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Colegio Franklin Delano Roosevelt              C1.010 
          POLICY 

 
 
Philosophy and General Guidelines  
 
All students are eligible for admission to Colegio Franklin Delano Roosevelt 
regardless of gender, race, religion, creed, or national origin.  Colegio RooseveltÕs 
admission policies and procedures should promote cultural diversity and, at the 
same time, maintain the American character of its educational program.  
 
The admissions policies and procedures of Colegio Franklin Delano Roosevelt 
should ensure that all students accepted will be able to achieve academic success.  
To be accepted at Colegio Roosevelt a student should: 
 

¥ demonstrate the capability to maintain normal progress in an American 
style, college-preparatory,  academic program with support services as 
appropriate within available ESL/LD program guidelines; 

¥ demonstrate proficiency or the ability to achieve proficiency in the English 
language; and 

¥ complete the application process 
 
The admission process will be undertaken by the SchoolÕs Admissions Committee  
within the guidelines and according to the selection criteria set forth and monitored 
by the Board of Directors.  
 
 
 
 
 
 
 
Also see:  C1.040 (3) Application Process 
                  C1.060 (1) & (2) Academic Assessment of Applicants 
 
 
 
 
 
 
 
Adopted:  June 19, 1979 
Revised:  April 24, 1995;  June 16, 1998;  March 16, 1999; May 15, 2001; October 

22, 2002 



  

Colegio Franklin Delano Roosevelt  C1.020 
 POLICY 
 
CATEGORIES OF ADMISSIONS       
 
(1)  Full Time Students:  Applicants who meet all the admissions standards approved 
by the Board and for whom there is space will be considered for full time admission.  
Parents must be informed that the entrance fee is nonrefundable and nontransferable 
and that tuition fees will be assessed on a per semester basis. 
 
(2)  Part Time Students :  Part time students will be considered only in cases where the 
principal determines that their enrollment will not jeopardize the quality of the learning 
environment in the classes and programs to be enrolled.  Parents must be informed that 
the entrance fee is non-refundable and non-transferable and that tuition fees will be 
assessed on a per semester basis. 
 
(3) Conditional Admissions:  For cases in which the school has insufficient records or 
records that indicate there may be academic and/or other problems, the school may 
offer a Conditional Admission.  This Conditional Admission will be in the form of a 
written contract with the parents and student, and will be for a specified trial period. The 
student must either submit the missing records and/or show through performance that 
he or she can meet the academic and behavioral standards of the school.  Guidelines to 
determine conditional admission will be included in the internal Admissions Procedure. 
 
 
Adopted: June 19, 1979 
Amended: February 1982 
Revised: November 1986, April 24, 1995; June 16, 1998; October 22, 2002 



  

Colegio Franklin Delano Roosevelt  C1.030 
 POLICY 
 
THE ADMISSIONS COMMITTEE       
 
(1) Composition :  The SchoolÕs Admissions Committee will be composed of the 
Superintendent, the Director, the AFM, and the Registrar.  The Superintendent 
may appoint another member as deemed necessary. 
 
(2) Function :  The committee will develop admissions procedures as deemed 
necessary. The committee also will act as a resource to assist the Registrar by 
setting and clarifying guidelines, in particular the selection criteria, and by 
assisting with admissions decisions in cases for which existing guidelines are not 
sufficient.  It will act as the reviewing body for any appeals made by parents 
whose children have been denied admission. 
 
(3) Meetings :  The committee will meet as needed to review procedural issues or 
exceptional cases which arise during the course of the school year.  
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 24, 1995; June 16, 1998; October 22, 2002 
 
 



Colegio Franklin Delano Roosevelt           C1.040 

          POLICY  
 
 
ADMISSION PROCESS 
 
(1) Distribution of Applications: Prospective applicants will receive applications 

from the Registrar after an initial contact.  The Registrar is authorized to 
provide applications to parents or legal guardians of a prospective student or 
to a representative of the organization with whom the parents will be 
employed.  Receipt of the application in no way binds the school to 
admission.   

 
(2) Supplementary Material to Accompany Application Forms:  Each time an 

application is issued, it will be accompanied by a handbook and other 
supplementary material describing Colegio Franklin Delano Roosevelt. 

 
(3 Application Submission:  No application will be processed until the 

requirements/documentation process has been completed.  
 
The admission process will include the following: 

1. Payment of application fee 
2. Completion of an admission application 
3. Copy of the student’s passport or birth certificate (legalized copy is 

acceptable) 
4. An International Health Card or a medical certificate stating that the 

student is in sound health with up-to-date immunizations 
5. Complete academic records (at least three years previous schooling, 

where applicable) from the student’s former school including all 
information regarding special programs and services which had been 
needed, letters of recommendation, and standardized test results   

6. Signature of the parent or legal guardian on 
• fees schedule agreement form 
• a statement indicating that they have read and understood the school 

philosophy and agree to be active participants in the educational 
process 

7. Payment of $1000 applicable to the entrance fee (refundable if student is 
not accepted for admission; non-refundable if student is accepted for 
admission and decides not to attend)  

8. Parent interview 
9. Assessment and/or testing of student’s academic status and other 

qualifications 
10. Notification of acceptance or other status 
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 C1.040 
 Continued 

 
 

11. Upon acceptance, payment of balance of entrance fees within 30 days or 
by the first day of classes for the student which ever is the shorter 
amount of time. 

12.  Completion of the registration process 
 
At the request of the SchoolÕs Admissions Committee, the following documents 
may also be required in the admissions procedure: 
 

1. A letter of recommendation, preferably from a Roosevelt parent 
2. A statement of credit references, including banks, other financial 

institutions, and retail accounts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  June 19, 1979 
Revised:  April 24, 1995; June 16, 1998; March 16, 1999; May 15, 2001 

October 22, 2002; December 16, 2003  
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Colegio Franklin Delano Roosevelt  C1.050 
 POLICY 
 
 
 
APPLICATIONS AND ADMISSIONS CALENDAR     
 
 
(1) Students who have recently arrived in Peru  may submit applications and may be 
granted admittance at any time during the year in accordance with established 
admissions criteria and procedures when there is space available. 
 
(2) Local Resident Students who are applying to the early childhood program may 
submit applications between early November and mid December for August entrance 
and be granted admittance in accordance with established admissions criteria and 
procedures.   A waiting list will be developed for the eventuality that additional early 
childhood openings become available during the school year. 
 
(3) Other local resident applicants may submit applications following admissions 
procedures and priorities.  A waiting list will be developed for the eventuality that 
additional openings become available during the school year. 
 
 
See also:  C1.010 Ð Admissions Philosophy and Guidelines 
 
 
 
 
 
 
 
 
 
Adopted: June 19, 1979 
Revised: April 24, 1995; June 16, 1998, November 19, 2002 
 
 
 
 
 
 
 
 
 
 
 



 

Colegio Franklin Delano Roosevelt C1.060 
 POLICY 
 
           

ACADEMIC ASSESSMENT OF APPLICANTS     
 
(1) General:  All applicants coming from other school systems will be subject to a 
screening process in which their academic level will be evaluated by appropriate 
members of the school staff  (see D10.07 Instruction).  This evaluation may be 
conducted by a principal, vice-principal, counselor and/or psychologist, and should 
include prior academic records  and screening methods appropriate to the age and 
abilities of the applicant.  Based upon the evaluation, a written recommendation will be 
made. Demonstration of at grade or above grade academic performance will be 
required by all incoming students.  Elementary School, Middle School and High School 
will each establish an academic standard that must be met by all incoming students to 
insure academic success.  (See C1.010) 
 
(2)  Applicants with Special Needs:  Applicants who need assistance in learning 
English as a second language may be admitted when there is space in the school's ESL 
program.  Students with learning difficulties may be admitted if it is believed that they 
can be included in and their difficulties dealt with by the school's Learning Differences 
program, and that the children can be placed in a regular classroom.   The Learning 
Differences program will be available to a limited number of students.  Children with 
severe physical, mental or emotional handicaps will not be admitted, unless, in the 
principal's considered judgment, adequate provisions can be made to meet their needs 
without jeopardizing the quality of the education for others.  When an individual 
candidate's needs cannot be met, it should  be the responsibility of the admissions 
officer to so inform the parent.  When appropriate, the admissions office will provide a 
list of other educational alternatives  to families.  (See C1.010 - Philosophy) 
 
(3) Time Line: Parents will receive a time line describing the admissions process.   
Generally, the application of a transfer student applying after the beginning of the 
semester, who has submitted all required records, will be processed in no more than 
two days and successful applicants will be admitted to classes.  When records are 
incomplete, when additional testing is required or when there is a question about the 
appropriate placement of a student, the process may be extended until those issues are 
resolved. 
 
(4) Re-scheduling of Evaluation:  Parents may request the re-scheduling of an 
evaluation prior to the scheduled time if they feel that circumstances exist which would 
be detrimental to the child's performance.  However, once the evaluation has taken 
place, a parent may not present such excuses for the purpose of requesting a re-
evaluation. 
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           C1.060 
           continued 
 
 
The staff member responsible for the formal evaluation of an applicant may request the 
re-scheduling or re-taking of an evaluation, based on the professional's judgment that 
conditions existed at the time of the regularly scheduled evaluation which seriously 
impaired the possibility for an accurate evaluation of the applicant. 
 
(5) Re-evaluation :  In the event that a student has been assessed and denied 
admission, a re-evaluation shall be permitted in exceptional cases when recommended 
by the Principal of the school to which the student is applying.  
 
 
 
Adopted: June 19, 1979 
Revised: April 24, 1995; June 16, 1998; December 17, 2002 
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Colegio Franklin Delano Roosevelt  C1.070 
            POLICY 
 
 
 
 
CRITERIA GOVERNING ADMISSION PRIORITIES 
 
Acceptance decisions will take into account the applicantÕs ability to be successful 
in the programs offered by the school (as measured by the schoolÕs  academic 
assessment and by available records) and the available space in the class to which 
the applicant is suited.   
 
Admission decisions will be guided by social and academic readiness of the 
applicant and considerations to achieve a balance in the student body.  Among 
those considerations are citizens of the U.S.A and Canada, formerly enrolled 
students, siblings of currently enrolled students, alumni dependents, applicants 
with English language proficiency, and applicants coming from American 
curriculum schools. 
 
Parents or guardians will be notified in writing in a timely manner of the final 
decision regarding the acceptance of their child(ren) for admission to Colegio 
Roosevelt. 
 
Following notification of acceptance, the parent or legal guardian of the applicant 
will have a period of two days to confirm applicantÕs intention of attending Colegio 
Roosevelt.  
 
 
 
 
 
 
 
See also:  C1.080  Admission Guidelines 
 
 
 
 
Adopted:   June 19, 1979 
Revised:    April 25, 1995; June 16, 1998; November 19, 2002; August 19, 2003  



 

Colegio Franklin Delano Roosevelt C1.080 
 POLICY 
 

Admission Guidelines        
 
(1)  General:  Colegio Roosevelt will limit its enrollment in specific classes, and at 
specific grade levels, in order to maintain the quality of the educational program and the 
desired character of the school. 
 
(2)  Class Size:  A maximum number of students will be determined for any one class.  
Should any class be at this maximum, specific permission from the Board must be 
obtained before the recommended size can be exceeded.  A written statement from the 
principal, explaining and justifying the reasons for exceeding the limit, should 
accompany such a request.  When that limit is reached exceptions may only be made 
for first priority students by the administration unless specifically authorized by the 
Board of Directors.  
 
(3)  Grade Levels:  The Board will approve an optimum number of students as the 
maximum enrollment for each class.  No grade level (K-12) will exceed 120 students.  
When that limit is reached, exceptions will only be made for first priority students unless 
specifically authorized by the Board of Directors.   
 
(4) Student Balance  The school will attempt to maintain a balance of student 
nationalities and language groups for the purpose of maintaining the American 
character of the school and to promote an English speaking learning environment.    
 
 
 
 
 
 
See also:C1.070  Criteria Governing Admission Priorities 
                 D7.010  Class Size and Pupil/Staff Ratio 
 
 
 
Adopted: June 19, 1979 
Revised: April 24, 1995; June 16, 1998; June 17, 2003 
 



  

Colegio Franklin Delano Roosevelt  C1.090 
 POLICY 
 
GRADE PLACEMENT          
 
(1) Early Childhood Program   The primary determinant for grade placement will 
be age and developmental readiness as measured by the screening process 
developed and conducted by the school administration.  
 
(2) Elementary  Appropriate grade placement will be determined by the 
administration on the basis of age, the screening process conducted by the 
school administration, grade placement in a previous school, previous records, 
and English language ability.   Other relevant factors may also be considered at 
the discretion of the administration.  Applicants who have reached the following 
ages before September 1st will be considered for admission to the grades as 
follows: 
             
 

 
 
Exceptions to these guidelines will be made only if the administration believes it 
will be in the best interest of the student.  The decisions of the administration will 
be final. 
 
(3)  Middle School and High School  The primary determinant for grade 
placement in middle school and high school will be records from the student's 
previous school.  Further criteria will include the applicant's demonstrated ability 
to do the required work and English language ability, as measured in the 
assessment process.  Placement in the final four grades will be dependent on the 
number of credits needed to fulfill graduation requirements.  
 
 
Adopted: June 19, 1979 
Amended: February 1992 
Revised: November 1986; April 24, 1995; June 16, 1998; June 17, 2003 

AGE GRADE

3 EC3

4 EC4

5 KINDER

6 1

7 2

8 3

9 4

10 5



 
  

Colegio Franklin Delano Roosevelt  C1.100 
 POLICY 
 
REGISTRATION PROCEDURES 
       
 
(1)  Initial Registration   In order to be fully registered at Colegio Roosevelt, 
each new student must submit all required documents and pay all required fees.  
Only a fully registered student will be granted admittance to class.  New and 
returning students must register during the assigned period as established in the 
Registration Calendar, at which time any out-of-date information regarding the 
student should be updated.  A statement waiving responsibility for liability or 
agreeing to school insurance must be signed by parent or guardian and 
submitted to the registrar.  
 
(2) Registration Calendar   An official registration period, to last no longer than 
three (3) weeks, will be held prior to the beginning of each academic year.   
 
(3) Registration Guidelines   In order to be allowed to register, the following 
conditions must be met by each student and/or parent: 
 

A.  The student will have demonstrated the capacity for maintaining normal 
progress in the program of instruction. This includes satisfactory progress 
in language development, particularly English.  

B. The student will not have exhibited behavior detrimental to the learning 
environment. 

C. The student will not have been retained for more than two (2) school 
years. 

D. All previous obligations to the school, including all fees, will have been 
fulfilled. 

 
 
 
 
 
 
 
 
See also:  C1.020(3)   Conditional  Admissions 
 
 
Adopted: June 19, 1979 
Revised: April 15, 1995; June 16, 1998; June 17, 2003 



 

Colegio Franklin Delano Roosevelt  C1.110 
 POLICY 
         
REGISTRATION OBLIGATIONS   
   
(1) Entrance fee :  The school will charge a one-time non-refundable, non 
transferable entrance fee to all incoming students. The Board will determine the 
amount of the fee and may revise it as needed.  The entrance fee must be paid 
in advance of registration unless authorized by the superintendent or his/her 
designee in a written contract which will specify the time and conditions for an 
extended or deferred payment. 

 
(a) Reductions for Students Transferring from other Schools in Peru:  

Candidates for grades 8 - 12 who have been enrolled in another school  
in Peru for at least one semester prior to applying to Colegio Roosevelt, 
may apply for a partial waiver of the entrance fee. At its discretion the 
administration may reduce the fee in the proportion of 17% per grade: 

 
    Grade 8 - 17% 
    Grade 9 - 34% 
    Grade 10  - 51% 
    Grade 11  - 68% 
    Grade 12  - 85% 
 
(b)  Reductions for students who will attend school for one semester.  The 

Superintendent may approve a request of reduction in the entrance fee 
for students who will attend school for one semester or less.  A parent 
will be asked to submit a letter requesting the reduction.  If approved, the 
parent will receive a letter granting the request but stating that, should 
the studentÕs stay extend beyond one semester the school will require 
the payment of the balance of the full entrance fee. 

 
(2) Tuition:  Before a new student attends classes, at least one fifth of the total 

regular tuition payment for the semester must be paid.  Exceptions can be 
granted at the discretion of the Administrative & Finance Manager. 

 
Tuition fees will be assessed on a per semester basis.  Students who attend 
only part of  a semester will be charged a prorated amount as established by 
administrative procedures. 

 
See also:  Policy C1.120(7) - Reimbursements in cases of withdrawals. 
 
Adopted: June 19, 1979 
Revised:  September 23, 1986; June 20, 1989, April 24, 1995, June 17, 1997, 

August 26, 1997; June 16, 1998; October 22, 2002, June 17, 2003. 
December 16, 2003; December 21, 2004 



 

Colegio Franklin Delano Roosevelt  C1.120 
 POLICY 
 
 
 
WITHDRAWALS           
 
(1) Temporary   Temporary withdrawal (defined as a planned discontinuance of 
enrollment for a period of more than one month) is granted for a period of up to 
two consecutive semesters. A letter requesting temporary withdrawal, listing the 
name of each student who is being withdrawn, must be submitted to the 
Registrar by the parent or legal guardian.  Prior to withdrawal, the request, along 
with a copy of the response, will be included in the student's records.  Based on 
the projected enrollment, a space will be held for the designated student(s).   
 
In the event that the withdrawal period exceeds the time allotted, the student  
must reapply for admission.  There will be no additional fees charged. The 
student will be subject to the same admission procedures as if the withdrawal 
had been permanent. 
 
(2) Permanent   To allow the student to expedite transfer to a new school, 
parents planning to withdraw their children should notify the Registrar with as 
much lead time as possible, in writing.  All obligations to the school, including 
fees and return of materials, must be met by the family before the records or 
diplomas of any student within the family will be released to the student, to a 
parent, legal guardian  or to another educational institution. 
 
Any student withdrawing permanently will receive grades only through the last 
day of attendance in class, except when arrangements have been made with the 
principal well before the departure date.  Early final exams or make-up exams 
may be given.   
 
Official transcripts and records may be mailed or hand carried.  However, in 
cases where the receiving institution requires confidential, official transmittal, 
Colegio Roosevelt will mail all records promptly.  Parents may hand carry an 
unofficial transcript copy to assist in scheduling. 
 
Parents of students who have withdrawn permanently must submit a new 
application if the student wishes to re-enter at a later date.      
  
(3) Re-entry  A student re-entering after an absence of more than one (1) year 
other than a temporary withdrawal is subject to re-evaluation for grade level 
placement and scheduling.  All re-entering student applications must be 
channeled through the office of Admission.  
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  C1.120 
  Continued 

 
(4)  Withdrawals Requested by the School   If the administration determines 
that continued enrollment at Colegio Roosevelt is not in the best interest of a 
student and/or the school, the student may be asked to withdraw.  
Recommendations of this sort, whether for academic or behavioral problems, will 
only be made after the school has used all available resources to help the 
student reach a satisfactory level of achievement or behavior. 
 
Within the limit of its resources the school will assist parents whose children are 
requested to withdraw in locating an appropriate educational alternative.   
 
(5)  Entrance Fee Reimbursements in Cases of Withdrawals  When, for 
reasons of academic or instructional deficiencies, or an inability to meet the 
terms of conditional basis admittance, the school asks a student to withdraw 
before he or she has completed a total of four academic years, the administration 
may decide to refund a portion of the entrance fee.  The amount of any such 
refund will not be greater than the difference between the fee paid and 25% for 
each partial year of attendance. Expulsions for severe behavioral infractions, 
drug use or academic dishonesty will not warrant any reimbursement unless 
specifically authorized by the Board of Directors in the expulsion hearing.   
 
In order for a refund to be issued, a written request must be submitted by the 
individual or by the agency which made the original payment.  The written 
request should specify to whom the refund should be made. 
 
See also:  C1.070       Criteria Governing Admission Priorities 
                   C1.110        Matriculation Obligations 
                   C1.120(2)    Withdrawals Ð Permanent 
                   D10.030      Examinations 
 
 
Adopted:  June 19, 1979 
Revised:  April 29, 1985; December 20, 1994; April 24, 1995; June 16, 1998; 

June 17, 2003;  December 21, 2004 
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Colegio Franklin Delano Roosevelt  C1.130 
 POLICY 
 
FINANCIAL ASSISTANCE FOR TUITION  
          
Philosophy  
 
The primary purpose of financial assistance is to provide temporary financial aid to 
families of currently enrolled students on the basis of demonstrated need. The 
Administrative Team approves financial assistance. Financial assistance is temporary 
and must be reapplied for on at least an annual basis. Only in exceptional cases shall 
financial assistance total more than 50% of the tuition.   
 
(1) Decisio n Authority : Financial assistance will be awarded by the Administrative 
Team, appointed by the Superintendent to function within guidelines approved by the 
Board of Directors.    
 
(2)  Criteria for Selection :  Financial assistance will be awarded primarily on the basis 
of need, according to criteria established by the NAIS Principles of Good Practice. 
 
(3)  Applications :  A formal, written application will be required and must be supported 
by any financial information from the applicant which the Team feels is relevant to 
determining need.  A family may apply for financial assistance and the financial 
assistance will be determined on an individual basis.  Applications will be reviewed by 
the Administrative Team. 
 
(4)  Duration : The term for any financial assistance is temporary with maximum limits 
specified at the time it is awarded.  Under certain warrantable circumstances, financial 
assistance may be terminated by the Administrative Team prior to the end of the 
specified time period.   
 
(5)  Notification : Applicants for financial assistance will be informed of the Team's 
decision prior to registration. 
 
(6) Exceptional Considerations :  The school may give special consideration during 
the school year to individual cases which may merit the awarding of financial 
assistance: the death or prolonged illness of a parent,  the death of a parent who was 
unable to buy Educational Insurance because he/she exceeded the age limit and other 
similar emergencies. In such cases the school may agree to grant some short term 
assistance.  The family will need to submit a Financial Assistance Application and 
supporting documents 
 
(7)  Official Government Scholarships :  All Peruvian laws governing the awarding of 
scholarships shall be observed.  
 
See also:     NAIS Handbook 
Adopted:     June 19, 1979 
Amended:  November 1980 
Revised:   March 19, 1992; April 24, 1995; June 16, 1998; May 21, 2002; October 22, 

2002; June 14, 2005 



 

Colegio Franklin Delano Roosevelt C2.010 
 POLICY 

 
 
Attendance Philosophy and Records  
 

 
Regular and punctual attendance is required to enable each student to take full 
advantage of the educational opportunities at Colegio Franklin Delano Roosevelt.  
Full credit for academic work is based on a satisfactory attendance record as well 
as a satisfactory academic performance record.    
 
A satisfactory performance record will include no more than ten (10) absences 
during one semester. The principal, based on reason for absence and the student’s 
academic status, will individually evaluate a student absence of more than ten (10) 
days.  Normally, a student who falls into this category will receive less than full 
credit for the semester or fail the semester. 
 
Complete attendance records shall be maintained for all students and a record of 
days absent may be included on each grade report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
See also:   D10.110   Make-up Opportunities 
 
 
 
Adopted:  August 19, 1982 
Revised:  November 20, 2001 
 



  

Colegio Franklin Delano Roosevelt  C2.020 
 POLICY 
 
 
ABSENCES AND EXCUSES  
 
Every student shall be required to attend all scheduled classes each day unless 
there is a valid reason for absence. 
 
(1)  Excused Absence.   The principal has the authority to excuse student 
attendance of scheduled classes due to: personal illness; death in the family; 
mandatory observation of religious holidays or services; appointment with 
doctors, dentists or similar professional persons where scheduling cannot be 
made outside of school hours; and other exceptional personal or family 
emergencies approved by the principal. 
 
In cases of excused absence, the teacher will permit the student to make up 
assignments. In order to receive credit the student must adhere to the conditions 
established by the school.  
 
(2)  Unexcused Absence.   The principal determines the criteria for an unexcused 
absence.  Also failure to remit a parental or legal guardian written excuse is 
considered an unexcused absence.  A student will lose the privilege to make up 
assignments which may result in lowering the student’s grade.   
 
(3)  Written Excuse.    Upon return to school after any absence, a student must 
bring a signed note from his/her parent or legal guardian, stating the student’s 
name, date(s) of absence and reason for absence.   
 
(4) Planned Absences.  The parent or legal guardian must make a written 
request to the principal in advance explaining the reason for the absence.  The 
principal shall determine if the absence is excused or unexcused.  Each case 
shall be determined on an individual basis.   
 
 
 
See also:   Policy C2.010 -   Attendance Philosophy and Records 
                  Policy D10.110 -    Make up Opportunities 
                  Policy F1.010(5) -  Student Functions for Absence from Class 

Policy F1.020(2) - Student Social Events for Excused Absence     
during Annual Senior Trip  

 
 
 
Adopted:  June 19, 1979 
Revised:   September 17, 2002 



 

Colegio Franklin Delano Roosevelt  C2.030 
 POLICY 
 
 
 
EXCUSE FROM PHYSICAL EDUCATION ACTIVITIES  
 
 
As physical education is considered an integral part of the education program at 
Colegio Roosevelt, no healthy student will be excused from participating in 
physical education activities.  Students with temporary disabilities may be 
excused with a written note from their parent, legal guardian, or doctor.  A 
student with a long-term disability may be excused on a semester-by-semester 
basis upon presentation of a note signed by a doctor.   
 
 
Excused students, at the discretion of the principal, will attend classes and will be 
given assignments. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Legal Reference:  Resolution  # 1041-76-EL 
 
 
 
Adopted:  June 19, 1979 
Revised:  August 20, 2002 
 
 
 
 
 



 

 

Colegio Franklin Delano Roosevelt C2.040 

 POLICY 
 
 
 
 

EARLY STUDENT RELEASE 
 
 
A student may not leave school grounds before the end of the school day without 
the prior knowledge and approval of the school principal or designee.  In case of 
illness during school hours, the school nurse will provide an exit pass. 
 
The principal will not approve an early dismissal without receiving a written or in-
person request from the studentÕs parents or legal guardian, stating reason and 
means of transportation by which the student will leave.  Telephone request for 
early dismissal of a student shall be honored only in emergencies and if the caller 
can be positively identified as the studentÕs parent or legal guardian.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  June 19, 1979 
Revised:  August 20, 2002 
 
 
 
 
 
 
 
 



  

Colegio Franklin Delano Roosevelt  C2.050 
 POLICY 
 
 
 
 
TRUANCY 
 
 
Truancy is an unauthorized absence from school or any part of the school day 
which includes: staying away from school without parental or legal guardian 
permission; leaving class without teacher permission; leaving school without 
permission from the proper school authority and parents; and failing to report to 
any class or activity during the school day for which the student is scheduled.  
The latter also includes any after-school special help or disciplinary session 
which the student has been directed to attend. 
 
 
Truancy will be treated as an unexcused absence. Disciplinary action will be 
taken, beginning with notification to the parents or legal guardian. Repeated 
violations may lead to suspension from school. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  June 19, 1979 
Revised:  September 17, 2002 
 
 
 



 

Colegio Franklin Delano Roosevelt  C3.010 
 POLICY 
 
STUDENT RECORDS  -  BASIC INFORMATION  
 
It is necessary to maintain certain basic and sometimes personal information 
about a student and his/her family for educational or administrative purposes.   
 
(1)  Cumulative Record .   A cumulative record shall be maintained for each 
student from the time of entrance into Colegio Roosevelt.  This record, which 
shall be kept current, shall include, but not be limited to: 
 

A. Basic identifying data about a student and his/her family 
B. Attendance data 
C. Achievement records 
D. Results of standardized testing 
E. Health records 
F. Other reports or records which may contribute to the understanding of 

the student 
 

Guidance counselors maintain separate files of results of specialized individual 
tests in a confidential file. In addition, professionals working in the school may 
maintain personal records or material of their own use in assisting students.  This 
material should be considered their personal property.  
 
(2)  Permanent Records .    A standard record form(s), which shall constitute the 
student’s permanent record or transcript,  shall be used to enter basic personal 
and educational records, including the results of standardized tests.  A high 
school student, parent, and/or legal guardian may request that scores obtained 
on the SAT, ACT, or other scholastic aptitude tests administered outside the 
required school testing program be withheld from the transcript.  
 
With the exception of the permanent record or transcript, all records for a student 
will be destroyed five (5) years after the student has withdrawn from Colegio 
Roosevelt elementary or middle school.  Records of high school students who 
have withdrawn or graduated from Colegio Roosevelt are kept for ten (10) years 
in the high school guidance office and then stored in a separate location on 
campus designated for the purpose.  Twenty-five (25) years after a high school 
student withdraws or graduates all records, except the high school transcript, are 
destroyed.   
 
(3) Maintenance of Records.  Principals, or their designees, shall be 
responsible for record maintenance and for recording any and all access to 
student records within their building.   The Registrar shall be responsible for 
student records kept in the central administrative office.   
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 C3.010 
 Continued 

 
(4)   Release of Information.   The school or school personnel may allow access 
to or divulge in any form any information contained in school records to the 
following: 
 

A. Teachers or other members of the staff of Colegio Roosevelt who 
have a legitimate educational interest 

B. Accrediting organizations in order to carry out their accrediting 
functions 

C. Organizations conducting educational research requiring anonymous 
data where the likelihood of personally identifying any student or 
his/her family is negligible 

D. Appropriate parties in a health or safety emergency where knowledge 
of the health information is necessary to protect the student or other 
individuals. 

 
The school or school personnel may not allow access to or divulge in any form 
any information contained in school records without written consent of parents or 
legal guardians to the following: 
 

A.   Officials of another educational institution in which the student intends 
to enroll 

 
B. Educational institutions seeking information connected with the 

student’s application  form, or receipt of financial aid 
 
The above restrictions regarding access to information in student records are not 
intended to abrogate the rights of legal authorities seeking information in 
compliance with judicial orders or pursuant to lawfully issued subpoenas.  
Parents or legal guardians and students will be notified of all such orders or 
subpoenas in advance of compliance therewith and record of compliance will be 
placed in student’s records. 
 
Parents or legal guardian of FDR students shall have access to official records 
and data and shall be provided a copy of these records upon request.  
Telephone or email requests shall not be honored, except in cases of emergency 
where positive identification of the caller or correspondent can be established. It 
is necessary to maintain certain basic and sometimes personal information about 
a student and his/her family for educational or administrative purposes.   
  
Adopted:  June 19, 1979 
Revised:  September 17, 2002 
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Colegio Franklin Delano Roosevelt  C3.020 
 POLICY 
 
 
STUDENT RECORDS -   CONFIDENTIAL FINANCIAL DATA  
 
 
Confidential financial data concerning a studentÕs family may be collected for 
administrative purposes upon a studentÕs entry to Colegio Roosevelt.  Such data, 
which may be updated periodically, will be clearly identified as ÒCONFIDENTIAL.Ó  
These records will be maintained by the Registrar with access granted solely to 
the Admissions Committee and the Superintendent.  These records will be 
destroyed upon a studentÕs graduation or permanent withdrawal from Colegio 
Roosevelt. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Adopted:  June 19, 1979 
Revised:  September 17, 2002 

 
 


