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Colegio Franklin Delano Roosevelt E1.000
POLICY

NON-ACADEMIC SUPPORT SERVICES - GENERAL GOALS

Education is the school's central function and all support services must enhance
the school's mission. Support services and their responsible management are
essential to the successful functioning of the school. To ensure that services
support the educational program, and well-being of the students, school support
services will be developed and maintained only if they provide one or more of the
following:

¥ A safe and pleasant environment for teaching and learning.
¥ Safe transportation for students and staff.

¥ Appropriate materials and efficient operating resources to assist with the on-
going needs of the educational program.

¥ Care and safekeeping of all school property.

Adopted: June 19, 1979
Revised: June 19, 2000, September 25, 2001



Colegio Franklin Delano Roosevelt E2.010
POLICY

ACCIDENT PREVENTION

Reasonable precaution shall be taken for guaranteeing the safety of all students,
employees and visitors on school property or at school-sponsored events.

The Administration will develop and update procedures for reporting accidents.
See also: Policy E2.020 — Student Supervision

Policy E2.030 — Health Services
Policy E3.010 — Earthquake and Building Evacuation Plan

Adopted: June 19, 1979
Revised: June 17, 2003



Colegio Franklin Delano Roosevelt E2.020
POLICY

STUDENT SUPERVISION

Supervision appropriate to the age level and type of activity of the students will
be provided during regular school hours, during the time students are on board a
school bus, and during all school-sponsored or school-related activities.

The school cannot accept responsibility for the welfare of students who are
present on school grounds outside of regular school hours unless they are
participating in a school-sponsored activity. Also, while the school furnishes
transportation and will supervise children who are on its buses, parents are
responsible for the supervision of their children until they board the bus in the
morning and after they step off the bus at the end of the school day.

Adopted: June 19, 1979
Revised: September 25, 2001



Colegio Franklin Delano Roosevelt E2.030
POLICY

HEALTH SERVICES

(1)  General Services. The school will provide a nurse and limited dispensary
facilities for the students and staff.

The nurse may provide routine, minor first-aid and emergency medical care on a
non-recurring basis, but may not make diagnoses or prescribe medication. The
nurse may authorize a student to return home early for health reasons.
Transportation will be coordinated with the parents or guardian. Included also in
the nurse's scope of responsibilities is the identification of health problems in the
student body and making teachers aware of special health problems. The nurse
will work with teachers, principals, guidance personnel and parents in helping
students obtain appropriate attention for health problems.

The nurse's office will keep individual up-to-date records of all students with the
appropriate test results. Any special health or medical problems or extended
absences due to such problems will also be recorded.

(2) Emergency First Aid for Students. In the event of serious illness or
injury to a student, first aid measures will be initiated by the nurse or trained staff.
The family or guardian will be notified as soon as possible and shall decide what
medical care the student shall receive, whether to pick up the student at the
school, or whether to meet the student at a clinic. The school shall provide
personnel and transportation to the nearest clinic designated by the parent.

In the case of serious accident where the parent cannot be contacted, first aid
measures must be initiated by one school nurse or trained staff. The student will
be transported to the clinic indicated by the parent in the registration. If time is of
vital importance in dealing with the emergency, the student will be immediately
transferred to the nearest clinic. A member of the school staff will remain with the
student until the family can be contacted.

(3) Administration of Medication. The nurse may administer over-the-
counter medication to students after contacting their parent or guardian, except in
extreme cases. In case of teachers, the nurse may administer over-the-counter
medication on an as-needed and non-recurring basis.
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E2.030
continued

If a student is required to take regular, oral medication during school hours, the
nurse may administer the medication following a written signed request from the
parents using the appropriate form, in compliance with set procedures. The
school may, at its discretion, reject a request for administration of medication.

Upon special staff request and typically in relation to a school activity, the nurse
may arrange to administer immunizations to staff members, students and school
families. This will be done on a cost basis.

See also: Policy F5.030 - Student Self-Medication during School Hours.
(4) Check-up for Vision and Hearing . Each student's vision will be
examined during EC4, 1%, 3 5" 7" and 9" grades. Also, all new students’

vision will be examined. Hearing examination will be performed on students
referred to the nurse’s office.

Adopted: June 19, 1979
Revised May 20, 2003
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Colegio Franklin Delano Roosevelt E3.010
POLICY

EARTHQUAKE AND BUILDING EVACUATION PLAN

The Administration will maintain and update an emergency evacuation plan.

Adequate instruction and drill will be carried out to ensure appropriate
implementation of the plan in the event of an earthquake, fire, bomb threat or
other emergency situations.

Adopted: June 19, 1979
Revised: May 20, 2003; November 18, 2008



Colegio Franklin Delano Roosevelt E 3.020
POLICY

EMERGENCY CLOSING

When an emergency threatens the health or safety of the students or personnel
of Colegio Roosevelt, school may be closed by the Superintendent. If possible,
the Superintendent should consult with the appropriate authorities and with the
President of the Board of Directors.

Emergency closing procedures will include parental notification, dismissal, and
transportation procedures. Students, parents and staff will be informed of all
such procedures. In the event of an emergency or disaster of such severity that
transportation from school to home becomes unsafe or risky, students will be
held under appropriate supervision at the school until parents or other family
members can pick them up or be contacted regarding other arrangements. In
these extreme cases, the Colegio Roosevelt student check-out system will be
followed to ensure that all students are safely turned over to a parent-approved
family member or other designated adult.

The entire school staff will be expected to take whatever appropriate action is
necessary to aid in the safe evacuation or protection of the students.

There may be times when it is prudent to dismiss students early or to excuse all
students from attending school. Should this happen, the Colegio Roosevelt
telephone trees will be activated. School staff will report to work if the
Superintendent determines it is appropriate.

Adopted: June 29, 1979
Revised: August 20, 2002



Colegio Franklin Delano Roosevelt E4.010
POLICY

BUILDING S AND GROUNDS MANAGEMENT

(1) General. School-buildings and grounds shall be well maintained in accordance with
sound principles of safety and proper plant operation and maintenance. Adequate
resources shall be provided to ensure appropriate maintenance, repair and improvement
functions. Work which would require the employment of additional staff or purchase of
specialized equipment may be outsourced.

Conservation of utilities shall be an important aspect of plant operations, with particular
attention being directed to correction of malfunctioning or faulty equipment or careless use
of water, electricity and gas.

Proper inventory of maintenance equipment will be kept.

Each Principal will retain the responsibility of overseeing the daily building and grounds
maintenance in their areas, coordinating with the plant manager.

(2) Specific.

A . Murals. Painting of permanent murals on walls of buildings must have the approval
of the Buildings and Grounds Committee.

B. Grounds Beautification. All matters of beautification of grounds, other than routine
or incidental matters, must be cleared through the Buildings and Grounds
Committee. The Superintendent shall encourage students or community groups or
organizations that wish to assist in the beautification of school grounds.

See also: Policy A2.060 - Board of Directors-Building and Grounds Committee
Policy H3.050 - Inventory

Adopted: June 19, 1979
Revised: November 20, 2001



Colegio Franklin Delano Roosevelt E4.020
POLICY

BUILDINGS AND GROUNDS SAFETY AND SECURITY

Administration will adopt the appropriate systems and procedures to protect the
property of the school.

In order to protect the school property from vandalism and theft when school is
not in session, access to school buildings and grounds outside regular school
hours shall be limited to personnel whose work requires it, to members of the
school community whose request to use the facility has been approved, and to
students, former students, parents and staff after school hours and on weekends
in accordance with administrative procedure.

See also: 13.010 Community Use of School Facilities

Adopted: June 19, 1979
| Revised: September 25, 2001, May 2004



Colegio Franklin Delano Roosevelt E4.030
POLICY

PARKING ON SCHOOL GROUNDS

Parking on school grounds is permitted for all employees, Board of Directors
members and executive staff and appointed members of the Parents’
Association. Third party maintenance and delivery personnel will be allowed to
park on campus when the practical nature of their service or task requires the
nearness of their vehicle. Parking privileges are granted only for the time needed
to perform the service. The Administration will develop a procedure for prioritizing
the usage of available parking spaces for the employees.

All others must follow the policy for visitors’ parking.

See also: Policy 12.020 — Visitors Parking

Adopted: June 19, 1979
Revised: August 19, 2003



Colegio Franklin Delano Roosevelt E5.000
POLICY

INSURANCE

The Board of Directors shall maintain an adequate insurance program to protect the
property and holdings of Instituto Educacional Franklin Delano Roosevelt, the Board of
Directors and employees against general liability resulting from their association with the
Instituto Educacional Franklin Delano Roosevelt, and to provide specialized protection for
specific employees when deemed necessary.

The insurance program shall be dealt with as a whole to eliminate overlapping coverage or
gaps in coverage.

In administering the total insurance Program, the Superintendent and staff will make every
effort to obtain specified insurance at the most economical cost consistent with required
service, and will assure compliance with necessary insurance regulations to maintain
validity of coverage.

The Board of Directors shall evaluate insurance coverage annually, or more often if
necessary, to ensure that the coverage is in accord with economic conditions and the value
of school holdings.

Any modification of insurance coverage will be brought before the Board of Directors for
discussion and approval.
See also: Policy F5.020 - Student Accident Insurance

Policy G1.070R and G2.114 - Personnel Insurance

Adopted: June 19, 1979
Revised: September 25, 2001



Colegio Franklin Delano Roosevelt E6.010
POLICY

PROVISION OF TEXTBOOKS AND SUPPLIES

(1) General. The school shall provide all textbooks, supplementary textbooks and
instructional materials needed for best implementation of the curriculum.

(2)  Supplies:

EC 3 - 5. School will provide all basic supplies. Pencils and notebooks may be
required in some classes.

Grades 6 - 12.  Students will be responsible for providing their own supplies.

(3) Vacation Textbook Loans. Students may borrow textbooks during vacation
periods in accordance with established check-out procedures, with the exception
of basic elementary readers and mathematics textbooks.

Adopted: June 19, 1979
Revised: September 25, 2001



Colegio Franklin Delano Roosevelt E6.030
POLICY

SCHOOL PROPERTY RECORDS AND CONTROL

Accurate records of all textbooks and other school property issued to, or borrowed by,
students shall be kept by each of the schools or the Library. Students are responsible for
returning all school-owned material in the same condition in which it was received, with
allowance being given for normal wear.

The student will be required to pay the full replacement cost, of any material lost or
damaged.

See also: Policy E6.040 b Authorized Use of School-Owned Material

Adopted: June 19, 1979
Revised: June 17, 2003



Colegio Franklin Delano Roosevelt E6.040
POLICY

AUTHORIZED USE OF SCHOOL-OWNED MATERIAL

School equipment or material may only be loaned to staff members with the express written
permission of the Superintendent or his or her designee and only when it is determined that
such loan is consistent with the schoolOs overall objectives and goals and/or in the best
interest of the school. Equipment or material may only be loaned to students with the
express written permission of a principal.

Pending approval by the Superintendent or his or her designee, certain equipment and
material may be loaned to outside individuals or organizations when it is determined that
such a loan is consistent with the school's overall objectives and goals and/or in the best
interest of the school.

In all cases, proper controls shall be established to assure the borrower is responsible for
and returns all material. Users are responsible and must pay full replacement cost of any
damage to or loss of school property/materials. A standard form for use of school property
will be on file in each office.

Adopted: June 19, 1979
Revised: October 16, 2001; September 20, 2005



Colegio Franklin Delano Roosevelt E6.050
POLICY

DISPOSAL OF SCHOOL-OWNED PROPERTY

The school will have appropriate procedures for disposal of school property.

Adopted: June 19, 1979
Revised: September 23, 2003



Colegio Franklin Delano Roosevelt E7.010
POLICY

BASIC BUS SERVICE

(1) Student: The school will provide bus transportation for its students contracting this
service. The service will cover the general residential areas of Lima. Sewice areas will be
determined by the school’s capacity and student needs. Basic transportation will include
to and from school transportation, “late bus service” for those students who stay for school
related activities past the normal dismissal time and transportation to most school
sponsored events.

Students shall generally not be in transit for more than one hour each way between home
and school.

Students shall not be put off the bus until reaching their assigned destination.

(2) Instructional and Support Staff: Bus service will be made available for all
employees. Routes and bus schedules will be determined by the needs of students
contracting this service.

Instructional and support staff riding school transportation assume a supervisory

responsibility. Staff members are expected to help enforce bus regulations and deal with
inappropriate student behavior.

See also: Policy F3.050 Student Conduct on School Buses

Adopted: June 19, 1979
Revised: May 16, 1989, June 17, 2003



Colegio Franklin Delano Roosevelt E7.020
POLICY

SCHOOL BUS SCHEDULING, ROUTING

The transportation supervisor, working in conjunction with the plant manager, shall be
responsible for scheduling all bus transportation. This includes determining routes, bus
stops, rules and regulations, and all other matters related to the transportation service and
security,

Routes shall be arranged to ensure the length of routes and bus loads are as equitable as
possible.

Studies of bus routes shall be conducted prior to the beginning of each semesterin order to
provide all students paying bus fees within the coverage areathe safest, shortest, and most
economical route possible within the coverage area.

Adopted: June 19, 1979
Revised: October 16, 2001; September 23, 2003



Colegio Franklin Delano Roosevelt E7.030

POLICY

SPECIAL USE OF SCHOOL BUSES

(1)

(2)

3)

(4)

School Activities. The school shall furnish bus transportation for students and staff to
selected school-sponsored and school-related activities and events in which the school
is participating. Activities may include, but are not limited to: field trips, athletic events,
inter-school competitions, dances, carnivals, picnics.

School-Hosted Activities. School buses and vehicles may furnish transportation for
official visitors to the school and to participants in school-hosted events or activities.

Donation of Bus Services. Bus transportation service may be donated to certain
charity organizations and government agencies on an occasional basis at the
discretion of the Director or Superintendent.

Rental of Buses. School buses may be rented by other schools or organizations with
special authorization from the Director or Superintendent. Rental charges shall be
determined by the Director or Superintendent and shall not be less than the total
operating costs. Renters must provide proof of comprehensive insurance.

Adopted: June 19, 1979
Revised: November 20, 2001



Colegio Franklin Delano Roosevelt E7.040

POLICY

SCHOOL-OWNED VEHICLES

The school shall maintain a sufficient fleet of vehicles necessary to provide basic
transportation service for students and staff and to meet the other transportation needs of
the school.

All vehicles shall be maintained in such condition so as to provide safe and efficient
transportation with a minimum of delays and disruptions. Vehicles shall be replaced as
needed in order to provide quality service.

The school fleet shall consist of the following:

1.

Buses. To be used in accordance with purposes defined in Board policy, buses may
be operated only by licensed chauffeurs who are employees of Instituto Educacional
Franklin Delano Roosevelt.

Automobiles. The Board of Directors recognizes that certain school personnel, in
pursuance of numerous school-related responsibilities, have the need for an
automobile on a regular or occasional basis. Automobiles may be assigned to the
Superintendent and school principals as per contractual arrangement. Other
automobiles may be assigned by the Superintendent for performing school
business.

Other Vehicles. Other vehicles shall be considered as general pool vehicles under
the authority of the transportation supervisor.

Use of Private Vehicles for School Business. The Superintendent may authorize
reimbursement for gasoline to employees who use their private vehicles for school
business, in accordance with established administrative procedures.

Adopted: June 19, 1979
Revised: October 16, 2001



Colegio Franklin Delano Roosevelt E7.050
POLICY

USE OF PRIVATE VEHICLES FOR TRANSPORTING STUDENTS
!

Special permission from the Superintendent, Director, Principals or their designee must be
obtained by any school employee or parent who plans to transport students for school
purposes in their vehicle. Any parent/teacher or school employee must provide proof of
comprehensive insurance.

StudentsO vehicles will not be used for this purpose.

Adopted: June 19, 1979
Revised: May 20, 2003



Colegio Franklin Delano Roosevelt E8.010
POLICY

FOOD SERVICES - PRIVATE VENDORS
!

Specified vendors, selected by the Parents in Education, may sell food on the school
grounds. Vendors must adhere to high standards of hygienic conditions in preparing and
handling food.

Adopted: June 19, 1979
Revised: October 16, 2001



Colegio Franklin Delano Roosevelt E8.020
POLICY

FOOD SERVICES - STUDENT OPERATED
!

Student groups or organizations may operate a regular food service, with profits serving as
a source of revenue for the group or organization under normal policies for student
activities (see Policy F1.010 - Student Activities, Clubs and Organizations).

Students may sell non-alcoholic beverages, snacks, incidental food items or complete
meals. All items offered must be approved by the principal and coordinated with PIE before
being sold.

Adopted: June 19, 1979
Revised: October 16, 2001!
[
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