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Dear Parents/Guardians,  

 

On behalf of the Board of Mt St Joseph Catholic High School (MSJCHS) I am pleased to welcome 

you to Mt St Joseph Catholic High School. 

 

The Bishop of Mandeville the Most Reverend Neil Tiedemann in July 2013 invited a group of 

persons to consider the establishment of a Catholic High School in Mandeville. The team made 

their recommendation at the end of 2013 and then began to work with the Ministry of Education 

to establish a High School. MSJCHS is a collaboration between the Diocese of Mandeville and the 

Sisters of Mercy. Campion College is also collaborating with us in several areas. 

 

MSJCHS aims to follow in the tradition of high performance and discipline demonstrated by 

Catholic educational institutions in Jamaica. 

 

We aim to ensure that our students achieve their highest potential. In this regard a strong 

partnership between home and school is critical in the academic (intellectual) growth and character 

development of our students. We will maintain high expectations for our staff and all our students 

and are committed to providing our students with a supportive learning environment, a curriculum 

which is aimed at the development of 21st century skills and gradually a vibrant co-curricular 

programme.  

 

We encourage you to guide and support your child’s learning by ensuring that he/she: 

1. attends school daily and is punctual 

2. is equipped with his/her books and required materials 

3. completes all homework assignments given by teachers 

4. reads daily to improve his/her literacy skills 

5. shares their school experiences with you 

6. knows that you expect him/her to succeed in school. 
 

Please do communicate with us any personal or family crisis that your child may be experiencing 

that could affect his/her school performance. Do appreciate also that we will contact you in the 

event that your child displays any behaviour of concern to us.  

Please consider becoming active in MSJCHS Parent Teacher Association as our students can 

greatly benefit from your involvement and contributions to the school’s co-curricular program and 

its operations. 

 

We look forward to working with you to achieve our objectives. 

God’s Blessings to you and your family. 

 

Sincerely,   

 

Marcia Tai Chun 

Chairperson of the Board of Management 
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In mid-2013 the Ministry of Education (MOE) approached the Roman Catholic Diocese of 

Mandeville to explore with the Diocese whether it wished to establish an educational institution 

in the town of Mandeville. The initiative by the Ministry was an effort to assist in addressing the 

space deficit in public secondary schools in Mandeville, Manchester and its environs, thereby 

increasing access to quality school places and educational opportunities for students.  

The Roman Catholic Bishop of Mandeville on May 13, 2013 in response to the Minister’s request 

wrote a letter to the Minister of Education, Honourable Ronald Thwaites indicating that he would 

be forming a team to examine and determine whether it was feasible to establish a secondary 

school. 

A Design Team was formed and comprised of the following: 

 Sister Susan Frazer, RSM, Area Leader Sisters of Mercy Jamaica representing the Sisters 

of Mercy;  

 Mrs. Grace Baston, Principal of Campion College;  

 Ms. Cheryl-Anne Gayle, Head of the Science Department, Campion College;  

 Mrs. Jem Stanley, Principal, Mt St Joseph Prep School;  

 Miss. Natalie Sparkes, Mt St Joseph Preparatory School Parent Association President;  

 Mrs. Miranda Sampson, parent Mt St Joseph Preparatory School; 

 Miss Carlene Francis, Board Chair of a School connected with the Sisters of Mercy at 

Alpha;  

 Miss Marcia Tai Chun, project Consultant representing the Diocese,  

 Bishop Neil Tiedemann, C.P., Roman Catholic Bishop of Mandeville.  

The first meeting was facilitated by Sister Janet Baker, RSM, an organizational development 

professional from Philadelphia, in the Unites States of America. Following four months of 

deliberations and consultations, the Permanent Secretary in the Ministry of Education was notified 

on November 8, 2013 of the intention of the Roman Catholic Bishop of Mandeville to establish a 

grant-aided denominational Catholic high school. 

A collaboration agreement was signed with Campion College subsequently indicating agreement 

on certain areas of collaboration, namely sharing of curriculum, policies and procedures, as well 

as expert teachers. 

 

The School registered its first students on the 7th of July and opened for classes on the 1st of 

September 2014. 

 

 

SUCCESS THROUGH WORK AND PRAYER 

"CONSECUTIONEM PER ORATIO ET LABORE" 
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The Meaning of the MSJCHS Crest 
Very Reverend Timothy A. Gadziala, V.G., J.V. 

 
Throughout our history in civilization, signs and symbols have been and 

are used to express our identity in our civil society and in our 

ecclesiastical culture; such it is with the establishment of the new Mt. St. 

Joseph Catholic High School, located in Mandeville, Manchester, 

Jamaica West Indies. The prominent symbols of the cross and the 

Passionist sign at the centre of two circles express an integrity of a rich 

history of Christian witness in Mandeville by the Sisters of Mercy as well 

as the consecrated men and women who belong to the Congregation of 

the Passion of Jesus Christ.  The circles focus one’s eye to the centre of 

the emblem, which is love and also draws the eye outward, expressing 

missionary love to others!  

 

The outer ring expresses the identity of the mission of both these institutions that serve in spreading 

the joy of the Gospel of Jesus Christ through missionary work in contemplation and through the 

Charism of sharing in both the corporal and spiritual works of mercy through education at “Mount 

Saint Joseph High School.”  The inner circle shares the rich colour of red, symbolizing sacrifice 

and life; for in witnessing to the person of Jesus Christ, the Christian is called to loving sacrifice 

and dedication, to resonate the words of Jesus, who said, “Love one another as I have loved you” 

(John 13:34). 

 

Placed in the field of the colour red are two central emblems: the cross, a sign of the love of Christ, 

fashioned with an emblem of the Passionist sign and the white Mercy cross.  Mother Catherine 

McAuley, the Founder of the Sisters of Mercy, said that the Institute of the Sisters of Mercy was 

founded on Calvary and the Mercy Cross helped us to keep this in mind. Catherine’s design was a 

cross without Jesus’ body as she wanted to remind the sisters that they were continuing the self-

giving of Jesus in their work.   

This depiction of the cross is the emblem of the Sisters of Mercy, whose Christian witness in 

Jamaica has deep roots since 1880 in Kingston, and since 1934 in Mandeville.  The Charism of 

the Sisters of Mercy is two – fold: to fulfil the corporal and spiritual works of mercy as depicted 

from Matthew 25: 31 – 46.  In Manchester, the presence of the Sisters of Mercy have fulfilled the 

mission of Jesus through education at Mt. St. Joseph Preparatory and the establishment and St. 

John Bosco Children’s Home.      

 

In the centre of the Cross is the sign of the Passionist community. It is taken from the Coat of Arms 

of the Diocese of Mandeville and the first Bishop the Most Reverend Paul Boyle, C.P.  The 

Passionist sign is worn by all Passionist.  It symbolizes the prayer of each Passionist that the 

Passion of Jesus Christ be ever in their hearts.  The words are written in Greek, Latin and Hebrew 

and translate into the Passion of Jesus Christ.  At the bottom of the heart are three nails that 

represents how Jesus was nailed to the Cross out of love for us. 
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The Passionist Community, including Priests, Brothers and Sisters have served in Jamaica since 

1955.  The first Bishop of Mandeville was a Passionist and former Superior General of the 

Congregation.  The present Bishop Most Rev. Neil Tiedemann, CP is also a Passionist.   Each 

Passionist takes a special vow to promote devotion to the Passion of Christ and wears the sign over 

their heart to symbolize their dedication to the Passion of Christ. 

 

Thus, the “Crest” of Mount Saint Joseph Catholic High School expresses a rich history of Christian 

witnesses, as well as an invitation by Christ Himself for us to be truly His disciples to witness His 

love to one another! 

July 2014 
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At Mount Saint Joseph, we learn to excel in our studies  
 

so we may succeed on the path we choose to follow. 
 
 
 

At Mount Saint Joseph, we build a community of love and of respect 
 

and with prayer to deepen our own lives. 
 
 
 

Mount Saint Joseph Catholic High School,  
we pledge our work and our support. 

 
 
 

Mount Saint Joseph Catholic High School,  
we pledge integrity and loyalty for all the years ahead. 

 
 
 

At Mount Saint Joseph, we learn to stand together in our Faith; 
 

to build a better world to pass on to future generations. 
 
 
 

(Written by Sister Jeannette Goglia, RSM) 
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Subjects done at 1st form 

1. English 

2. Mathematics 

3. Information and Communication 

Technology 

4. Science 

5. Social Studies 

6. Geography 

7. History 

8. Civics 

9. French 

10. Spanish 

11. Physical Education 

12. Visual Art 

13. Drama 

14. Christian Living 

15. Personal Development 

16. Resource and Technology 

 

 

Subjects done at 2nd form 

1. English 

2. Mathematics 

3. Information and Communication 

Technology 

4. Science 

5. Social Studies 

6. Geography 

7. History 

8. French 

9. Spanish 

10. Physical Education 

11. Visual Art 

12. Drama 

13. Christian Living 

14. Personal Development 

15. Resource and Technology 

 

 

Subjects done at 3rd form 

1. English 

2. Mathematics 

3. History 

4. Social Studies 

5. Science 

6. Information and Communication 

Technology 

7. French 

8. Spanish 

9. Geography 

10. Physical Education 

11. Visual Art 

12. Drama 

13. Technical Drawing 

14. Christian Living 

15. Resource and Technology 

 

 

 

 

Curriculum
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Rented textbooks must be returned in satisfactory condition. If we cannot use the book 

again, the student will be charged the replacement cost of the book. The Ministry of Education 

Youth and Information has mandated that the shelf life of books be increased to a maximum of 

seven years; thus we urge parents to ensure that the books placed in their care are maintained.  

In order for the book to be considered in “satisfactory” condition, we ask you to please take 

care of the textbooks rented to you.  

Please do not 

 Tear out pages 

 Damage the cover or spine 

 Stain the book 

 Allow the book to get wet 

 Write in, highlight or otherwise make any markings in the book. 

Terms and Conditions: 

All textbooks originally signed to a student will be that student’s responsibility and he/she 

is expected to return them in satisfactory condition. The name of the student to whom a textbook 

has been assigned must be clearly printed in pen on the inside cover of the textbook. A stamped 

area to facilitate this has been provided in all textbooks.  

In the event that a student is leaving the school prior to the end of the school year for which 

the textbook is assigned, the student is required to return all rented textbooks no later than the last 

day of their attendance at school. Students will be held responsible for the cost to replace any 

textbooks assigned to them which are either lost, damaged or stolen. Students shall return all 

originally assigned textbooks at the end of the school year on the date assigned. Failure on the part 

of any student to return any or all textbooks by the end of the school year will result in the student, 

not being issued with new textbooks for the next school year until the textbook(s) is either replaced 

or paid for.  

 

 

 

 

 

Guidelines for Rented Textbooks
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The Education Regulations, 1980 - 29 (1) states "A student shall obey the rules of the 

school he is attending." 

 Students and their Parents/Guardians are required to sign the “Student Commitment” 

indicating their acceptance of these regulations. 

 We advise both parent and student to read the handbook together.  

Mt St Joseph Catholic High School is committed to providing an environment for the delivery of 

quality teaching and learning by: 

 Promoting the rights and safety of all students, Parents/Guardians and staff. 

 Ensuring that students take responsibility for their actions and behaviour 

 Prohibiting all forms of discrimination and intolerance  

 Eliminating disruptive and offensive conduct  

 The Code of Conduct spells out the rules regarding student behaviour at Mt St Joseph 

Catholic High School and outlines the disciplinary system to be implemented by the school in the 

instances where students contravene the rules.  

 The Code of Conduct applies to all students while they are on the school premises or when 

they are away from the school premises representing the school or attending a school function. 

 The school rules are intended to establish a disciplined and purposeful environment to 

facilitate effective teaching and learning at Mt St Joseph Catholic High School. Ignorance of 

school rules will not be an acceptable excuse to commission of a breach. 

 

 

 

 

 

 

 

Code of Conduct
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Mt St Joseph Catholic High School maintains a zero tolerance for all forms of 

bullying. 

Students are expected at all times to behave in a courteous and considerate manner towards 

each other, all members of staff and visitors to the school. 

Students are expected to abide by the school rules with regard to appearance and behaviour 

when representing the school both during school hours and after school hours, at school and away 

from school. Students may not say or do anything that will discredit themselves or the school. 

No student has the right at any time to behave in a manner that will disrupt the learning 

activity of other students, or will cause another student physical or emotional harm. 

 

Regular attendance at school is important for students to reach their potential. The school 

is required to record the reason for any absences as a way of ensuring that students are absent from 

school only when they are sick or have another good reason for missing school.   

Form and subject teachers must keep an accurate attendance register and must keep copies 

of all communication to parents when absence from the classroom is reported. 

 All students are to arrive at school in time for registration at 7:40 A.M. 

 Absence from a class, without the permission of the relevant teacher is prohibited. 

 Students are to be punctual to all their classes. 

 Any absence from school must be covered by an absent note from a Parent/Guardian. 

Should a student be absent from school for a period of three (3) days or longer, his/her absence 

must be supported by a medical certificate.  

In the case of illness absence from a formal examination, test or task must be supported by a 

letter from a medical certificate. 

No student will be permitted to leave the school during school hours without a letter from their 

Parent/Guardian requesting the permission of the Principal/Vice-Principal/Grade Supervisor for 

the student’s release. A signed exit note must be obtained from the Principal/Vice-Principal/Grade 

Supervisor before the student will be allowed to exit the school premises with the parent. 

General Principles

Attendance at School and Classes
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All students will attend assembly and all scheduled school gatherings for the full duration 

thereof. 

School uniform and general appearance 

All students are expected to wear the official school uniform and appear neat and tidy at 

all times. 

Additions to the uniform that are not in conformity with the uniform guidelines will not be 

allowed.  

Girls are permitted to wear a gold or silver knob on the earlobe of the ear and a simple 

wristwatch. Boys are allowed to wear a simple wristwatch. No coloured contact lenses or visible 

tattoos are allowed. 

No colouring of hair or wearing of exotic hairstyles is allowed. Hair accessories may be 

black or dark brown only. 

Fingernails must be kept trimmed short and clean at all times and free of nail polish.   

During events that allow the wearing of casual wear, students should wear neat, presentable 

clothes. No tight-fitting clothes, clothes that are see through and/or revealing.  

Hair, uniform and shoes should be neat and clean at all times and students should present 

a well groomed appearance. 

Valuables 

The school will not be held responsible for theft of or damage to personal belongings on school 

premises (e.g. cell phones, laptops, tablets, bags, books and clothing). 

Students should avoid bringing expensive cell phones, smartphones or tablets, large sums of 

money and other valuables to school. Cell phones and other similar electronic devices must not be 

switched on during the course of the normal school day.  
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Playing in the classrooms, corridors, stairways, bathrooms and labs is forbidden. 

All litter must be placed in garbage bins provided. 

Wilful damaging or vandalizing of school property and the property of others, either by writing or 

by a physical act, is prohibited. Theft of school and private property is also prohibited. 

Any act of cheating in class work, homework, informal and formal tests or internal or external 

examination is prohibited. Furthermore, copying of and/or borrowing another student’s work is 

forbidden. 

Disruptive, unruly, rude and/or offensive behaviour will not be tolerated. 

Inappropriate physical contact between students will not be tolerated, inclusive of Juniors and 

Seniors. 

Sexual activity between students will not be tolerated.  

The timely handing in of work is the responsibility of each student. 

Students who fail to produce a medical certificate for absenteeism during formal 

examinations/tests/assessment tasks will obtain a mark of “0” (zero) for the particular 

examination/test/assessment task. 

Each student will respect the beliefs, culture, dignity and rights of other learners, as well as their 

right to privacy and confidentiality. 

Language that is seen as discriminatory is prohibited. 

Obscene language will not be tolerated. 

All students have the right to an education free of interference, intimidation and/or physical abuse.  

Each student will respect the property and safety of other students, teachers and all members of 

the school community.  

Fighting, threatening other students, extortion and bullying other students is forbidden. 

Each student will respect those students in positions of responsibility (e.g. form monitors, prefects 

and house leaders). A student who is in a position of responsibility will conduct him/herself in a 

manner befitting someone in a position of responsibility. She/he will respect the rights of other 

students and will not abuse authority granted to him/her through his/her position 

General Rules
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Taking to school, copying and/or reading of offensive or pornographic material is prohibited. 

Students must keep clear of areas that are indicated as out of bounds. 

No dangerous substances, objects or weapons (knives, firearms or items fashioned to inflict bodily 

harm) or illegal drugs are to be brought onto and/or used on the school property. 

The carrying and/or smoking of cigarettes and consumption of alcohol on the school compound is 

prohibited. 

The carrying of and/or consumption of illegal chemical substances and illegal drugs is prohibited.  

These and all other forms of behaviour deemed unacceptable by the school are forbidden.   

 

Suspension and expulsion of students will be based on the terms outlined in Regulation (30) of 

The Education Regulations, 1980 - 30 “Suspension of students”  

All Mt St Joseph Catholic High staff are responsible for discipline and have the full authority and 

responsibility to correct the behaviour of students whenever such correction is necessary.  

Any corrective measure or disciplinary action will correspond with and be appropriate for the 

offence. 

All students and Parents/Guardians will abide by the disciplinary system that has been developed 

to support student behaviour at Mt St Joseph Catholic High School. 

 

The following list of interventions and corrective measures will be used at Mt St Joseph 

Catholic High and are aimed at correcting inappropriate behaviour before suspension and 

expulsion. 

 A verbal warning/reprimand to express disapproval. 

 Written warning. (To be placed on student’s record) 

 Community service to improve the physical environment within and around the school 

property. 

 Supervised detention: 

Detentions are held on one specific day of the week, and supervised by a named member of 

the teaching staff. Detentions generally last for one hour (from 3:00 – 4:00 p.m.) and 24 hours’ 

Disciplinary System

Disciplinary Interventions
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notice is given so the appropriate arrangements can be made by parents. Parents are well 

advised not to remove students from a detention before its completion. If for some reason a 

student fails to serve the given detention and has a valid reason for doing so, he/she is to report 

to the assigned detention room on the next day that the detentions are being held. Failure to 

serve a detention, and three or more detentions in one term, results in an automatic demerit. 

Detentions take priority over any school activity or extra class. 

 Demerits  

A demerit is a two (2) hour detention served on two days of the week, Mondays and Fridays 

under the direct supervision of the Dean of Students. The date, time, place and reason for the 

demerit is given by the Dean and a minimum of 24 hours’ notice is given. Failure to serve a 

demerit is a serious violation. Demerit punishment takes priority over any school activity, extra 

class or detention. DEMERITS ARE RECORDED ON THE STUDENT’S PERMANENT 

FILE. FOUR OR MORE   DEMERITS IN   A   TERM   CAN RESULT IN A SUSPENSION. 

 Temporary suspension from school 

A suspension is a mandate by the school that the given student stays off school premises for a 

given period of time. This action becomes necessary when a student’s conduct is likely to have 

a detrimental effect on the discipline of the institution or when a student “commits any act 

which causes injury to any member of staff or to any other student” (ref. Regulation 29 (1) and 

(2), Education Regulations.  

 Referral for counselling 

 Fines to compensate for damages, to cover the cost of repair or replacement of lost or damaged 

items, which are the property of the school will be imposed. 

 Exclusion from school activities and functions, e.g. academic award ceremony. 

 Withdrawal of recognition, e.g. award. 

Conduct that may lead to suspension/exclusion includes, but is not limited to, the following: 

 Conduct that violates the rights or safety of others. 

 Criminal behaviour of any kind. 

 Defacing or destroying school property. 

 Disrespectful or objectionable conduct and verbal abuse directed at school staff or fellow 

students. 

 Outright defiance of lawful requests or instructions issued by persons in authority. 

 Sexual harassment or sexual assault. 

 Immoral behaviour or profanity. 

 Possessing, using or displaying evidence of use of any narcotics, unauthorized drugs, alcohol 

or any other intoxicant. 

 Repeated infringements of the school rules. 

 Possession of dangerous weapons (guns, knives and other objects which may threaten the lives 

of students/and staff). 
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Detentions, demerits and suspensions can eventually lead to an expulsion, this being the 

last resort of the school after all appropriate measures have been taken to reorient behaviour of the 

student. 

Expulsion however is immediate if a student deliberately and willfully brings onto the 

campus, or causes to be brought onto the campus weapons, or persons with the intention of 

inflicting or causing to be inflicted bodily harm to an individual. Students who are found in 

possession of, who purchase, sell or cause to be brought onto the campus any illegal substance will 

also be expelled. 

Where a student is guilty of extreme misconduct during the period of study leave or the 

course of their external examinations, he/she may be barred from attending the 

graduation/valedictory ceremony or from receiving a diploma/sixth form certificate. 

 

A student who in the judgment of a teacher performs acts that are good in themselves, or go 

beyond that which is expected, is awarded a merit. For example: 

 Volunteerism 

 Helpfulness 

 Cooperation 

 Improved academic performance 

 Perfect attendance 

 Perfect punctuality 

 

 

 

 

 

 

 

 

 

 

Expulsions

Merits
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To participate in school graduating exercises, all financial obligations to the school must be 

met. Students must have satisfied all school requirements re deportment, participation in co-

curricular activities, performance in Christian Living and Personal Development as well as the 

minimum academic requirements of Mt St Joseph Catholic High School. Students who have 

completed the prescribed course of study and who have also fulfilled the following criteria: 

 achievement of a satisfactory level of academic performance; 

 a good attendance record and where legitimately absent, the necessary written excuses given 

to the Supervisor; 

 a satisfactory record of conduct at all times; 

 attendance at all classes until the school leaving date; 

 timely submission of all internal assessments and attendance at all external examinations; and 

 active involvement in school life, will be allowed to participate in formal school leaving 

activities. 

 

Involvement in activities making up the co-curricular programme forms a valuable and 

integral part of the holistic education of every student.  All students are, therefore, expected to 

become actively involved in at least one (1) sport, cultural and/or service activity per school year.  

The student is expected to adopt the correct etiquette pertaining to the specific activity at 

all times. 

Once a student has committed him/herself to an activity, she/he will be bound to meet the 

rules and obligations related to that activity 

Involvement in a particular activity will span the entire season/duration in which that 

activity takes place. 

Attendance at all practice sessions is compulsory. A valid excuse in writing from the 

student’s Parent/Guardian is required if students miss an activity or practice or training session. 

Appropriate uniform will be worn to all practice sessions. 

Students travelling to an away fixture will travel in full school uniform, unless other 

arrangements have been made. 

Graduation Requirements

Co-curricular Programme
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Homework is a valuable part of learning. It allows for practicing, extending and 

consolidating work done in class. Homework provides training for students in planning and 

organizing time and develops a range of skills in identifying and using information resources. 

Completing homework also establishes habits of study, concentration and self-discipline. 

All students must have a notebook for recording homework assignments and should record the 

following each time an assignment is given. 

 Subject 

 Date given 

 Instructions 

 Date due  

A homework monitor is assigned in each class. Students who are absent from school must consult 

with the homework monitor for assignments that they will need to complete. 

Study tips 

Understand that you are ultimately responsible for your success  

 Enjoy learning. 

 Revise the work done in each lesson daily and in advance of the next lesson for each subject. 

 Pay attention in class and follow your teacher’s instructions.  

 Ask questions when you are confused. 

 Schedule time at home to complete homework and review. 

 Meet with your teacher if you need help.  

 Study with friends or call a friend when you need help. 

 Prepare for upcoming tests deliberately and over a number of days.  

 Review your notes and the text before beginning an assignment.  

 Do not try to cram. 

 Manage your time well.  

 Actively participate in class.  

 

Parents/Guardians the ways in which you can help your child with their homework include: 

 Encouraging a regular daily time to complete homework. 

 Discussing key questions or suggesting resources to help with homework. 

 Helping to create a balance between time spent doing homework and leisure activities. 

 Asking them how their homework and class work are going and celebrating their successes 

and achievements. 

 Discussing with their teachers problems encountered with homework. 

 Checking whether homework has been set and encouraging your child to keep a homework 

notebook. 

Homework
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Teachers will use an appropriate variety of assessment types and tools to assess and 

evaluate student learning. Student reports in all subjects except Christian Living and Personal 

Development will be based on assessment of homework (15% of overall grade), class work (25 % 

of overall grade) and tests (60% of overall grade). 

For Christian Living and Personal Development based on assessment of student 

performance, students will earn a pass (P) or fail (F) grade. 

For each midterm report the grade in each subject will be based on at least one test. 

Grading system 

 

A+ - outstanding performance 

A - very good performance 

B - good performance 

C - satisfactory performance 

P - performance meeting minimally acceptable standard 

F - performance not meeting minimally acceptable standard 

 

Parents/Guardians of students who have received letter grades of P or F must meet with the teacher 

to discuss a plan of action aimed at helping the student achieve the acceptable standard for the 

learning outcome. 

 

Assessment

letter grade percentage / % 

A+ 90 - 100 

A 80 - 89 

B 70 - 79 

C 60 – 69 

P 50 – 59 

F ≤49 
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Parents will receive two types of reports – a midterm report and an end of term report and are 

required to attend a student performance review meeting during the school year to review progress 

of the student. Parents are encouraged to make appointments to meet with teachers where concerns 

arise with respect to student performance. 

Reports are distributed as follows: 

Christmas Term 

 midterm – October  

 end of term – January 

Easter Term 

 midterm – March  

 end of term – April 

Summer Term 

 end of term – July 

 

Each report will include a term and an attitude to learning grade. 

The Easter end of term report will not have an examination grade. 

For Christmas and Summer end of term reports a term grade, an examination grade and the 

comments of subject teachers the Grade Supervisor and Vice-Principal/Principal are included.  

Reports are to be emailed to parents who wish to receive reports by email. Printed reports will be 

distributed on a date to be advised, for parents who do not wish to receive reports by email.  

Parents have two weeks after the distribution of reports to seek clarification or amendments. 

Amendments to reports will not be accommodated once final reports have been posted to the 

school management system.  

Procedure for querying reports: 

Concerns about term grade or comment - speak to the subject teacher 

Concerns about attendance recorded - speak to the Grade Supervisor to clarify any absence or 

lateness to school. 

Missing position of responsibility - speak to the Grade Supervisor to have this adjusted. 

Reports
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A Testimonial of First Honors is awarded to students who achieve an overall average of 

90% or more and who have no grade lower than 60%. 

A Testimonial of Second Honors is awarded to students who achieve an overall average 

between 80 – 89% and who have no grade lower than 60%. 

Certificates of Recognition are awarded for students demonstrating improved academic 

performance who do not meet the criteria for the award of Testimonials of First or Second Honors.  

 

Students must use the bathroom before an examination begins. Under ordinary 

circumstances students will not be allowed to leave the examination room during an examination. 

Writing paper and graph sheets are provided by the school for examinations. 

Cheating in examinations is a serious breach of discipline and is punishable by a zero on the 

examination paper.  

Students must be in the examination room at least 15 minutes before the starting time of the 

examination.  

Students who arrive at school 30 minutes late for an examination should report to the Main Office 

on arrival. 

Bags must be stored in the area designated by the invigilator at the beginning of the examination. 

Borrowing in exams is strictly forbidden and so students are required to have all necessary 

equipment for each examination.  

Cell phones must be switched off and placed in student’s bag before the start of the examination.  

Smart watches must not be worn. 

Talking during the examination, or communicating in any way once you have entered the 

examination room, will result in the confiscation of all scripts and disqualification resulting in an 

award of zero. 

Students are not allowed to leave the room before the end of the examination. 

Honours System

Examination Procedures –
Internal Examinations 
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A non-graphing calculator will be permitted for selected subjects as directed by the teachers. 

Students must follow the instructions of the invigilator. If in doubt students must raise their hand 

to get the attention of the invigilator. 

At the end of an examination students must sit quietly (no talking or attempts at non-verbal 

communication) while the invigilator collects all scripts and used paper. 

Students should continue to be silent as they are dismissed and are leaving the examination rooms. 

 

Homework Monitor 

This person is selected by the Grade Supervisor in consultation with the Form Teacher. His/her 

main duty is to keep and record in the Homework Book all homework that is given by teachers 

and to indicate when no homework is given. 

Class/Form Monitor 

The class/form monitor is selected by the Grade Supervisor in consultation with the Form Teacher. 

The class/form monitor is the Head Student of the class, responsible for maintaining discipline, 

recording attendance, lateness etc. The class/form monitors report any class problems to the Form 

Teacher or Grade Supervisor. 

Prayer Monitor 

The Prayer Monitor is chosen by the Form Teacher. Duties include helping to lead devotions 

scheduled to be led by the class and leading daily devotions for the class at the beginning and at 

the end of the school day. 

Environmental Monitor 

The Environmental Monitor is chosen by the Form Teacher. Duties include turning off lights and 

fans when the class is not in session and ensuring the tidiness of the classroom. 

Student Council Representative 

This representative is elected by the students of the class. He/she: 

 Must attend Student Council meetings 

 Makes representation to the Council on behalf of his/her class 

 Reports to the class on Student Council meetings 

Students with Positions 
of Responsibility
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Prefects 

Selected on the advice of the Staff, and Grade Supervisors, Dean of Students, Vice-Principal and 

Principal. They should be: 

 Of good character and reliable. 

 Able to cope with their academic duties despite the extra responsibilities of their office. 

 Exemplary in their conduct and therefore able to set an example to the rest of the student body. 

 Knowledgeable of the rules of the school and be willing to guide students in their conduct and 

so promote the maintenance of good discipline in the school. 

 Able to set an example in their speech and dress. 

 Able to command the respect of the student body as a result of their own conduct and 

demeanor. 

 Have well developed interpersonal skills and so know how to relate to the rest of the student 

body. 

The Prefect’s main role is to encourage and promote good discipline amongst the student body. 

Each prefect is assigned a number of duties which includes lunch time patrol duty and general 

supervision at School Assemblies. 

 

A strong partnership between home and school is one of the characteristics of any effective 

school. Parents/Guardians must be aware of what is happening at school in order to properly 

monitor, guide and support student achievement. 

To this end, make sure you receive: 

The academic calendar  

Distributed in September giving the dates of: 

 Beginning and end of each term 

 Midterm breaks 

 Progress Report meeting with parents 

 Scheduled major school events 

 Dates of internal examinations - avoid planning activities for your child/ward which conflict 

with their examinations. 

Requests for status letters, letters of recommendation, etc. should be made two weeks in advance. 

Appointments can be made (by email, telephone or in person via the Office Secretary) to meet 

with teachers. 

Home School Relationship  
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Never go directly to a classroom to have discussion with a teacher.  

Never go directly to a classroom to see your child/ward during the school day.  

Never confront a student concerning any disciplinary matter speak to the Principal or Vice-

Principal.  

Do attend all scheduled Progress Report and Parent Teacher Association Meetings. 

Withdrawal of students 

Parents/Guardians are required to give one term’s notice of their intention to withdraw 

their child/ward. This notice must be submitted in writing to the Principal. Parents/Guardians are 

asked to ensure that all rented texts and other school property are returned and that all financial 

obligations to the school are settled prior to the student’s date of withdrawal. 

The school does not grant ‘academic leave of absence’ to students. Students who are absent from 

school for over one month without adequate notification will be deemed to have withdrawn and 

their names removed from the school’s register. 

 

Parents/Guardians please note: “Security and safety is a management function of the leadership of 

the school.  The principal is the chief security and safety officer of the school.  He/she is 

responsible for planning and administering the day-to-day security and safety arrangements at the 

school within the policy framework that is laid down by the Board” ref: Manual for Promoting a 

Culture of Security & Safety in School, Ministry of Education 2008 

Gate opens at 6:00 am 
Students arriving after 7:40 am will be marked late 

6:00 am – 8:00 am  

Gate closed to students, Parents/Guardians, all members of staff and 

members of the public unless authorized by school administration 6:00 

pm – 6:00 am.  
Entry and exit monitored by the Security Officer on duty 
Student exit permitted only with signed permission slip issued by the 

Principal, Vice-Principal or Grade Supervisor 
Students placed on suspension may not enter the school campus for the 

period of suspension without the direct authorization of the Principal, 

Vice-Principal or Grade Supervisor 

8:00 am – 2:00 pm 

Wednesday 

8:00 am – 3:00 pm Monday, 

Tuesday, Thursday and 

Friday 
 
Teaching time 

Students who have left campus at end of school or co-curricular activity 

will not be allowed to re-enter the campus 
3:00 pm – 4:00 pm 
 
Co-curricular activity  

School Access Policy
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Students who are not involved in a teacher supervised co-curricular 

activity are expected to leave the school compound once dismissed from 

classes 
Please contact Extended Day Duty Teacher in the event of an emergency 

Exit monitored by the Security Officer on duty 
All students must be off the school campus by 5:00 pm 
Gate closed at 6:00 pm 

4:00 pm – 5:00 pm 

5:00 pm – 6:00 pm 

 

 
All visitors must comply with dress code and are required to 

 give their name to the Security Personnel on duty 

 state the general purpose of their visit 

 state the name of the person they intend to visit 

 once admitted proceed as directed by the Security Personnel on duty to the Administration Office 

Visitor badges will be issued as directed by the Principal or designated Admin Staff 

Access to the school campus on weekends MUST be approved by the Principal. 

 

 

Parents/Guardians visiting the school are required to comply with the dress code. The following 

are not to be worn when visiting the school campus.  

Female Parents/Guardians 

 Tight fitting clothing (dresses, blouses, skirts, pants) 

 Camisoles, sleeveless blouses, halter or tank-tops without jackets 

 Walking shorts and tights  

 Sheer or revealing clothing that exposes cleavage or midriff 

 Clothing bearing drug or gang related, sexually explicit, offensive or indecent language 

Male Parents/Guardians 

 Pants below the waist 

 Sweat pants 

 Merinos 

 Clothing bearing drug or gang related, sexually explicit, offensive or indecent language 

 

Dress Code
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Email may be a fast and convenient way for you to send messages, but this may not be the 

case for some of our teachers. Some teachers read their email messages in the morning before 

school, some may read them at the end of the day, and some read them during the school day. 

Some teachers prefer to use the phone to speak directly to parents. 

For these reasons, please remember if you choose to send an email message to a member of our 

professional staff, you may not get an immediate reply. The usual practice will be a response within 

two working days of receipt of your email. The staff members will determine how best to contact 

you: by email, phone, or to schedule a personal conference. 

When using email, please observe the following guidelines: 

 Do not send emergency messages by this medium. For example, do not use email to inform a 

teacher that your child is not to go home by public transport. A teacher may not have time to 

read your message in a timely fashion. Instead use contact the school office by telephone to 

ensure that your message is received and is clearly understood. 

 Your child’s academic progress, learning expectations, or behavioural issues, which require a 

lengthy and deep response, are best addressed through a telephone conversation or by 

scheduling a personal conference with your child’s teacher. 

 Remember that email is not necessarily confidential. Confidential information should be 

conveyed by phone or personal contact. 

 Please identify yourself and your child in the subject line of your email message. Failure to 

adhere to this will result in your email being ignored. 

 For all medical or health concerns, please contact the School Nurse by phone. 

 Please keep all contact professional; jokes, amusing or special stories, chain letters, or 

commercial solicitations are inappropriate and reduce valuable time. 

 Mass email to the school staff must be approved by the administration before sending the email. 

 Requests for transcripts or other official documents must be done in person at the main office. 

 Email regarding a student’s attendance e.g. excuses for absence or tardiness, must be followed 

up with a signed letter to the Grade Supervisor. 

 

 

 

 

Email Communication
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The school employs a number of strategies in order to maximize learning opportunities and reduce 

risks associated with the Internet. These strategies are as follows:  

General 

Internet sessions will always be supervised by a teacher. 

Filtering software and/or equivalent systems will be used in order to minimize the risk of exposure 

to inappropriate material. 

The school will regularly monitor students’ internet usage. 

Students and teachers will be provided with training in the area of Internet safety. 

Uploading and downloading of non-approved software will not be permitted. 

Virus protection software will be used and updated on a regular basis. 

The use of personal memory sticks, CD-ROMs, or other digital storage media in school, requires 

a teacher’s permission. 

Students will treat others with respect at all times and shall not undertake any actions that may 

bring the school into disrepute.  

World Wide Web 

Students shall not intentionally visit Internet sites that contain obscene, illegal, hateful or otherwise 

objectionable materials. 

Students shall report accidental accessing of inappropriate materials in accordance with school 

procedures. 

Students shall use the Internet for educational purposes only. 

Students shall not copy information into assignments and fail to acknowledge the source. 

(plagiarism and copyright infringement) 

Students shall never disclose or publicize personal information. 

Downloading by students of materials or images not relevant to their studies is in direct breach of 

the school’s acceptable use policy. 

Acceptable Internet Use Policy
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Students shall be aware that any usage, including distributing or receiving information, school-

related or personal, may be monitored for unusual activity, security and/or network management 

reasons.  

Email 

Students shall use approved class email accounts under supervision by or permission from a 

teacher. Students will not send or receive any material that is illegal, obscene, and defamatory or 

that is intended to annoy or intimidate another person. 

Students shall not reveal their own or other people’s personal details; such as addresses or 

telephone numbers or pictures.  

Students should never arrange a face-to-face meeting with someone they only know through emails 

or the internet. 

Students should note that sending and receiving email attachments is subject to permission from 

their teacher. 

Sanctions  

Misuse of the Internet may result in disciplinary action, including written warnings, withdrawal of 

access privileges and, in extreme cases, suspension or expulsion. The school also reserves the right 

to report any illegal activities to the appropriate authorities. 

Cyberbullying  

Cyber bullying is bullying through the use of communication technology like mobile phone text 

messages, emails or websites. This can take many forms for example:  

 Sending threatening or abusive text messages or emails, personally or anonymously 

 Making insulting comments about someone on a website, social networking site or via MMS 

or SMS 

 Making or sharing derogatory or embarrassing videos and images of someone via mobile 

phone or email  

Abusive language or images, used to bully, harass or threaten another, whether spoken or written 

(through electronic means) may be libelous, illegal and contravenes the school’s Code of 

Conduct. 

Dealing with cyberbullying 

1. Talk to someone you can trust and tell them what has occurred. 

2. Keep copies of any abusive texts, emails, messages that are received with a record of the date 

and time. Take screenshots or keep chat logs. 
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3. Do not reply to any messages as it will often only encourage the bully and do not respond on 

somebody's behalf, or get involved by commenting. Report it instead. 

4. Block the sender of obnoxious messages. 

5. Consider temporarily disabling your profile, or even removing it altogether. 

Reporting of abuse or other concerns: 

Individuals vested with this responsibility independent of the school administration will be 

appointed by the Board of Management. 

 

 

 

 


