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To achieve the extraordinary, the school will:

Be recognized nationally and
internationally for academic
excellence.

Be in the vanguard of innovative best
practices.

Be a powerful voice in international

To achieve the
extraordinary

Have alumni demonstrating excellence
in their chosen field of work both in
Mexico and beyond.
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Message from

the General Director

Dear Students, Parents and Staff of the

John F. Kennedy School:

| am delighted to welcome you as a member of this great
school community, and look forward to working with

you to support your children as they grow and journey
through their childhood and adolescence.

JFK has long prided itself as a school with a strong and
supportive community. When parents and schools work
closely together communication and understanding
improves. This collaboration leads to increased academic
and social/emotional success for the students and a more
positive, safe and friendly environment in which we can

all learn.



We have created this School Handbook to provide basic information
and guidelines for parents and students. While our aim is to be

as comprehensive as possible it does not cover all situations

that may arise. There are a considerable number of other school
documents, procedures and policies that provide greater detail and
transparency in relation to our beliefs and processes, and some of
these are referred to in this handbook.

The School Handbook offers our general guidelines and rules.
Understanding the importance of following rules is part of education
for life. Like laws in a society, school rules help establish a culture
of what is considered right and appropriate. A clear understanding
and support of expectations helps us all learn to protect the rights
of individuals and the needs of the community to remain Respectful,
Responsible and Honest, our School Values. We are proud to

have a clear direction and vision, and our rules, that represent

best educational practice, are aimed at supporting students in

their search of academic excellence and their desire to become
respectful and contributing members of society.

This School Handbook will help students, parents, and staff to
understand elements of our Model of Education and help us all to

meet school expectations, providing a positive learning environment
with respect for all involved in the process.

We hope you find this handbook useful, and if you need further
clarification or detail on any of the points please do not hesitate to
ask in your child’s section.

Adrian Leece
General Director

If you are unsure which department to
refer to or still require further clarity,
then please write to
help@jfk.edu.mx
where you will be provided the

guidance you need.


mailto:help@jfk.edu.mx

1. GOALS AND OBJECTIVES

To provide the whole individual an
opportunity for high quality U.S. type
education the school will:

Maintain stability and continuity through adherence to the
Mission, Vision, and school beliefs.

Comply with the standards and demonstrate the characteristics
expected of Cognia accredited overseas schools and the
International Baccalaureate.

Comply with the standards of Mexican educational authorities.
Offer a curriculum that prepares students to be successful in
the best foreign and national colleges and universities.
Provide the facilities and equipment for teachers to implement
the established curriculum.

Encourage learning-beyond the classroom.

Promote a culture of life-long learning.

Offer teachers and staff opportunities to grow professionally.
Maintain optimal student/teacher ratios in each class.

Maintain our well-established reputation in the community.
Maintain the international prestige of the school.

Maintain an atmosphere in which academic achievement is
valued.

. Maintain a level of financing necessary to ensure a solid
foundation for the future.

To provide a bilingual education that

recognizes individual talents and

encourages lifelong learning the school

will:

. Provide a U.S. IB, and Mexican accredited academic program
for all students.

. Maintain a modern bilingual Library.

. Respect and foster the traditions and customs of the U.S. and
México.

. Support a strong English Language Program with native
speakers where possible.

. Give hiring preference to bilingual national teachers.

. Seek teachers with demonstrated cultural awareness.

. Encourage participation in athletic and other extra-curricular
activities with other American schools.

To provide an education that takes place in
a safe, respectful environment the school

will:
. Maintain a twenty-four-hour, seven day per week security
system.
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. Provide counseling services for student support.

. Maintain a detailed health plan.

. Maintain an in-depth safety plan.

«  Provide students with a schoolwide character education
program addressing values and personal choices.

. Respect, affirm and defend the dignity and worth of each
member of the school community.

. Foster dialogue where all students are free to express
their opinions in an atmosphere of respect, tolerance and
acceptance.

. Foster respect for the rights and opinions of others.

To provide the knowledge, skills and

values necessary for success and global

awareness that transcends the classroom

and prepares for the future, the school will:

- Ensure that any discrimination on the basis of age, color, creed,
national origin, race, religion, gender or sexual orientation shall
not be tolerated.

. Foster a schoolwide environment that is inclusive of all people
of any race, color, gender, sexual orientation, religion, national
or ethnic origin.

. Impart a secular curriculum that respects the ethnic, racial and
religious diversity of our student body.

. Establish and implement policies and programs that foster
universal values.

Foster a commitment to care for and preserve our
environment.

Respect the need for students to understand their
responsibilities to others and our planet.

Develop a culture of service learning and philanthropy.
Encourage students to assume leadership roles.
Encourage schoolwide parent participation.

2 . SCHOOL BELIEFS

We believe our learning community excels:

Inside a safe, innovative and collaborative school culture.
When inquiry is meaningful and relevant.

With clear expectations for behavior and logical
consequences.

Through the nurturing of its social, emotional, intellectual and
physical needs.

Through the development of character.
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3 . ACCREDITATION

Our programs are accredited by:

. SEP (Mexican Department of Public Education).

- Cognia (the American School accrediting agency).

. International Baccalaureate (Primary Years Programme Ki1-
grade 5, Middle Years Programme (Grades 6-10), Diploma
Programme (grades 11-12) ).

Most graduating students receive both the Mexican and American
High School Diplomas, and eligible students have the right to
candidacy to the IB Diploma.

4 . CHILD PROTECTION

We believe that every child deserves a safe childhood and that
school should be a sanctuary for victims. Through our Child
Protection Policies, procedures and training all our staff work

to keep our school safe for all students. Inappropriate behavior
towards students by any adult is unacceptable and all staff have
an equal responsibility to report any suspicion that may suggest a
child is at risk of harm, either in school or at home. The school has
a formal Child Protection Committee that is trained and certified

by competent international authorities to ensure that all reported
cases are managed appropriately. There are also various Board
Policies to protect children and all adults should be aware that
reported inappropriate behavior towards children will be taken
most seriously.

5 . CAMPUS SECURITY

The safety of all our students, staff and visitors is of primary
importance to the school. One of our formal School Belief
Statements is: “Students learn best in a safe and respectful
environment.” (See Model of Education). This statement and the
concept of safety in general, go well beyond the ideas of bullying
and inappropriate behavior on campus. In today’s world there is an
increasing need to provide physical security on school campuses
everywhere, paying more attention to who enters, and whether
students are authorized to leave and at what times.
In order to achieve this level of security, we wish to encourage an
understanding and respect for safety and security measures among
all community members: students, parents, staff, and campus
visitors. It is for this reason that our Campus Security Handbook
has been written. This is available online in an electronic format
and full details of how to access this are available from any Section
Principal or Section Assistant .
All students and parents are required to follow the procedures
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and instructions in relation to security, and will be advised of any
changes as and when they occur.

The details contained in the Campus Security Handbook (wich 6 ° GU | DEL' N ES FOR COM M U N ITY

may be consulted with the Head of Security) include, among other |NTERACT|ON
things, details of:

«  Access points and their hours of operation.

P ) ) P JFK is committed to providing a safe and respectful environment
«  School opening and closing hours. . . . . .

i o with a supportive community focused primarily on the needs of
. Credentials: types, purpose, validity and use.

. Special permissions in relation to collecting children of other
families.

our students. We believe that this encourages and supports all
students in their growth and development to become young people

) ) who contribute successfully to a global society. This involves all
. Procedures for students needing to leave campus during the

school day.
. Use of and access to the parking lot.

members of our community supporting and participating in an
environment that favors the common good and encourages the

appropriate behavioral standards for all of us
«  Chauffeurs and bodyguards.

. Lockdowns and evacuations.

- Security of personal possessions, Lost and found.

. Campus visitors.

. Road Traffic.

. Pets.

«  Access to Medical Services and insurance policy details for
medical expenses associated with accidents.
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7. OFFICE HOURS

@ Monday to Friday

Section Assistants 7:30 am - 2:45 pm

Teachers, Principals and

Student Support Services By Erppeliinei ey

Administrative and Finance Services 8.00 am - 3:30 pm

Jaguar Shop 7:30 am - 3:00 pm

JFK Sports 1:00 pm - 8:00 pm

11:00 am - 6:00 pm. Monday to Thursd.
Extended Learning am (b LI Uo TCLEEEY

8:00 am - 3:00 pm Friday

JFK Help desk: help@jfk.edu.mx
School Telephone: 442 218 0075

8 . CONTACT WITH THE SCHOOL

Meetings with teachers and academic staff must be arranged in
advance by appointment to ensure their availability to attend to
your needs.

®,

Academic issues

« Please contact the relevant teacher first. The teacher involved
with your child will have a clearer and better understanding of
the issue and be best placed to help you.

« If you are unsatisfied with the teacher’s response please
contact the Vice Principal or Principal. The Principal may ask
the Vice-Principal to respond to the issue first.

« If you are unsatisfied with the Principal’s response, please
contact the General Director.

Social and Emotional Issues

« Each grade level has an appointed Student Support Services
psychologist. Please approach your child’s appointed
psychologist.

« Discipline, bullying, and similar issues of serious concern:

Please contact the Vice Principal in your section. All these
issues will be reported internally to the Principal who will
support their team in managing the situation and become
personally involved with parents if and when necessary.

General day-to day enquiries

« Please contact the Section Assistant. Administrative, Financial,
Student Records, Library etc.

« For all non-academic issues please contact the relevant
department or the JFK HELP DESK who will be able to connect
you with the right person to deal with your enquiry.
help@jfk.edu.mx
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9. ADMISSIONS

Admissions Policies

All applicants are given access to the school regardless of
gender, religion or national origin. However, admission of new
students is not automatic and will be subject at all times to the
availability of spaces according to the maximum class sizes
approved by the Assembly.

To be admitted, students who apply must meet all the school’s
entrance requirements and submit all the necessary documents
in a timely manner. Registration and acceptance to JFK implies
that a candidate met the criteria and high-quality performance
standards and has accepted all school policies, rules and
regulations specified in the Admissions handbook.

It is important to note the following:

«  The school has the right to deny admission to any candidate.

. Examinations and their results are school property and are for
internal use only.

. Some grade levels have a limited number of vacancies and the
school will only admit those students who are best prepared
and who are ideal candidates for our school.

. International students from 1-12 who are not proficient in either
English and/or Spanish must enroll in the SWAS program to be
accepted at JFK.

. The school does not have the necessary resources to admit
students with special needs.

Study abroad

- John F. Kennedy School celebrates that our students have
the opportunity to study overseas, since it is an enriching
experience for them.

- Tore-enter the school all students must contact the
Admissions office to learn about the admission process they
must follow.

. Re-admission to the school is not guaranteed. It is contingent
on the student’s academic performance and conduct during
his/her attendance abroad, and the result of the admission
test.

. It is possible to reserve a return space for the corresponding
grade level, and the details of this process and the associated
costs are available in the Admissions and Student Records
Office. In general terms, a reservation fee is payable if the
family wishes to guarantee a space for a student to return one
year later. The request to reserve a space in this manner is
subject to approval from the General Director who may, under
certain circumstances, not permit a student a guaranteed
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return. This reservation process is entirely optional. Students
may leave the school and then return after one year studying
in another country, however, if a reservation fee has not been
paid the school will not guarantee a space, but will consider
this student as a priority for any available spaces that may
exist.

«  While abroad, the family should present final grades to
be translated and apostilled by the Mexican Embassy or
Consulate that has jurisdiction over the city and country where

the student recently studied and request a Spanish translation.

Once they return to Mexico, they need to present those to the
Ministry of Education (SEP) and get a Revalidation Document.
Please note that these processes are the responsibility of the
family and not the school. It is recommended that full details
and specific requirements are checked with SEP as these
may change in relation to different countries and educational
systems. The JFK can in no way be held responsible to
become involved in, or to resolve, any disputes in relation

to the validity of papers and processes undertaken by other
schools or authorities for the family.

Tuition Refund Policy

Once the enroliment agreement is signed, parents are responsible
for the entire annual tuition and fees. No tuition refund is given for
students withdrawing from school once a new month has begun.

Tuition Insurance

Students are covered by a tuition insurance policy in case of
the death of the officially designated parent or legal guardian.
Parents are asked to complete a form upon registration. We are
now providing insurance for both parents, on request and with
additional cost.

Withdrawal From School

If a student will not return to school the following school year, or
withdraws before the school year is finished, a JFK withdrawal form
must be completed at the Student Records Office at least five days
prior to the withdrawal date. Students must return all school-owned
materials and pay for all outstanding fees. Transcripts of grades will
not be released until the withdrawal procedure is complete.

Re-enroliment

Re-enrollment occurs on an annual basis. Pre-enroliment materials
are sent electronically to families by early February, after the
school has examined academic and discipline evaluations. At that
time, specific dates are assigned to complete the pre-enrollment
process.

Re-enrollment or continuance of attendance is not an automatic
right, but rests with permission of school officials. A student with
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an average score that is lower than 60 (in any subject), or with
excessive disciplinary issues, may lose the right to re-enroll for the
coming year (even if they were given re-inscription materials earlier
in the year).

1 O. OFFICIAL DOCUMENTATION

As part of the enrollment process, all students are required to
present various official documentation to the school, which may
vary from time to time. Please ensure that all documents as
requested by the Student Records Office are presented in a timely

manner, as missing documents may delay the process of admission.

. The school is not responsible for consequences to students
resulting from not turning in official documentation that is
required by the school, SEP or any other authority on time.

«  The school is not responsible for obtaining official
documentation that is not within its area of responsibility.
Such documentation may include visas, permission to study in
Mexico, validation of international school records etc. (Student
Records Office can advise in these situations).

. The school reserves the right to refuse enrollment (or re-
enrollment) to any student who does not have complete
documentation.

«  The school reserves the right to refuse enroliment (or re-
enrollment) to any student who does not complete the
admissions process to the satisfaction of Student Records,
Admissions and the Section Principal.

- The responsibility for any consequences that result from
presenting false papers or inaccurately representing a student
or candidate in the process of admissions or re-enrollment is
with the family and not the school.

- We recommend that copies of all documents submitted to the
school be kept by the family.

11 . BILINGUAL MULTICULTURAL
CURRICULUM

Our bilingual and multicultural curriculum values and promotes the
diversity of cultures and languages in the school and community.
It aims to provide an inclusive and welcoming environment for
students from different backgrounds, where they can learn from
each other and develop a deeper understanding and appreciation
of different cultures.

Our program provides an awareness of the attitudes, values,
customs and traditions of the cultures in which the English and
Spanish languages are used. Students learn to use language
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expressions appropriately in a variety of social contexts, helping
them to develop a more open-minded and accepting worldview.

A bilingual and multicultural curriculum has numerous benefits for
students. It can improve their cognitive abilities, including problem-
solving and critical thinking skills, and enhance their language
development. It also helps them to develop a sense of belonging
and identity, as they learn to appreciate and embrace their own
culture while respecting and valuing others in a community that
promotes diversity and inclusion.

1 2 . |IBPROGRAM

The IB programme was initially developed in Switzerland in 1968
by international educators who wanted to create an internationally
recognized and challenging curriculum. More than 7000 schools
offer the IB program in more than 150 countries. While more than
60 of these schools are in Mexico, JFK is currently the only school
in Queretaro to offer the full IB Continuum of programmes.

The IB programme is designed to develop the whole child, from
primary school through to high school. The PYP, MYP, and DP all
focus on inquiry-based learning and aim to develop critical thinking,
creativity, and communication skills. It develops the individual

talents of our students and gives them many opportunities to apply
their knowledge and skills. Through IB we also foster international-
mindedness, global citizenship, and prepare our students for the
challenges of the 21st century.

The PYP is our program for students from K1 - 5th grade. The
curriculum is inquiry-based, which means students are encouraged
to ask questions and explore their learning in a way that is
meaningful to them.

The MYP, is our program for students from grades 6-10. This is also
inquiry-based and designed to develop critical thinking, creativity,
and communication skills. The program encourages students

to make connections between different subject areas and to
understand the world around them.

The DP is designed for students in grades 11 and 12. It is recognized
as one of the most prestigious high school programs in the world.
The DP aims to prepare students for university and beyond, by
developing academic excellence, critical thinking skills, and a
sense of global citizenship. The program consists of six subject
groups and three core components: the Extended Essay, Theory of
Knowledge, and CAS (creativity, activity, service).
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13 . SWAS

A program is offered for selected students from Grades 1-12 who
have a limited or basic level of Spanish or English and who are not
native to the Mexican educational system and culture.

These international students receive intensive individualized
instruction from highly qualified and experienced language
teachers using material from the general curriculum to ensure

a meaningful educational experience tailored to meet their

needs. The language curriculum emphasizes the development

of proficiency in all language skills including, listening, speaking,
reading and writing. The SWAS department uses the internationally
recognized WIDA program to assess students.

Entry into the SWAS program is dependent on an Admissions

exam that will identify potential language difficulties. The Section
Principal has the responsibility to recommend admission to

SWAS so that the student can acquire the language proficiency
necessary to understand instruction in the target language. Exit
from the SWAS program to the regular classroom is determined by
the Section Principal based on WIDA reports, objective data and
conversations, in addition to cognitive and emotional readiness.
Until a student is considered prepared for entry into regular classes

the permission to do so will not be granted. This decision remains
with the Section Principal and not the parents.

14 CHARACTER EDUCATION

The purpose of our Character Education program is to help
students understand how our feelings, thoughts and actions
combine to help us form character and live successfully together
as families, friends and communities. To this end students receive
character education through different programs in each section,
including Second Step (Preschool, Elementary and Middle School),
Guidance and Advisory (High School), and Mentoring (Elementary,
Middle, and High School). These programs are designed to address
a range of social and emotional issues. A true appreciation for our
core values and appropriate manners to express our thoughts and
feelings are the basis for a safe, healthy and informed community
and the foundation of society. Students will develop care and
respect for themselves and others through Character Education
and be better equipped with the skills for a more successful adult

life.
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1 5 . FLAG AND OTHER CIVIC
CEREMONIES

Preschool, Elementary School, Middle

School

Students who have been selected as flag bearers, and accept the
commitment, should attend all of the events that they are asked to
participate in. They should have good conduct, maintain a certain

grade point average and comply with their role as a flag bearer, as
well as have a complete JFK uniform.

High School

The school does not have weekly flag ceremonies but does so
on special occasions. While High School does not have a uniform,
all students and staff are expected to dress respectfully for these
ceremonies.

1 6 . SOCIAL SERVICE

Social Service plays an important part in our educational
philosophy, and is really comprised of 3 different approaches:

In Elementary School: Social service is required of 4th and
5th grade students to foment this lifelong habit. Projects
and assignments are led primarily by the Social Service
Coordinator.

In Middle School: All students complete social service or
service learning through projects in each grade level led by the

Social Service is a broad term that aims to improve the
well-being of individuals, families, communities and society as a
whole. Many student activities aim to provide social service to
our community without a specific attempt to ‘teach’ the
students anything through their participation or reflection. This
is the general term we use at JFK for most community service
projects.

Service Learning: is a strategy that integrates meaningful
community service with instruction and reflection. This is our
primary interest at JFK.

Charity typically involves providing assistance, donations and
possibly volunteer work to those in need. At times the school
creates such projects and campaigns to support students in
understanding the need to share and support others, especially
during a crisis.

Social Service Coordinator. Students are required to complete

reflections on the meaning of service and their individual
contributions to the projects.
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. In High School: Social Service in 9th and 10th, and CAS
(Creativity, Activity, Service) components in 11th and 12th must
be completed on time, or must be completed during the two
weeks of credit recovery at the end of each semester.

1 7. PERSONAL APPEARANCE

The Board of Directors believes the school should promote positive
self-image, high self-esteem, and respect between students and

to the community through a dress code. The purpose of this is to
develop pride of association with the school; to teach standards of
dress appropriate to different environments; and to support optimal
conditions for student learning.

Understanding and respecting what others deem appropriate

in our choice of clothing and appearance is part of character
development and learning to adapt for the varying times, places
and occasions in which we interact with others. We expect all
families and school personnel will support efforts to meet dress
code standards and recognize that parents have the responsibility
to ensure their children comply with them.

It is understood that variations in appearance and styles of dress
are too broad to be listed definitively, and the school wishes to
permit degrees of individual expression within acceptable limits.
The optimal conditions for learning exist when students dress

comfortably and respectfully to school every day.

Some of the dress code limits originating in our school community

include:

. Baseball caps and other head coverings are not permitted
inside of classrooms or any other indoor area of instruction.

. No visible body piercings (other than earrings) are permitted.
This includes wearing anything, including sleepers, through a
piercing. It is not acceptable to merely cover a piercing with a
band-aid or other material during class time.

. Clothing with profane, racist, sexist, or other discriminatory
messaging against a person or group of people is not
permitted.

- Clothing with advertisements or depictions of alcohol, drug,
tobacco, violence or other offensive issues are not permitted.

. Hair length is not as important as the need to keep it clean,
well-groomed and of a color that looks natural to that
individual.

. Clothing or appearance inappropriate for a future world of
professional work is not permitted.

- Jeans are permitted, so long as they are clean and in a suitable
condition for a school environment.

School flag ceremonies or special national events require

the use of the JFK school uniform to show the respect that is
required, in kinder, elementary, and middle school. Students in
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high school should dress respectful of the nature of the event

that day. Students and families will be advised of such dates and
requirements in their respective sections.

If there is confusion or disagreement between students and staff or
other members of the community as to the appropriateness of an
individual student’s dress, the decision of the Section Principal - not
the student or parents - will be final. Students with inappropriate
dress may receive consequences as determined by the Section
Principal.

Admission to the school means that the students and families
agree to comply with the standards of dress as expected by the
community and Board of Directors.

1 8 . ASSESSMENT

The primary purpose of assessment is to provide information that
will inform instruction and improve student learning. Assessment
involves students and teachers working collaboratively to monitor,
document, measure, report and adjust learning. Students actively
engage in all assessments and are able to reflect on their learning,
act on feedback from peers and teachers, and plan next steps

in their learning. Teachers develop formative and summative
assessments aligned with standards and provide meaningful
feedback to support student success. Whenever possible students

will be given multiple pathways to demonstrate awareness of
their own thought processes (metacognition) and to show their
proficiency in meeting grade level standards.

Not every child learns on the same day or in the same way.
Teachers therefore differentiate instruction and determine the
best evidence of learning. This helps develop confidence and
engagement so that each child feels appreciated and respected
for their knowledge and skills.

Preschool

Students are formally assessed three times a year, as per the SEP
reporting periods, using a standards-based report card. Students
are evaluated in regards to a 4-point rubric to communicate

with parents if they are not yet ready for a particular standard,
working towards meeting the standard, meeting the standard or
exceeding the standard. Students who have Fall birthdays and
receive a 1 on the rubric for many standards may be suggested to
repeat K2 or K3.

Elementary School

All students need to earn a grade of 70 or higher in all English,
Spanish, and Special classes (for each subject, not the overall
average). This is the best indicator that the child is minimally
meeting the standards and will be successful at the next grade
level. Students with average grades from 60 - 70 after the first
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three themes and/or first two bimesters will need to improve those
grades to a minimum of 70 by the end of the school year. Students
who do not achieve this level, and especially those with a final
average below 60 in any subject area, are at risk of not being
invited to return to JFK the following academic year.

Middle School

All students must maintain a 60 overall average (all courses
averaged over the grading periods) and a 60 average in each
course as dictated by the SEP. Grades from 6 to 8, parents of
students failing to meet the 60 overall averages will be called to a
meeting to discuss the specific status of and receive guidance and
academic conditions for the remainder of the school year.

Failure to meet the 60 overall averages by the end of the year may
result in formal failure of the school year under SEP regulations and

therefore denial of readmission for the following school year at JFK.

Middle School Subject Recovery

. Students in grades 6 to 8 failing to meet the 60 average for an
individual course will have to complete an extraordinary exam
and/or subject recovery sessions. Upon the consideration by
the Middle School Principal, students may be permitted to
complete subject recovery for a maximum of three individual
subjects.

. Students that do not pass the extraordinary exam or subject

recovery at the end of the school year are denied readmission
to JFK the following school year. If the exam and subject
recovery is passed satisfactorily, the final average for that
subject will be recorded as a 60.

High School

Students in 9th grade continue to have final grades for each
Trimester: in November, March and June. Students in 10th,

11th and 12th grade have final grades for each semester, in
December and June.

Students in 11th and 12th grade are assessed in two ways:
externally by IB as certain components are sent for evaluation,
and internally by teachers using the SEP (local education
authority) mark scheme.

Final Examinations

The final SEP grade (0-100) for each subject in each trimester
or semester is an average of continually assessed work (for
50%) and final projects or examinations (50%).

The final IB grade (1-7) in 12th grade for each subject comes
from the combined scores in each component for that
particular subject (essays, examinations, etc.).

IB exams occur only at the end of 12th grade, while
components that are externally evaluated (like essays) may be
completed earlier, in 11th.
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Credit Recovery

. If a student has a failing semester average (below 60), they
must participate in Credit Recovery, which involves completing
all outstanding work and taking a final, extraordinary exam.

. Eligibility to take Credit Recovery is dependent upon having
paid the applicable fee in advance.

. Please note that Credit Recovery is not available for students
who have not met the minimum attendance requirements. SEP
indicates that students in this situation are required to repeat
the subject for that semester, and this is not possible at JFK.
Students in this situation are therefore required to leave JFK.

«  The exam element of Credit Recovery may be replaced entirely
by the completion of outstanding work from the trimester/
semester and/or a course/ project which is then graded as an
extraordinary exam would be.

. A student passing the extraordinary exam/ Credit Recovery
process is awarded a 60 as a maximum.

1 9 ACADEMIC HONESTY

The Board of Directors considers the copying of academic
work of another and presenting it as his/her own, and/or
using downloaded information to commit acts of academic
dishonesty to be a serious offense that may lead to expulsion
from the school.

- Definitions of what constitute inappropriate academic behavior
and consequences are available in the School Handbook for
Academic Honesty, the contents of which are aligned with IB
Philosophy. Students and parents should make themselves
familiar with the contents of this Handbook which is available
electronically from each section.

2 O USE OF TECHNOLOGY

The school believes that Technology, when used ethically, is an
essential resource for all members of our community to work
efficiently and be globally competitive. It is important for students to
understand that while technology offers important opportunities it
can also be used inappropriately and the school takes seriously any
such actions.

Acceptable use of technological resources is limited to activities
that support teaching, learning and the effective operation of the
school. Tampering with or damaging equipment will result in loss of
technology privileges and may be considered vandalism and dealt
with appropriately. Repairs for such damage will be at the student
expense.
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Students are not permitted to share passwords, as this can create
a risk to them if used by others. Inappropriate online behavior

will be at least partially the responsibility of any student account
holder even if they claim to have shared passwords or access to
others. Identity theft and abuse is a serious growing issue in society
and students must be aware of their responsibility to protect
themselves.

All students are to protect all personal technology and online
accounts with secure passwords to prevent such situations.
School-managed technology accounts are assigned to individual
students who must not, under any circumstance, share the account
or account access information. Privileges will be revoked for any
student found to be sharing accounts.

Unacceptable uses of technology include, but are not limited to:

«  Visiting sites deemed inappropriate, especially
pornographic sites and sites which advocate hate or
violence towards others.

. Sending, downloading, storing, or printing any
inappropriate content, especially if it is profane, obscene,
or contains language that is offensive or degrades others.

«  Violating the rights of privacy of others.

«  Gaining unauthorized access to computer systems or files.

- Using inappropriate or offensive language in any
communication.

. Using technology to spread hate, offense, malicious
gossip or communications in any way intended to offend,
harm or upset others.

- Copying commercial software in violation of copyright law.

- Using the network or other technological resources for
financial gain or for any commercial or illegal activity.

- Spreading or downloading computer viruses or other
malware.

- Using technology to cheat, plagiarize or in any other way
break the rules of the Academic Honesty Policy.

We stress that if teachers, staff, students or others misuse
technology or the network they may be subject to disciplinary
action up to and including expulsion for serious situations.

Students can incur disciplinary consequences in school for actions
taken on their own personal social media/ email accounts outside
of school, if those actions involve or affect the school environment/
others students and staff.
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- Second offense: A parent or guardian must pick up the device.

2 1 . STU DENTS USE OF CELL . Subsequent offenses: Disciplinary measures will be applied in

accordance with the school regulations.
PHONES

In compliance with the Guidelines for Promoting Safe Digital
Environments for the Prevention, Protection, and Care of the 2 2
Human Rights of Children and Adolescents in Basic and Upper ° R ES PE CT FO R
Secondary Education Institutions in the State of Querétaro and

with the aim of ensuring a safe and distraction-free learning |NSTRUCT|ONAL T| M E

environment, JFK establishes the following policy regarding the use
of cell phones and technological devices: We only have a limited number of hours and days to fulfill
a rigorous curriculum at each grade level. We need to limit

1. | Prohibition: Duri hool h
General Prohibition: During school hours, no student may distractions that interrupt this valuable instructional time. It is

use personal electronic devices such as cell phones or

smartwatches. However, they may use technological devices not fair to parents, children, or teachers to take time away from
such as tablets, Chromebooks, and laptops for educational classes for unauthorized activities. We will continue to have various
purposes when requested by a teacher and required for their celebrations throughout the school year as appropriate in each
schoolwork. section.

2.  Communication in Case of Emergency: In emergency
situations, students may go to their section’s office, where
the assistant will facilitate communication with their families.

Likewise, parents who need to contact their children must do 2 3 ° CLASSROO M PLACEM E NTS

so through their section’s office.
Good school practice and our own experience at JFK over many

years indicate that it is beneficial to mix students and groups on a

regular basis. This provides all students the opportunity to make

. First offense: The student may retrieve the device at the end of new friends and learn to work with as many different students
the day. throughout their time at the school. It also provides all teachers

3. Consequences for Non-Compliance: If a student uses a
personal device without authorization, it will be confiscated.
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the opportunity to work with different group dynamics to keep the
learning environment as fresh as possible.

For this reason, we ask that parents respect the groups as created
and do not request changes.

2 4 ACADEMIC PROGRESS

PowerSchool

Students and parents are given access to PowerSchool, an

online platform for communication between students, teachers
and parents. This platform provides details about each subject,
homework, calendars, grades and other relevant information
about academic progress of each child. PowerSchool is up-dated
regularly so that parents do not have to wait for a progress report
to check on grades; the Section Assistant can provide more details
as to how often PowerSchool grades are updated.

Parents will receive their account information from the Technology
Department, as well as a guide for access. Students receive
appropriate guidance from their teachers on how to access their
grades.

For further help, please email
techsupportfamilies@jfk.edu.mx

Parent/Teacher Communication

Most academic issues can be resolved by communicating directly
with the classroom teacher first. If a concern persists, please
contact the office assistant to schedule an appointment with the
appropriate person. Please avoid stopping teachers as they are
arriving or leaving school in order to discuss affairs relating to
students. The home telephone or cell phone numbers of school
staff will not be given to parents or students. All school related
communications will be conducted through official JFK email
accounts that are provided to all JFK personnel.

Grade Reports

Preschool

Parent/teacher conferences are held three times a year to discuss
the report card. Parents are required to attend. Please support our
efforts by using information from these reports to help at home.

Elementary, Middle and High School

Grades will be reported to students and families according to the

calendar distributed at the beginning of the school year. At certain
times of the year, Coffee Talks for parents are provided to discuss
aspects of IB grading and how they relate to SEP grades.

. Grades are based on a variety of assessment criteria and
type, which show best evidence of learning. Details of these
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assessments can be found in each section. Please note that Pass Retention

changes cannot be made to any grades after they have been After repeated infringements of the rules, policies or procedures,
registered with SEP. a Principal may withhold the pass for the next grade level. Once
withheld, this pass will not be returned until a special committee
meets in June each year to consider all such cases. The reasons

2 5 . PROMOT'ON TO N EXT behind the retention, and the behavior following the retention

will all be considered by this committee whose decision is final.
ACADEM |C LEVEL Students with retained passes are expected to maintain an
exemplary attitude and behavior until the end of the school year
if they wish to have the possibility of returning to the JFK the
following school year. Students with a pass retained are advised
to seriously consider the need for a change of school as places

Promotion to the next academic level is not an automatic right.
Each grade level has assessments and measures in place to
ensure that students are prepared both academically and socially/
emotionally for their change of grade level in August of each year.
On occasions, the school may decide to take one or more of the
following measures:

in many schools fill up in Spring and cannot accommodate late
admissions. Failure to find a suitable alternative school is not
reason enough to expect a pass to be returned to a student.

Conditional Promotion

At the end of the school year a student may be given conditions
that must be agreed to be met during the following academic
school year. Examples may include the need for additional
study and support out of school, change of habits or behavior
modifications. These conditions are aimed at providing suitable
guidance to help the student be successful. Any conditional

Denial of Re-enroliment

In some extreme cases the school takes the decision that a
student will be permitted to finish the present school year, but not
allowed to return the next. In this way a student may have minimal
interruption to his present studies but will need to consider an
alternative school to continue his studies in the future.

promotion will be fully documented and shared with parents, who Preschool
must realize that failure to comply may result in removal from the Struggling students will automatically have a space reserved at
school. both the next level and current level for the coming year. A joint
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decision is made near the end of the academic year with the family
as to the final grade assignment.

2 6 . HOMEWORK

Homework is work that students are able to complete at home
without the help of parents or teachers. The objectives of
homework include: independent practice of skills and content
learned at school; independent reflection of the learning processes
from school; or independent or collaborative preparation for a
future class or learning experience. Homework, therefore, gives
teachers the opportunity to understand what the student is capable
of doing without help from others, and therefore is an important
indication of academic and skills progress.

Students should always complete their homework using the due
dates provided. In many instances, accepting late homework is not
appropriate as this is part of the formative evaluation process.

If a school-sponsored trip is close to the date that grades are
reported, students may not have an equal amount of time to make-
up work due to calendar constraints and the need to report all
grades by official deadlines.

2 7 ASOMEX - STUDENT
RESPONSIBILITY

JFK is a member of ASOMEX, an organization that promotes
student activities, clubs, arts and sports. We encourage students
to participate in ASOMEX events, but with participation comes
responsibility.

Students who wish to participate in an ASOMEX event must

have teachers sign the Athletic Permission Slip and turn it into
the Athletic Department at least eight days before the event or
they may not be selected for participation. A copy of the Athletic
permission slip containing the deadlines for work missed will be
copied and returned to the section office. It is the responsibility of
the student to contact the teacher to get make-up work.

2 8 . PUNCTUALITY

We believe that punctuality is a sign of respect. Learning to be
punctual requires the help of both the school and the family.
Arriving late to class is a disruption to the learning environment and
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creates difficulties in adjustment for the late student. Classes begin
on time and late students miss out on learning experiences.

Preschool

Classes are from 8:00 am to 1:00 pm Monday to Thursday and 8:00
am to 12:45 pm on Fridays.

Children can arrive to Preschool from 7:30 am until 8:00 am.
Students arriving between 8:00 am and 8:30 am are considered
tardy (three tardies are permitted per semester).

Students will not be admitted after 8:30 am.

If a student needs to be collected early, please arrange it between
10:00 — 11:00 am to respect instructional time.

Parents have a 15-minute window to pick up their child at the end of
the school day.

Elementary School

Classes are from 7:55 am to 2:30 pm on Monday through Friday.
Students can arrive from 7:30 am to 7:55 am.

Students are to be picked up no later than 2:45 pm. Students that
arrive after 8:00 am, but before 8:30 am, must use the Sabinos
Gate. After 8:30 am, the student’s name will be recorded. Each
student is only allowed to be late three times during the semester.
On the fourth occasion the child will not be admitted to school for
that day.

Classes end at 2:30 pm and the Pinos Gate will close at 2:45 pm.
After that time access will be limited to the Sabinos Gate.

If a student needs to be collected early, please arrange this with the
section assistant during recess to respect instructional time.

Middle School

Middle School classes are from 8:00 am to 2:30 pm, Monday
through Friday. Students are expected to be in class and ready
to learn when the bell rings. Tardies will be marked; accumulated
tardies will result in a disciplinary consequence.

High School

Classes are from 7:30 am to 2:20 pm Monday through Friday, and
students are expected to respect teachers and classmates by
attending classes punctually.

Attendance is recorded at the beginning of each class, and there is
a 5-minute passing period between each class. Students must be
present and ready for the next class before the second bell sounds
in order not to be marked as tardy.

A student who is over 5 minutes late is not permitted to enter the
classroom, and is marked as absent with no right to do the work
from that period. Any graded assignments from that period are
marked as O.

Accumulated tardies will result in a disciplinary consequence.
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2 9. ABSENCES

In order to accommodate the needs of those with genuine

reasons to be absent while still respecting the integrity of the

school calendar, the school requests the support of families in
understanding the need for, and in adhering to the following
guidelines for absences. Falsified excuses provide double-standards
for students and such false measures provide support to the idea
that dishonesty is an acceptable alternative in life. The school has
clarified what can be described as acceptable reasons for absence
and how they will be managed as follows.

Justified reasons for absence include
the following:

- Sickness or loss of a close family member.

. Events in which a student represents the school:
ASOMEX, Model UN, Math Counts, among others.

»  Visa, passport, military service, university admission
tests/interviews and other official affairs of state.

Students with justified reasons for absence can make up missed
work according to the rules of each section. Each section manages

unjustified absences (absences which are not ‘justified’ as described
above) in an age-appropriate manner and details can be found
below.

It is also understood that sometimes students avoid school to miss
particular classes and activities, or because they have social plans
or family trips that clash with the school calendar. These types of
absences are considered counterproductive to student learning.
Family vacations and trips resulting in a loss of learning for a student
should be avoided whenever possible.

All absences, both justified and unjustified, will be recorded and
considered in the final accounting of student attendance. Cases
of sickness or family crisis which result in a student exceeding the
given number of absences will be considered individually by the
Principal.

It should also be noted that the Principal is ultimately responsible
for considering each individual case and applying professional
judgment in determining the most appropriate arrangement for
each student. Cases of sickness, family crisis or very special
circumstances which result in a student exceeding the given
number of absences will be considered individually in this manner.
In any such situation please ensure that the section Principal is
aware of the circumstances.

Parent and Student Handbook - 29



In all sections of the school, each absence (including justified
absences) will be noted on the report card for that student.

Preschool

. If a student misses 20% of classes during the school year
due to unjustified absences, they will not have the right to be
promoted to the next grade level.

Elementary School

. If a student misses more than 10% of classes during the school
year, they will not have the right to be promoted to the next
grade level.

. Unjustified absences (including family vacations and trips) are
considered counterproductive to student learning and should
be avoided whenever possible. Upon return to the school,
the student is responsible to make up the work missed in
three days and turn it in on the fourth day. There may always
be some element of the grades that are not recoverable,
depending on the activities that were graded.

Middle School

. If a student misses more than 10% of classes during the school
year, they will not have the right to be promoted to the next
grade level

. For absences, students will have the same number of days
to make up missing work as days missed. For example, a
student who misses three days with an absence will have three

days to make up for missing work. Students are responsible
for contacting teachers as well as checking PowerSchool to
complete these missing assignments.

High School

Students have an absence limit of up to two weeks-worth of classes
in any subject, per semester. For example, in a class that meets

4 times a week, the limit is 8 unjustified absences per semester.
Passing that limit results in automatic failure for the semester, and
credit recovery at the end of it.

Parents cannot retrospectively justify absences (they cannot call
or email to justify absences that are not currently ongoing or yet to
occur). Justification in the form of a call or an email must happen
before or during the absence. We ask that parents/ guardians
send us documentary evidence of appointments or requests to
participate in national/ international competitions.

An unjustified absence results in Os for any graded work during that
class period, with no right to make up the work. A justified absence,
on the other hand, means the student will have a time-limited
chance to make up the work for a full grade.

If a student falls ill during the school day they should visit the
School Medical Services and consider their advice. If they advise
the Section that the student should not continue in class this will be
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a justified absence and the considerations for work submission as

detailed above, apply.

- Students are not expected to be absent for family vacations
and travel during school time and it should be understood that
in such circumstances, there will always be some element of all
grades that are not recoverable.

. Physical presence in a classroom cannot be substituted by
written tasks and emails: the school does not offer a distance-
learning program. In a modern learning environment such as
the JFK, participation and collaborative learning often take
precedence over traditional lectures and tests. All grades
provided in High School are based on carefully selected
criteria to ensure the best opportunities for a variety of learning
styles. It is for this reason that after an absence, teachers are
sometimes able to provide partial grades for preparation work
toward a class activity, but it is unlikely that the full grade will
be recoverable if the student was not present.

30 DISCIPLINE

School rules exist to help create a safe and healthy environment,
where the rights of all can be respected. Rules also establish
standards to help our students achieve their goals and to keep us
all focused on our Mission and Vision.

The school believes strongly in Positive Discipline, our behavioral
model used schoolwide. Behavior is a choice, and we can learn
to make more appropriate choices as we grow and mature. Our
approach to discipline is in understanding that good behavior can
be taught and reinforced without excessively punitive measures
being taken. It is not the person that is bad, but that they are
making poor choices over their behavior. The school has the
right and responsibility to limit these choices when they affect
the school climate of health, safety and respect towards others,
or when it impacts the right of others to learn without fear or
disruption.

Discipline at all stages of development provides support to
students as they explore their own personal definition and identity.
As they grow older, they take increased responsibility for their
decisions and behavior. All students should possess the ability to
decide and act in positive ways to further their own interests and
those of others.

Home and school must collaborate as a team to teach appropriate
values and behaviors. Parents and students should be familiar
with the policies and regulations of the school in general, and the
specific requirements and procedures established in their section
(which vary to ensure they are age-appropriate.)

Each behavioral situation is unique. The Leadership Team and
Section Principals and staff will use professional judgment to
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assign appropriate consequences in each situation. Reports may
be used to advise families of particular concerns. The consequence
may depend on prior interactions, the circumstances surrounding
the event, and the actual or potential consequences of a particular
behavior. Different children at different stages of their own personal
growth and maturity, may require different consequences in order
to learn and understand the correct behavior.

Bullying and Harassment

As part of our disciplinary code the school pays particular attention
to bullying and harassment. The school will not tolerate behavior
that repeatedly infringes on the safety of any member of this
community or its respectful environment.

The school has adopted the following definition of bullying which
helps to distinguish it from other forms of equally inappropriate
anti-social behavior:

“A person is being bullied when he/she is exposed, repeatedly
and over time, to negative actions on the part of one or more
other persons, and he or she has difficulty defending himself or
herself.”

In this definition, Negative action is when a person intentionally
inflicts injury or discomfort upon another person, through physical
contact, through words or in other ways. Bullying includes both
overt and covert behaviors.

All members of this community should report any cases of bullying
and harassment in order to assist the school in resolving these
issues. Reports can be made to the section assistants, Principals,
Student Support Services, through our Say Something email
reporting procedure saysomething@jfk.edu.mx or through the

online anonymous reporting option available on our website
https://www.jfk.edu.mx/ at parents section.

Conflict between one or more students who do not have difficulty
defending themselves is handled in a different way than bullying or
harassment. The school endeavors to help teach all students how
to resolve conflict in a healthy way.

Cyber Bullying

Cyber bullying includes all areas of internet misuse, such as any
attempt to threaten, tease, hurt or embarrass someone else by
using a mobile phone, the internet or any other technologies.
Cyber-bullying will be dealt with as for any other type of bullying.
We expect families to maintain vigilance at home

to ensure that their child does not engage in such activities. The
school will take action to prevent and respond to cases involving
JFK students, both on and off campus.

Suspension

On occasions a Principal may decide that a student needs to be
suspended from school for one or several days. The suspension
system is an opportunity for parental involvement in the poor
choice of behavior. The school will explain to the student and
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parent what the poor behavior was, why it was wrong, and

the length of the suspension. Much of the student’s ability to
understand this will come from the home, as in the opinion

of the student it is often the school who is seen as ‘causing’

the suspension. The parent should engage the student in this
discussion in order to appreciate the impact that the behavior

has on the student, its effect on the family and other potential
consequences they may face at home. Parents who permit the child
to simply ‘have a day off’ are missing the opportunity to help their
child learn the consequences of their actions and to know that they
are there to help them stay on the right track. At the request of the
student, parent or Principal, upon return the student may be asked
to visit Student Support Services to check in and to understand
how they can improve their behavior in the future.

An in-school suspension requires a student to remain at school but
is separated from all school activities, including lunch breaks, and
remains under the supervision of staff at all times. School work is
provided for the student to work on alone through the day.

Because each behavioral situation is unique, the Principal will use
professional judgment to determine if a suspension is appropriate
for those involved at that time. These actions may depend on
prevailing school policies, prior interactions, the circumstances
surrounding the event and the actual or potential consequences of
a particular behavior.

A complete list covering all possible events is not possible, but
some examples of actions that may result in suspension are:

- Actions that threaten the ability of the school to maintain
a safe, secure and supportive learning environment for all
members of the community.

«  Acts of vandalism.

«  Acts indicating a lack of respect for the teaching
and administrative staff, class- mates, security and
maintenance personnel and any other visitor to our
school.

. Physical acts of aggression.

«  Vaping, smoking or possessing at school or school
sponsored events, any products associated with these
activities.

. Forging a signature or altering documents.

. Irresponsible, unethical, and/or inappropriate use of
technology, including cyber-bullying against a member of
our community whether perpetrated inside the school or
elsewhere.

Repeated minor offenses with no apparent intention to cease the
behavior may lead to a suspension, and multiple suspensions may
lead to expulsion.

Parent and Student Handbook - 33 [



In certain serious circumstances, especially if there is a considered
emotional health risk to the student or to others, a student may

be placed on indefinite suspension from all school activities. This
will continue until the Principal is satisfied that a professional
psychologist named by the school has confirmed that a return to
campus is safe for all concerned. Decisions concerning absences
and missed work will all be considered carefully following the
recommendations of the appointed psychologist at that time.
Decisions for such actions are made through careful consideration
by the Principal, Student Support Services Coordinator and General
Director working together for the good of the student.

Expulsion

The school maintains the right to consider immediate expulsion as

the consequence in certain serious situations in order to preserve

the immediate safety and integrity of the school community. Such
actions could include, but are not limited to:

. Owning, possessing or handling any firearm, explosive or
dangerous weapon at school or during school activities,
including off campus field trips.

«  Attending school or school sponsored events in a state of
intoxication.

- Carrying, ingesting, selling or giving away any stupefacient,
psychotropic, alcoholic or inhalant substances at school or
during school activities, including off campus field trips.

- Certain acts of violence, aggressive behavior, bullying, sexual
harassment or wanton vandalism.

A formal procedure exists to ensure that expulsions are considered

by a Disciplinary Committee prior to any final decision. The details

of this procedure will be made available to the interested parties at

that time.

In certain circumstances, especially if there is a considered risk

to the student or to others, a student may be placed on indefinite

suspension from all school activities until the Disciplinary

Committee can reach a decision. If this decision should be in favor

of the student, then support will be given to recover missed work,

the absences will not be recorded and there will be no permanent

record of the situation recorded.

31 . UNIFORMS

Uniforms for Physical Education class, Flag
Ceremony and special events.

PS, ES, MS

All students should use the JFK uniform for Physical Education
classes, flag ceremonies and special events (as advised by the
section Principals at that time). The complete uniform consists
of the jacket, t-shirt, pants/shorts, and tennis shoes. The uniform
should be in good condition.
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3 2 . PHYSICAL EDUCATION

The Physical Education Department offices can be found in the
Auditorium.

Physical Education is considered fundamental for the health and
wellbeing of all students. Classes are therefore given to all grade
levels during the academic school schedule, and students whose
health permits, are expected to attend and participate.

Parents who request an appointment regarding situations in
Physical Education should do so through the Physical Education
office.

Medical Justifications

Any student who is unable to participate in Physical Education
should present a Doctor’s note, as well as a release when he or she
has finished his or her treatment. This Doctor’s report should be
delivered or sent by email to the Physical Education office. Without
a confirmation note from the Doctor the student will not be able to
return to full participation.

In the case of an accident inside the school, the school has Medical
Services to attend to the student. If it is necessary to take a student
to the hospital, the school medical insurance will be used following
its’ terms and conditions.

Installations and Materials
Students should take care of and respect all of the sporting areas
and materials of the school, as well as respect the rules of use.

Discipline and Dress Code
Physical Education classes follow the rules of the school and of
each section.

Hydration, use of caps and sunblock

The teacher will allow time for hydration and for periods in the
shade.

It is the responsibility of the parents and the students to bring a
water bottle for hydration, sunblock and a hat.

3 3 . EXTRACURRICULAR
ACTIVITIES

There are a variety of afternoon extra-curricular activities available
to students at all grade levels. There are two programs to choose
from: JFK Sports and the Extended Learning Center. JFK Sports
offers students the possibility of participation in various inter-school
competitions, leagues and tournaments, including the national
ASOMEX (American Schools) tournaments and our own annual
Jaguar Cup. The Extended Learning Center offers a range of
options including Art and Craft, Yoga, Dance, Ballet, Taekwondo,
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Robotics and Chess. The full range of sports and activities in both
programs may change from time to time depending on demand,
and each year are reviewed to accommodate popular requests
and new opportunities where possible. Details of both programs,
as well as costs and times for sessions, are available from the JFK
Sports Department and the Extended Learning Coordinator as
appropriate.

3 4 . MEDICAL SERVICES:

«  The school has fully trained medical staff on campus available
through school hours and during school activities. The aim is
to provide First Aid and guidance for students falling sick or
suffering accidents during school hours and activities. The
services are not offered for general medical consultations and
we ask all students and parents to respect this.

. In case of referrals to hospitals or external medical services,
the Medical Services staff has sufficient information to advise
parents as to procedures in relation to school insurance
in order to ensure the immediate medical attention for the
patient.

. Hospital passes may be provided at the discretion of the
Medical Service personnel in attendance at the time. If a direct
pass is not provided it will be based on appropriate medical

decisions at that time. If a family wishes to then pursue external
medical advice or treatment and it is later determined that

a pass should have been provided, the school will consider
reimbursing appropriate costs.

3 5 . SUBSTANCE ABUSE

In order to foster good health habits for students in a smoke-free
environment, smoking or other use of nicotine products by staff,
students, and members of the public is banned from all school
buildings and grounds; from the areas surrounding the school; and
from all vehicles used to transport students and teachers.

The use of these products by students and staff is banned at all
school events and trips, even when they take place away from
school grounds. Further, the possession of any smoking-related
materials including lighters, matches, vaping devices etc. on school
grounds and school sponsored events is strictly prohibited.
Electronic cigarettes, personal vaporizers, electronic nicotine
delivery systems and other products associated with the concept of
smoking are also banned. This includes such systems that do not
contain nicotine but imitate the process of smoking.
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3 6 . MEDICATIONS

Parents are asked to schedule the administration of all medications
during non-school hours whenever this is possible.

Prescription medication: No student is permitted to carry
prescription medication with them unless this has been authorized
by the General Director. If prescription medication must be taken
during school hours, the medication must be handed by the parents
to the school doctor, with written instructions from the physician as
to how and at what time the medication must be taken.

Non-prescription medication: No student is permitted to carry non-
prescription medication with them unless this has been authorized
by the School Doctor. Parents who wish for their child to carry non-
prescription medications must request permission in writing from
the school doctor, who will need to consider the risks associated
with the particular medication.

3 7 MAINTENANCE

Students commit to use school buildings and other resources
appropriately. Our maintenance staff are constantly reviewing the
campus and installations for needed repairs and maintenance as
well as following a preventative maintenance program to avoid
issues. Additionally, each section and department report any
required maintenance through an online help desk. These requests
are responded to in a timely manner and prioritized according to
severity or safety concerns.

If any health, safety or security issue is noticed it may be that we
have not seen it ourselves.

Please help us and advise help@jfk.edu.mx so that we can review
the issue.
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3 8 . SCHOOLWIDE TRAFFIC

We have the privilege of a campus in the beautiful surroundings
of Jurica. This is a residential area and we all have the obligation
to respect our neighbors and their property. With such a large
student population it is inevitable to have high traffic volume and
congestion. We ask everyone to please be patient and respectful
of these challenges, to drive with care and respect for speed
limits and other road users. Please only stop and park only where

permitted. Be aware that children may run into the road at any time.

Car-pooling, walking, cycling and using school transport are all
alternatives that can help reduce this congestion.

3 9 . CAFETERIA

All JFK community members are expected to follow the established
rules of the Jaguar Cafe to permit everyone: students, parents and
staff, to enjoy a friendly and respectful environment for all.

Parents are welcome to come and share lunch with their

children and it is understood that in doing so, the parents remain
responsible for their children and do not permit them to wander
around campus unsupervised by them. If arriving early to set up
lunch, please do so without interrupting classes or using outdoor

learning spaces as are indicated in each section to avoid distracting
teachers and students at this time.

Users are expected to leave tables ready for use by the next
person when they leave, and to clear away their own trash. The
staff at the cafeteria are happy to help parents plan for accounts
for their children and other such issues. The Jaguar Cafe is an
outsourced service.

4 O LOST AND FOUND

The school is not responsible for the theft or loss of any items and if
students bring them to school, they do so at their own risk.

All clothing should be clearly marked with the student’s name to
help return lost items to their owner. The owners of all items that
are found with a name attached will be advised and the item will be
returned directly or be available for collection from the appropriate
section.

If you lose an item, please send an email with a clear description of
the item to the Section Assistant. Please describe when and where
it was lost, if possible, to increase the likelihood of being able to
return the item.
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All items with no name labels, or where the owner is not easily
identifiable, will be kept and donated to charity if not reclaimed
after a limited time.

41 . MISCELLANEQOUS

. Non-instructional items, gadgets and toys are not permitted in
any classroom.

. Public displays of affection are not permitted.

. In order to assure a safe and secure environment for all our
students the school may administer any drug test deemed
necessary to detect the use of illegal drugs or alcohol by
students.

«  Lockers are school property and if a good reason exists, the

Principal may search a specific locker with a witness present.
This may or may not be with the knowledge or permission of
the student involved. The General Director’s authority will be
sought prior to any search.

Students have the obligation to take reasonable care of all
textbooks and other educational materials that are the school’s
property. Damaged or lost materials will be paid for by the
student.

Instructional time is of great importance and we cannot
interrupt classes to permit parents to bring in ‘forgotten’ items
such as materials or lunches. The school will not interrupt
classes to deliver such items, and the security staff at the
entrance are not available to hold and deliver such items.
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