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We would like to remind you that most of this information can be found on the school website:  www.sekmexico.com
1. Introduction /Welcome
Welcome to school year 2015-2016. We would like to thank you for your trust and warmly welcome parents, pupils, teachers and all those who form part of the educative community at SEK Guadalajara International School, a member of the SEK International Institution.

Throughout the course of our history, as educators, we believe that one of our main objectives is to boost the development of intellectual, affective and social capacities. In other words, to prepare and educate individuals to make them self-confident, critical, enabling them to take part in a real world. In the beginning of a new school year we take on a new challenge, with the dedication, effort and professionalism of all the staff together with the unconditional support of members of the Institution and the trust placed in us by you, the families. We are sure to fulfil this challenge in order to continue reaching our objectives of BEING THE BEST.
My best wishes for the new school year.

Dolores Otero Abadin

Headmistress
2. The centre’s accreditation 

SEK Guadalajara International School is accredited by the Department  of Education of  Jalisco and the Department of Public Education to impart Infant Education (CCT:14PJN1057W), Primary Education (CCT:14PPR0261Q), Secondary Education (CCT:14PES0206Q) and Baccalaureate (CCT: 14PBH0279F).

The School is also a member of the SEK International Institution and the International School Association. 
3. Governing Bodies

3.1 Heads
· Headmistress

        Miss Dolores Otero Abadín  dolores.otero@sekmail.com
·  Infant and Primary Education, Head of Studies
Mr Doña Ivette Mendoza  ivette.mendoza@sekmexico.com
·  Secondary Education, Head of Studies 

Ms Maria Mironova  maria.mironova@sekmexico.com
· Pyscho-pedagogical and Guidance Department 

Ms Ma. Carmen Corona  carmen.corona@sekmail.com
· Head of Admissions and Extension (PR)
Ms Claudia Armenta  claudia.armenta@sekmail.com
· Administration Manager

Ms Marcela Valencia marcela.valencia@sekmexico.com
· Philology and Literature Department

Ms Edith Galicia edith.galicia@sekmexico.com
· English  Language Department

       Ms Olga Barbara Put  olga.barbara@sekmexico.com
· Mathematics and Technologies Department 

Ms Elvia Gallegos elvia.gallegos@sekmexico.com
· Science Department 

Ms Margarita Sainz  magui.sainz@sekmexico.com
·   Social Science Department
Mr Tomas Casillas tomas.casillas@sekmexico.com
· Physical Education and Sports Department 

Ms Bertha Campos  bertha.campos@sekmexico.com
· Extra curricular activities coordinator

                         Ms Norma Martinez      norma.martinez@sekmexico.com
3.2 School Bodies
· The School Board 
It is an advisory body derived from a scientific organisation: “line and support”, whereby the school is an educational company where decision making is based on an operative investigation method.
This board consists of the Headmistress, the Administration Manager, the Head of Admissions and the Heads of Infant, Primary and Secondary Education.

· Pedagogical Board
This body includes the school’s academic departments. The Headmistress, the Heads of Infant, Primary and Secondary Education, the Pyscho-pedagogical specialist and the Coordinators of the Departments form part of this board.

· Guidance Board
This board analyses pupils’ behaviour and attitudes at an individual and group level throughout the educational process. It is represented by the Headmistress, the respective Heads of Studies, the psycho-pedagogical specialist, the form teacher, three teachers selected from the respective teaching team and the four students from the pupils’ committee.

4. Participation 

4.1 Teaching Staff’s Participation

Teaching is considered teamwork. The SEK International Institution Teacher is not considered an individual teacher but a member of a group of teachers. Each Teacher belongs to two different, but complementary groups within the centres: the educational and departmental team.

The department and team of teachers imply cooperative teaching: the department will work in the same educative area and the teachers will work with a group of pupils of the same level or year.
4.2 Pupils’Participation

· Pupils’ Representation (delegates, subdelegates of each school grade) 
· Pupils’ Club

This Club exists within the School’s educative system in order to fulfil a conscious responsibility to achieve clear and essential training objectives based on the following aspects:
· Promote the necessary personal spirit and solidarity over and above the strictly academic context. 

· Provide students with a framework in which to develop their abilities and any personal queries.

· Sow the initial seed of interest in order that personal fulfilment can be achieved and direct responsibility can be taken and encouraged through one’s own actions. 

· Intensify the school relationship between teachers and students over and above that of the classroom.

· To adopt an essential role within the school environment and to feel a sense of responsibility towards it. 
· Social Services’ Activities

Solidarity is a fundamental value in a student’s development which will help them become better, respect others and give them the opportunity to help those in need. Therefore, during the school year the School carries out a series of actions which will fulfil this objective and enhance those who perform them.

We look forward to your collaboration and invite you to take an active part in the activities that have been organised for the current school year.

4.3 Parents’ Participation

The SEK International Institution considers that communication between the family and the School is of prime importance in order to develop an efficient educational process. The above-mentioned communication is much more effective when each pupil is individually attended depending on his/her specific needs. Therefore, the School backs up the personal interview system with the form teacher, the psychologist, the respective Infant, Primary or Secondary Education Head of Studies, the Head of Admissions and the Headmistress as the most suitable way to ensure success in our pupils’ education.

Within this philosophical framework, the main figure is the student who is considered as an individual, besides the School offers a series of informative and fellowship activities which are available to parents and relatives.

· Tutorial Interview/Visit System

Each student’s educational process is monitored by his/her form teacher allowing parents to obtain detailed information about their child’s academic development. The frequency of interviews with the form teacher will depend on the student’s situation and parents may request an interview or the teacher may arrange it.

A letter stating each form teacher’s interview timetable will be sent out to parents. Punctuality is requested, as each form teacher has a limited amount of time.

Upon request at the School’s Reception, information may be obtained about your children or any other matters may be addressed. The Headmistress, The Infant, Primary or Secondary Head of Studies, the Form Teachers and the Administration Staff will be pleased to assist you.


· Fellowship Day

A group of the same year students’ parents is invited to visit the School to see a normal school day, guided by the Head of Admissions. They will visit their children’s classrooms so that they can experience an active school day. 
· Open Days

On these days the School gets ready to welcome the parents as privileged guests. Pupils display their work in their classrooms and the teachers meet the parents and explain the different activities that their children carry out at the School.

We would like to take this opportunity to express our appreciation for your attendance in which demonstrates your support for our teaching and work focussed on the education of your children, our students.


 1st Open Day: Friday, October 20
                 2nd Open Day: Friday, June 1
                         Publications.

· Information Booklet: It will be given before the beginning of each school year. It explains the school’s characteristics, structure, timetables, holiday dates, extra-curricular activities, uniforms and the day to day functions of the school day.

· Didactic Activities and Visits Leaflet: This includes the activities that have been carried out during the school year. Scheduled visits can be consulted on the School’s website which is constantly being updated www.sekmexico.com
· Dining-room Service: This informs parents about the term menus offered to our students and includes information about diet and nutrition. 
· NotiSEK Mexico School Magazine: This is sent to the families and it includes the School’s activities. It is worth noting the important task that students and teachers carry out in this publication.
· The SEK International Institution Magazine: This summarises the activities and experiences in the different Schools of our Institution. It is open to collaborations from teachers, parents and students.
· The SEK International Institution Monographs: 

· Welcome to the SEK International Institution
· Infant Education, the first school years
· Our children, from the age of 6 to 12
· Adolescence and  Youth
· SEK Style, Personality, School Environment and  Politeness
· School Organisation: Life at your SEK International School
· Involvement through committees
Our goal is to increase the participation of our students’ families in the School’s activities. Therefore we suggest a series of committees which we encourage you to join and take part in:

Family Sport Committee: The members of this committee will be in charge of organising different sport competitions so that students as well as parents can participate. The winning teams will be awarded in a formal ceremony at the end that will also serve as a meeting point for all the Educative Community.

International Committee: Its aim is to promote our Centre’s international and multicultural character, by means of activities which will show the cultures, customs and traditions of different countries. Families of different nationalities who belong to our School as well as those families interested can take part in activities in order to foster international understanding. 
Professional Committee: Students’ fathers or mothers with different careers will meet regularly so that they can inform and explain to our students the requirements and characteristics of different jobs.
You will receive further information about these committees as well as the name of the Coordinator that you should contact.
4.4 Former Pupils
In our Schools the former pupils still have their space to participate, collaborate and share their experiences. 

The objective of The Former Pupils’ Club is to bring together the students who finished their studies at our schools. It also aims to boost a closer and lasting relationship with the school and students who will be willing to listen to their experiences in the field of higher education as well as in the world of work.
5. School Environment 

We would like to remind you about some of the norms that appear in the Regulation of Internal Rules which are related to the students’ school environment. 
· The School belongs to all of us therefore we must look after it and respect it. Voluntary damage to the School’s building facilities and material will be considered a serious offence, whereby the person legally responsible will be liable for the cost of the damages inflicted.
· The School is a non-smoking campus. Smoking is not allowed anywhere on the school grounds and the consumption of any kinds of drugs is forbidden too. Tobacco, lighters and matches must not be brought to school either
· Mobile phones must be switched off and kept in the lockers during school time. Unnecessary objects such as MP3s, I-PODS, DIGITAL CAMERAS, PSPs (portable play stations) and so on  are forbidden. These objects distract the pupil’s attention and do not favour the achievement of one of our most important objectives which is to build an individual and social personality.  
· The student is responsible for good use and storage of any personal electronic devices
We would appreciate your cooperation in this aspect concerning our school environment.
6. The School’s Pedagogical Objectives 

6.1 Infant Education 

Infant Education is an important period in which the individual assimilates the principal stimuli from his/her environment and is the basis of his/her later formation.
During this period our aim is to stimulate and encourage the child’s all round development. We consider that two fundamental stages are necessary so that preschool development can take place: An initial stage of recognition and awareness of their social and physical environment, and a second stage in which they will acquire and improve the necessary skills in order to enter Primary Education.

Besides, children start to learn English which comprises 50 percent of their timetable. The different areas of his/her curriculum will be coordinated so that this learning will permit him/her to progress according to the needs and demands in our current society. 
Our active, cheerful and imaginative methodology stimulates a child’s creativity and observation ability.

6.2 Primary Education

Our main objectives are to provide students with vital experiences, useful knowledge,   improve their oral and written expression in a cheerful and open-minded manner.
The use of a wide range of didactic and technological material and equipment will permit students to develop their knowledge and give them the opportunity to participate and be the protagonist of their own learning.
Pupils will continue with an extensive study of English , over 50 percent of their workload.  

6.3 Secondary Education and Baccalaureate 
Our main aim is to help our students become open-minded, critical, tolerant and respectful adults who are fond of progress and culture.
We will employ new pedagogical initiatives to increase the pace of our students’ enlightenment motivating them in an affective and constructive environment.
We will underline the following aspects: Planning through projects, more interdisciplinary rules and an intensive study of English will give our students a multicultural perspective which is so important nowadays. Education in values will continue to be the start and focus of all the learning process. The 3rd language  (French) incorporates into the school curriculum on the 1st year of Baccalaureate  and gives the opportunity to develop students` learning abilities, making them prepared for the modern world. 
Both academic performance and correct behaviour will be taken into account in our school’s selection and permanency process   by all the School staff.
6.4 Psycho-pedagogical Guidance
Throughout the different stages of our students’ education, our centre’s psycho-pedagogical and guidance departments will interact systematically with pupils, form teachers, the team of teachers and pupils’ parents to contribute to their personal development. It will anticipate problems, establish the necessary educative strategies for each student, monitor behavioural aspects, academic performance and provide students with guidance for their future.  
7. Extra-curricular  and supplementary activities 
7.1 Introduction
The school organises a series of extra-curricular activities to complement our pupils’ academic education as well as their all-round development. These activities will take place from Monday to Friday, from 16:15 to 17:15.
The nature of these activities is diverse and of interest to our students. They include activities related to sport, art and technology.
It is worth noting that the curriculum is completed with various subjects  which help complementing and enriching   students` training  and development, and which  are taught within school hours 

INTERNATIONAL CULTURES AND CIVILIZATIONS
MUSIC
TECHNOLOGY
BASKETBALL
TAEKWONDO
DANCE
SWIMMING
PROGRAMMING (BACCALAUREATE)

PUBLIC SPEAKING AND LEADERSHIP (BACCALAUREATE, OPTIONAL)
DIGITAL ART (BACCALAUREATE, OPTIONAL)
PHYSICAL ACTIVITY (BACCALAUREATE, OPTIONAL)
WATER ACTIVITIES (BACCALAUREATE OPTIONAL)
SEK BAND (BACCALAUREATE, OPTIONAL)

7.2 Extra Curricular Activities and Selection teams SEK (from 4.15 to 5.15)
Basketball
Soccer
Dance/Ballet

English

Ludomath

Swimming

Preparation for Cambridge University Exams

Kids Training

Theatre
French
Robotics

Catechesis (First communion, Confirmation)
Arts and painting

Volleyball
SELECTION TEAMS (FROM 4.15 TO 5.15)

Soccer (boys and girls)

Basketball (boys and girls)

Swimming
Taekwondo

Cheerleaders

Quire

Dance
7.3 Extra-curricular Activities General Rules
· A corresponding registration form will be fully completed and handed in to the School Administration Department.
· Activity fees will be charged every three month.

· You may address the School’s Extra-curricular Coordinator should you have any doubts or questions.
· Those students wishing to drop out of an activity, must notify this in writing to the Administration Secretary 20 days in advance prior the next period.  Registration and cancellations can only be carried out at the end of each period. The first period is from September to December, the second period is from January to March (Easter) and the third period is from April to June. No cancellations are admitted during the course of the period.
· Students must accredit an acceptable academic performance and civic-social behaviour record so that he/she can register or continue. On the contrary, the Form Teacher will decide if the student should give up the extra-curriculum activity.
· Any student who is interested in becoming a member of one of the selection teams must take the entrance test and commit himself on attending the events that are previously scheduled by the school. 
· The student must justify all absences to the teacher in charge of the activity; a lack of interest may result in being expelled from the activity.
· Extra-curricular activities have a scheduled timetable to enable their performance and general safety. Therefore, students must keep to the timetable´, both at arrival time and when the pupil is collected from school. Failure to keep to the timetable may result in being expelled from the activity
· Students who participate in extra-curricular activities, inside or outside the school grounds will be subject to the same disciplinary measures as at the School. 
· A minimum number of enrolments is required so that the activity can be held.
School swimming pool rules.
· All students from Kindergarten through secondary school have an obligatory swimming class that is related to the PE program. Baccalaureate students  have water activities as an optional class.

· All students must wear a school model swimsuit, swimming cap, googles and swimming pool shoes.
· Users must strictly adhere to and obey all swimming pool safety rules and regulations, which are available for consultation by all interested families.
7.4 International Programs  

SEK Boca prep. School (USA)

One of The SEK International Institution’s main objectives is to provide our students with an international and multicultural education. As we are present in 13 countries all over the world, we are able to offer them this possibility. 

SEK Pre. School Boca Raton is a private school, acknowledged by The USA Department of Education, which welcomes students from our school, aged 12 to 16. Their acceptance depends on their academic performance, attitude and behaviour. The maximum number of admissions will be 12 in total from the schools. 
SEK Pre. School Boca Raton is governed by the philosophy and rules derived from the SEK International Institution’s own characteristic “Ideology, Educational Project, Organisation and Management Manual and Internal Rules and Regulations. Therefore, bringing any such criteria or rules of action is totally in line with all other SEK schools.
The school is situated in 10333 Diego Drive South, Boca Raton, FL 33428. 

The basic objective of The Term Program at SEK Preparatory School Boca Raton is a notable advance in the level of their English Language in comparison to their initial level. Therefore, students are integrated into school life they attend all its classes and activities which are taught by native English teachers.
The extensive green areas and  facilities of the SEK-Boca Raton school enable a complete sports training which includes swimming, and inter-school competitions in sports such as; volleyball, flag-football, soccer, basketball, baseball and athletics. Also, the world famous Chris Evert Tennis Academy is opposite our school. Private classes can be bought every week or weekend.
SEK-Boca Raton benefits from extensive grounds and facilities, offering a complete sports training which includes swimming, inter-school competitions in sports such as volleyball, flag-football, soccer, basketball, baseball and athletics. In addition, the world famous Chris Evert Tennis Academy is opposite our school. Private lessons can be bought every week and at weekends.
For further information, please visit the school website, 

 http://www.bocaprep.net
Overseas Program

St. John’s School (in Sidmouth) is one of the UK schools which belongs to the Institution. It has great experience in international programs and offers boarding to children from different countries in Europe, America, Asia and Africa. Pupils from a SEK school can benefit from an English language immersion program during one, two terms or the whole school year at a school of great academic prestige in England.  These programs are aimed at pupils up to the age of 12 (4th, 5th and 6th Primary). The number of places for pupils who speak the same native language is limited, therefore places will be allocated strictly by order of enrolment and payment. 

For further information please visit the school website, 

http://www.stjohnsdevon.co.uk
7.5 Cultural and sport InterSEK 

An international event is held among the SEK International Institution’s different schools every year. 
The students have a wonderful opportunity to get together with other students from different countries while taking part in sports and cultural activities, and for visiting participating students to stay at their respective homes during the course of events.

The dates of this event will be announced nearer the time.

7.6 School Trips
Once students have ended their Baccalaureate education they will travel to Spain where they can broaden their cultural knowledge and learn the values of good companionship. 

Likewise, students of the other grades, like 6 year of Primary school, will go on a cultural, educational  and at the same time recreational trip with their teachers.
7.7 Winter Activities
During January or February the School plans a trip to the snow: La Semana Blanca.  There, students can practise the beautiful sport of skiing, always under the supervision of their instructors.
        7.8 Summer Camp 

Nowadays, one of the most serious problems that children and teenagers suffer is “boredom”. The School is aware that it is our duty to offer our pupils a series of constructive and recreational activities in which to employ their free time. Bearing this in mind, we have programmed “Las Vacaciones Activas”, which includes a varied program of activities 

They have been designed for pupils aged 4 t o13 pupils who wish to spend their summer creatively, doing sports and acquiring habits that help them to use their free time in a fun and recreational way
Summer Camps in UK 

The fun of multicultural camps for students aged 9 to 14. For children looking to improve their English and who want to experience a UK boarding school environment. St John’s school in Devon offers children the unique opportunity to learn and have fun in a stunning coastal location, in a beautiful historic building yet with excellent facilities.
http://www.stjohnsdevon.co.uk
7.9 Camps
It is a great opportunity to do outings and practise sports  as well as  gain new experience, make new friends and simply have great time.
8. Supplementary Services 

8.1 Psychopedagogical Consulting Room 

It is in charge of monitoring the pupils’ personal and academic process. In each cycle a psycho-pedagogical test will be carried out to obtain a precise record of each student’s personality development. 

Moreover, during the course of the school year, students as well as parents can arrange an interview by contacting the Secretary, should they wish to consult any aspect they deem necessary. 
Within the field of guidance, the main objective is to professionally boost and guide the evolutional development of our students. 

8.2 Dining room Service 

Each term the School will provide a specific publication, a detailed menu of the meals that the school offers our students.
In addition to the menu, diet menus are available to pupils on request. These diets will only be authorised by the School Doctor, therefore it will be necessary for parents to supply medical records and medical certificates to the medical department in advance.
At home it is important to encourage children to acquire eating habits (trying different foods, eating a balanced diet, nutritional concepts) and table manners. With your help, we will be able to obtain these objectives.
8.3 Servicio Médico (Institutional) 

The School has a medical department with a doctor who is available throughout the school day. He/She will treat any illnesses, injuries or emergencies. The medical department only provides primary attention and first aid and is not a doctor’s surgery.
At different stages of a students’ school life parents will have to fill in or up date a medical card which will contain relevant information so that each student can be assisted individually. It is the parents’ responsibility to hand it signed, completed and within the final date.

In case of having to administer some kind of medicine to a pupil during school hours, a written request (via the student`s agenda, fax, e-mail) must be sent to the doctor. This authorisation must be signed by the pupil’s father/mother and clearly state the name of the medicine, the period of time and the dosage. Due to the importance of this information, notifications via the school agenda will not be accepted, unless the enclosed authorisation form is completed and signed specifically for this purpose. 

The Doctor is not allowed to administer any kind of medicine without having carried out the above-mentioned procedure.

Because of the risk involved, students are not allowed to have medicines in their possession, not even in their desks or lockers.
Through talks, debates and presentations, it is also the medical department’s task to inform pupils, parents and teachers about issues concerning preventive medicine and students’ health.
As your children’ health is of utmost importance it is essential to keep your children’s medical report up to date. The School appreciates any information you can give us, as well as the constant written communication with this department’s staff.
All the communications you receive from the School’s medical department related to you children’s health are merely informative, not strictly professional therefore we advise you always to seek a medical specialist’s opinion and diagnosis.
8.4 Schooling Guarantee (Institutional)
As our children come first, the Institution has come up with a scheme to guarantee as far as possible his/her future, stability and schooling under unforeseen circumstances. Therefore, in the event of the death of a student’s father or mother, the student will be able to continue and conclude his/her studies in the school where they are registered. In exceptional cases, where soundly justified, a request can be requested be submitted to the President of the SEK International Institution for authorisation to continue and finalise studies in another Centre of the Institution.
The characteristics of this additional service that the school offers to all its students is summarised below:
Policy Holder: The student’s father or mother will be registered as the holder of the Schooling Guarantee on the annual registration or enrolment form. Maximum age permitted will be 60. 

Beneficiaries: These are the students registered in the school, dependents of the Policy Holder, at the time of his/her death.
Cover: This guarantee is a service that the centre offers, included in tuition fees, which covers the student’s enrolment fees, tuition fees and nutrition throughout the school year. 
Benefits will commence upon the notification of the holder’s death and continue until the student leaves the school where he/she is registered (without repeating the same school year). Under no circumstances will schooling be guaranteed in a school which is not a member of the SEK International Institution. The Schooling Guarantee is not subject to any kind of financial evaluation and in the event of unforeseen circumstances service would be temporarily suspended or terminated.
The Schooling Guarantee will be granted according to prior analysis of the circumstances and requirements of each case, for which the school may request any information it deems necessary.
Exceptions: The above mentioned benefits will not be granted:

1. Where critical or terminal illness is present at the time of registration for first- time holders. The School reserves the right to assess the state of an existent illness, be it critical or terminal.
2. In cases where any type of economic irregularity with the school exists  at the time of the Holder’s death.
3. When the educational contract that bonds the Policy Holder to the school expires or once the school year terminates, the Policy Holder has not renewed their school place for the following year.
4. When the Policy Holder cannot prove his/her parental rights or legal representation regarding the registered pupil.
The school reserves the right to modify the nature of the benefits, covers and exclusions that this service offers by notifying the Policy Holders of the Schooling Guarantee. 
8.5 School Transport

The School offers a school transport service with its own and/or subcontracted vehicles. The routes are planned for the benefit of the majority of the users.
School Transport Regulations:
1. Both the drivers and the vehicles comply with the current standards and legislation. All the buses will be duly identified with the name of the school and the route number.
2. The regular service will begin in August and end in June. Payment will be made in 10 monthly payments which are due within firs five days of each month.

3. Cost. The cost is announced in the beginning of the school year and is not subject to change, the only  exception is excessive price raise for petroleum or  other major cause.
4. Timetable. The bus will arrive at the student’s stop at a scheduled time and will wait one minute alter which it will continue its route. The pupil must be at the bus stop five minutes before the scheduled time. If the bus arrives earlier than expected, it will wait until the agreed time.

5. The bus will arrive at the student’s stop at a scheduled time and will wait one minute alter which it will continue its route. The pupil must be at the bus stop five minutes before the scheduled time. If the bus arrives earlier than expected, it will wait until the agreed time.

6. At the beginning of the new school year, the School will announce the routes and pick-up and drop-off times. 

7. In the afternoon: It is the student’s obligation to go to the bus when lessons end as departures will be at the scheduled time. The bus will not leave the School until it has been checked that the students travelling on that route are present, absences will be recorded. The bus will arrive at the student’s stop or address at the scheduled time and will wait for a minute, alter which it will continue its journey. “The Bus Child Carer” will only deliver the student to the person who has previously been authorised or whom she/he personally knows. If the person is not authorised or the designated person fails to turn up, the student will continue on the bus until the final stop and taken back to the School. 
8. Absences. If a student’s parent/guardian wishes to pick up his/her child before the end of the school day, a written request must be submitted stating the pupil’s name, class and bus number. If the child is picked up when school ends then the transport coordinator must receive a written notification by hand. 

9. Means of notification: For strict security reasons, all arrangements related to the transport service such as absences, change of address, change of the authorised person in charge of picking up the child, must be notified in writing (letter, fax, e-mail, etc). Verbal communication, direct or on the phone will not be accepted.

10. Change of address:  It must be notified 15 days in advance. Route changes will be subject to the existing routes to the new address stated.
11. Route Changes: Students’ routes could be changed if the School considers it necessary for the improvement of the service and for general benefit. In this event pupils’ parents/guardians will be notified in advance. The extension of routes will depend on the number of applicants. Route change requests for personal reasons will not be accepted.

12. Behaviour: As the school transport is an extension of activities held at the school, all common rules will apply regarding behaviour as well as damage that may be inflicted on vehicles.

8.6 Lost and Found Property Office
Lost items will be taken to the lost property office, where claims can be made from 7.45 am to 8.15am and  from 3.45 pm to 4.30 pm. 
We remind you of the importance of marking your children’s uniform with their names to avoid loss. Books, notebooks and any other school material should also be clearly marked with their names.
We request your help in order to facilitate our task of returning lost items.
9. School Agenda 

This is given to the school at the beginning of each school year. The Agenda is a basic instrument and a didactic tool which allows pupils to organise their daily work efficiently.

As with all agendas, it has an annual calendar in which students will make a daily note of their homework, which must be checked by parents and teachers, therefore it serves as a means of communication between the parents and the school when any necessary information is to be given.
For its correct use, the agenda should be checked on a daily basis, verified by the signature of the student’s parent/guardian. 
Our students’ security is one of our main priorities. Therefore, we request your cooperation which is a guarantee to all of us. Please bear in mind that the telephone is not a reliable and safe means of communication as we cannot be certain who is calling. Without a written and signed authorisation, your children will remain in the School and be taken care of by us. 
10. School Organisation
10.1 School Calendar
· Beginning of the school year 

August 21: Infant and Lower Primary (1º-3º)Education pupils.

August 22: Upper  Primary (4º-6º) and  Secondary Education pupils

August 23: Baccalaureate students
· End of School Year
       June, 28th  (the last day of classes with a regular schedule from 8am - 4pm)
From July 2 to July 6 the classes will be from 8am to 1 pm, without Dining room service (Except for Baccalaureate students who have a different  school calendar and finish their classes in June).

· SEK documents delivery

Friday, July 6
· SPE  documents delivery

Monday, July 9
· Christmas Vacations
From  December 21, 2016 to January 5th, 2018  inclusive. Classes start on  Monday, January 8.
· Easter Holidays
       From  March  26  to April 6, 2014 inclusive. Classes start on Monday, April  9.
·  Public Holidays: October 12, November 2 and 20, February 5, March 19, May 1 and 15.
      10.2
Timetable
· From Monday to Friday:        8.00 to 16.00 (Except for the classes in July when the timetable is from 8am to 1pm)
· Extra-curricular activities:   16.15 to 17.15
· Selection teams SEK:  16.15 – 17.30
Punctuality is very important throughout the school day, but most of all first thing in the morning. We would like to remind you that lessons will begin at the set time mentioned above, therefore pupils must be in the classroom at 7.55a.m. Once lessons have begun, they will not be interrupted, so students will not be allowed to enter the classroom until the following lesson. If a student should arrive late, he/she must wait at the library until the following lesson.
Those students who arrive late must register their name, grade and arrival time, the accumulation of various late arrival registrations may be considered as serious misconduct.  

Both delays and absences must be justified in the School agenda.

The school has 24 hours security service so we ask  you to follow the instructions of the authorized personnel at the time of arrival  and departure of the pupils.  It is very important that parents had an identification sign of SEK FAMILY  on their cars if they wanted to enter  the school facilities.
10.3 Arrival and Departure of the students during school hours
To ensure the smooth operation of the school unnecessary interruptions should be avoided during the school day, except for justified serious circumstances.
 In the event of early departures or late arrivals, these should be adjusted according to breaks or lunchtime and never during lesson time.
Under no circumstances will a student be allowed to leave the School premises without a parent/guardian submitting a written authorisation.
If we are all able to cooperate a little, the benefit will be greater for all and not only will we improve our school environment but also our society in general.
10.4  Attendance 

Regular attendance by the student is the basis of efficient learning. 
If for any unforeseen circumstances a student cannot attend school, he/she must submit a justification in writing or in his/her agenda, on the day he/she returns, to either the form teacher or the Head of Studies. The justification must be signed and dated by the parents.

Should absences be caused by illness, a medical certificate must be attached.
The student must not exceed the number of 10% of absences otherwise he/she will not be assessed.
 10.5  Communication with your children
We inform you that students can only receive messages before 14.30, after that  only urgent  or previously authorised by the Head of Studies  messages will be delivered. 
10.6  School Material and Uniform
 
School Material and Textbooks
They will be given to the students in their respective classes on the first day of the 
school year.

Once the books have been checked, it is important to cover them and write the name of the student and their school year on them to avoid loss.                                                                     
Uniforms

· The uniform forms part of our style and manner, it identifies and distinguishes us wherever we go. It characterises us amongst ourselves and others, it is part of our personal and collective image and we should be the first to look after it. Therefore long hair, shaved heads, dyed hair, or unusual haircuts for male students and in the case of female students, the use of make-up and excessive hair dye are not permitted. All kinds of necklaces, bracelets, piercings and tattoos are forbidden.
It is compulsory for all the students at our school and the items of our uniform can be bought  

at the authorized school provider.
The student is prohibited from entering the school if his uniformity is incorrect. Incorrect worn uniform is sanctioned as 

 DRESS UNIFORM
This uniform must only be worn as and when stated by the School.
BOYS
. White oxford long sleeved shirt with a pocket on the upper left side with school  logo. 

. Tie
. Black belt
. Grey trousers 

. Blazer with school logo
. Black shoes
. Black or navy blue socks
GIRLS
. White oxford long sleeved shirt with a pocket on the upper left side with school
   logo. 

. Navy blue sweater with school logo
. Kilt skirt (or a pinafore for the younger girls)
. Navy blue tights or socks
. Black Shoes
REGULAR SCHOOL DAY UNIFORM

This uniform must be worn to attend classes or non-sport extra-curricular activities.
BOYS
. White or navy blue T- shirt, short or long sleeved with school logo. It must be    tucked inside their trousers so that the belt is visible.

.  V-neck navy blue pullover with school logo 

. Grey trousers, waist fitted(the school model). Worn with a black belt. 

. Black belt (non fabric)
. Black shoes
. Black or navy blue socks
. If a vest is worn, it must be white, no pictures or patterns are allowed. 

GIRLS
. White or navy blue T-shirt, short or long sleeved with the embroidered  school logo. It must be tucked inside the skirt.
. V- neck pullover with the embroidered school’s logo.

. Kilt from the waist to the knee  (school model). 

. Navy blue flocked inside sweatshirt.

. Navy blue socks or tights 

. Black school shoes, moccasins or lace up shoes (no deck shoes). 

. If a vest is worn, it must be white, no pictures or patterns are allowed. 

COATS
. Navy blue coat (no denim garments permitted).

PE UNIFORM
. Tracksuit jacket school model
. Tracksuit bottoms school model
. Grey T-shirt with logo.

. White long-sleeved (depending on the weather) T-shirt with a blue collar and blue cuffs
. Navy blue shorts with school logo
. Swimming costume/trunks with school logo
. Swimming hat with school logo
. Navy blue cap with school logo
. White socks or tights 

. Trainers, white must be the prominent colour
The use of the sports uniform
It must be worn to attend Physical Education lessons or any other type of sport activity that the school organises inside or outside the school grounds.

When Infant Education pupils up to 3rd Year Primary students have Physical Education, they must dress their PE uniform to school, unless they have an educational visit on that day they will wear their dress uniform to school. 1st year infant students are allowed to wear their sports uniform on a daily basis.
All other pupils will come to school in their school uniform (never in their PE uniform). Throughout the school day they must be dressed correctly, except when they have Physical Education or any other sport event  for which they will have to change to their PE uniform.
The last year Baccalaureate students (5º and 6º semesters) are allowed to wear their casual clothes conditioning that their garments do not alter students` proper appearance.
Items of clothing that do not comply with the schools`colours or design are not accepted.
Please check thoroughly all the aspects concerning the uniform so that unnecessary problems can be avoided.
First Year Infants will wear the school’s sports uniform.

11. Administrative Department
Documents for the school year 2015/2016 must be provided before August 21, 2015.
Should there be any change in your data (telephone number, address, mobile number, bank account number, etc) please notify us as soon as possible so that we can keep our files up to date.

Payments will be charged, as usual, to the accounts specified by yourselves on the first day of each month.
There are two methods of payments:

· The complete school year: the complete payment of the annual  tuition fee. In this case  there will be offered a 5% discount. The subscription to this method of payment must be made before September 30. 
· Monthly payments: Ten monthly payments from September to July paid during the first  five working days of each month.
The forms of payment can be the following:

· Direct payment: The charge can be made directly to the checking account or the debit card.
· Credit card or Cheque: Directly at the School Accounting Department.
· Banc referenced payment: Deposit directly to the  account of Bancomer (agreement 820482) or Banco del Bajio( with the reference to the pupil`s name).

The late payment will have an extra charge of 150 pesos per month. If the payment is not registered within a month the school has its right to conclude the educational service.
12. Assessment  System
Assessment is a systematic, continuous and integrated activity within the Educational process that aims to seek improvement as far as possible through a knowledge of the student, said process and all other intervening factors.
The assessment process uses the information to make judgements and take decisions. The school has its own assessment system where further information can be obtained from the Form teachers.
Information about results obtained by the student pupil in different subjects will be given out each month. In order to help a student with the comprehension of the topics the subjects are divided into units with the homogenous contents. 
The School, under the monitoring from Psycho-Pedagogical Guidance and Academic departments, will implement a special planning for the implementation of re-education or reinforcing strategies. We remind you that the School does not offer a therapeutic solution, but rather a psycho-pedagogical support,  granting personal attention to students in order to attain the full development of their abilities.
13. SEK International Institution

13.1 History
From XIX Century to XXI Century.
In 1892, Mr. José Olavarrieta-López established the Institution’s first school, opening on Atocha Street, Madrid, Spain, where it remained until 1935. On September 30th 1902, he requesed official recognition from the city’s Central University.
Later, in 1935, the Priest Andrés Chiclana succeeded Professor Olavarrieta as headmaster. 
That same year, Mr. Felipe Segovia-Martínez acquired the school, which at the time was named San Estanislao, having some fifty pupils and twelve teachers.
During the Spanish Civil War, the school was renamed Numancia and kept its doors open despite the turmoil the country was undergoing. Once the war was over, in 1939, Professor Segovia-Martínez, together with his wife Carmen Olmo, provided a critical push towards the growth of the school by opening more classrooms in Madrid and a boarding school on Arturo Soria Street. The school thus expanded to over 1,500 pupils and 80 teachers.
In 1960, a young team of educators began to contribute new ideas for developing the schools, which changed their name to San Estanislao de Kotska. They then decided to enlarge the centre on Arturo Soria Street and build two new schools in the suburbs.
In 1982, the current SEK President, Mr. Jorge Segovia-Bonet took over. He undertook the challenge of giving the educational institution a true international projection. From then on, what has become one of the most important educational institutions worldwide became known as the SEK International Institution.
Mr Segovia-Bonet continued to strive to fulfil the founders’ dream by opening new educational centres worldwide. In 1982 the “SEK International School - Chile” opened its doors in Santiago. In October 1984, “SEK International School - Ecuador” was founded in Quito, a school that was considered as an experimental centre by the local education authorities. In 1986, “SEK International School - Panama” and “SEK International School – Guayaquil” were created. In 1988, “SEK International School - Paraguay” was established in Asunción and “SEK International School – Costa Rica” was founded in San José.
In 1989, the SEK International Institution created as independent management head- quarters for all the educational centres located in the Americas, allowing for more dynamic and efficient growth.
Nonetheless, expansion continued apace. In 1992, the Institution made a European ‘comeback’ by taking over “Colegio Internacional Eirís” in the Northwestern Spanish city of La Coruña and in 1994, the SEK international Institution acquired “Colegio Internacional de Levante” in Valencia. In 1995, it established “Colegio Internacional SEK Pacífico” in Viña del Mar, Chile. It went on to establish “Colegio Internacional SEK Las Américas” in the Dominican Republic in 1996 and “Colegio Internacional SEK Budapest, Hungary” in September 1997. Finally, “SEK Boca Raton Preparatory School” in Florida, USA was acquired in 1999 and “Colegio Internacional SEK Guatemala” was established in 2000. SEK kept up with its commitment with Ecuador and was  established SEK International school Los Valles and SEK Guadalajara International school opened in Mexico in 2005.
The lastest schools that have been incorporated to the Institution are in Europe, International School SEK Budapest (Hungary) in 2015 and IES Udine International School (Italy) in 2017.

But, the SEK International Institution was not only increasing in terms of students and schools, it was expanding too in academic development and degree opportunities. This is what led to the creation of the SEK International University in 1985, which was finally inaugurated in 1989 in Santiago de Chile and commenced its first academic year in March 1990. In 1993, the Honorable National Congress of Ecuador voted its approval for the opening of the SEK International University in Ecuador. 
These universities are the tertiary education centres that crown SEK’s process of educational and institutional development over the last decades, signalling the way forward to a multitude of diverse initiatives for the future.
13.2   Mission and Ideology
The SEK International Institution, strives through teamwork and effort to perfect the human being basing itself on the following principles: 
1. The student and his/her world provide the context for all activity and learning within the Institution which, in turn respects each student as an individual, looks to discover and encourage his/her personal abilities and works to ensure their full development. 
2. The SEK International Institution educates in and for freedom. It excepts the challenges this creates and exerts its students to take responsibility of his/her actions.
3. The SEK International Institution does not discriminate on grounds of nationality, gender, race, creed or religion.
4. The SEK International Institution promotes the sense of community in its pupils. It values work as a prime factor in the growth and self-esteem of the person as a socialising process rather than leading to rivalry or ambition.
5. The SEK International Institution, embracing the principles of humanism, is open to all learning experiences which lead to the achievement of their objectives
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