treasurer, under the direct supervision of the                     
advisers, who keeps accurate records of accounts for which he or she will                         
be held accountable. 

2. Being knowledgeable of the school sponsored activities created to raise                   
funds for his/her student group. 

3. Ensuring that the students group complete and submit an activity request                     
form. 

4. Actively assisting in organizing and participating in the activities created to                     
raise funds for his/her student group. 

5. Assist the treasurer in record keeping, collection and dispensation of                   
monies in the account. 

6. Ensuring students clean up at the end of the activities. 
7. Advisers shall be responsible for the opening and closing of buildings and                       

for the maintenance of security and student safety. When appropriate,                   
special arrangements shall be made to provide additional security at night,                     
or when sums of money are involved. 

8. Educate the students in the procedures and responsibilities of organizing                   
events. 

 
H) All funds collected must be deposited immediately after the fundraising activity                     

in the school account by the corresponding adviser of the student group                       
through the accounting office. All monies collected daily must be deposited in                       
the accounting office no later than the end of the next school day. 

 
I) The accounting office will provide receipts for all funds deposited by student                       

groups and these receipts will be kept by the treasurer of the student directive,                           
after being signed by the faculty adviser who balances the total amount                       
collected at the activity with the amount deposited, in order to keep accurate                         
records of the account. 

J) The accounting office will distribute the total amount of the net funds deposited                         
in the following manner: 

 
For class groups: (starting with the class of 2022) 

70% in the class group account 
20% in the Caribbean School Endowment Fund account. 
10% class Community Service account 

 
*Grandfather Clause:   

Class of 2018  
- voluntary donation amount to the school  Endowment Fund. 
- 0% - no existing class Community Service account. 

 
Class of 2019 

- 5% contribution to the school Endowment Fund account. 
- 5% class Community Service account. 

 
Class of 2020   
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- 10% contribution to the school Endowment Fund account. 
- 5% class Community Service account. 

 
Class of 2021 

- 15% contribution to the school Endowment Fund account. 
- 5% class Community Service account. 

 
For class groups 7th and 8th (starting with the Class of 2025) 

  80% in the class group account 
  20% in the Caribbean School Endowment Fund account. 
 

*Grandfather Clause:   
8th grade class of 2020 = 10% contribution to the school                     
Endowment Fund account. 

 
For the annual volleyball, softball and basketball tournaments if given to the                       
sophomore, junior and senior classes as fundraising, the class is responsible                     
for the required expenses of the tournament, 20% of the net income will be                           
allocated in the Athletic Department account ​and any contribution to the                     
endowment fund or community service account will be voluntarily. 

 
For all other student groups’ fundraising (clubs, organizations, etc.): 

70% in the group’s account 
30% in the Caribbean School Endowment Fund general account. 

 
K) Funds left in the Senior Class account after all financial obligations have been                         

met will be transferred to the Endowment Fund. The Senior Class may specify                         
the cause to which they would like the funds to be used for. 

 
L) The school grounds and facilities may not be used by student groups for                         

fundraising that is not part of an official fundraising for a recognized student                         
group. 

 
M) Funds raised must be used for the benefit of all of the students in a group.                               

There will be no separation of monies to particular individuals. 
 

N) Only the activities that comply with all the mandatory procedures and                     
expectations of the Caribbean School policy book and are approved in writing                       
by the Head of School, are considered to be sponsored by the school and the                             
phrase “sponsored by Caribbean School” shall be stated in the activity                     
announcements. It is prohibited to use the name of Caribbean School in any                         
activity or announcement without the written approval of the Head of School. 

 
O) Only the Head of School has the authority to sign a contract in relation to a                               

Caribbean School sponsored student group activity. 
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8.8.2.1 ANNUAL STUDENT CLASS GROUPS QUOTA 
  

A) Annual quotas or grade level fees are assessed to students to go directly into                           
the school account for his/her grade level quota and will be accumulated for                         
the official Senior Class ​activities approved by the administration; which may                     
include farewell dinners with faculty, senior entry, senior exit, senior pictures                     
and caps and gowns for graduation ceremony. It is also understood that in the                           
case of Grade 8, the Grade 8 annual quota is partially used for the purchase of                               
caps and gowns for the Eighth Grade Graduation Ceremony. These annual                     
quotas of grade level fees are mandatory. 

 
B) The following are the annual quotas fee required: 

  
​Grade 7=$75 ​  Grade 8=$75 
​Grade 9=$100 ​  Grade 10=$100 
​Grade 11=$125 ​Grade 12=$125 
  
​Parents will be notified, in a timely manner (before the end of the first semester                             
of each Academic Year), by the comptroller’s office the mandatory annual                     
quota corresponding to his/her child's grade level, according to this policy. If                       
the annual quota or grade level fee has not been paid by January 31st, it will be                                 
automatically charged with the registration fee of February. 

 
8.8.2.2  GRADUATING CLASSES SOCIAL CELEBRATIONS 

 
A) Caribbean School does not sponsor graduating classes social celebrations or                   

parties outside school grounds. Graduating classes who choose to use the                     
funds in their class account for a social celebration at the end of the school                             
year may have their student representative request a release of funds. For the                         
funds to be released,  they shall: 

 
1. Provide the comptroller at Caribbean School a copy of the bill or official                         

receipt that supports the specific amount requested for release so as to                       
ensure that the funds will not be used for the benefit of an individual                           
person. 

2. Purchase a Public Responsibility insurance which includes Caribbean               
School as an “additional insured,” and submit an insurance certificate                   
stating that Caribbean School is an “additional insured” in the Public                     
Responsibility policy insurance purchased by the class group.   

3. Announcements, contracts, entrance tickets or invitations shall state that                 
“This is not a Caribbean School sponsored event.”   

 
8.8.3 ​ STUDENT PERFORMANCES​  
  

A) Teachers will be encouraged to provide students for public performances                   
when: 

1. ​such performances fit the aims of the school and the needs of the                         
students. 
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2. ​such performances are free from the kinds of appeals and pressures that                       
limit the best development of participants. 
 

3. ​no student is excluded because of race, ethnicity, national origin, religious                       
or political beliefs; sexual orientation or gender identity. 

4. such performance is appropriate to the age group. 
 

B) Students may perform when admission fees are charged only when the                     
proceeds are used for charitable, educational or civic purposes. Payment for                     
performances may be accepted by the school, but not by individual students.                       
Costs directly related to performances, the supervision of students, providing                   
advisors, and liability protection for the school may be supported by admission                       
fees. 
  
Approval for public performances will be given by the Head of School when the                           
above criteria have been met. 
 

8.8.4  STUDENT TRAVEL 
 

A) As a Caribbean School activity, student groups traveling in representation of                     
Caribbean School must comply with the school’s activities rules and                   
regulations. 

B) Each student pays for the cost of the complete trip; included but not limited to                             
airfare, ground transportation, accommodations, food, travel insurance, public               
responsibility and student accident insurance endorsement, chaperone, and               
registration fees that may apply. 

C) There will be one faculty member chaperone for every ten students, ​unless                       
strictly specified otherwise by the host corporation; like Close Up, Space                     
Camp​. Adults who may choose, on their own, to accompany the group during                         
the air portion of the trip are not considered chaperones. 

 
8.8.5  ​STUDENT PUBLICATIONS 

  
Student publications are important elements of the instructional program and                   
contribute directly to the accomplishment of the school's goals. The Board of                       
Directors supports the development of student-produced school newspapers,               
annuals, and magazines. 
  
Freedom of expression in our schools shall be interpreted including, and not being                         
contrary to: 

 
1. Development of student responsibility in distinguishing between freedom and                 

license. 
2. ​Consideration by the faculty of the maturity levels of students and of                       

appropriate standards of journalistic taste. 
3. Care for the development of skills of written expression among students. 
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The regulation of student publications shall be vested in the adviser of the                         
publication after consulting the Dean of Academics, the Head of School and Board                         
of Directors. 

 
8.8.6  CONTESTS FOR STUDENTS 

  
Caribbean School students shall be encouraged to participate in local and national                       
contests which will deepen their understanding and their learning. All the school                       
staff, but especially the Development Officer, shall work to make faculty and                       
students aware of contest opportunities and to encourage participation. 

 
8.8.7  ​STUDENTS GIFTS​​ 

  
Students and their parents shall be discouraged from routinely presenting gifts to                       
employees on occasions such as Christmas. When a student feels a truly                       
spontaneously desire to present a gift to a staff member, the cost of the gift should                               
follow school policy. The Board of Directors shall consider as always welcome (and                         
in most circumstances more appropriate) the writing of letters to staff members                       
expressing gratitude or appreciation. 

 
8.8.8   STUDENT EMPLOYMENT BY THE SCHOOL ​​ 

  
In certain circumstances students may be officially employed by the school. Such                       
employment shall be outside of regular class time either after school or during                         
vacation. The school must seek an insurance policy endorsement to include the                       
student during the timeframe of the employment. The employment of students                     
shall be regulated by any applicable local laws. 

 
8.8.9  STUDENT RECORDS 

 
Student records are defined as the official files and data directly related to children                           
and intended for school use or to be available to parties outside the school. The                             
Head of School is ultimately responsible for all student records. The intent of this                           
policy is to establish procedures for granting requests of parents or other                       
authorized persons, access to their child's records, use of those data, and                       
procedures for their transmittal. 

 
8.8.9.1 STUDENT EDUCATION RECORD 

 
The student education record is the academic record containing information                   
directly related to the student, maintained by the school or a person/agency                       
acting for the school.  The education record specifically includes: 
 
● personally identifiable information including but not limited to student’s                 

contact information; name, address, electronic mail address, phone               
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numbers, photographs, date and place of birth, student’s social security                   
number, student number, or biometric record or other indirect identifiers,                   
grade level, enrollment status (eg. elementary, intermediate and high                 
school), dates of attendance, participation on officialy recognized activities                 
and sports; weight and height of the members of athletic teams, the name of                           
the student’s parents, family members or guardians and family background                   
information. 

● academic work completed and levels of achievement; degrees, honors and                   
awards received, grades, standardized test scores, attendance data, test                 
and interest inventory results. Any additional piece of information excluded                   
from a previous mention in this policy, meaning i. e. health treatment data,                         
disciplinary records, notes to parents, comments about the particular child,                   
faculty or counselor observation, personal notes and evaluations made by                   
school faculty or staff, school personnel and school officials and negative                     
letters of recommendation written by school faculty or staff are discarded                     
from the student official record and not released to third parties. Federal law                         
is extremely strict pertaining student privacy and student records. 

 
8.8.9.2 STUDENTS’ DISCIPLINARY RECORDS 

 
Caribbean School does not release any student’s disciplinary records to anyone;                     
neither a person or institution, college or university. Disciplinary records are                     
considered “in house documents” to be used for the sole purpose of ensuring                         
that the school’s policies and code of behavior are properly followed. The                       
counselor (s) are to be instructed by the administration to mark the box to the                             
extent the school does not release disciplinary records when asked on schools,                       
colleges and universities application form and on any other form. If a form or the                             
third party institution still requires student’s disciplinary information and there is                     
no other option, even after contacting the third party institution, if possible, then                         
the parent, legal guardian or eligible student must provide Caribbean School a                       
letter formally acknowledging the information required by the third party and                     
requesting and authorizing Caribbean School to provide and release such                   
information. 

  
8.8.9.3 STUDENT  HEALTH RECORDS 

 
Students health data is to be filed in the student’s health record kept in the                             
infirmary, guarded by the school nurse, and available only to the authorized staff                         
when necessary. School health records must be confidential and secured.                   
School health records must comply with the Health Insurance Portability and                     
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Accountability Act (HIPAA), unless they are excluded from coverage according to                     
HIPAA and FERPA. 

 
 

8.8.9.4 ACCESS TO RECORDS 
 

Access to Records: 
1. The parent or legal guardian of a student will have access within 48 hours                           

to these records upon written request to the Head of School maintaining                       
those records within the school. All written request of access, will be filed                         
in the student folder. 

 
If the student is 18 years old or older, known as “eligible student”, only the                             
student has the right to determine who, outside the school system, has                       
access to his/her records. 

 
The parent, legal guardian or eligible student (if the student is 18 or over)                           
upon a reasonable written request to the Head Of School maintaining the                       
education records has an opportunity to receive an interpretation of those                     
records.   

 
The School will not give the parents, legal guardian, or eligible student                       
copies of the record, unless upon written request, and when providing                     
copy would be the only way available of giving access to the record and no                             
other arrangement is available. 

 
2. School personnel, defined as a person who has a responsibility to the                       

student to help him or her attain his/her academic goals, and                     
administrators when it pertains to them may have access to the student                       
record. School officials with a legitimate educational interest, may have                   
access to education records, in order to fulfill his or her professional                       
responsibilities. School officials, include, but are not limited to, a teacher,                     
instructor, administrative, supervisory, academic or support staff, heath               
staff, counselors, security guards, attorneys, clerical staff, trustees, board                 
members, members of committees and disciplinary boards, contractors,               
volunteers or other person or party to whom the school has outsourced                       
services or functions.   

 
8.8.9.5  Request of Amendment to Records 
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The parents, legal guardian or eligible student may request the school to amend                         
the education records when they believe the records are inaccurate, misleading,                     
or otherwise in violation of the student’s rights of privacy under the Family                         
Educational Rights and Privacy Act, (FERPA), clearly identifying the part of the                       
record to be amended, and specifying why it should be amended. The School                         
will decide. If the request is denied by the school, then the parents, legal                           
guardian or eligible student can request an informal hearing to challenge the                       
record. Additional information regarding the hearing procedures will be provided                   
to the parent or eligible student, after the hearing is requested. If the                         
disagreement persists, the parents, legal guardian or eligible student may be                     
permitted to place a statement in the record of his/her position. The procedures                         
do not apply to challenge grades, (except for ministerial or mathematics errors),                       
individual’s opinions, and educational decisions about the student that school                   
personnel make. 

 
8.8.9.6  RELEASE OF INFORMATION OUTSIDE OF THE SCHOOL 

 
Release of Information Outside of the School: 

 
1. To release student records, (education records and personally identifiable                 

information contained therein), to other persons or agencies, (third parties),                   
written consent shall be given by the parent, legal guardian or the eligible                         
student, (if the student is 18 or over). This consent form will state which                           
records shall be released, to whom they shall be released, and the reason                         
for said release. Upon request, a copy of the student record being sent will                           
be made available to the person signing the release form. For the release                         
of information, the school may remove identifying markings, not consented                   
for release, to protect the identification of the individuals. 

2. Directory information may be released without the consent of the parent or                       
eligible student, if the school does not have a written denial to release this                           
type of information. 

3. To release student records to other school(s) in which the student intends                       
to enroll or transfer, with the consent of the parents, legal guardian, or                         
eligible student, so long as the disclosure is for purposes related to the                         
student's enrollment or transfer. The parent, legal guardian, or eligible                   
student must be notified of the transfer and kind(s) of information to be                         
released, unless they initiated the disclosure. They will receive a copy of                       
such information, if it is requested.   

4. Student Records will be furnished in compliance with judicial orders, or                     
pursuant to any lawfully issued subpoena, if the parents, legal guardian, or                       
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eligible student is notified in advance, unless the subpoena specifies, not                     
to notify the parent, legal guardian or eligible student. 

5. All authorization for release of records will be filed in the student folder. 
6. The school can provide student information and record, in emergencies,                   

without consent of parents, legal guardian, or the eligible student, to                     
protect the health or safety of the students and others. 

7. In the event that the school ceases operations custody of the students’                       
credits transcript and copy of the students’ diploma, their conservation,                   
and service functions will be transferred to the Department of State in                       
conformity with Law 122-9 2017 and following the department’s guidelines.                   
The department is authorized to outsource these functions to an entity with                       
the capacity to effectively better serve them (Law 212 August 2018,                     
Section 14). 

8. The school must notify its enrolled students of the closing operations’ date                       
at least 60 days in advance. 

 
8.8.9.7  RELEASE OF STUDENT RECORDS 

 
The records of a student may be released to the student, parents/guardians or                         
other authorized persons only if the student has no outstanding financial                     
obligations to the school. 
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11.  ANTI HARASSMENT POLICY AND COMPLIANCE PROCEDURE 
 
 

This chapter includes information from Allan L. Beane’s book “​Bullying Prevention for                       
Schools: A Step-by-Step Guide to Implementing a Successful Anti-Bullying Program”​. 
 
It is the policy of Caribbean School, Inc. to provide the best possible climate for                             
maximum development and learning for its students and all employees. 

 
Caribbean School, Inc. is committed to maintaining a learning environment that is free                         
from harassment by students, employees or a third party engaged in school                       
sponsored activities on the basis of race, color, religion, sex, age, sexual orientation,                         
national origin, or disability (all as defined and protected by applicable law).                       
Harassment will not be tolerated and shall be just cause for disciplinary action. 

 
This policy prohibiting harassment, whether sexual or of another nature, applies to all                         
academic programs and school sponsored extracurricular activities. Examples of                 
settings in which prohibited harassment can occur include school classrooms and                     
hallways, cafeterias, athletic competitions, field trips, school buses. 
"Harassment" means threatening, insulting, or dehumanizing gesture, or written, verbal                   
or physical conduct directed against a student or school employee that: 

 
1. Places a student or school employee in reasonable fear of harm to his or her                             

person or damage to his or her property; 
2.  has the effect of substantially interfering with a student's educational                   

performance, or employee's work performance, or either's opportunities, or                 
benefits; 

3.  has the effect of substantially negatively impacting a student's or employee's                     
emotional or mental well-being; or 

4.  has the effect of substantially disrupting the orderly operation of the School                       
and/or School work environment. 

 
11.1  Forms Of Harrasment: 
 

1. Discriminatory, Physical and Sexual Harassment 
Discriminatory harassment refers to the verbal or physical conduct that denigrates                     
or shows hostility toward an individual on the basis of race, color, gender, national                           
origin, religion, age, physical or mental disability, and sexual orientation; or because                       
of opposition to discrimination or participation in the discrimination complaint                   
process. 

 
Physical harassment refers to methods of coercement, threats, or bullying that                     
involve physical gestures or threats. There are many different forms this type of                         
behavior can take, from blocking someone’s path to the threat of physical violence. 

 
Prohibited harassment includes but is not limited to unwelcome jokes, verbal abuse                       
and epithets, degrading comments, the display of offensive objects and pictures,                     
threats of physical violence, physical acts of aggression or assault upon another,                       
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and damage to another's property. 
 

Sexual harassment has been defined generally as including unwelcome sexual                   
advances, requests for sexual favors and other verbal or physical conduct of a                         
sexual nature whenever: (1) submission to that conduct or communication is either                       
an explicit or implicit term or condition of an individual's employment, academic                       
status and/or benefits or to obtaining an education; (2) the individual's reaction to                         
that conduct (submission or rejection) is used as a factor in decisions affecting that                           
individual's employment or education; or (3) the conduct or communication has the                       
purpose or effect of unreasonably interfering with an individual's educational status,                     
work, performance or creating an intimidating, hostile or offensive educational,                   
work or learning environment. 

 
Sexual harassment is not limited to demands for sexual favors. It also may include                           
but is not limited to actions such as: sex-oriented verbal "kidding", "teasing", or                         
jokes; unwelcome sexually motivated patting, pinching, or physical contact,                 
unwelcome verbal, or written words or symbols directed at an individual because of                         
gender; the use of authority to emphasize the sexuality of a student in a manner                             
that prevents or impairs that student's full enjoyment of educational benefits,                     
climate or opportunities. This applies whether the harassment is between people of                       
the same or different gender and/or authority. 

 
Sexual harassment does not refer to occasional legitimate non-sexual physical                   
contact such as a teacher's consoling hug of a young student, or one student's                           
demonstration of a sports move requiring contact with another student. It refers to                         
behavior that is not welcome and that is personally intimidating, hostile and                       
offensive. 

 
No student, employee or third party should be subjected to unsolicited or                       
unwelcome sexual overtures of harassment of any kind. In determining whether                     
alleged conduct constitutes a violation of this policy, Caribbean School, Inc. shall                       
consider the surrounding circumstances, the nature of the behavior, the                   
relationships between the parties involved and the context in which the alleged                       
incident occurred. 

 
This policy also prohibits retaliation against persons for complaining of                   
discrimination, including harassment for participating in related proceedings.               
Retaliation includes but is not limited to any form of threat, intimidation, reprisal or                           
discrimination. 

 
2. Bullying: 

For the purpose of this policy, bullying is defined as: The repeated behavior of                           
intentionally hurting either socially, mentally or physically another person perceived                   
as vulnerable by threat, coercion, intimidation or force. Bullying is characterized by                       
the following three minimum criteria: 

1. Hostile intent 
2. Imbalance of physical or perceived social power 
3. Repetition over a period of time* 
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* Burger, Christoph; Strohmeier, Dagmar; Spröber, Nina; Bauman, Sheri; Rigby, Ken (2015). "How teachers respond               

to school bullying: An examination of self-reported intervention strategy use, moderator effects, and concurrent use               

of multiple strategies". ​Teaching and Teacher Education​. ​51 ​: 191–202 ​. 
 

Caribbean School Inc. is committed to protecting its students, parents/guardians                   
and employees from bullying. Bullying will not be tolerated and shall be just cause                           
for disciplinary action.  

 
3. Cyber-bullying is defined as the repeated, deliberate, hostile and harmful use of the                         

internet and related technologies to threaten, embarrass, harm, and target other                     
people. It does not refer to a one time action, unless it involves bodily harm or                               
death threats.  

 
4. Cyber-stalking, is the repeated use of the internet and related technology to                       

anonimously frighten, stalk, threaten or intimidate an indivudual or a group causing                       
substantial emotional distress to that person and serving no legitimate purpose. 

 
Forms of Harassment also encompass: 

 
1. Retaliation against a student or school employee by another student or school                       

employee for asserting or alleging an act of bullying, harassment or discrimination. 
2. Retaliation also includes reporting a baseless act of bullying, harassment, or                     

discrimination that is not made in good faith. 
3. Perpetuation of conduct listed in the definition of bullying, harassment, and/or                     

discrimination by an individual or group with intent to demean, dehumanize,                     
embarrass, or cause emotional or physical harm to a student or school employee                         
by: 

a)  incitement or coercion; 
b)  accessing or knowingly and willingly causing or providing access to data                     

network within the scope of the School system; or 
c)  acting in a manner that has an effect substantially similar to the effect of                           

bullying, harassment, or discrimination. 
 

Bullying, Cyber-bullying, Harassment and Discrimination also encompass, but are not                   
limited to, unwanted harm towards a student or employee in regard to their real or                             
perceived: sex, race, color, religion, national origin, age, disability (physical, mental or                       
educational), marital status, socio-economic background, ancestry, ethnicity, gender,               
gender identity or expression, linguistic preference, political beliefs, sexual orientation,                   
or social/family background or being viewed as different in its education programs or                         
admissions to education programs and therefore prohibits. bullying of any student or                       
employee by any Board member, consultant, contractor agent, visitor, volunteer,                   
student, or other person in the School or outside the School at School-sponsored                         
events, on school buses, and at training facilities or training programs sponsored by                         
the School.  

 
It is essential that a basic prevention curriculum be in place, so that Caribbean School                             
will be built upon a culture of health, wellness, safety, respect and excellence. 
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11.2  REPORTING AN INCIDENT PROCEDURE 
 

Any teacher, administrator, student or employee of Caribbean School who believes                     
that he/she is a victim of sexual or other forms of harassment by another teacher,                             
administrator, student, employees, agents, or third parties should in a confidential                     
manner report the act immediately or as soon as possible to one of the following                             
persons: Head of School, Business Administrator, Dean, Human Resources person,                   
Counselor or teacher. The same procedure applies to teachers, administrators,                   
students or employees who believe they have been retaliated against for complaining                       
of sexual or other types of harassment. Any act of harassment may initially be                           
reported verbally but may be required in writing by the School. In all cases the                             
Informed party must file a writen report to the Head of School and/or Business                           
Administrator within a 24 hours period. 

 
When the Head of School and/or the Business Administrator is a party to a complaint,                             
the President of the Board and the Chair of the board’s Legal Committee shall be                             
informed immediately. When the President of the Board is a party to a complaint, the                             
related duties and responsibilities will be assumed by the Vice President of the Board. 
After the complainant informs of the situation, he/she will be required to formally file a                             
claim in writing, containing the incidents that are alleged to constitute harassment.  
 
The Incident Report Form must contain or cover the following: 

 
(a) The date(s) and hour(s) of the alleged incident of sexual harassment. 
(b) A complete description of the place where the incident occurred. 
(c) A narration of the incident (who, what, how). 
(d) A list of those people who may have been witnesses. 
(e) Name of the alleged harasser. 
(f) If there has been a gap between the incident and the filing of the claim, the reason                                   
for it must be explained. 
 

The Dean of Students or his designee is responsible for receiving oral or written                           
complaints alleging violations of this policy when a student is involved, as with all                           
infractions from the Student Code of Conduct. Allegations of bullying shall be promptly                         
investigated and will be treated as confidential and private to the greatest extent                         
possible within legal constraints. 

 
The Head of School shall establish, and prominently publicize to students, staff,                       
volunteers, and parents, how a report of bullying may be filed and what actions may                             
be taken. 

 
Any student (and/or the parent on that complainant's behalf if the complainant is a                           
minor) who believes he/she is a victim of bullying (or any individual, including any                           
student who has knowledge of any incidents involving bullying of students) is strongly                         
encouraged to report the incident in writing to a School official. Complaints should be                           
filed as soon as possible after the alleged incident and noted on the specified data                             
system. 
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A. Students may report complaints of bullying to any school staff member;                     
teacher, dean, counselor, Head of School. The student may report the                     
complaint or incidents in writing or verbally to any of the officers named. 

 
B. The staff member that was informed about the complaint has the obligation to                         

report it to the Dean of Students and/or Head of School immediately or as                           
soon as it is possible. If the student report is written, the staff member shall                             
present it to the Dean of Students and/or Head of School. 

 
11.3  INVESTIGATION PROCEDURE 

 
The Head of School or Business Administrator will proceed to take the appropriate                         
measures considered necessary to avoid continued exposure of the complainant to                     
the conduct complained of. 

 
An investigation will start immediately and no later than ten (10) days after the                           
presentation of the complaint in writing. The investigation will be conducted in a                         
discreet manner and will cover all the relevant facts presented by the parties, including                           
all witnesses announced by the parties. 

 
The appropriate person depending on the circumstances, meaning the Head of School                       
or Business Administrator or Human Resources, will conduct the investigation                   
interviewing the persons involved and the official member that presented the                     
complaint to him/her. 

 
The Head of School will evaluate the situation and according to the specifically                         
circumstances he/she will act and establish a disciplinary action, if it proceeds. 

 
The disciplinary action or sanctions will be applicable as designated in this Policy                         
(Disciplinary Sanctions). 
 

 
11.4   RESULTS OF THE INVESTIGATION 

 
Within ten (10) days of the conclusion of the investigation the results and the finding of                               
facts pertaining to said investigation will be put in writing. 

 
The investigator will conduct the investigation, including, but not limited to,                     
interviewing the person who initiated the complaint, the alleged harasser and any                       
witnesses, and will gather any other relevant information. 

 
The investigator will take notes on interviews and will ask the persons to read, revise,                             
correct and sign the notes. The person interviewed must sign and date the statement,                           
initial each page on the left margin, and initial every correction or change in the                             
document. The statement must also be signed by the investigator. 

 
11.4.1 PRELIMINARY EVALUATION 
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At this point, the investigator should make a preliminary evaluation. If the                       
investigator believes, based on the interviews, that there is a possible violation of                         
the School's Harassment Policy (of any kind), or if there is a conflict between the                             
versions the alleged victim and harasser have offered, the investigation should be                       
continued. 

 
If, on the contrary, there is no conflict in the versions offered by the alleged victim                               
and harasser, and the interviews clearly point to a misunderstanding or an event                         
that does not violate the School's Harassment Policy, the investigator will proceed                       
to so inform the The Head of School and/or Business Administrator or the Board of                             
Directors. 

 
If it is necessary to continue the investigation, the investigator must interview all the                           
witnesses and other possible victims. The procedure mentioned above will be                     
followed for each of the persons interviewed. 

 
11.5  DISCIPLINARY ACTION / SANCTION 

 
Concluding whether a particular action or incident constitutes a violation of this policy                         
requires a determination based on all of the facts and surrounding circumstances,                       
followed by the determination of disciplinary sanctions appropriate to the perpetrator's                     
position within the School. 

 
Based on the facts, the investigator will prepare a complete report of the investigation.                           
This report should include the recommended disciplinary action or sanction, as well as                         
any other action for the parties involved, and copies of all the statements. Copy of this                               
report will be part of the employee's record of the parties (claimant and harasser). 

 
Appropriate disciplinary action will be initiated by the Dean of Students, the Head of                           
School or the Business Administrator, as appropriate, taking into account the severity                       
of the incident and the age of the parties, and will be calculated to stop the specific                                 
harassment reported and prevent recurrence. 

 
The range of disciplinary action may include immediate suspension, expulsion from                     
the school and/or termination of employment. 

 
Counseling, corrective discipline, and/or referral to law enforcement will be used to                       
change the behavior of the perpetrator and remediate the impact on the victim. This                           
includes appropriate interventions, restoration of a positive climax and support for                     
victims and others impacted by the violation. False reports or retaliation for                       
harassment, intimidation or bullying, also. constitutes a violation of this policy. 

 
1.  Consequences and appropriate interventions for students who commit acts of                   

bullying may range from positive behavioral interventions up to, but not limited to                         
suspension, as outlined in the Student Code of Conduct and this policy. 

2. Consequences and appropriate interventions for a School employee found to have                     
committed an act of bullying will be instituted in accordance with the School policy,                           
procedures and agreements under "Employee Disciplinary Guidelines", including               
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reports to appropriate law enforcement officials. 
3. Consequences and appropriate intervention for a visitor, volunteer, or                 

parent/guardian found to have committed an act of bullying shall be determined by                         
the Head of School/designee after consideration of the nature and circumstances of                       
the acts, including reports to appropriate law enforcement officials. 

4. These same actions will apply to persons, whether they are students, school                       
employees, parents/guardians, or visitors/volunteers/independent contractors, who           
are found to have made wrongful and intentional accusations of another as a                         
means of bullying. 

 
 

It may be possible to resolve a complaint through informal discussions between the                         
Head of School and/or Business Administrator and the parties involved. If all parties                         
agree that a resolution has been achieved, no further disciplinary action needs to be                           
taken. The results of an informal resolution shall be put in writing. 

 
Instances which should not be resolved through informal mechanisms include:                   
complaints of harassment of students by employees, complaints in which other                     
students are also apparent victims, complaints that indicate possible threats to the                       
safety of the complainant or other persons, and complaints of harassment that                       
continued or re-occurred after prior informal resolution attempts. 

 
In the event a dispute resolution is needed, an interested party who is adversely                           
affected by the disciplinary action and/or is dissatisfied with the initial determination                       
must submit their position in writing to the Board of Directors, which is the final and                               
binding authority of the school. 

 
11.6  RETALIATION 

 
Retaliation includes, but is not limited to, any form of maltreatment intimidation,                       
reprisal or harassment in connection with filing a complaint or assisting with an                         
investigation under this policy.  Retaliation is prohibited. 

 
11.7  EXPECTATIONS 

 
Caribbean School expects students, parents/guardians and employees to conduct                 
themselves in keeping with their levels of development, maturity, and demonstrated                     
capabilities with a proper regard for the rights and welfare of other students and                           
School staff, the educational purpose underlying all School activities, and the care of                         
School facilities and equipment. 

 
11.8  STAKEHOLDER RESPONSIBILITIES 

 
Student Support Services of Prevention: School based staff members, corporate                   
member's families and community stakeholders will collaborate to utilize this policy                     
and associated procedures to promote academic success, enhance resiliency, build                   
developmental assets and promote protective factors within the School by ensuring                     
that each and every staff member and student is trained on violence prevention. These                           
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trainings will work to create a climate within the School and the surrounding                         
community that fosters the safety and respect of children and the belief that adults are                             
there to protect and help them. Additionally, students and staff (including, but not                         
limited to, School based employees, administrators, counseling staff) will be given the                       
skills, training and tools needed to create the foundation for preventing, identifying,                       
investigating, and intervening when issues of bullying arise. 

 
School: Caribbean School shall designate a "Prevention Liaison" who shall serve on an                         
existing team that address acts of violence and school safety. At minimum, this team                           
should include staff members from administration, guidance and instruction. These                   
designees are the key in the dissemination of prevention methods, intervention, and                       
curriculum, for bullying and other issues that impact the school culture and welfare                         
and staff. 

 
At the beginning of each school year, the School Head of School/designee and or                           
appropriate administrator(s), shall provide awareness of this policy, as well as the                       
process for reporting incidents, investigation and appeal to students, School staff,                     
parents, or other persons responsible for the welfare of a pupil through appropriate                         
references in the Student Code of Conduct, Employee Handbook, the School website,                       
and/or through other reasonable means. 

 
11.9  AMENDMENTS 

 
The School reserves the right to amend any clause contained in its Anti-Harassment                         
Policy and Procedures. Those benefits stated by federal or Puerto Rico laws will vary,                           
according to the changes in the law which created them. This procedure may be                           
modified on a case by case basis to adjust it to the circumstances of a particular case. 
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CARIBBEAN SCHOOL  
INCIDENT REPORT FORM OF HARASSMENT, DISCRIMINATION AND/OR BULLYING 
Please Print: (If you need more space in filling any of these parts, please attach another                               
paper and put a note in the correspondent part of such attachment). 
 
 
Name:​__________________________________________________________________________ 
 
Date of Incident:​ ________________________________________________________________ 
 
Address: 
__________________________________________________________________________________
______________________________________________________________________________ 
 
 
Telephone:​(​or number where you may be contacted) 
 
________________________________________________________________________________ 
 
During the hours of:  ____________________________________________________________ 
 
 
I wish to register a complaint against: 
Name of person, school (give department, program activity, ect). 
 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
Name of person taking report : ____________________________________________________ 
 
Date: ______________________________ 
 
 
Specify your complaint by stating the problem as you see it. Describe the incident,                           
participants, background to the incident, and any attempts you have made to resolve                         
the problem. Please note relevant dates, times and places 
 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
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Indicate if there are other people who could provide more information regarding your                         
complaint: 
 
Name:___________________________________________________________________________  
Telephone: ______________________________________________________________________ 
Address: 
__________________________________________________________________________________
______________________________________________________________________________ 
 
Name:___________________________________________________________________________  
Telephone: ______________________________________________________________________ 
Address: 
__________________________________________________________________________________
______________________________________________________________________________ 
 
 
 
Proposed Solution: ​(Indicate your opinion on how this problem might be resolved. Be as                           
specific as possible.) 
 
________________________________________________________________________________ 
__________________________________________________________________________________
______________________________________________________________________________ 
__________________________________________________________________________________
______________________________________________________________________________ 
________________________________________________________________________________ 
________________________________________________________________________________ 
 
 
 
I certify that there is no falsification of the above information and events are accurately                             
depicted to the best of my knowledge. 
 
_____________________________________________ _________________________________ 
 Signature of Complainant                Date 
 
_____________________________________________ _________________________________ 
 Signature of Person taking report                Date 
 
 
A copy of this report will have to be provided to the complainant.   
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CARIBBEAN SCHOOL ANTI-BULLYING POLICY 
POLICY AND PROCEDURES IMPLEMENTATION CHECKLIST 
 
 
______ Conduct training for those staff faculty members who will be coaches/investigators. 

 
______ Record the following information for reference: 

 
 

• Names of staff/faculty members responsible for receiving reports. 
• Location of where completed forms will be kept. 
• Dates of staff/faculty training. 
• Dates of student/training. 
• Dates and ways of communicating to parents/guardians. 
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CARIBBEAN SCHOOL ANTI-BULLYING POLICY 
PROCEDURE TlMELINE 
 

Allegations of bullying shall be promptly investigated and will be treated as confidential                         
and private to the greatest extent possible within legal constraints. 

 
1. Anyone can file a report, the target of harassment or bullying, a bystander, parent,                           

teacher or staff/faculty member. 
 

• Everyone staff/faculty member should be trained to take a report. Every                     
staff/faculty member should know where to get a report, and turn the report in to                             
the appropriate person. 

 
2. An incident report form is completed. 

 
3. Students are referred for “coaching." 

 
4. The investigation process should be completed within 48 hours of the report. 

 
• Investigator (Head of School, Dean or Counselor) meets with students separately                     

to investigate the issue. 
• Investigator/Coach coaches the target (victim). 
• Investigator/Coach coaches harasser bully and informs of code of violation and                     

possible consequences or assigns consequences. 
 

5. Turn in completed incident report form. 
 

I.  Dealing with students who bullied 
 

1.  Identify the problem and diffuse reporting responsibility. For example: 
a. "I have been hearing that…” 
b. "Many students have reported that…” 

 
2. Ask questions and gather information. For example: 

a. ”Tell me about what happened." 
 

3. Apply consequences. 
 

4. Generate solutions for the future, and create a plan for the student. For example: 
a. "What are some ways to prevent this from happening again?" 

 
5. Follow up. 

a. See how the plan is working. 
b. Contacts parents as appropriate. 
c. Refer student for further discipline as appropriate. 
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II.  Coaching the student who was bullied 
 

1. Affirm the student's feelings. 
a. For example: "You were right to get help from an adult." 

 
2. Ask questions. 

a. Get information about the current situation and the history of the situation. 
 

3. Identify what has and has not worked in the past. 
 

4. Generate solutions for the future, and create a plan with the student. For example: 
a. Coach the student in using assertive refusal skills. (If relevant to the                       
situation, remind the student that aggression is never an appropriate solution.) 

 
5. Follow up. 

a. See how the plan is working. 
b. Contact parents as appropriate.   
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The “I Will” Pledge 
 
 

As part of Caribbean School, “I Will” pledge to be a part of the solution. 
 

Eliminate cruelty from my behavior. Encourage others to do the same. 
 

Do my part to make Caribbean School a safe place by being more sensitive to others. 
 

Eliminate profanity towards others from my language. Not let my words or actions hurt 
others. 

 
…and, if others won’t become part of the solution, ​I Will! 

 
 
 
 

 
 
 
 
 

_____________________________________________ 
Signature of Pledger 

 
 

_____________________________________________ 
Date 
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Signature Page 
 
 

 
Please read and sign this Signature Page and return to the Dean of Students. 
 
 
 
 
To: Dean 
 
I have received and I have read, understand and agree to comply with 
the Caribbean School Anti-Bullying Policy. 
 
 
 
 
 
 
_________________________________________________________ 
Signature 
 
 
_________________________________________________________ 
Printed Name 
 
 
_________________________________________________________ 
Date 
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Caribbean School, Inc. 
Confidentiality Agreement for Board of Directors and Committee Members 

 
One of the components of good governance is full and frank disclosure of information in the boardroom. When 
Directors can’t trust each other to keep confidences, it has a negative impact on the organization’s governance. 
 
The Board of Director needs to ensure that Directors fully understand that once the board approves a decision, it 
becomes a decision of the whole board. All board members must comply with it. If any board members disagree 
with a decision regarding confidentiality, they may register their dissent, but cannot disclose information. Members 
who are seriously at odds with the confidentiality policy, or any other policy, may choose to resign from the board. 
No individual Director shall act in the name of the Board of Directors as a whole unless specific powers have been 
delegated and authorized to the Director for a predetermined purpose. Fiduciary responsibilities are the core 
responsibilities of Directors, and a violation of this confidentiality agreement can negatively impact the reputation 
of Caribbean School, Inc. and cause irreparable harm and legal action against the institution.  
 
It is the policy of Caribbean School, Inc. that Directors serving on the Board of Directors and/or committees and 
committee members serving on any committee of the corporation commissioned by the Board of Directors will not 
disclose confidential information belonging to or obtained through their affiliation with Caribbean School, Inc. to any 
person or institution, including their relatives, friends, and business and professional associates, unless Caribbean 
School, Inc. has provided written authorization regarding the disclosure and/or School By Laws, policies, rules and/or 
regulations authorizing the disclose to a particular person, professional and/or position. Directors and committee 
members are cautioned to demonstrate professionalism, good judgment, and care always in handling any 
information related to Caribbean School, Inc. to avoid unauthorized or improper disclosures of confidential 
information. This policy is not intended to prevent disclosure where disclosure is required by law. 
 
Confidential information is understood to include but not limited to the following: information about the corporation 
or its employees and students of which the director or committee member may acquire through their engagement 
as a director or committee member. Additionally, confidential information includes but is not limited to student 
information (personal identifiable information, academic information, behavioral information, legal action, legal 
matter or any other), employee information (personal identifiable information, employment information, 
disciplinary information, termination information, or any other), legal actions involving Caribbean School, Inc., its 
Directors, officers, administrative personnel, employees, subsidiaries, endowments or any other legal action that 
directly or indirectly involves Caribbean School, Inc., the Board of Directors or any of its related entities; opinions, 
and conversations held during official and non-official Board of Directors meetings, conversations and/or committee 
meetings, discussions held during executive session of the Board of Directors, investigations carried out by the 
corporation in legal, student or employment matters, any/or other information deemed confidential by Caribbean 
School, Inc.  
 
While board and committee members are expected and encouraged to discuss matters of the corporation with one 
another and targeted publics (when duly authorized by the Board of Directors), they shall under no circumstance 
report opinions expressed in meetings, nor shall they report independently on committee action, or engage in any 
communication that has not been approved by the Board of Directors or that would not be supported by policy, 
procedures, or decisions of the corporation.  
 
The Director or committee member shall maintain the security and confidentiality of their respective designated 
Caribbean School, Inc. email account and online file repository. The individual shall notify immediately to Caribbean 
School, Inc. of any unauthorized access to such online platform(s). Directors and committee members shall be 
cautious in the sharing of confidential information through digital mediums, with or without intent to cause such 
disclosure without prior authorization by Caribbean School, Inc.  
 
At the end of the Director or committee member’s term or upon his/her retirement, resignation or removal from 
the Board of Directors or committee, he/she shall return, at Caribbean School, Inc.’s request, all documents, papers, 
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and other materials, regardless of medium, which may contain or be derived from confidential information, in 
his/her possession.  
 
The Director and/or or committee member may be  subject to sanctions  and/or other remedies for the violation of 
this  agreement, taking into account the severity of the infraction. 
 
In the event that a court of law with jurisdiction determines any part of this Agreement null and/or invalid, the 
remaining parts of this document will continue in full force effect. 
 
Certification 
 
I certify to have read and understand Caribbean School, Inc.’s complete policy on confidentiality and the 
Confidentiality Agreement presented above. I agree to abide by the requirements of the policy and this agreement 
and to inform the Board Chair immediately in writing if I believe any violation (unintentional or otherwise) of the 
policy or this agreement has occurred. 
 
 
 
Signature: ____________________________  Name: ____________________________  Date: _________________ 
 
 
 
 
 
 
 
 
 
 
 
Document Title: Confidentiality Agreement for Board of Directors and Committee Members 
Document Version: 2.0 
Approved by the Board of Director on June 21, 2022.  
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