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Guanacaste, September 1, 2017. 

 

Dear teacher: 

We begin a new school year with enthusiasm and confident that vocation and professionalism will 
accompany us on our journey, leading our thoughts, actions and feelings. 

 

I invite you to reflect on the importance of your work.  

Our mission requires a great vocation for teaching, which will become apparent in our love for our 
students, colleagues and to the institution for which we work. 

 

We will witness success in our students each and every day. If we believe in what we do, what we 
can achieve anything. The future belongs to those who believe strongly in their ability to realize 
their dreams and desires. If your dream is to contribute positively to the prosperity of your students, 
rest assured that this will happen if you give your best. 

 

Remember that education is one of the cornerstones of each individual, family, society and 
country. Therefore, it is in our hands to decide what kind of people we want our society to become 
and represent us in the future. Do not forget that they will look after and decide the destiny of our 
nation. 

I invite you to strengthen your work each and every day. 

Together, as members of Educarte, we can contribute academically excellent students with a solid 
foundation to our society. 
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TEN PRINCIPLES OF QUALITY 
of the Educarte 
Teaching team 

 

1. We will try to do everything right, from start to finish, paying attention to detail. 

 

2. We will plan in advance each of the procedures and activities to avoid the damages that 

improvisations may cause. 
 

3. We will put attention and concentration into everything we do. This requires effort, but the quality 

obtained is worth it. 
 

4. We will not accelerate. We will act with calmness and serenity, slowly but surely. 

 

5. We will review things twice. We will always reflect on ourselves and everything we do. We will not 

settle with the quality obtained. Self-assessment will be constant, with the goal of improving 

continuously. 
 

6. We will make excellence our standard and try to maximize our strengths and minimize our 

weaknesses. 
 

7. We will have the eyes to see the details that could be improved and that others may miss. We 

will solve problems in the beginning when they are still small. 

 

8. We will care for quality, not occasionally or in some processes, but at all times and always. 

 
9. We will have harmony and good taste in the details, because the quality is beautiful, small is 

beautiful. 
 

10. We will have quality in our being, quality in our activities, and quality in everything we 

do. 
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For the academic year 2017-2018 

 
Preschool 

 

The institution is committed as an educational center to quality and continuous improvement. 

This is a place where the interrelations among educators occur, the processes of teaching and 

learning are performed and learning is assessed and processed.  

 

 
 

Vision 
 

"To be an educational organization that helps students reach their full potential. To 

provide an education aimed to form emotionally and academically excellent people, 

exemplary citizens committed to society, and nature around us. " 

 
 

 
 
 

Mission 
(The reason by which a school justifies its continued existence. 

Defines education to be achieved). 

"To be an educational organization whose trajectory is to train people to have the 

skills and ability to learn throughout their lives and take on the challenges of the XXI 

century." 
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I.  CURRICULUM FOCUS 

 
Our vision and our mission emerge two primary curricular focuses: the socio-constructionist 
approach, which is based on the conception that education can be a factor of change in society; 
and the constructivist approach, focusing on the construction of learning by students. 
Education is an agent of change for society; the extent that we achieve provides students with the 
tools and values necessary to achieve objective information management. 
Constructivism is not a method, and you cannot make a list of how to conduct teaching. The 
important thing is to plan classroom activities aimed at developing thought processes and 
stimulating creativity, rather than mindless memorization. Learning situations should relate to the 
surrounding reality of the student in order to make the permanent knowledge, i.e. create 
meaningful learning. It requires that teachers have a thorough knowledge of his subject and an 
attitude of inquiry to discover new ways of organizing learning experiences. It should be noted that 
the method is the way that leads us to achieve the required goals, and we can share with the 
faculty a general methodology in achieving common goals. 
The organization of learning can take several paths and one of them is the development of an 
integrated curriculum. The teacher should be fueled with interrelated activities between different 
materials, in order to achieve magnify the knowledge and the student to acquire an integrated view 
of thinking. 
 

INTEGRATED CURRICULUM 
 
This approach is to ensure that the subjects of the curriculum will facilitate the student to have an 
integrated view of reality. Also, to strengthen through comprehensive education in values to enable 
them to form their own identity and build a conception of reality that integrates both knowledge and 
ethics 
 
This curriculum is developed through support and coordination center with institutional programs 
Science Fair, as well as with the MEP guidelines in this field. 
 
 

II.  GUIDING PRINCIPLES OF LEARNING 

The process of teaching and learning is based on the following principles: 
 The main focus is learning. 
 Consider the student as the main subject through the process of teaching-learning. 
 Founded on constructivist principles. 
 Integrated elements of everyday culture and systematized culture. 
 Focused on the development of thinking and personal and social processes of the student. 
 Incorporates issues of national interest and current events. 
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III.  QUALITY POLICY 

 
The objectives are: 
 

 Ensure excellent education as quality standards.  

 Improve the quality of both learning and teaching methods. 

 Promote excellence and educational quality as an institutional banner. 

 To orient students toward forming an integral development, with emphasis on reflective, 
critical and creative capabilities. Likewise with a clear scientific and philosophical conception 
of the world and society, and with a heightened sense of human solidarity. 

 Foster integral education as an educational proposal, which states that the process of 
teaching and learning should consider the reality experienced by students and teachers. 

 Incorporate topics of interest and national news. 

 Modernize the pedagogical processes. 

 Develop discovery learning, i.e., apply the basic principles of constructivism. 

 Consider the student as the subject of the teaching-learning process. 

 To strengthen the teacher's attitude as a facilitator of education. 

 Emphasize the importance of research to feed the processes of innovation and 
organizational learning. 

 Develop an attitude of lifelong learning in teaching, based on a constant reflection on your 
own practice. 

 Establish mechanisms needed to discover, enhance and develop the skills and abilities of 
students. 

 Strengthen and engage parents in the education process and institution within the 
community. 
 

IV.  TEACHING PEDAGOGY 

  

METHODOLOGY 
 

The methodology defines the quality of teaching. This, along with the organization, defines the 
style of the institution. 
 

- A center level, allows us to evaluate the objectives that have been proposed and are part of 
quality planning. 

 
- At the classroom level, represents the degree of autonomy to each teacher to organize your 

class. An interpretation of the agreements and adapt them to the characteristics of the 
classroom and the students it serves. 
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The teacher is the person closest to the student, providing a role model. They guide the learning 
process so that they can advance their knowledge, observations, reflections and discoveries. 
 
Educarte teachers seek to achieve these objectives: 
 

- Letting the student clearly know the content that they should acquire at each area or stage, 
and techniques to be applied to learn it. 

- Through active methodology that promotes personal effort of students, involving him directly 
in their own learning process. 

- Seeking to pique their interest, offering diverse points of view, focusing research and work 
and encouraging them to self-discovery. 

- Fostering a cooperative work and team environment that promotes learning among 
students. 

- Obtaining a teacher-student relationship based on mutual trust, respect, work and 
collaboration to strengthen the confidence of students and their ability to learn. 

- Relating the different areas of knowledge. 
- Using various curricular materials. 
- Adapting content to age levels and abilities of students. Diversifying learning in a way that 

takes into account the heterogeneity of the group. 
- Fostering thinking and creative work. 
- Realizing when the situation permits, activities that enable students to work independently. 
- Providing content that is not so difficult to prove unattainable, nor so easy that it is boring. 

 
The methodology used by Educarte teachers is consistent with the interests and needs of students, 
so it is permanent subject of collective reflection by teachers to improve teaching practice and 
develop common criteria. 

EDUCATIONAL PLANNING 
 

When planning teaching, Educarte teachers must remember that knowledge is not a value in itself. 
What characterizes quality learning is what the learner can do with the information that is given. 
That is: 
 

- Drawing conclusions through logical thinking and critical analysis. 
- The ability to imagine or create with what they have learned. 
- An ethical response to reality, attitudes and behaviors. 
- Memory. 
- Clarity to differentiate realities and ideas. 
- The ability to relate within a subject and between knowledge. 
- Creativity. 
- Ease to express and argue a response and their own way of thinking. 
- Give necessary concerns to questions and ask questions. 
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Educarte teaching planning is a fundamental aspect of educational work. To do this, consider the 
information collected through the diagnosis applied to students, institutional diagnosis of the 
general objectives and proposed curricula of different materials content. 
 
A. The weekly plans are detailed and clear with what the students will do, how it will be done, how 
long, what resources or materials are required for implementation (the pages of textbooks or 
practice is clearly indicated). This also allows in case of absence due to illness or other sufficient 
reason, to be carried out by another professional without difficulty. It must also contain the topics in 
lesson plan. 
Includes: 
TOPICS included in the lesson during the week. 
ACTIVITIES: Both related to the subject and lessons held during the week as well as those 
addressing institutional or national celebrations, and on crosscutting issues. 
 
CROSSCUTTING ISSUES: to be addressed in an integrated manner in the curriculum. 
                                    Sustainable development 
                                    Health Education 
                                   Experience of human rights for democracy and peace 
B. The planning of special subjects will be monthly and the teacher will promptly deliver them the 
first Monday of the month. The activities are clearly specified in this planning according to the 
corresponding level. 
    
C. Subject schedules for each of the groups in charge, are placed in a visible place in the 
classroom, and photocopied delivered to students on the first day of classes and a copy to the 
address supplied. 
These schedules are subject to change during the year, as indicated by the Academic Board. If so, 
the teacher sent home writing the new schedule. 
See additional document schedule given to each teacher. 
 
D. Weekly Lessons will be distributed equally among the subjects of English and Spanish, 
completing a total of 35 hours per week. 
 
E. Books and Notebooks. Work in textbooks will be shown in an annual plan with content division 
(before the start of classes) so that they are completed and reviewed by early September.  
Books are kept in school and returned at the end of the year. 
 
F. Classrooms must be kept neat, clean and well decorated. Each teacher reflects their 
personality, motivation to work, and instills these habits in their students. 
The teacher is responsible for open class every morning at 7:30 am. During recess, special 
lessons or activities outside the classroom, it remains closed. The key to the classroom is handed 
to the teacher by the Administrative Secretary, as well as articles from students left or forgotten on 
the desks at the end of the school day. The teacher is responsible for the custody of the money 
that is collected for activities. The institution does not refund any money or items that are lost 
through carelessness, so the teacher will be responsible for replacement. 
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At the end of class the door is locked (no insurance) for the corresponding cleaning. 
At the end of the school year, the class must be completely clean and free of decorations, and the 
key must be returned to Secretary. 
During the day the teacher should circulate around the classroom to interact with students and 
promote learning. You must also try different desk arrangements during the year. 
 

V.  RESOURCES AND SUPPORT SERVICES 

 

PHOTOCOPIER 

 
Teachers who use the photocopier are requested to be responsible and conscious, printing and 
copying always DOUBLE SIDED, in WHITE and BLACK, and avoiding unnecessary copies. 

 
Operation: The teacher is solely responsible for making copies or prints, avoid leaving orders for 
Secretary. 
Whenever a teacher makes a print or copy, you will need to write the date, number of copies, 
course information on record that will exist in the office for this purpose. 
 
Copies during the course of daily lessons is strictly prohibited. These lessons should be carried 
out, as stipulated in the schedule. The teacher must remain until 2:30 pm even though the classes 
end at 2:00. 
 
Copies and prints may not be made in the morning, as every teacher should be responsible for 
greeting their students, and helping to organize civic or institutional events. 
When the copy number is very large (> 50 copies), the print order will be given to Administration, to 
authorize shipment and print at a copier. 
 
This schedule is set for copying and printing. In order to complete it, it is requested that the 
activities undertaken are planned so that the material required is there at least one week in 
advance. 

 

COMPUTER AND COMPUTER EQUIPMENT 
Computers: Teachers will have access to the computer room to work on issues related to teaching, 
schedules, exams every day except Wednesday, that day that the classroom will be available for 
computer class. 
Please avoid storing folders and documents on computers, storing items in the mail instead. 
The use of USB keys that have not been previously scanned by the computer center (Jesús 
Sarabia) for computer viruses is prohibited. Avoid using these because computer viruses are 
caused by them and the integrity of our saved jobs is at stake. 
There will be extra computers for possible requirements during Wednesdays. 
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The use of computers will be restricted to the free hours of teachers. We never use the breaks, 
lunch and teaching hours to advance planning at this time. The teachers are responsible for the 
smooth running of the school, and safety of their students. 
To avoid this we have time after school, as the school is always open several hours after the 
completion of the school day. 
 
Projectors: Ask for projectors in advance. 
These may be used by teachers in the classroom, as long as it is justified by the usual 
methodology of their lesson. They may also be used for the projection of educational videos during 
class. It is important to follow the instructions given by the computer for the use of projectors, thus 
achieving the correct use and maintenance of the equipment of the school. 
If you detect a fault you should avoid trying to fix it yourself. The right thing would be to inform the 
Secretary of the malfunction for the computer to be reported the problem to be solved. 
 
In the case of projectors, we always try to carry out a responsible and careful use of them, to 
prevent deterioration or damage. 
 

 

MATERIAL REQUEST 
Whenever a teacher needs materials for the development of their lessons, or for the development 
of projects, or for decorating school, institutional events, celebrations or civic events; they must 
request to the Secretary in writing, using the application form, with at least one week in advance. 
Failure to observe the time indicated to request materials, results in the teachers assuming the 
respective liability if the school secretary is unable to meet the requirements. 
The other option, and the most recommended, is that each teacher be responsible for acquiring the 
materials needed for these activities, with prior approval of the Director, and then passing the 
receipt of the amount spent to the Administrative Assistant for compensation. 
Note that purchases must be done responsibly, avoiding the purchase of unnecessary material or 
wasting materials. 

VI. TIME OF ENTRY AND EXIT 

 
STUDENTS 
Check-In Time: 
The hour of entry for Preschool students is from 8:00 to 8:30 a.m. The classes will start at 8:30 
am. 
Each student must deliver their materials to the classroom, and then proceed to meet in an orderly 
manner in the central courtyard of the school, along with their fellow grade. 
At 8:30 am we will proceed to sing the National Anthem. This moment is to be addressed with 
respect, order and enthusiasm. 
Subsequently, each student will enter the classroom in an orderly manner, for the start of the day's 
lessons. 
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Once in the classroom, the students must prevail order and respect for their peers, teachers, and 
other staff workers Educarte. 
 

Departure Time: 
The departure of Preschool students will be at 2:00 pm. 
Students will depart in an orderly manner and will be accompanied by their teacher of their last 
lesson. 
Once out of class, students who ride the bus will be directed to it. This process will always be 
supervised by at least two professors. 
All other students should wait in an orderly fashion, with their teacher and peers for the arrival of 
parents or guardians to pick them up. 
Teachers must remain for the "delivery " of their students until the last student of the group has left 
the school. 
Once a teacher finishes delivering his students he shall be relieved of this responsibility, and may 
proceed to order the classroom, and plan lessons and activities. 
Teachers do not leave the center before 2:00. 
If a teacher needs to leave before this time, you must request permission in writing to the Director  
in advance and shall coordinate the departure and delivery of their students with another teacher at 
the school. This situation should not be a common occurrence. Both the reception and delivery of 
students is the responsibility of the teachers at the school. 

 TEACHERS 
Within the working day, Preschool teachers comply to Educarte two hours a week for meetings 
trainings, delivery notes, lectures and other activities. Apart from this the teacher should attend 
(during the Academic Year) activities outside school hours when asked by the Board of the 
Institution or the Director, such as Festivals, Parades, Night Assemblies, Shifts or other. 
Hour of Entry: Each teacher arrives in their classroom at 7:45 am. Teachers should not stay 
talking in the hallways, patio, or staffroom with other teachers before 8:00 am, or during the 
opening of the school and during recess and lunch. 
During the breaks you must care for your assigned area and once recess is over you should be in 
the classroom for the entry of students. 
From 8:00 to 2:00 it is the responsibility of each teacher to ensure the safety of students. 
 
Departure time: 2:30 pm with exception of the Educational Administration Management or if you 
receive notice of any change for justified reasons. After the school day, Complementary teaching 
materials must remain in the school and this time will be used to meet parents, review classroom 
materials or documents, organize grade level activities, and attend meetings convened by the 
director. During the school day, you may only leave early, for emergencies with the permission of 
Administration. 
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VII. PERSONAL APPEARANCE 

Teachers and all Educarte staff are examples for the students, and therefore must maintain 
excellent personal presentation using appropriate clothing or uniform, hair in order and good 
personal hygiene. This is especially important during school events, meetings with parents of 
students or members of the AMPA / PTA. 
It is prohibited for teacher to come to school with: 

 Shirts with a reveling neckline, shirts with thin straps, or shirts so short that the mid-section 

 (belly) is exposed. 

 Skirts and dresses very tight or very short. Middle leg is considered as minimum length. 

 Skintight pants or short shorts 

 Shoes with high heels. 
 
Preferably, teachers should use the uniform tops that are provided by the school. Additional 
uniform tops may be purchased at the teacher’s expense. 
 
Personal hygiene and makeup: 

 
 

prevent the spread of possible cases of lice or lice eggs. 
up, unless events or exceptions require it, in which case you will be 

advised in advance by the Director. 
 

 

VIII. CARE DURING RECESS, LUNCH, AND SNACKS 

Preschool students are dismissed at recess time and not before the assigned time: 9:30 am The 
first recess, for the snack lasts 30 minutes, ending at 10:00 am. 
The second recess, for lunch begin at 12:00 and will last for 45 minutes, ending at 12:45. 
 
During the two recesses, the teachers are responsible for all the students of the school especially 
for the students in their groups. Teachers should walk around the school grounds, treating students 
in a friendly and loving manner, observing them and watching for any dangerous games, 
inappropriate language, or behavior which could cause damage to other students or to the school. 
Teachers should observe and be aware of children that demonstrate solitary behavior, then advise 
the teacher in charge of the student’s group. 
 
It is the duty of the teacher to enforce student discipline, personal presentation and grooming 
during the recesses. Disciplinary Regulations will apply where necessary. 
 
Under no circumstances, should teachers spend the entire period of recess talking with other 
school employees nor should they be sitting on a bench to observe their assigned area. A hat may 
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be worn to provide some shade from the sun. 
 
In the case of a minor accident, the teacher who was alerted or the teacher who finds the wounded 
child, will be responsible for evaluating the severity of the event, examine the affected area (using 
gloves and instruments) and comfort the child. 
 
In the case of a serious accident, the teacher must remain with the wounded child. The child 
should not be moved. The teacher can send another student or teacher to the Principal’s office and 
request that the local Emergency clinic be contacted immediately. The Principal’s office should 
contact the child’s parents and teacher guide responsible for the student. 
 
If a teacher is on a Field trip, is absent from school, or is ill, he/she should coordinate with another 
educator to remain in charge of their students and take care of their assigned area. 
 

IX. COMPLEMENTARY SUBJECTS 

The complementary subject’s teachers will give their lesson in each class with the exception of 
P.E. and swimming lessons that use their own facilities. 
 
During the complementary lesson, the teacher who normally occupies the classroom must exit and 
leave the classroom to the complementary subject teacher and students. 
 
It is prohibited for the Spanish and English teachers to give work during the complementary 
lessons.  
 
The complementary subject students must arrive on time for their lessons and finish 3 minutes 
before the end of the period, in order to leave the class clean and well organized. The teacher must 
request material from the Administration office at least one week in advance. 
 
Student arrival at computer class, P.E. and swimming class: 

 The teacher responsible for the students of the class just prior to the complementary lesson 

 must accompany the complementary subject students to their lesson. 

 The teacher must insure that the students have all the materials they need for the class. 

 The teacher must organize the students in a line. 

 The teacher must help the students go to the complementary class silently and in a line in 
order to avoid disturbing the other student groups that are working in their class. 

 The teacher of the complementary class must be ready and organized to receive their group 
of students. 

X. PERMITS, ACTIONS AND PUNCTUALITY 

 
 



TEACHER’S MANUAL 
EDUCARTE by Saint Joseph 

 For the Academic Year 2017- 2018 

 

Page 15 Document of Educarte. Total or partial reproduction is prohibited. 

 

STUDENTS 
Permits to exit the classroom: 
 
Educarte teachers maintain order and discipline in the school. Students are permitted to go out of 
the classroom only for the following reasons: 
 

 Go to the bathroom. Teachers should be aware of those students who use this excuse to go 
out of the class. Two students are prohibited from leaving the classroom at the same time. 

 To go to the Administration office. Try to avoid sending groups of students together to the 
office in order to prevent disturbing other students. 
 

Permit to travel with another adult: 
 
Every teacher is responsible to inform the Administration office if a student must leave the school 
during school hours or will be picked up by someone other than the student’s parents or tutor. The 
teacher must complete an exit permit form found in the Administration office. 
 
Absences and late arrivals 
Parents must justify a student’s absence by submitting a written excuse to the Administration office 
along with a copy of a medical report (in the case of illness). The student’s teacher must sign the 
receipt. 
 
The teacher must provide the parent or student with the work assignment missed during the 
student’s absence. Otherwise it is the duty of the parent or the student to ask for the work. 
 
According to the Rules of Discipline, the teacher must reduce the student’s conduct grades for late 
arrivals. 
 
*These regulations also apply to the Complimentary Subjects. 

Exit form for the students departing during regular school hours 
 
In case a student must leave the school during school hours, the student’s parents or 
tutors should inform the Administration office in advance. In this case the teachers 
must provide the assignment required done during student’s absence. 
 
If the parents or tutor do not inform the school on time, the parents and student are 
responsible for requesting the study materials. 
 
Punctuality 
The teacher must register absent every day and apply penalties to the students who 
arrive late, according to the Discipline regulations. 
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TEACHERS    
Punctuality 
Teachers are required to be at the school by 7:45 am to organize their classrooms, participate in 
the Civic Act, and prepare activities…but especially to receive their students and ensure their 
safety until the class starts. 
 
Teachers are required to remain at the school until 2:30pm. 
 
Under no circumstances should the teacher leave their students, with the exception of an 
emergency call from the Administration office, a student’s parents, or personal urgent call. Unless 
impossible, the teacher must leave an assistant with the student. This is particularly important for 
the lower grades. Teachers should use the free hour or the recess time to make a request of the 
Administration Office, the Principal, or to another teacher. 
 
Absences and late arrivals 
Articles referring to license, permits and late arrivals: 
 
Employees will be entitled to a full salary in the following cases: 

 An absence of one week for the employee’s own wedding, or for the death of a parent, 
son or spouse. 

 Up to one week, at the discretion of the Principal, for a serious illness verified in writing 
by a doctor. 

 
Up to three days for a brother or a sister’s death, or for uncontrollable and justified circumstances. 
The teacher who cannot come to work must call the Principal and explain the reason for the 
unavoidable absence and send the work for his/ her class. The teacher must never inform the 
Administration of an absence through a coordinator, job companion, or parents. 
 
For all other cases, the teacher is required to contract a substitute and is responsible for the 
substitute’s salary. In case no substitute is found, the teacher’s salary will be reduced based on 
the number of absent days. The substitute must be approved by the Administration. 
. 
Teacher absences and late arrivals must be justified in writing to the Administration and Principal 
office within 3 school days. 
 
During an absence, if the weekly plan is not in the classroom, at school, or in the Principal’s 
possession, the absent teacher must send it by email as soon as possible in order to avoid 
interrupting the regular class lessons. 
Permissions 
The permissions for absence must be requested in writing and are granted by the Administration 
only in case of emergency. The teacher must pay the substitute in this case 
 
We ask that teachers schedule personal activities, medical, or family appointments after 2:30pm 
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except for meeting days where the teacher’s presence is mandatory. 
 
If a teacher needs to go out of the Country, we suggest the trip be scheduled during holidays. 
 
Free time, during the complementary subject lessons may not be used to attend to personal affairs 
or medical appointments. This time is dedicated to parent meetings, review books, notebooks, 
prepare documents and materials, etc. Teachers are requested to refrain from asking for 
permissions during complementary lessons. 
 
Disabilities 
 
For Maternity leave (4 months), the employer pays 50% of salary and the CCSS pays the other 
50%. 
 
All disabilities must be issued by the CCSS. All medical certifications of disability must be 
submitted to the Secretary of the Institution no later than three days after being issued by the 
CCSS. 
 
Private Medical Disabilities 
Any recommendation of extended sick leave by private physicians (medical report) should be 
delivered to the CCSS Clinic or corresponding EBAIS. The CCSS Clinic or EBAIS may grant or 
deny disability. 
 
In order to take any action, both the beginning of the disability and its end must be submitted to the 
Administrative Office. 
 
I.N.S Disabilities 
The employer is not obligated to pay a salary for absent days when the employee is incapacitated 
by this institution. The INS disability insurance covers 60% of a teacher’s salary. Therefore an 
employee will lose 40% of their salary during the disability period. 
 
Labor Rights 
 
Determined by the Ministry of Labor. 
 

XI. ACTIVITIES 

 
Our annual goal for planning activities is to strengthen the education of the students and create a 
realistic and positive image of the school to the parents and the community. Therefore, at Educarte 
these activities are developed with a commitment to quality, both in their organization and their 
implementation. 
 
The extracurricular activities are organized following the internal procedures provided by the 
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Principal. Teachers are not permitted to request funds directly from parents or other sources 
without the Principal’s authorization. 
 

DAILY ACTIVITIES IN THE CLASS 
Every day the teachers must begin group lessons with the following activities: 

 Review the student uniforms 

 Take attendance and update the attendance record. 

 Review the importance of good courtesy habits and ethics. Reinforce the values of the 
month that are covered the in Values Education classes. 

 Check student agendas 

 Discuss and evaluate any exceptional situations or serious events which recently occurred 
in the group or with other students in the school. 

 Maintain order in class 

 Spanish and English: Encourage students to develop a healthy habit of individual reading. 
Likewise with writing and producing their own texts. 

. 

EXHIBITIONS 
Some work done by students in Spanish and English as well as in the Supplementary Materials, 
can be displayed by the teachers, in a creative and orderly manner, in the hallway outside the 
classroom, on the windows, or at the main entrance (whether on easels, screens or tables). 
 
The materials needed for the displays must be requested in advance. (See section MATERIALS 
REQUESTS in section V of this manual). 
 
The work done in the Writing class will be displayed for the parents at the end of the Trimester. The 
activity will be organized by the teacher responsible for the English area. 
 

NATIONAL ANTHEM 
In order to strengthen civic education, the national anthem is sung every day at 8:30 am in the 
central area of the school. 
 
All students and teachers must participate in civic activities. 
 
The music teacher is responsible for teaching the students the national anthem in advance. 
 
All the teachers should learn and sing the national anthem as an example to the students. 
 

CIVIC EVENTS AND ASSEMBLIES 
At various times, indicated on the school calendar provided to each teacher, Educarte shall 
conduct Civic acts. Most of them will take place during class time, except for the Lantern Parade, 
which will be held after completion of classes. 
It is OBLIGATORY that all teachers and school employees participate in the Civic acts organized 
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by teachers and parents. 
Lack of participation in these acts will be recorded by the administration as failure to complete an 
employee duty. 
Teachers and other employees of Educarte, whenever possible, should help the organization 
conduct and development Civic acts, always demonstrating a collaborative and assertive attitude. 
During the Civic Act, teachers must wear suitable clothing, remain silent, and control the behavior 
of their students. Teachers should set a good example to their students. 
Students should behave properly during the development of the Civic Acts. Otherwise, the teacher 
will be responsible for issuing a notification to the misbehaving student’s parents or guardians. The 
notification must be returned to the teacher in the student’s agenda, signed by the parents or 
tutors. 
Teachers should allow students to rehearse for civic events when requested by a civic 
organization. Rehearsals for these events should never be refused. 

PARENT MEETINGS, AMPA, PTA 
We are currently awaiting the establishment of an assembly of parents, AMPA or PTA. 
 

EXCURSIONS 
 
There will be three field trips during the academic year, one per trimester, and all with an 
educational purpose. These are scheduled by teachers of each level, at the beginning of the year. 
The teacher must present the request in writing to the Principal/Administration office, with all the 
information: dates, prices, objectives, activities ... etc. as shown on the field trip example sheet 
found in the office. 
 
The teacher who is organizing the field trip will be responsible for sending an email to the parents 
or responsible individuals with detailed information. Authorization slips must be sent home 
requesting an approval signature. 
 
All students must bring the signed authorization form to school in order to attend the field trip. It is 
the duty of the teacher to collect the permission slips which include the telephone number of a 
parent or responsible individual. The teachers must also advise the teachers of complementary 
subjects, and lunch service, at least one week in advance, the day the class will not be at school. 
 
Parents may join these excursions if the teacher thinks it is necessary, and after consultation with 
the administration, always under the premise of serving as support and collaboration during the 
trip. The buses used by teachers for these activities must have an insurance policy. 

GRADUATION CEREMONY 
With great pride, all the teachers must participate in the Preparatory Graduation. Attendance is 
required by the teachers profession act. For both the Preparatory graduation, the 
teachers must wear formal dress. 
 
The graduation activities will be organized by the teachers in charge of the Preparatory and 6th 
grade students, with the aid of the AMPA/PTA Parents Committee organization. 
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The teachers are responsible for requesting the materials necessary for the decorations at least 
two weeks early. They are also responsible for the rehearsal and music. The Administration will be 
responsible for the graduation certificates. 

OTHER ACTIVITIES: FESTIVALS, SCIENCE FAIR, SPELLING BEE COMPETITION, 

SPEECH CONTEST, AND OTHER PROGRAMS SCHEDULED BY THE ADMINISTRATION OR 
PTA 

At Educarte we strive to achieve academic excellence as well as set an example to the community. 
Therefore, we will work with the AMPA / PTA for organizing and conducting activities that give 
prestige to our school. 
 
At Educarte all teachers take responsibility for ensuring the success of such activities and 
promoting the good image of the institution during the performance of same. The teachers 
contribute by offering ideas and innovations following the guidelines established by the Committee 
and/or management. 
 
All teachers are required to attend these activities. Only in cases of extenuating circumstance and 
with authorization by the Principal, may a teacher be excused before an activity finishes. 
 
 

XII. REGULATIONS AND COMMITTEES 

 

EVALUATION COMMITTEE, REGULATION 
 
The Educarte teacher agrees to read and correctly apply the Evaluation Regulation throughout the 
school year. The teacher also agrees to respect and comply with the guidelines established by the 
Evaluation Committee. 
 
The Evaluation Committee shall be composed of: 
 

 Two teachers, one from the English area and the other from the Spanish area. 

 Teacher Center Director. 
 

See Annex Regulation Assessment. 
 

DISCIPLINE COMMITEE, REGULATION 
 
The Educarte teacher agrees to read and correctly apply the rules of discipline throughout the 
school year. The teacher also agrees to respect and comply with the guidelines established by the 
Committee on Discipline. 
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The Discipline Committee shall be composed of: 
 

 Two teachers, one from the English area and the other from the Spanish area. 

 The faculty manager does not participate on this committee as it is considered the last resort 
in the event of an appeal. 
 

See Annex Disciplinary Regulations. 
 

SUPPORT COMMITEE 
 
During the school year the Support Committee will consist of: 
 

 A psychologist. 

 Two teachers from the center; one Primary and one Secondary. 
 
The purpose of this Committee is to accommodate and resolve student problems 
 

XIII. MEETINGS 

 

MEETINGS WITH PARENTS  
Teachers will meet with parents only regarding academic issues, behavior issues or other school 
themes. Meetings are by appointment only. 
 
Meetings must be held during the teacher’s free hours or after 2:30pm. 
 
Parent/Teacher meetings must be scheduled in the following manner: 
 

a) Write in the student agenda specifying the meeting date and the time. If necessary, send an 
email to the parents and a copy to the school (in blind copy). 
 
b) If necessary, ask the administration for the student file. Under no circumstances is the 
teacher allowed to take the student file off the school grounds. It is prohibited to make a copy of 
the documents. The file may be viewed only for consultation and data collection before the 
meeting. 
 
c) The teacher must copy or print a copy of the meeting minutes, complete with all the relevant 
data, reasons of the meeting, any decisions made, and signed by the parents and the teacher. 
Afterword, the meeting minutes will be delivered to the Principal for review and filing. The 
director's 
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copy must be sealed and a copy retained by the teacher. 
 
d) Arrive at the meeting on time and treat the parents with respect and cordially. 
 
e) Do not conduct the meeting in the classroom if there are other students present. Make sure 
the 
classroom is in order prior to the meeting, because it is a reflection of the teacher work. 
 
f) The teacher can ask for the presence of the committee or for Principal support during the 
meeting. Make the request one week prior to the meeting. 

 

PARENT TEACHER ASSESMBLY MEETINGS 
The institution will hold group meetings with parents in order to promote communications between 
home and school. These meetings will strengthen the relationship with parents and keep them 
abreast of classroom work. 
 
It is the duty of every teacher to organize the meetings and advise parents at least one week in 
advance. The teacher will also be responsible for choosing the meeting location. 
 
These group meetings may be conducted with or without the students, at the discretion of the 
teacher. At least three meetings should be scheduled per year, one in the middle of each 
trimester. The proposed dates should be sent to the Administration before the first day of school. 
 
Teachers must pay special attention to personal appearance, especially for these events. In 
addition, teachers must make sure that the meeting area is in order. 
 
Meetings are scheduled to last 1 hour and start (usually) at 2:30 pm (with some exceptions). 

 The first meeting with parents will be held before the start of classes, with objective to 
welcome new teachers and students of the school and convey changes and improvements 
at the institution, Educarte. 

 The other three meetings will be held at mid trimester: in October, in February or March, and 
in May. During these important meetings, complaints, recommendations and suggestions for 
class improvement will be discussed. 

 Complimentary Subjects: meetings will not be scheduled unless deemed necessary, and 
with prior approval of the Director of the center. 
 

DELIVERY OF STUDENT GRADES 
The delivery of student grades is done every trimester, IN PERSON, in the classrooms, on the day 
and time indicated by the Administration office. 
 
Complementary Subject teachers must be in attendance, if they are required to address parent 
questions. 
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The teacher must be polite, respectful and open to suggestions or comments made by the parents. 
 
Because the delivery of student grades will be in the classroom, it is the responsibility of the 
teachers to make sure their classroom is in proper order and well organized. Teachers may 
arrange appointments at their convenience. 

 

STAFF MEETINGS 
 
Educarte staff meetings are held every 15 days or as determined by The Principal office. These 
meetings will address issues of both the Primary and Secondary schools. A general meeting, that 
includes Preschool, will be held once a month. 
 
The dates for these meetings are already recorded on the school calendar that has been provided 
to each teacher. 
 

EVALUATION BOARDS 
 
The board was created for the 2017-2018 school year in response to the need for standardized 
formats and criteria used to rate students. 
 
It will permit us to resolve, in one session, any errors or doubts raised regarding student 
evaluations. 
 
Therefore, we will schedule training meetings for evaluations. 
 
Once we understand the mechanism, we will hold three evaluation board meetings, each at the 
end of the trimester, in order to answer questions on the drafting of the grades. 
 
The dates are already set forth in the school calendar that each teacher has received. 
 
 

XIV. INSTITUTIONAL EVALUATIONS 

 

The quality of education at Educarte relies on continuous evaluation, conducted in a 
professional manner, with the intention of improving, and used as a resource to plan and 
systematize the activities aimed at innovation. 

 

EDUCARTE SCHOOL EVALUATION 
 
We conduct a school evaluation in order to identify the strengths and weaknesses of the institution; 
to maximize and improve upon the strengths and to minimize weaknesses. 
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The evaluation is conducted by school management, faculty and staff during staff meetings 
scheduled by management, meetings with parents, and meetings with Board members. Surveys of 
parents are reviewed as part of the evaluation. 
 
During, and at the completion of the academic year, the teachers will prepare a general evaluation 
of the curriculum and the activities completed. Revisions and improvements will be made to the 
Teacher Manual, the Evaluation Regulations, the Discipline Regulations and Help Committee in 
preparation for the next academic year. 

 

TEACHER PERFORMANCE EVALUATION 
 
The Teacher Performance Evaluation is a diagnostic tool that seeks to understand how the 
methods of each teacher can be improved and how individual teachers can maximize their 
strengths. Among the instruments to be used will be: 

 Observations in the classroom. 

 Parent Surveys. 

 Interviews with teachers. 

 Evaluations of the Disciplinary Committee and the Evaluation Committee. 

 Self-evaluations. 

 Other sources of information that the Board and the Principal deem necessary. 
 
All the instruments, sources and results of evaluation are provided by Administration to the 
teachers before taking any action. Teachers are allowed the opportunity to express their reasons, 
feelings and provisions for improvement. 
 
 
 
 

XV. DOCUMENTS 

 

PERSONAL DOCUMENTS 
Every teacher is OBLIGATED to always maintain the following in their class or possession: 

 A Class Journal (Portfolio) which includes Planning Minutes or weekly plan, with 
details describing activities and weekly topics. Pages of the books must be indicated, 
exercises that children made in their notebooks and the photocopied sheets that will 
be provided. Monthly and annual plans should also be properly filed and available at 
the center. 

 Complete Evaluation Folders containing: examinations and approvals by the 
Evaluation committee, Evaluation Regulations, Evaluation board meeting minutes. 
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 Tests of all the students, corrected and archived properly. 

 Rules of Discipline. 

 Teacher’s Manual. 

 Registration of student grades. Teacher Notebook. 

 Annual calendar of events. 

 The teacher’s desk should always be neat. The drawer should always contain all the 
teaching materials necessary for lessons: pens, pencils, ruler, stapler, correction 
seals, etc. 

SCHOOL TRANSFER RECOMMENDATIONS 
 
During the Academic year a parent or tutor may ask a teacher to fill out or prepare a 
recommendation letter for the student to transfer to another school. 
 
Regardless of the teacher’s relationship with the parents, tutor or student, the teacher must notify 
the Principal/Administration office of the request. 
 
Once the Principal/ Administration is notified, the recommendation letter must follow these 
guidelines: 

 The letter of recommendation will be written together with the student’s other teachers. Do 
not prepare the document individually because it represents a recommendation of the 
school as a whole. 

 The recommendation letter must be delivered to the Principal where it will be reviewed and 
sealed. 

 The letter will be sent in a closed envelope to the school that requested it. 

 The original letter or a copy must never be delivered by hand to the student’s parents. 
 

If the teacher does not comply with any of these requirements, the school will prepare a disciplinary 
notice. All school information is important and considered proprietary, therefore we must be 
especially careful how it is disseminated. 
 

SCHOOL NOTIFICATIONS 
 
All Educarte notifications sent to parents or to other institutions, must contain the school name, the 
school logo on the left and the MEP logo on the right. 
Before making a copy of a notification please check if it is written correctly, without grammatical 
mistakes, without any stains and eraser marks, and with the correct data. Copy on two sides of the 
paper when possible. All written notifications should be sent in the student’s agenda. The following 
day, the teacher must check for the signed form and send it 
to the Administration office. The teacher should note which parents have not signed the form. 
Teachers must respond to parent messages on time, written in pen or with a marker, never with a 
pencil. Always begin the response with a cordial greeting.  
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XVI. ADMINISTRATION OFFICE 

Teachers must be respectful in the area assigned to the secretary: 

 Ask permission to enter, talk to the faculty director, in the order indicated. 

 Request permission to use the phone for justifiable reasons. 

 Enter the secretary office to print or copy during the stipulated time. Avoid distracting 
the personnel working in the office. 

 Delivery of records is only done personally to teachers, and should under no 
circumstances leave the center. 

 A written authorization from the teacher is required for a student to use the telephone. 

 Teachers should inform the Secretary with regard to changes in daily or weekly 
scheduled activities (first thing in the morning), in order to convey these changes to 
families in a timely manner. 

XVII. ADMINISTRATION 

All material applications, or help for some activities requested of the Administration must be 
approved first by the Principal. 
 
For personal business or questions about salary, request an appointment directly with the Director 
of Administration. 
 
The Administration office must maintain order and a tranquil environment in order to effectively 
manage school operations. Teachers can help with this objective by following these procedures:  

 Do not enter the office unless authorized. Request personal paperwork in a timely manner 
(usually at the end of the workday). 

 Avoid asking the Administrative Office for the exact time of wage payments, or demand 
payment on the same day that they are processed. In our center there are many payments 
to be made at the end of the month, and the process takes time. That does not mean wages 
will not be paid. Do not overwhelm the administration with unjustified demands. 

 Proof of the employer's order will be delivered individually and separately, please respect 
the order of delivery. 

 If you are requesting documents of a personal nature, it is recommended to make the 
request at least one week in advance. Sometimes they may be issued immediately, but at 
other times the workload will result in a delay. Be understanding with peers. 
 

XVIII. OTHER GUIDELINES 

 

ENROLLMENT – NEW STUDENTS 
Enrollment starts in August. Teachers are asked to promote and strengthen the name of the school 
with Educarte’s parents and prospective parents who visit us. The Principal may ask a teacher to 
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prepare an entrance exam for new prospective students. 
 
New students: the teacher has the duty to review the school records of the new students and read 
the recommendation letter from the prior school. 
 
The teacher should maintain constant communication with the parents to see if the guidelines are 
being followed and to provide information about their child’s performance. 
 
During the entire school year, the teacher must demonstrate interest in the student’s wellbeing and 
in the student’s integration in the group. The teacher must provide the parents information about 
the work done in the class and describe how the school functions. 

SAFETY 
Under no circumstances should a student be left out of the school facilities without prior written 
authorization from relatives or guardians. Everyone who enters the institution must report to the 
front gate and be identified. Parents may not enter the school grounds, in order to avoid interfering 
with the dynamics of the center. 
 

USE OF THE SCHOOL TELEPHONE OR CELL PHONE 
It is forbidden for students to use cell phones in the institution. 
Neither teachers nor staff are allowed to use cell phones, to make calls, or send messages 
during lessons in the classroom. Teachers and staff are not permitted to leave the group, staff 
meetings with parents, or activities, just to talk in the hallways, bathrooms or other areas. Brief 
personal calls, may be made at recess only if they can be done without neglecting surveillance 
responsibilities. 
At the request of the teacher, a student call home may be made via the telephone in the Secretary 
office. 
It is the duty of the teacher to call a student’s parent to convey any health problems, if the student 
has been beaten, experiences an allergic attack or is showing a change in emotional state. The 
teacher must request the Secretary to call Emergency Medical if the student has been subject to 
blows, or demonstrates malaise, dizziness, irritation or fainting.  
 

 
 
"It is the duty of teachers to take a positive attitude toward their work and stimulate the work of their 

students through motivating phrases both in oral and written form in their notebooks." 
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