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COMMONWEALTH-PARKVILLE SCHOOL 
 

 

INTRODUCTION 
 

Commonwealth-Parkville School is more than a school; it is a community in itself.  One of the dynamics of 

living in a community is that we rarely act in isolation.  Invariably, our actions affect others.  That is why it is so 

important to foster in one another a sense of mutual respect. To this end, we ask our students and adults alike to be 

tolerant, disciplined, honest, respectful, and to abide by the rules explained in this handbook. 

 

The faculty and administration ask that students and parents take time to read this handbook together, carefully, 

and thoroughly.  It describes the School practices and policies and contains information regarding student health, 

safety, and code of ethics.  We also encourage you to review this information with any caregiver who might share 

responsibility for your child. 

 

THE SCHOOL MUST BE ABLE TO CONTACT YOU IN CASE OF ILLNESS OR EMERGENCY 

OCCURRING DURING THE SCHOOL DAY. PLEASE BE SURE TO KEEP THE SCHOOL OFFICE 

INFORMED OF ANY CHANGES IN WORK OR HOME ADDRESSES OR TELEPHONE NUMBERS. 

 

 

 

PHILOSOPHY AND BACKGROUND 
 

The Commonwealth-Parkville School, founded in 1952 and incorporated in the Commonwealth of Puerto Rico, 

is a non-profit, co-educational, non-sectarian, college preparatory day school providing an integrated and ambitious 

PPK-12 curriculum in English.  It is located on two campuses:  Parkville Campus in Guaynabo (grades PPK-6), and 

Commonwealth Campus in Hato Rey (grades 7-12).  The membership of the Corporation consists of parents and 

guardians of children attending the Commonwealth-Parkville School. 

 

 

BELIEF STATEMENTS 

 

At Commonwealth-Parkville School, we believe that: 

 

 excellence is achievable and always worth striving for  

 the belief in oneself is vital to success 

 students learn best when they are engaged in the learning process and supported by family, teachers, 

and peers 

 differences in culture and learning styles strengthen the school community 

 all students have the right to respect and dignity 

 excellence can be modeled 

 education is a life-time activity 

 

 

MISSION STATEMENT 

Revised on May 12, 2003 

 

 The mission (aspirational, not promissory) is to: 

 

A. provide a high quality curriculum in English with a strong program in Spanish that will allow students to 

develop intellectually, academically, socially, emotionally, creatively, and physically within a diverse 

cultural context; 
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B. reinforce the basis of a productive, moral, ethical, and socially responsible individual, and to develop 

a belief and pride in democratic ideals and respect for dignity of all individuals; 

 

C. equip students to pursue higher education in the U.S.A., Puerto Rico, or abroad most compatible with 

their abilities and interests; 

 

D. stimulate critical thinking and reasoning across the curriculum by providing challenging experiences 

and activities; 

 

E. provide a harmonious learning environment by offering a wide variety of activities and sports 

through which students can discover individual interests and abilities; 

 

F. engage the whole school community in the challenge and excitement of striving for excellence and 

developing the joy of learning. 

 

 

HISTORY OF CPS 

 

Commonwealth-Parkville School, celebrating over 50 years of educational excellence, is a private, college 

preparatory, co-educational institution founded in 1952.  It is a non-sectarian, non-profit school incorporated by the 

Commonwealth of Puerto Rico and governed by a Board of Directors. Initially, the school was established to meet 

the educational needs of families from the United States brought to Puerto Rico by Fomento's Industrialization 

Program. 

 

The school began as a kindergarten through 12th grade private school under the name of Commonwealth 

School in the Roosevelt Urbanization of Hato Rey. The school’s initial year included 92 students, 8 teachers and 8 

classrooms. The school grew and later merged with the San Juan School By The Sea in Punta Las Marías.  Through 

the efforts of dedicated parents and administrators, Commonwealth School was remodeled and expanded.  In 1961, 

it graduated its first twelfth grade class of 10 students.   

 

As enrollment continued to grow, Parkville School in Guaynabo was constructed in 1964 to serve as the 

elementary campus.  It provided space for an additional two hundred students from kindergarten through sixth 

grade. 

 

Caribbean Consolidated Schools was incorporated in 1964 and continued to operate Commonwealth High 

School, San Juan School By The Sea, and Parkville School.  Between 1972-74, the seventh  and eighth grades were 

moved from the Commonwealth Campus to Parkville.  

 

In 1979, the Board of Directors voted to sell the San Juan School By the Sea, to transfer its assets to a 

corporation formed by the parents of children attending that school, and to improve facilities at both Parkville and 

Commonwealth campuses.  During the 1980’s, Parkville School witnessed increasing enrollment.  The library was 

expanded and an appropriate setup for the Horizons Program was established.   

 

During the 1980’s, a demographic change occurred with a reduction of stateside students and an increase in 

Hispanic and international students.  In 1990, the name of the school was changed to Caribbean Preparatory School 

(CPS), an umbrella term signifying one unified school on two campuses, Parkville and Commonwealth. 

 

From 1990 to the present, CPS has witnessed tremendous changes and growth.  New administrative positions 

were instituted, including dean of student (CHS), psychologist, educational technology coordinator, school nurse, 

director of development, and director of alumni.  Virtually every facet of the school community was reviewed and 

evaluated, with changes made based on strategic plans and available funds.  Beginning with 1997, a new 

accreditation protocol (Accreditation for Growth, or simply AFG) was adopted through the Middle States 

Association of Schools and Colleges (Philadelphia, PA) and has formed the basis of continuous planning and 

growth, peer review, inclusion of stakeholders, and focus on student outcomes. Physical facilities at both campuses 
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have been renovated and redesigned.  For example, from 1997-99 at Parkville, a new cafetorium, library, and 

classroom complex was constructed along with the development of an ADA compliant elevator and fine arts center. 

 

At Commonwealth, following the Board of Directors 2001 decision to move grades 7 and 8 from Parkville back 

to Commonwealth, major renovations were planned and executed, including adding ten new classrooms in middle 

school to accommodate grades 7 and 8, new science and computer laboratories, and administrative offices. An 

endowment fund for scholarships was established in 2002, permitting entrance of a limited number of talented 

students who otherwise could not afford to attend CPS. During the summer of 2003, a new chemistry laboratory was 

relocated to the science wing on the first floor, high school classrooms were remodeled, including new windows, 

and the library was expanded to accommodate the additional middle school collection for grades 7 and 8. 

 

        During the years 2006-2007, the Parkville Campus has undergone two major remodeling projects.  In 2006, the 

roofing and floor covering of the center patio; creating a covered multi-purpose facility used for PE  classes, sports 

events, as well as assemblies and artistic performances throughout the year. 

 

        This summer, a much needed ramp was built in the center patio to help alleviate the traffic of students to the 

second floor, especially during morning and dismissal times.  Several classrooms have been remodeled to include 

new windows and acoustic ceilings.  In addition, computer hardware and software have been upgraded to allow high 

Internet access in each classroom.  State-of-the-art audiovisual and Smart Board equipment have been acquired in 

both campuses for instructional purposes. 

 

At the onset of the 21
st
 Century, CPS is prepared with a renewed, strong academic reputation and has achieved 

significant recognition and success in creative programming, college acceptances, sports, forensics, Model United 

Nations, and space exploration with a visit of a NASA astronaut.  Students from CPS graduate with high levels of 

ability and confidence.  The enrollment of CPS has increased dramatically                                                            

attesting to the faith and trust that parents, students, and faculty have in our school.  Commonwealth-Parkville 

School accepts all students without regard to race, nationality, ethnicity, gender, or political or religious affiliation.   

 

The future of CPS is exceptionally positive, with many new plans to promote instructional growth and 

development along with athletic facilities and raising teachers’ salaries significantly. With this growth, however, the 

traditional hallmarks of individualized instruction, small class sizes, close student-teacher relationships (9:1 student-

teacher ratio), and commitment to academic excellence, sports, fine arts, and leadership, opportunities will continue 

unabated.  CPS’ motto ―where learning stretches to meet imagination” commits us to continuously search for 

increased opportunities in all areas, both academic and co-curricular.   

 

We welcome you to CPS and are eager to provide you with college preparatory educational opportunities of the 

highest standards. 

 

 

AFFILIATIONS AND ACCREDITATION  

 

Commonwealth-Parkville School is licensed and accredited by the Department of Education of Puerto Rico, 

accredited by the Middle States Association of Colleges and Schools, and is a member of: 

 

 Asociación Puertorriqueña de Profesionales de la Orientación 

 Association for the Advancement of International Education 

 Association for Supervision and Curriculum Development 

 Caribbean Association of Independent Schools 

 Caribbean Counselors Association 

 College Board 

 Liga Atlética Mini Escuelas Privadas, Inc. 

 National Association of College Admission Counselors 

 National Association of Independent Schools 
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 National Association of Secondary School Principals 

 National and Junior Honor Societies 

 National Middle School Association  

 Puerto Rico Football Club 

 Puerto Rico High School Athletic Alliance 

 Puerto Rico Private Schools Association 

 

Beginning with the 1997-98 academic year, CPS embarked on the Accreditation for Growth Program through 

the Middle States Association of Colleges and Schools (MSA) in Philadelphia.  This school evaluation and 

accreditation program requires schools to demonstrate growth in student performance.  It is an alternative process 

that has visionary and futuristic elements for continuous review of programs and services, allowing all members of 

the school’s constituency to become stakeholders in the future of the school. 

 

 

ADMISSIONS POLICY 

 

Commonwealth-Parkville School seeks to enroll students of good character who give evidence of being able to 

benefit from a challenging college preparatory experience. Students are admitted by the Admissions Committee on 

the basis of academic achievement, testing, school records, interviews, teacher recommendations, and are admitted 

without regard to race, color, religion, gender, national and ethnic origins, or political beliefs. 

 

Seat priority is given to students who are enrolled within our school, to siblings of children attending a school 

operated by the Corporation, and to children of families connected with the industrialization program of Puerto 

Rico, within the criteria established by the Admissions Committee, as stated below. 

 

All students are required by Law No. 25 of the Commonwealth of Puerto Rico to have a vaccination certificate 

(green PVAC-3 form) issued by a physician.  The completed vaccination certificate is necessary to complete the 

admissions process.  The vaccination certificate (and vaccinations, if needed) may be obtained at a physician's 

office, pediatrician's office, or at any public health unit or center in any municipality. 

 

 

ADMISSIONS PROCEDURES 

 

The acceptance of a student depends upon entrance test results, availability of space in the school, a satisfactory 

conduct report, and academic achievement from the school previously attended.  Final acceptance is pending receipt 

of end-of-year grades. 

 

Acceptance of students is based on a full disclosure of the requested information.  If full disclosure is not given 

prior to acceptance, the admission of student is on a provisional basis.  If student is asked to withdraw, the school 

will not refund fees paid to enroll student. 

 

1. Pre-Pre-Kinder (PPK), 

 Pre-Kinder, Kindergarten  

 

a. An evaluation of the candidate done by the Director of Admissions is required to evidence his or her social 

and emotional development.  If deemed necessary by the evaluator, a psychometric exam will also be 

required. 

b. All applicants at this level must present a birth or baptismal certificate plus a health certificate, which 

should include an appraisal of the student's hearing and vision. 

c. All Pre-Pre-Kindergarten Program applicants MUST be 3 years old by August 31
st
 and fully toilet trained.  

All Pre-Kindergarten applicants MUST be 4 years old and all Kindergarten applicants MUST be 5 years 
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old on or before August 31st of the year in which they enter, or be considered ready by the Admissions 

Committee. 

d. If the applicant has been in school before, a letter of recommendation from the previous school’s teachers is 

required.  If more than one year, the student must go through the regular admission process. 

e. The applicant will be evaluated by the Admissions Committee with the proper evaluative documents and a 

recommendation will be made for acceptance or non-acceptance. 

 

2.  Grades 1 to 8 

 

a. An English-language achievement test and a math achievement test will be administered upon application 

to the school.  A writing sample in English and Spanish will also be collected at this time. 

b. A transcript of grades and letters of good conduct from the previous school director, payment history, and 

teachers’ questionnaires from English and math subjects, should be presented at this time.  The student 

information form MUST be completed in full.  All questions must be answered.  No decision on acceptance 

will be made until these materials have been received. 

c. After the administration of the test, a representative of the Admissions Committee will meet with one or 

both of the parents or guardians.  During the interview, the family will inform the Admissions Committee 

representative on the applicant's academic background. 

d. For students with English-as-a-first language:  The admissions decision will be based on the achievement 

test, the letters of recommendation from the previous school, and the transcript of grades.  If a student 

scores below a 50 percentile on national norms on the test or if the transcript indicates below-average 

grades, the Admissions Committee will decide, on an individual basis, whether or not the student will be 

admitted conditionally to the school. 

e. In case of students whose first language is not English: 

An English-language writing sample, followed by an oral screening, will be administered.  If these two 

tests show that the student does not possess ability in the English language deemed essential to successful 

learning in the grade, further action will be required, such as private tutoring and Summer School.  

Depending on the results of these recommendations, the student(s) may be accepted conditionally.  At the 

Lower School, Middle School, and High School levels, the Admissions Officer will inform parents that the 

student might be required to enroll in ESL (English as a Second Language), either through CPS or through 

private tutoring. 

 

3.  Grades 9 to 12 

 

a. Pre-requisites for entrance to: 

 

Grade 9 Successful completion of Grade 8. 

 

Grade 10  Successful completion of courses totaling 5 credits, including English, mathematics, history, 

science, and Spanish credits for each year of post-elementary school attendance in an accredited 

school. 

 

Grade 11  Successful completion of courses totaling 10 credits, including English 9, English 10, algebra II 

or geometry, science, history, and Spanish credits for each previous year of post-elementary 

school attendance in a school in Puerto Rico. 

 

Grade 12  Successful completion of courses totaling 15 credits, including English 9, English 10, English 

11, algebra II or geometry, science, history, and Spanish credits for each year of post-

elementary school attendance in a school in Puerto Rico.  Admission into 12th grade will only 

be considered if coming from off-island. 

 

Note: Students coming from schools outside Puerto Rico will have the Spanish requirement waived. 
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4.  Other requisites: 

 

i. Questionnaires from previous mathematics and English teachers, a letter of good conduct 

from the counselor or the principal of previous school. 

ii. Average/grade (50 percentile) score on standardized test. An English and Spanish writing 

sample will be administered, and, in cases of English as a second language (ESL), the student 

will be screened orally as well. 

iii. Interview with Admissions Director, Dean of Students, and/or Principal and Headmaster if 

deemed necessary. 

 

 

RE-ENROLLMENT 

 

       At the end of January, re-enrollment letters are sent out to CPS parents/guardians.  The school must be notified 

by the end of February whether or not the student will return to school the following academic year.  Students who 

are re-enrolled at CPS during this period will receive a discount, as determined by the school.  The school reserves 

the right to delay re-enrollment due to any or all of the following reasons: 

 Unresolved academic difficulties 

 Disciplinary issues 

 Lack of compliance with recommendations and requirements made by teachers or other 

professionals in or outside the school community 

 Outstanding tuition and/or other fee accounts 

 

 

 

ACADEMICS 
 

ACADEMIC PROBATION POLICY 

 

Students who have less than 70% in two or more courses per quarter will be automatically placed on academic 

probation by the Director.  Any student who is placed on academic probation will be subject to the following:   

 

a. Assistance measures as determined by faculty, counselor, and/or director 

b. Have their academic performances reviewed weekly and grades reviewed at the end of the succeeding 

marking period.  Those students who fall below minimum requirement will be sanctioned accordingly 

including, but not limited to exclusion from extracurricular, social activities and/or sports. 

c. The review will be done by an evaluation committee comprised of faculty, school counselor/psychology 

and divisional director.  The Headmaster can be involved upon request of the committee.  The directors will 

make all final decisions. 

d. Failure to comply with these assistance measures could result in dismissal from school as determined by 

the evaluation committee. 

e. Students who consistently do not show signs of improvement during the semester following the academic 

probation may be asked to leave the school mid-year or seek an alternative educational environment for the 

next academic year. 

 

If, in the end of the year review, a student is placed on academic probation, the student will be given the 

opportunity to make up a maximum of two courses in summer school. 

 

Students, who fail more than two courses at the end of the school year, may be required to seek an 

alternative educational environment. 
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ADVANCED PLACEMENT COURSES 

 

Advanced Placement is given usually to junior and senior students who maintain a high average and with 

faculty recommendations.  AP courses are subject to availability and require a minimum number of students. 

 

AP Courses given could include, but are not limited to: 

 English Literature and Composition  Spanish Literature 

 English Language and Composition  Studio Art 

Biology   Chemistry 

Art History   US History 

Calculus 

 

COMMUNITY SERVICE 

 

Community Service is a graduation requirement.  It is important that our students be exposed to the rewarding 

experience of helping others.  Students graduating from the 8th grade are asked to submit a total of 20 hours of 

community service by graduation.   

 

                7
th

   Grade  10 Hours 

                8
th 

  Grade   10 Hours 

         Total    20 Hours 

 

Students graduating from the 12
th

 grade are asked to submit 70 hours of community service by graduation.  

 

                9
th

 Grade    15 Hours 

             10
TH

 Grade    15 Hours 

             11
th

  Grade    20 Hours 

             12
th

  Grade    20 Hours 

                     Total       70 Hours 

 

Community service can be certified by any institution in which the student has rendered the service.  Community 

organizations, churches, shelters, nonprofit organizations, charities and such are encouraged.  Parents that certify 

hours must be authorized representatives of the nonprofit entity that provides the service opportunity. 

 

Community Service can also be rendered in school as part of NHS and NJHS projects.  Teachers can certify 

community service hours to those students willing to help with certain tasks during snack, lunch or after school. 

However, all community service projects must be pre-approved by the Community Service Coordinators and/or the 

Director. 

 

 

CONFERENCES 

 

A parent or teacher may request and schedule a parent-teacher conference by contacting the school office to 

arrange the appointment. Parents and legal guardians are those entitled to attend conferences and or receive 

information about a student. The conference at the CHS campus may include the student, teacher, dean of students, 

advisor, counselor, tutor, or director.  At the Parkville Campus, parents/guardians, teacher, psychologist, and 

director may be included.  At times a multi-disciplinary team may be involved in these conferences. A student's 

progress and ideas for improvement require careful analysis and confidentiality.  Parent-teacher conferences lead to 

the development of an action plan, which enhances the student's learning and school experience. 
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COURSE LEVEL DESIGNATION:  GRADES 8-12 

 

Advanced Spanish (Nivel Avanzado) 

Advanced Placement – AP 

Level 3 – Honors 

Level 2 – Regular 

Hor. - Horizons 

 

 

CRITERIA FOR ACADEMIC LEVEL CHANGES 

 

CPS provides regular college preparatory and advanced classes beginning in grade 7.  For placement into either 

regular or advanced, the school considers many criteria.  Scheduling limitations may impact this process.  Student 

progress is received annually by subject coordinators, faculty advisors, and directors, using the following guidelines: 

 Ability to work independently and in groups 

 Disciplined work habits 

 Skills in taking tests and quizzes 

 Effective on-time completion of projects, reports, and research papers 

 

Students who are identified for a level change will be notified and given an interview (parents’ attendance at 

interview is optional).  The school will make the final decision based on teacher recommendation in the best interest 

of the child and will be admitted to the newly assigned level on a one-quarter trial basis. 

 

DIPLOMA REQUIREMENTS:  EIGHTH GRADE 

 

Fourteen credits are needed to complete requirements for graduation: 

 

  COURSE CREDIT  COURSE LEVEL 

2 English 

2 Spanish 

2 Science 

2 Mathematics 

2 Social Studies 

 

Additional requirements for 7
th

 and 8
th

 grade will include: 

 7
th

 grade  (2 credits) 

  1  P.E. 

 ½   Junior Ethics 

½  Computers 

 

 8
th

 grade (2 credits) 

 ½ P.E. 

 ½ Health 

 ½ Art 

 ½ Music 
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DIPLOMA REQUIREMENTS:  TWELFTH GRADE 

(All courses must be taken while in high school) 

27 credits are needed to complete requirements for graduation. 

 

English      4 credits 

Spanish      4 credits 

History      4 credits 

 Typical sequence: 

 World History, Modern World History, 

 U. S. History, P. R. History  

Science      3 credits 

 Typical sequence:  

Physics, Chemistry, Biology 

Math      3 credits 

 Typical sequence:  

 Geometry, Algebra II, Math elective (College Algebra, Pre-calculus, Calculus, Business Math) 

  

12
th

 grade Science OR Math 

Requirement     1 credit* 

 

Physical Education    1 credit 

Health      ½ credit    

Ethics       ½ credit 

SAT Math     ½ credit 

Computers     ½ credit 

Electives                             5  credits** 

 
TOTAL:          27 credits 

 

* 12th grade students will choose a one-year course of Science or Math (1 credit), taking into consideration their  

   career preferences, the recommendations of their previous Science of Math teachers, and the availability of  

   courses. 
 

**One of the 5 credits in elective courses must be taken in the areas of visual and/or performing arts. 
 

DROP/ADD COURSES:  COMMONWEALTH 

 

Students may drop or add courses during the first week of the academic year.  The guidance counselor and the 

teachers involved must approve all changes before being submitted to the Director.  Students should realize that only 

extraordinary cases will be approved.  

 

 

EXAMINATIONS - SEMESTER  

 

Mid-terms and final exams for the Upper Elementary (5
th

-6
th

), Middle School (7th-8th), and High School (9th-

12th) are administered twice a year; at the end of the first semester and at the end of the second semester.  Parents 

must be aware that exams will not be offered other than the scheduled date and time.  However, students who are ill 

during an exam will be allowed to take make-ups only by arrangement through the Director’s office. 

Semester examination dates will be announced two weeks prior to the exams.  An examination must be of 

sufficient length to cover the testing period.  No student (6
th

-12
th

 ) will be dismissed from a test until the allowed 

time has passed.  There will be an examination in each course.  The final exam will consist of 20% of a student's 

grade for the course.  Exams for 5
th

 grade will be partial exams, with the grade counting as a regular exam grade. 
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GRADING SYSTEM 

 

Grading Scale 

 

Number-grades on a 100-point scale are used for the transcripts and report cards.  Our passing grade is 70%. 

 

Quality points are calculated at the end of each semester and are included in the Grade Point Average (G.P.A.).  

Quality points are given to Honors and AP courses. 

 

Any student with a grade below 70 will be required to take summer school and pass the class with at least a 

―C‖ in order to be given credit for the course.  

 

All students who receive a grade of incomplete must make up the required work within two weeks. 

 

 

HOMEWORK AND STUDY HABITS 

 

Homework refers to work assigned to be done on the student's own time.  Homework is important for the 

following benefits: 

a. to supplement and reinforce classroom work. 

b. to give additional practice in particular skills. 

c.  to make up work lost through absence. 

d. to develop initiative, independence, self-direction, and responsibility. 

e.  to assist in developing good study habits. 

The more systematic the student is in his or her approach to self study, the better the chances are of academic 

success. Students should plan to take books home for further study and they should set aside a period of time each 

evening for homework. Parents should provide suitable conditions for study such as a quiet place without undue 

interference of telephone, television, or visitors.  Parents should be interested in the student's work but give only that 

assistance which will help a child to think for himself/herself.  The use of an agenda is required for all students in 

upper elementary, middle and high school, grades 3-12. 

 

Faculty can assign homework in any course title to students on a daily basis.  Teachers are required to correct 

all assigned homework, record the grade, and return the corrected assignments to the students promptly for review. 

 

 

HONOR ROLL POLICY AND AWARDS CRITERIA  

 

PARKVILLE CAMPUS 

 

A.  HONOR ROLL – 5
th

 and 6
th

 grade 

 

While Honor Roll is based on academic criteria, students whose behavior does not fulfill the expectations of a 

CPS student (example: social probation, cheating, plagiarism), will not be considered for these awards, even if their 

grades fulfill the requirements. 

 

Honor Roll begins in 5th grade.  The Gold and Silver Honor Rolls are computed every quarter during the 

academic year. 

 

The Gold Honor Roll shall include those students who have maintained an overall numerical average of 95% 

and above with no subject-grade lower than 90%. 

 

The Silver Honor Roll shall include those students who have maintained an overall numerical average of 90% 

and above with no subject-grade lower than 85%. 
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B.  ACADEMIC AWARD CRITERIA:  PKS 

 

1. Certificate of Merit will be conferred in art, physical education, computers, dance, and music to those 

students who have shown outstanding ability in these areas. 

 

2. Certificate of Individual Progress will be given for the academic subjects of mathematics, English, social 

studies, science, and Spanish, as well as elective courses. 

 

3. Specific Subject Awards: 

a. Merit Awards will be given to those students who maintained a minimum average of 85% in a 

specific subject throughout the year. 

b. High Academic Achievement Award will be conferred to those students who have maintained an 

average of 88% in a specific academic subject throughout the year. 

c. Most Outstanding Award will be presented to those students having the two highest grade-point 

averages within the range of excellence; that is, 92% or above in a specific area throughout the 

year. 

 

4. General Academic Award:  Those students who have maintained a record of excellence defined as 95% 

or above in all academic areas will receive: 

The Most Outstanding Academic Achievement Award: will be bestowed on the most outstanding 

student who has maintained the highest numerical averages in his/her class in all academic subjects 

throughout the year. 

 

The Outstanding Academic Achievement Award: will be bestowed on the two most outstanding students 

who have maintained the next highest numerical averages in their class in all academic subjects throughout 

the year. 

 

 

COMMONWEALTH CAMPUS 

 

A.  HONOR ROLL 

 

While Honor Roll is based on academic criteria, students whose behavior does not fulfill the expectations of a 

CPS student (example: social probation, cheating, plagiarism), will not be considered for these awards, even if their 

grades fulfill the requirements. 

 

There will be two Honor Rolls:  the Gold and the Silver. The Gold Honor Roll will include those who have 

maintained an overall numerical average of 95% in all subjects with no grade lower than a 90%. 

The Silver Honor Roll will include all students who have maintained a numerical average of 90% in all 

subjects with no grade lower than 85%.  Honors courses and honors points awarded will be explained on the report 

card and transcripts. 

 

B.  ACADEMIC AWARDS CRITERIA 

 

1. Awards Assembly: 

 

a) An Annual Awards Assembly has become a tradition at CHS. The Assembly should be held at 

least five school days after the last final exam. 

b) Three awards (medals) are given per course.  An ―A‖ average in the course is required. 

i. Gold Medal: High Academic Achievement: to the student who has the highest numerical 

average. 

ii. Silver Medal: Merit Achievement: to the student whose achievement in the class is worthy 

of recognition or has obtained the second highest average. 
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iii. Bronze Medal: to the student who has obtained the third highest average. 

c) Criteria for Awards 

i. The year average of ―A‖ will be the determining factor for course title awards. 

ii. Honor (quality) points for Honors, Advanced, and A.P. courses will be included. 

iii. Fourth quarter and final exams are to be included as criteria for awards. 

d) Special Awards:  These awards will be given at the discretion of the faculty: 

i. Citizenship Award: given one per class (7th to 12th).  This award is given to the student 

who has given generously of his/her time and talent to the school and community.  This 

student has shown through his/her school or community involvement and dedication to high 

civic and moral values.  At least two extracurricular activities are required.  This student 

should have made an impact on the positive development of the school. 

ii. Leadership award:  given one per class from 7
th

 to 12
th

 grade.  (See description on                       

page 13). 

iii. Scholastic Award:  given one per class 7
th

 to 12
th

.  Given to the highest average in the 

class. 

iv. Honor Roll Medal:  given to those students in either the Gold or Silver Honor Roll 

throughout the year. 

 Gold Medal – 4 quarters on the Gold Honor Roll 

 Silver Medal – 4 quarters on the Silver Honor Roll or a combination of Silver and 

Gold for all 4 quarters 

v. Premio de Creación Literaria Edwin Reyes:  given by the Spanish Department to a 

senior who has excelled in literary activities for four years. 

vi. Other special categories for awards will be determined each year.  The winner is 

determined by the specific advisor according to those categories listed each year.  Some 

special awards to be considered are: 

1. Club Awards  

2. Community Service 

3. Drama 

4. Forensics and Spanish Oratory 

5. Interact Club 

6. Library Service 

7. Literary Magazine  

8. Merit Scholarship Award 

9. Music 

10. National Honor Society 

11. National Junior Honor Society 

12. Newspaper 

13. Spring Musical 

14. Student Council 

15. United Nations 

16. Yearbook 

 

e)  Special consideration must be given to the following: 

i. Special meetings of the faculty are held each year for the nomination and selection of 

students for special awards. 

ii. Seniors excused from final exams must sign a release form, accepted by students and 

acknowledged by parents, whereby they recognize and accept the effect taking or not 

taking the final exam may have on their final average. 

iii. In order for a student to receive credit for a class, teachers are to average both semesters to 

determine the failing or passing grades. 
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Any change in this Awards Policy is to be presented to the Academic Committee after being submitted to 

all CHS Subject Coordinators, the Director, and the Headmaster of CPS for their approval. 

 

2. Graduation 

 

A. Valedictorian:  The highest grade-point average per 9th through 12th in the senior class.  All courses 

are counted.   

 

B. Salutatorian:  The second highest grade-point average computed in the same manner as the 

valedictorian.   

 

C. Silver Bowl Award:  The most outstanding student award recognizes the student who best exemplifies 

the ideal student at CHS.  The student must be a senior and maintain a minimum 2.8 average.  The 

student must also be outstandingly involved in the extracurricular life of the school. 

(1) Nominations will be made by faculty and the director. 

(2) The vote of the full faculty is required for selection. 

 

* To be eligible  to any of the three previous awards; Valedictorian, Salutatorian, and Silver Bowl, the 

   student must have been enrolled at CHS for the last two years. 

 

D. Leadership Award:  Faculty will discuss each student nominated for this award.  The student selected 

should meet most, if not all, of the following criteria: 

 

(1) Is resourceful in dealing with new problems, applying principles, and making suggestions, 

(2) Demonstrates initiative in promoting school activities, 

(3) Exercises influence on peers in upholding school ideals, 

(4) Contributes ideas that improve the civic life of the school, 

(5) Is able to delegate responsibilities, 

(6) Exemplifies positive qualities, 

(7) Inspires positive behavior in others, 

(8) Demonstrates academic initiative, 

(9) Successfully holds school offices or a position of responsibility; conducts business efficiently 

and effectively; and is reliable and dependable without prodding, 

                         (10) Demonstrates positive attitudes and performance in the classroom, 

                         (11) Is thoroughly dependable and responsible. 

E. Iván Sevillano Citizenship Award:  given to the senior who has given generously of his/her time and 

talent to the school and community?  This student has shown through his/her school or community 

involvement a dedication to high civic and moral values.  At least two extracurricular activities are 

required. This student should have made an impact on the positive development of the school.   

 

F. Comet Spirit Award:  given to the student who has shown dedication to the Comets and support for 

their peers through attendance and hard work at school activities and games. 

 

G. The Student Council Comet Pillar Award:  a pillar is one who occupies a central or responsible 

position.  This award is given to the student who exemplifies this definition plus the student must 

fulfill ALL of the following requirements:  1) be a senior, 2) has a minimum cumulative GPA of 3.5, 
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3) has a minimum of 5 extracurricular activities, 4) promotes school spirit, 5) demonstrates leadership 

among students and Student Council and 6) practices good citizenship. 

 

H.   Director’s Award:  The Director’s Award is given to the student who has been most effective in using 

his/her leadership position to promote school spirit, demonstrating commitment, loyalty, and respect 

towards our school and maintaining the lines of communication always open between student 

government and the administration 

I. Scholastic Award:  given to the highest average in the class.   

 

J. Arts:  medal for two outstanding art students selected by the art teacher. 

 

K. Athletics:  medal for both male and female outstanding in athletics selected by the coaches, the 

physical education teacher, and the athletic director. 

 

L. Fidelity Award:  medal to grade 8 and 12 students who have been enrolled at CPS since first grade. 

 

M. Honor Roll Medal:  given by the PA to those students on either the Gold or Silver Honor Roll 

throughout the year. 

 

N. Other Awards that may be given at graduation but may vary from year to year: 

(1). Merit Scholarship Awards (National Award) 

(2). Presidential Scholarship Award (National Award) 

 

 

HORIZONS PROGRAM 

 

The Horizons Program accommodates students who have difficulty working independently in regular classes at 

Parkville or Commonwealth Campus.  The Horizons Program offers support for: 

 

1. students with mild learning differences. 

 

2. students with mild attention deficit disorder (ADD) with or without mild hyperactivity. 

 

Enrollment in the program is limited and priority will be given to CPS students currently enrolled at CPS.   Class 

size is very small.  Tuition is therefore higher.  The school reserves the right to accept applicants for whom the 

program will be able to serve. Entrance into the program can be requested by parents, teachers, or administrators, 

and often with advice from outside professionals. Once the decision confirms the necessity of the Horizons Program, 

the school’s expectation is that parents will agree to follow through with this requirement.  Otherwise, CPS may not 

be able to meet the educational needs within the regular classrooms.  

     

There are two goals for each child who enters Horizons.  The first is for the child to successfully complete grade-

level material for each subject taken in the Horizons setting.  The second goal is for each child to eventually join the 

regular class and function without the support of Horizons, whenever possible.  To that end, students receive 

individual or small group instruction and assessment within the Horizons setting, but work closely with the 

mainstream to assure parity in curriculum and frequent opportunities for integration. 

 

Horizons teachers work very closely, not only with the students’ parents, but also with professionals 

(psychologists, psychiatrists, therapists, etc.) who help the staff with effective interaction with students. It is 

expected that families of Horizons students will follow through with the recommendations of professionals to help 

the program meet students’ needs. 

 

In addition to the testing that is done as part of the admissions procedure, an updated psycho-educational 

evaluation is required every two years.  All reports required by the school from professionals concerning analysis of 

students’ needs must become a part of the students’ records in order to maximize the teaching/learning process. 
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Mainstreaming back into regular classes takes place when the student shows sufficient emotional and academic 

growth as well as confidence to work independently in any given academic area.  Horizons and regular classroom 

teachers, student, parents, and divisional directors evaluate placing the student in one or two classes in the regular 

classroom.  A probation period of one month is given with close communication between the teachers to effect a 

successful transition.  

 

 

NATIONAL JUNIOR HONOR SOCIETY (grades 7-9) 

NATIONAL HONOR SOCIETY (grades 10-12) 

 

Membership in these societies is one of the highest honors and achievement that can be earned by a student.  

Four characteristics are the basis for selection:  scholarship, leadership, service, and character.  These societies strive 

to recognize the students who excel in all these areas. 

The selection procedure for these societies involves various criteria.  The student must attain a cumulative 

grade-point average of 3.5, including weighted grades for Honors and Advanced Placement courses.  Besides this 

numerical qualification, the student must exemplify service, leadership, character, and scholarship as stated in the 

NHS and NJHS Constitutions. 

Once the student qualifies academically, he/she is asked to submit a Student Activity Evaluation Form where 

evidence of extracurricular activities involving leadership, service, character, and/or scholarship is included.  The 

student is then evaluated on the basis of the criteria previously mentioned by the Faculty Council.  The Council 

consists of five appointed faculty members, the dean of students, and the counselor of the appropriate division 

(middle or high school). 

Members of these societies must uphold the qualities of leadership, service, character, and scholarship as well 

as maintain a cumulative grade-point average of 3.5.  Failure to do so will result in probation.  After three warnings, 

the student may be dismissed from societies. 

 

REPORT CARDS 

 

Report cards are issued to students four times a year during the week following the close of each grading period.  

PPK, Pre-Kinder, and Kinder students receive report cards at the end of each semester.  First quarter report cards are 

given personally to parents during conferences in October.  PARENTS ARE REQUIRED TO ATTEND THESE 

CONFERENCES.  

 

The report card lists the student’s courses as scheduled, grades in numerical form and their letter equivalent, 

final exams and average, class attendance, teacher per course, teachers’ comments in accordance to numerical code, 

and credit per course. 

 

 Edline provides an up-to-date reporting system to 3
rd

 through 12
th

 grade parents and students with access 

codes to keep abreast with academic progress throughout the year. Depending upon the individual interests and 

objectives of faculty members, Edline includes, but not limited to providing  information from the following list: 

 Syllabus 

 Class rules 

 Test dates 

 Calendar 

 Project due dates 

 Special activities 

 Links 

 

It must also be understood that students, not parents, have the primary responsibility to keep abreast of daily work in 

the classroom.  Students must be alert to assignments including homework through methods determined by the 
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teacher. Through this reporting process, students will experience necessary independence in growth and 

development.   

 

Parents are encouraged to make an appointment with the teacher of each particular subject in which more 

information is needed. 

 

 

 SPANISH AS A SECOND LANGUAGE (SSL) IN THE UPPER SCHOOL 

The purpose of the SSL Program is to teach students with little or no knowledge of Spanish the basic skills of 

communication in this language:  listening, speaking, reading, and writing.  To achieve this, diverse methods of 

instruction are used by the instructor.  In addition, students are exposed to materials that will increase their cultural 

understanding and sensitivity to all manifestations of Hispanic culture, within and outside of Puerto Rico. 

Due to the transitional nature of this program, students are expected to advance to regular Spanish classes as 

soon as their level of linguistic proficiency, as well as their possibilities of success in a regular level, allow it.  

Students will be in SSL for no longer than two years. 

It will be school policy, therefore, that students will be in the SSL Program only after an accurate placement 

evaluation.  If deemed necessary, the student could also be required to take an intensive SSL course in summer prior 

to his/her integration into the regular classes.  Nevertheless, each case will be evaluated by the director, the SSL 

teacher, and the Spanish coordinator. 

 

 

STUDENTS’ RECORDS 

 

 All students’ records are confidential.  With written parent consent, release of such records, including those 

requested by professionals outside of the school community, must be mailed directly to them in an official CPS 

envelope with the school seal. 

  

REQUEST MUST BE MADE AT THE REGISTRAR’S OFFICE AT LEAST FIVE WORKING DAYS IN 

ADVANCE. 

 

 

SUMMER SCHOOL 

Any student with a year grade below 70% in one or two courses, including specials and electives, will be 

required to take summer school.   

 

The grade achieved during summer school DOES NOT entirely substitute the school year grade.  The new 

grade will be calculated by averaging 60% of the school year grade with 40% of the summer grade.  The final grade 

must be no less than 70% in order to obtain the credit for the course. 

Summer school must be taken at CPS.  Exceptions will be made with permission of the school division director.  

CPS does not offer credit for required courses taken for the first time during the summer.  Full-year coverage always 

offers more opportunities for in-depth knowledge, including homework, class discussion, projects, field trips, etc.  

Exceptions, approved by the CHS director and guidance counselor, can be granted for upcoming seniors with 

schedule conflicts. 

 

Students are encouraged to satisfactorily complete course requirements during the school year.  Habitual need 

for summer courses is a sign that the student should seek an alternative educational environment. 

 

 

TEACHER QUESTIONNAIRES FOR PROFESSIONAL EVALUATIONS 

 

        Questionnaires filled out by teachers will be mailed directly to the offices of the professional requesting them.  

At times, they will be sent via fax when needed for an upcoming appointment. 
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TRANSCRIPTS 

 

Official transcripts, including reference letters from CPS, teacher questionnaires, and professional evaluations, 

will be mailed to the forwarding school(s) in sealed envelopes with the school seal.  In the case of college 

admissions, college applications will be included as well. All ―F‖ grades indicating failure must be included on 

transcripts even if the course is taken over again. 

  

The first transcript will be supplied at no cost. Additional ones will be at a cost of $2, payable at the time of the 

request. Transcripts to colleges and universities for application purposes will be supplied without charge. 

 

REQUESTS MUST BE MADE AT THE REGISTRAR’S OFFICE AT LEAST FIVE WORKING DAYS IN 

ADVANCE. 

 

 

TYPICAL STUDENT SEQUENCE OF COURSES - 9
th

 – 12
th

 GRADES 

 

9
th

 grade 

English 9 

Spanish 9 

World History 

Conceptual Physics  

Geometry (Honors) 

Geometry 

Physical Education 

1 credit: Ethics (1/2 credit) and Health (1/2 credit) 
 

 

10
th

 grade 

English 10 

Spanish 10 

Modern World History 

Chemistry 

Algebra II (Honors) 

Algebra II 

2 credits:  elective courses 

 

11
th

 grade 

English 11 (or AP English) 

Spanish 11 (or AP Spanish Literature) 

U. S. History 

Biology 

College Algebra or Pre-Cal  

2 credits:  elective courses 

 

12
th

 grade 

English 12 (or AP English) 

Spanish 12 (or AP Spanish Literature) 

P. R. History 

1 year course in Science or Math 

3 credits:  elective courses 



 18 

 

WITHDRAWALS 

 

Parents and guardians are required to notify Central Office two weeks before withdrawing students from school.   

Records will not be released unless withdrawal is cleared with the Central Office and all accounts are current.    

THE CENTRAL OFFICE WILL NOTIFY THE SCHOOL DIRECTORS. 

 

 

WORK EXPERIENCE PROGRAM 

 

 Work experience periods are available for 12
th

 grade students who meet certain grade and conduct requirements 

after the evaluation of the individual student’s approved credits by the guidance counselor.  Only one period will 

be allowed for this purpose. 

 The student must make a request through the registrar and/or the scheduler.  The approval of the director is 

mandatory.  The student will be assigned to a faculty member or administrator who will be responsible for 

assigning tasks, supervising and evaluating the student’s performance for a grade.  These assignments will last a 

minimum of one semester and a maximum of two semesters. 

 

 Should the student not use his/her time well, or be involved in any disciplinary incident, the administration can 

cancel the privilege and schedule a class instead. 

 

 

 

ATHLETIC PROGRAM 
 

MISSION 

 

The CPS Athletic Program reflects the school’s philosophy and mission.  It encourages students to develop 

physically and socially within a diverse environment.  We strive to build personal qualities that contribute to 

character as well as to develop values such as self-control, cooperation, integrity, patience, and honesty.  We believe 

that some students can embrace this competitive spirit by participating on sports teams. 

 

This program allows students to develop their athletic talents and interests without infringing on their full and 

successful participation in the school’s academic program.  It also gives students the opportunity to discover their 

individual talents as well as develop their self-esteem and sense of school spirit and pride. 

 

 

ATHLETIC DEPARTMENT 

 

Commonwealth High School is a member of the Puerto Rico High School Athletic Alliance.  Parkville Campus 

is a member of the L.A.M.E.P.I. League.  Both campuses participate in a wide variety of sports, which include 

football, volleyball, cross country, soccer, basketball, baseball, softball, track and field, tennis, and indoor soccer.  

P.R.H.S.A.A. sports activities are divided into three seasons, which are held from August to November, December 

to February, and March to May.  L.A.M.E.P.I. divides its seasons into two; the first season from August to 

December and the second season from January to May. 

 

A student who wants to participate in sports must be a regular student of our institution and must participate in a 

try-out for the selection of the team (except football) he/she wants to participate in.   He/she must maintain a good 

academic and social standing.  CPS seeks to promote and maintain school spirit of athletes and good sportsmanship 

among the school community. 

 

At PKS clinics in a variety of sports are offered throughout the year. 

 



 19 

Any student who is on Academic or Social Probation, will not be able to participate in any sport until he/she 

finishes his/her period of probation or teachers submit a positive progress report before the end of the sport season. 

 

At the end of each year, Sports Banquets, are held at each campus to recognize the student’s participation and 

achievements throughout the year.   

 

 

 

STUDENTS BEHAVIOR EXPECTATIONS 
 

ACCIDENTS, ILLNESS, or INCIDENTS: 

A. Commonwealth Campus 

1. Report all accidents (major or minor) immediately to the office.  Any accident requiring insurance 

coverage must be reported immediately so that insurance forms may be properly completed. 

2. A student who does not feel well or who is in an accident during school hours is to report immediately 

to school office personnel who will determine whether the student should remain in school or be sent 

home.  No student is to remain away from the scheduled class for reasons of health without reporting to 

the office. 

3. No student will be allowed to leave school because of illness without first having the consent of the 

parent or guardian. 

B. Parkville Campus  

Emergency Procedures 

1. During school hours, students will be sent to the infirmary in case of illness or accident. 

2. Infirmary facilities are for emergencies only. 

3. Emergency first aide will be administered to cuts, scratches, and minor accidents following the Code of 

Ethics of Registered Nurses and using the Classification of School Medical Emergencies, practicing the 

best professional nursing judgment. 

4. Under no circumstances will the Parkville School nurse make medical diagnosis, prescribe therapeutic 

or corrective measures, or perform invasive procedures. 

5. In case of an accident or medical emergency, only the parent, guardian, or person named on the school’s 

medical release form will be notified.  Students will not be released to anyone else without proper 

authorization.  IT IS THE RESPONSIBILITY OF THE PARENT OR LEGAL GUARDIAN TO KEEP 

THE CONTACT TELEPHONE NUMBERS UPDATED ON THE STUDENT’S MEDICAL 

RELEASE FORM IN THE INFIRMARY. 

6. It is the responsibility of the parent or legal guardian to pick up the child promptly after being notified 

to do so by the school nurse, faculty, or staff. 

 

C. Medications 

Medication regulations are for safety and protection of all students in our school.  If your child needs 

medication during the school day for any reason, the following guidelines must be followed: 

Parkville Campus 

1.  If during school hours a student needs a specific medication, either prescribed by a physician or an over-

the-counter medication, it must be supplied by the parents.  Such medication can be stored in the 

infirmary so it can be available when he/she needs it. 

2.  Medications must be sent to school with an adult, preferably a parent, but not the student.  The parent or 

legal guardian must pick up a Medication Form in the infirmary, which must be completed and signed 

before medications are brought to the school nurse.  Medications will not be administered without 
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proper documentation.  ALL MEDICATIONS WILL BE GIVEN ACCORDING TO THE 

PRESCRIPTION OR MANUFACTURER’S RECOMMENDATION. 

3. All medications must come in their original container.  Medications will not be dispensed if they are 

sent to school in improperly labeled containers (i.e., plastic bags, envelopes, aluminum foil, cellophane, 

etc.). 

4. Unless directed by your child’s doctor, medication that is given once, twice, or three times a day should 

be given at home.  Medications prescribed for three times daily often can be given before school, after 

school, and at bedtime.  Medications prescribed for twice daily can be given before school and at home 

with 12-hour intervals. 

5. If a student is diagnosed with a significant medical condition or starts taking medication on a daily 

basis, information must be provided and updated to be kept in the student’s confidential health file.  

PARENTS MUST NOTIFY THE SCHOOL’S NURSE IF A MEDICATION IS TO BE 

DISCONTINUED. 

6.  In accordance with local Law 50 approved on February 1, 2006, we recognize the right of students who 

suffer asthma to self-administer their medicine.  The student must provide a health certificate completed 

by the doctor, authorizing the use of the medication. 

 

D.   Contagious Conditions 

1. For the protection of all students, a child will be sent home if he/she presents fever, suspected 

contagious disease, vomiting, diarrhea, or feels too ill to remain in school.  In addition, a student will be 

sent home if he/she is found to have pediculosis (head lice).  Our school enforces the NO LICE/NIT 

POLICY for the protection of all students and the affected child as well. 

2. If a child is diagnosed with a contagious condition, he/she must present a physician’s health certificate 

before returning to class.  

 

 

ATTENDANCE AND TARDINESS 

 

PPK – 12
th

 GRADE GENERAL INFORMATION: 

 

SCHOOL HOURS FOR STUDENTS ARE FROM 7:45 A.M. TO 2:30 P.M. 

 Regular and prompt attendance at all classes is required by law and is essential for success.  Students are 

required to be in class at all times while school is in session.  Meeting one’s responsibilities of regular and 

punctual attendance at all classes, appointments, and activities leads to maximum interest and success and 

contributes positively to the community life of the school. 

 

 Parents are discouraged from picking up or permitting their children to leave school prior to 2:30 p.m. on 

regular days (11:30 a.m. on half-days).  Parents who habitually pick up their children later than 3:00 p.m. on 

regular days (12:00 on half-days) will be assessed a fee, billed through the Business Office.  CPS IS NOT 

RESPONSIBLE FOR STUDENTS WITHOUT SUPERVISED ACTIVITY OR SPORTS AFTER SCHOOL 

HOURS. 

 

SPECIFIC DIVISION ATTENDANCE PROCEDURES: 

 

 PRE-PRE-KINDER PROGRAM (PPK):  Students must be accompanied to the classroom by a parent or 

designated adult no later than 8:00 a.m. 

 GRADES PK-2:  Students should be dropped off at the cafetorium between 7:15 a.m. and 7:45 a.m.       

A team of teachers will be there to supervise them in their assigned areas until the classroom teachers or 

assistants pick them up.  Starting at 7:45 a.m., students walk to their respective classrooms for classes, 

which begin at 8:00 a.m. 
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 GRADES 3-6:  Students should be dropped off at school by 7:45 a.m. and will gather at the center 

courtyard.  A team of teachers will be there to supervise them in assigned areas.  Students will be allowed 

to purchase breakfast in the cafeteria, but eat in the center courtyard.  At 7:45 a.m. the first bell rings for 

students to proceed to their classrooms. 

 GRADES 7-12:  Students must be in school by 7:45 a.m.  Students who are dropped off or drive to 

school must enter the school grounds promptly.  Upon entering the school, students must proceed 

immediately to the swipe machine, swipe their entry cards and report to their designated homerooms 

when the first bell rings.  Students must NOT walk to neighborhood areas before school starts or after 

2:30 p.m.  It is important that parents or authorized persons who pick up students do so in a timely 

manner.  CPS is NOT responsible for students without supervised activity or sports after school hours. 

 

A. TARDINESS: 

 

SCHOOL HOURS ARE from 7:45 a.m. to 2:30 p.m.  Tardiness to school is excused for medical reasons, 

illness, or accidents.  Students must present an excuse signed by the parent/guardian stating the reason for the 

tardiness before he/she is accepted to class that day.  TRAFFIC CONGESTION IS NOT AN ACCEPTABLE 

REASON FOR TARDINESS UNLESS SPECIAL CIRCUMSTANCES APPLY.  THESE 

CIRCUMSTANCES WILL BE DETERMINED BY THE SCHOOL. 

     The first bell rings at 7:45 a.m.  At that time all students should be walking to their homerooms.  A second bell 

rings at 7:50 a.m.  Students arriving after the second bell will be considered and marked late by the homeroom 

teachers.  These students will be required to obtain a late pass from the registrar.  This late pass must be presented to 

the teacher in order to be accepted to class. 

     Lateness will be monitored by quarters. (At PKS)  Students who are constantly late will receive a written 

warning letter.  Repeated tardiness is sanctionable; a student who is constantly late will be submitted to disciplinary 

sanctions, from referrals to suspension, as described in the following paragraphs: 

 

PARKVILLE:  Penalties for unexcused lateness to school: 

Á 5 tardies:  Teacher will notify in writing to student and parents  

Á 10 tardies:  Registrar will send a second letter.   

Á 15 tardies:  Director and/or psychologist will schedule a conference with parents. 

Á Successive tardiness may jeopardize re-enrollment for the following year. 

After 20 unexcused tardies, the student will be suspended for repeatedly violating the lateness policy.  

Suspension should be regarded as warning that further misbehavior may result in permanent dismissal. 

Parents are to refrain from picking students up before 2:30 p.m. 

COMMONWEALTH:  Penalties for Unexcused Lateness to School: 

Á 3 tardies – Student and parent notified.  Student will serve one early morning detention. 

Á 5 tardies – Parent and student notified that on the sixth tardy, student would be required to serve 

another early-morning detention.  Further unexcused tardies (10+) will result in suspension. 

Á Extreme cases of tardiness will be referred to the office of the Headmaster 

 

Late to class:  Each teacher may establish his/her own policy for lateness to class.  The policy should be 

explained to students at the beginning of the semester.  If a student is late to class and does not present a pass, 

the student must report immediately to the dean of students; at PKS the student will report to the Registrar   The 

teacher has the right to deduct points from class participation every time a student is late to his/her class or not 

accept the student to class (at CHS) In this case, the student will have to go to the dean of students’ office and 

will be responsible for material covered in class. 
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B. ABSENCES 

 

 If a student is to be absent, the parent must call and inform the school prior to 9:00 a.m.  PARENTS ARE 

ASKED TO REFRAIN FROM DELIVERING THEIR CHILDREN TO SCHOOL AFTER 10:45 A.M. unless an 

excuse from the doctor is presented.  Remaining home to study for tests or to complete projects is highly 

discouraged.  Students are responsible for all missed work to be made up.  Students are obligated to make 

arrangements to make up missed tests as soon as they return to school after an absence.  Teachers will determine 

when the test can be made up.  No tests will be given ahead of the scheduled date. 

 

 All absences are recorded.  Any student who has reached five (5) absences will be issued a warning letter. 

With ten (10) absences, a meeting with the parents will be called in which they will receive a second warning 

letter.  Students with fifteen (15) or more absences will be referred to the Headmaster, who will call a meeting 

with the parents where a final warning letter will be issued stating that further absences will jeopardize re-

enrollment for the next year. 

 

1. EXCUSED ABSENCES:  are given for personal illness, medical appointments, death/funeral/accident, 

religious holidays, and court appearances (verified by subpoena).  ON THE DAY OF ABSENCE, THE 

PARENT OR LEGAL GUARDIAN MUST NOTIFY THE SCHOOL BY 9:00 A.M. OF THE 

STUDENT’S ABSENCE AND THE REASON FOR IT. Upon return to school, students must present a 

written note from a parent explaining the absence.  The school determines legitimacy of the absence.  

Excused illness (over three days) requires a physician’s statement.  Remaining home to study for a test or 

to complete projects or term papers are NOT acceptable excuses.  Students are responsible for all missed 

work. Makeup tests are permitted without penalty only with an excused absence and must be taken 

within a week, at the teacher’s discretion. 

 

2. a) UNEXCUSED ABSENCES will be carefully recorded by the office, homeroom teacher, and subject 

teachers.  Any student who has reached five (5) unexcused absences will be sent to the dean’s office (if at 

CHS and to the Director if at PKS)to obtain a class pass and a written warning letter stating that he/she 

needs to bring an excuse from home the very next school day.  If the student does not bring an excuse, 

he/she will be kept away from the rest of the student body in an assigned area within the office until 

he/she complies with the school standards, including bringing or faxing the appropriate excuse.  The 

student will be responsible for the material covered during the time missed from class.  If ten (10) 

unexcused absences are reached, a meeting with the parents will be called.  STUDENTS WHO ARE 

ABSENT MORE THAN FIFTEEN (15) TIMES DURING THE SCHOOL YEAR AND ARE 

UNEXCUSED FOR THOSE ABSENCES WILL REPEAT THE COURSE, YEAR, OR TAKE 

SUMMER SCHOOL, SUCH AS THE CASE MAY BE.  Parents are to plan personal and family trips 

during vacation time. Leaving early or arriving late from vacations constitutes an UNEXCUSED 

absence. Midterms and final exams CANNOT be given to students ahead of schedule. 

 

 b) PENALTIES FOR UNEXCUSED ABSENCES: Students who miss a class without a justified excuse 

will receive a ―0‖ on any class-work or homework which was to be turned in. MAKE-UPS TESTS WILL 

BE GIVEN WITH AN AUTOMATIC 15% PENALTY.  

 

3. EXTENDED ILLNESS (EXCUSED): Students must coordinate with classmates to obtain work assignments 

to be completed on return to school. 

 

4. STUDENTS LEAVING SCHOOL GROUNDS: COMMONWEALTH CAMPUS 

a)  Students may be excused from classes or to leave school grounds by permission ONLY FROM THE 

DIVISION DIRECTOR. Parents will need to provide written request or personally sign the student out. 

USE OF TELEPHONE, FAX, OR E-MAILS ARE NOT SUFFICIENT FOR SECURING PERMISSION 

TO LEAVE SCHOOL. 

b) Parents are NOT to write or call the school to excuse students to eat lunch off campus. 

c) When the student returns, he/she must check in again at the school office before returning to the class. 
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DISCIPLINE 

 

A.  PHILOSOPHY 

 

A social contract exists among all people, whether there are written rules or not.  To be a contributing member 

of a civilized society, students have obligations to themselves and to others.  No person exists in a vacuum.  While it 

is important to satisfy personal needs, it is equally important to develop skills in cooperative ventures leading to 

close and positive working relationships within groups.  A truly educated person must possess a set of personal 

values and code of ethics.  CPS has a major responsibility in assisting students to develop personal values, which are 

generally accepted within the context of the school community and society in general.  Away from CPS, students 

still are representatives of their school and family, and therefore, their behavior should reflect the highest standards.  

Students who break laws and whose behavior off-campus is seriously in violation of CPS’ discipline code will face 

the consequences at school. 

 

Our Mission Statement states that CPS will: 

 

1. Provide a harmonious learning environment; 

 

2. Reinforce the basis of a productive, moral, ethical, and socially responsible individual; and 

3. Develop a belief and pride in democratic ideals and respect for dignity of all individuals. 

 

B.  STUDENT RIGHTS 

Each student has the right: 

 

1. To be provided with a classroom atmosphere most conductive to learning. 

 

2. To have a teacher who will provide positive support of the student’s appropriate behavior and to 

limit the student’s inappropriate behavior. 

 

3. To be secure and safe in his/her person and property. 

4. To be treated with respect, courtesy, and consideration by every student, teacher, administrator, 

and adult in the school. 

 

5. To know what the rules of student behavior are. 

 

6. To benefit from and be recognized for his/her own efforts. 

 

C.  STUDENT RESPONSIBILITIES 

 

Our school requires adherence to certain basic patterns of social behavior.  This applies not only to classroom 

and campus events, but also at school-sponsored activities.  Specifically, students will: 

 

1. Be free of alcohol, drugs, tobacco products, and weapons. 

2. Arrive to school and class on time. 

3. Be on campus during designated hours unless the director grants official permission. 

4. Abide by instructions and requests of school personnel. 

5. Use appropriate language, behavior, and attire. 

6. Treat others with courtesy and respect, without inflicting physical or emotional harm. 

7.   Be honest and trustworthy. 
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8. Respect school property and that of others. 

9. Avoid demonstrating affection which does not show moderation and is embarrassing to others. 

10. Refrain from plagiarism and copying.  A student who knowingly and deliberately uses words or 

     thoughts of another without acknowledging the source is committing PLAGIARISM, a serious   

     offense 

 

D. CHEATING, COPYING, and PLAGIARISM 

 

HONESTY is expected in the preparation of homework assignments, papers, projects and on written examinations.  

 

CHEATING is defined as: 

  

1. Using unauthorized aides such as cheat sheets, electronic means, textbooks, or notebooks, 

during exams or other class exercises. 

2. Writing class-related material on desks, body parts, clothing, or any other surfaces which are 

visually available during exams or other class exercises. 

3. Sending signals, making noises, looking at others’ papers during exams or other class exercises. 

4. Consulting sources of information in or outside of the classroom during exams or other class 

exercises, unless specifically directed by the teacher. 

5. Switching work to be graded with a classmate or letting classmates copy from one’s work. 

 

Cell phones, smart phones, I pods, and other electronic devices are prohibited during finals. The teacher or the 

proctor has complete authority to collect these devices until the end of the test. 

 

 

PLAGIARISM is a form of cheating defined as: 

 

1. Copying verbatim from someone else’s text or an internet source (―Copy – Paste‖), includes 

essay-writing services. Careful attribution and citation are mandatory in all written work. 

2. Paraphrasing a text without citing references, copying an article, changing some words and 

passing it as the student’s own work. 

3. Copying of a math exercise. 

4. Using copyrighted graphics without citing the source, except those in open sources. 

5. Copying artwork from a classmate without original interpretation. 

 

Students who plagiarize in any AP course will be sanctioned according to the above stated consequences 

and forfeit the AP status of the class with the class being listed as an honors course on their official 

transcript. 

 

Notes:  

1. The person who gives of his or her work to be copied is accessory to plagiarism and is as responsible as 

the person who copies.  

2. There is a difference between sharing knowledge in a collaborative learning situation and copying 

someone else’s work. 

3. Plagiarism by students in leadership positions, or by members of the honor societies, will be reported to 

the respective advisors for due process. The process may include verbal or written warnings, probation 

periods, or dismissal. 

 

Cases of cheating and plagiarism will be referred to the Dean of Students/Director for disciplinary action. 

1
st
 incident – parent notified/ zero on the work/probation for the rest of the semester 

2
nd

. Incident – parent notified/zero on the work/ probation for the rest of the semester 

 

Repeated infractions involving cheating and/or plagiarism may lead to dismissal. 
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E.  DISCIPLINARY PROCEDURES 

 

   General classroom management rules and expectations are set by each teacher who is instructed to enforce 

good discipline at all times.  Therefore, it is of utmost importance that all groups involved acknowledge and agree 

on the basic concepts involved. 

 

Those behaviors which conflict with expectations of the school will be handled on an individual basis by 

faculty and administration.  Each lower, middle, and high school division is given wide latitude to determine 

consequences and courses of action, including in-school community service, school grounds cleanup, and detention 

hall. 

FACULTY will be responsible to enforce all rules at all times, to work with the school community, 

and to avoid corporal punishment, public scorn, and harassment. 

 

PARENTS will support the discipline structure so that students' learning will be enhanced and the 

school atmosphere remains positive.   

STUDENTS will develop social behavior, which promotes  

      trustworthiness, respect, responsibility, fairness, caring, and 

      citizenship.  A code of ethics guides students towards awareness that 

      they must be responsible for all work and actions, and that there are 

      natural and imposed consequences to all actions. 

 

If a student has demonstrated excellent behavior and then becomes involved in an infraction, school personnel 

may consider the student’s positive behavior record prior to taking any action.  We also will take into account 

―extenuating circumstances‖ when assessing student’s negative behavior. 

 

Inappropriate behaviors will result in the following disciplinary actions in accordance with Section E: 

 

a) Warning - a teacher will speak to the student regarding the student's inappropriate behavior.  The 

student is expected to commit to change.  The teacher will keep records of the discussion; send a 

copy to the student’s file and to the office. 

b)  At CHS-Dean of Students Office – in case of repeated offenses or serious misconduct, the student 

will be sent to the dean of students who will inform parents, counsel students, and determine 

appropriate consequence, when necessary.  At PKS, – in case of repeated offenses or serious 

misconduct, the student will be sent to the Director’s office who will inform parents, counsel 

students, and determine appropriate consequence, when necessary. 

 c) Conference - a special conference will be held among the student, administrators, teachers, advisor 

and/or counselor to discuss steps to correct behavior. 

d) Parents - in cases of major offenses, parents must come to the school as soon as possible to discuss 

the consequences, disciplinary action necessary, and commit to cooperative home/school 

collaboration.   

e) Consistent disruptive and/or aggressive behavior may result in immediate removal from the school 

environment.  Parents will be required to come to school to pick up their child when necessary 

f) Students who are transferring out of CPS or are graduating from grade 12 are advised that changes 

in student status as a result of disciplinary action will be reported to the receiving school, college, 

or university. 

. 

IMPORTANT NOTE: 

In cases where severe violation of rules or violations of civil or criminal laws are committed, 

disciplinary action may be maximum and the police or other law enforcement authorities may be 

notified. 
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F.  POSSIBLE ACTIONS TO BE TAKEN:  

 

Behavior expectations at CPS are clearly stated with consequences for infractions.  Although each teacher is 

responsible for his/her classroom rules and expectations, there is a general agreement that fundamental rules apply to 

all students.  Infractions of behavior carry consequences and may involve one or more of the following actions (not 

listed in sequential order): 

1) Warning                                           6) Parent conference 

2) Disciplinary referral    7) Detention 

3) In-school service                        8) Social probation 

4) Conference with dean of students   9) Suspension 

5) Conference with director               10) Expulsion 
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CLASSIFICATION OF INAPPROPRIATE BEHAVIOR 

 

Inappropriate Behavior Occurrence Minimum 

Action 

Maximum 

Action 

 

Defamation First 

Repeated 

Warning 

Dean’s/Director’s 

Office 

Suspension 

Expulsion 

Disorderly conduct 

 

First 

Repeated 

Warning 

Dean’s/Director’s 

Office 

Suspension 

Expulsion 

Harassment/Bullying First 

Repeated 

Warning 

Dean’s/Director’s  

Office 

Suspension  

Expulsion 

Inappropriate Physical 

Contact: 

First  

Repeated 

Warning 

Dean’s/Director’s 

Office 

Suspension  

Expulsion 

Inappropriate Use of 

Internet 

First 

Repeated 

Detention 

Suspension 

Suspension 

Expulsion 

Forgery: First 

 

Repeated 

Dean’s/Director’s  

Office 

Suspension 

Suspension 

Expulsion 

Cheating, copying, 

plagiarism:* 

First 

 

Repeated 

Dean’s/Director’s  

Office 

Suspension 

Suspension 

Expulsion 

Wandering, cutting class, 

truancy: 

First 

 

Repeated 

Dean’s/Director’s 

Office 

Detention 

Suspension 

Expulsion 

Theft: First 

 

Repeated 

Dean’s/Directors 

Office 

Suspension 

Suspension/ 

Expulsion 

Expulsion 

Vandalism:** First 

 

Repeated 

Dean’s/Director’s 

Office 

Suspension 

Expulsion 

Expulsion 

Weapons First 

Repeated 

Suspension 

Expulsion 

Expulsion 

Alcohol, tobacco First 

Repeated 

Suspension 

Expulsion 

Expulsion 

Drugs: 

 

First Expulsion  

 

   *Student will not be considered for Honor Roll for the quarter in which the  

     infraction occurs. 

** Students will be required to repair/replace damaged property or materials 

 



 28 

F.  MAJOR OFFENSE CONSEQUENCES 

 

1. LUNCH PERIOD DETENTION (high school only):  is an action taken for misconduct and/or 

unexcused lateness within the daily movements of the school.  The consequence involves written 

or physical work during the period. 

 

2. DETENTION: is an action taken for misconduct and/or unexcused lateness within the daily 

movements of the school.  The consequences involve written or physical work and will be 

administered for approximately one hour after or during school hours.  A student can take his/her 

detention on the day of the infraction or the next school day.  Excuses for missing detention will 

not be accepted.  Failure to attend detention will result in suspension.  AFTER THREE 

DETENTIONS, THE STUDENT WILL BE SUSPENDED.  

 

3. SUSPENSION:  is an action taken in cases where there is misconduct that is considered extremely 

serious.  The suspension may allow time for the Dean and/or Director to conduct a thorough 

investigation.  When the student is suspended, class work and tests will not be accepted for that 

period of suspension.  In cases where students are cleared of any wrongdoing that led to the 

suspension, teachers will be instructed to accept the given student’s work.  Suspension includes a 

parent conference and all privileges will be revoked.  The student will be suspended from 

participation in all activities unless cleared by the administration.  Upon the completion of the 

suspension, the student must be accompanied by a parent/guardian for an interview with the 

director prior to re-admission.  The length of suspension will be determined by the administration.  

Suspension should be regarded as a warning that further misbehavior may result in permanent 

dismissal. 

 

4. SOCIAL PROBATION: a student is placed on probation for any serious misconduct.  It is 

assigned to those students who have not shown improvement in conduct after warning from the 

Dean and/or Director or those who have been involved in a serious offense against school policy.  

Probation is both a formal notification to parents that their son/daughter faces POSSIBLE 

DISMISSAL from CPS and a trial period for the student in which he/she must demonstrate a 

significant improvement in behavior.  The student will receive a behavioral contract to be signed 

by a parent, the Dean and/or Director and the student. As part of this contract, the student is 

allowed to attend classes and to perform community service.  At the Dean’s and/or Director’s 

discretion, the student may be allowed to attend extra-curricular activities.  ANY STUDENT 

WHO IS SUSPENDED WILL AUTOMATICALLY BE ON PROBATION.  The length of the 

probation will be determined by the administration. Placement on social or academic probation for 

more than two consecutive occasions may be grounds for dismissal. 

 

5. EXPULSION:  CPS reserves the right to dismiss any student whose values are in conflict with 

what the school professes as stated in the Student Handbook.  The decision to expel a student must 

rest with the Headmaster upon advice from the Director.  The school will notify parents 

immediately about the situation and the specific process being followed.  An expelled student may 

not enroll at a later date unless cleared by the Headmaster.  

 

 

DRESS CODE AND SCHOOL UNIFORM  

Student’s appearance reflects family and school values, encourages a healthy attitude towards school, increases 

school spirit, and enhances our school.  The faculty and administration wish to maintain standards of dress and 

appearance appropriate to the seriousness of academic and social pursuits.  Members of the community are expected 

to dress conservatively in a fit and style that does not detract from the learning environment, as determined by the 

school. 
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All students attending the Commonwealth-Parkville School are required to wear an official school uniform 

purchased at the CPS Bookstore or assigned by the school.  Uniforms vary depending upon grade level. 

Students are expected to follow the dress code during the academic day (Monday through Friday) and during 

all school-sponsored activities.  It is the student’s responsibility to learn the school uniform rules and regulations and 

to follow them.  We expect all students to be clean and neat and dressed in a manner that is appropriate to a school 

setting.  While CPS recognizes that individual tastes differ, the school reserves the right to prescribe standards for 

hair, jewelry, and dress.  Sweaters and jackets must be school-issued, are available at the CPS Bookstore (Parkville 

Campus). 

The Dean of Students and/or Directors reserve the right to determine if a student is dressed or groomed 

inappropriately.  Students, who, in the judgment of the dean of students and/or Director, do not meet the daily dress 

code or grooming guidelines, may be issued a detention and withheld from classes until their parents bring proper 

attire.  In the event a student misses class, the absence will be considered unexcused and missed work may be 

forfeited.  Repeat offenders risk serious disciplinary consequences, including possible dismissal from school. 

 

 

CPS UNIFORM CODE – PARKVILLE CAMPUS 

Grades PPK to Kinder: 

• School issued P.E. shorts or long P.E. pants(school skort for girls is optional) 

• School issued t-shirts 

• Socks  

• Sneakers (Velcro or laces) 

 

Grades 1
st
 through 6

th
: 

 Black pants, skirts or skorts – May be black jeans or Dockers style pants.  PANTS NOT 

PERMITTED ARE: PANTS THAT ARE TOO BAGGY, WIDE-LEDDGED, CARPENTER, 

CARGO, STRETCH KNIT, BELL-BOTTOM, HIP-HUGGER, TIGHT-FITTING, STRIPED, OR 

DESIGNER-TYPE.  

 School-issued or black skort, (optional for girls) 

 School--issued, black skirt (optional for 4
th

, 5
th

, and 6
th

 grade girls) 

 Red school-issued polo 

 Black belt when pants have belt loops 

 White socks (no logo) that cover the ankle, clearly showing above the top of the shoe.  Black socks are 

not allowed. 

 Sneakers or tied shoes; black, red, or white only with no accessories – (NO OTHER SHOES ARE 

ACCEPTED, INCLUDING HIGH TOP TENNIS SHOES) 

 

NOTES FOR THE PARKVILLE CAMPUS: 

 POLOS MUST BE WORN INSIDE PANTS AT ALL TIMES 

 The school’s red polo, black bottom, sneakers or tied shoes-primarily black, red, or white with no 

accessories are required for field trips, school photos, and other special activities. 

 NO SWEATERS.  Only school-issued jackets sold at the CPS Bookstore will be allowed. 

 Caps are allowed for outside PE activities only and will not be permitted during the rest of the 

school day.  Special circumstances that may require the use of a cap during school hours must be 

discussed with the Directors and exceptions may be considered on individual basis. 

 Girls may wear one pair of SMALL earrings, one earring per lobe.  Other visible piercing or tattoos 

are not permitted. 

 HAIR: must be clean and neat, not in their eyes and must not interfere with their educational 

process.  No unnatural color.  

Boys’ hair:  must be short, above the shirt collar, not covering the ears.  No Mohawks, 

designs, breads or cornrow. 
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Girls’ hair:  No bead work is allowed.  

 Boys may NOT wear earrings.  Visible piercing or tattoos are not permitted.  No more than 2 

bracelets may be worn and they may not interfere with the child’s learning process. 

 Students not wearing the complete and proper uniform will be sent to the office until the parents 

bring the appropriate clothing, shoes, etc. 

 

     Grades 7
th

 –11
th

 Dress Code 

 School-issued black pants, black school issued skirt (optional for girls).  PANTS THAT ARE TOO 

BAGGY, WIDE-LEDDGED, CARPENTER, CARGO, STRETCH KNIT, BELL BOTTOM, HIP-

HUGGER, TIGHT-FITTING, STRIPED, OR DESIGNER-TYPE, ARE NOT PERMITTED.  

 Polo shirts with the school logo purchased at CPS:  red for grades 7-8; gray for grades 9-11 

 Closed black shoes, penny loafers, or black sneakers.  NO WHITE OR OTHER COLOR 

SNEAKERS, CLOGS or CROCS. 

 White or black socks above the ankle. 

 Black belt. 

 

Senior’s Dress Code: 

• Khaki long pants—jeans or Dockers style (pleated or flat front), black school-issued skirt (optional 

for girls).  PANTS THAT ARE TOO BAGGY, WIDE-LEGGED, CARPENTER, CARGO, 

STRETCH KNIT, BELL BOTTOM, HIP HUGGER, TIGHT-FITTING, STRIPED OR 

DESIGNER-TYPE, ARE NOT PERMITTED. 

• Closed brown shoes, or penny loafers. NO WHITE OR OTHER COLOR SNEAKERS, CLOGS or 

CROCS. 

• Dark or solid white socks above the ankle 

• Dark belt  

• Shirt with class logo, as approved by the director 

 

NOTES FOR THE COMMONWEALTH CAMPUS 

 

 SHIRTS AND POLOS MUST BE WORN INSIDE THE PANTS AT ALL TIMES 

 Sweaters and jackets must be purchased at the CPS bookstore   

 Young women may wear one pair of earrings, one earring per lobe.  Visible piercing and tattoos are 

not permitted.  Hair must be neat and clean. 

 Young men are not permitted to wear earring(s).  Visible piercing or tattoos are not permitted.  Hair 

must be neat and clean; its length must not interfere with the educational process, as determined by 

the school. 

 

Physical Education Uniform: 

     The use of the physical education uniform is mandatory to all students taking PE class or PE electives.  The 

proper uniform is as follows: 

 

PPK-Kinder 

 School-issued PE shorts 

 School-issued PE shirts 

 Socks 

 Sneakers (Velcro or laces) 

 

1
st
 to 12

th
 grades 

 School-issued long PE pants 

 School-issued PE t-shirts 

 White socks 

 Primarily black, white, or red sneakers, or proper athletic shoes 
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Notes: 

 1
st
 – 6

th
 grades – P.E. Uniforms will be worn ONLY on days the students have their classes. 

 Special activity clothing is not considered acceptable for daily uniform wear. Special 

arrangements may be considered with the division director/dean of students. 

 Athletic jerseys will be permitted only at Pep Rallies.  Athletes may be allowed to wear their team 

uniform on game day only (sleeveless not included). 

 

 

DRESS CODE FOR OFFICIAL SCHOOL ACTIVITIES 

 

Grade 5-12 

(Awards Ceremony, Sport Banquet, Ring Ceremony, Semana de la Lengua, Noche Puertorriqueña, etc.) 

• No jeans, shorts, or Bermudas, 

• No halters, bare-back, midriffs, spaghetti straps, or tight miniskirts. 

• Students violating this code will not be allowed to enter the activity. 

• Exception: jeans will be allowed for Senior Farewell Activity and dances at Parkville.  

 

 

CASUAL DAY DRESS CODE   

PARKVILLE  

     Students must wear regular clothing that allows them to participate fully in school activities. ALL 

CLOTHING MUST FIT PROPERLY AND BE IN GOOD CONDITION.  

 Shirts must be long enough to be tucked in.  No tank tops, bare backs, exposed midriffs; spaghetti 

straps, low-cut, or see-through tops are allowed.  Shorts and skirts must not be too tight and must be no 

more than three (3) inches above the knee.  Cut-offs or swimming trunks are not allowed. Leggings or 

tights are not allowed.  

 Closed shoes only.  No ―chancletas‖ or platform shoes allowed for safety reasons.  Students must wear 

sneakers if they have PE on Casual Day.   

 Girls are allowed to wear one set of small earrings, one on each lobe.  Boys are not allowed to wear 

earrings.  No hats or caps permitted, except during outside PE activities for sun protection. 

 Clothing must not demonstrate offensive language or innuendo, nor promotion of drugs, alcohol, 

tobacco, or inappropriate products.  TORN JEANS OR SLEEVELESS SHIRTS ARE NOT 

ALLOWED. 

 

COMMONWEALTH  

     Students must recognize that brief and revealing clothing is not appropriate for school or any school-sponsored 

activity.  The following guidelines are examples and do not cover all situations: 

 Students shall not wear hats, tank-tops, halter-tops, garments with spaghetti straps, or strapless 

garments.  Garments that are see-through, cut low, or expose one’s midriff are not acceptable.  

Sleeveless garments must extend to the end of the shoulders and fit closely under the arms.  Skirts 

must not be shorter than two (2) inches above the knee.  Leggings and tights are not permitted. 

 Students shall not wear pants that, when fastened, sag, or fit below the waist and must not drag on the 

ground.  All pants must fit and be properly fastened.  No shorts or Bermudas.   Undergarments must 

not be visible. 

 Students shall not wear clothing items that contain messages that are vulgar, offensive, obscene, or 

libelous; that denigrate others on the basis of race, color, religion, creed, national origin, gender, sexual 

orientation, or disability; that promote alcohol or drug use, violence; or that are otherwise contrary to 

the school’s educational mission. 
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 Students will wear closed shoes at all times.  No clogs or crocs 

 Clothing that is torn, frayed, cut-off, or modified will not be considered acceptable.  Student athletes 

may be allowed to wear their team uniform shirt on game day only. 

 Students must wear a white t-shirt underneath the team shirt if it is sleeveless.  Arrangements for 

special activity clothing may be considered with prior notification and approval from the Director. 

 Girls are permitted one set of small earrings, one per lobe.  Boy’s earrings are not permitted.   

 Use of dark glasses or sunglasses is not permitted, unless prescribed for medical reasons.  

 Offenders will be kept away and/or prevented from participating in classes and activities, as the case 

may be.  Students who do not meet the dress code or grooming guidelines may be issued a detention 

and withheld from classes until their parents bring proper attire. 

 

REMINDER 

THE SCHOOL RESERVES THE RIGHT TO PRESCRIBE STANDARDS FOR HAIR, JEWELRY, AND 

DRESS.  ALSO, ANY FACULTY MEMBER HAS THE RIGHT AND THE RESPONSIBILITY TO ENFORCE 

THE DRESS CODE AND TO SEND THE STUDENT TO THE OFFICE FOR APPROPRIATE ACTION. 

 

CONSEQUENCES FOR UNIFORM/DRESS CODE VIOLATIONS: 

 FIRST OFFENSE: Verbal warning 

 SECOND OFFENSE: Written warning letter to parents 

 THIRD OFFENSE: Disciplinary referral with in-school service 

 FOURTH OFFENSE: Parent meeting with Dean and/or Director and a detention 

 FIFTH OFFENSE: Suspension/social probation 

 

Offenders can be kept away from the rest of the student body in an assigned area within the Dean’s and/or 

Director’s office until he or she complies with the school’s standards, including having parents bring the appropriate 

uniform to school.  The student will be responsible for work covered in class during the time missed from class.  

Repeat offenders will be subject to detention, suspension, and/or expulsion. 

 

 

HARASSMENT POLICY  

 

Introduction 

Commonwealth-Parkville School is committed to cultivate a school community that reflects cultural, racial, 

religious, ethnic, and socio-economic diversity. This commitment requires that the school community educate 

itself on the practice of mutual respect and to provide forums, including assemblies and course-content, in 

which traditional attitudes and beliefs about differences are examined and discussed. CPS strives to provide a 

sensitive environment conducive to education in which every person (both student and adult), is treated with 

respect at all times. 

Harassment 

A. GENERAL HARASSMENT – CPS will not accept any behavior within the CPS community that a 

reasonable person would objectively find intimidating, degrading, or humiliating to others, based on all 

relevant facts and circumstances of each case. 

B. SEXUAL HARASSMENT - is unwanted sexual advances and other verbal, visual, physical conduct, or any 

other behavior of a sexual nature that is intimidating, hostile, degrading, or offensive so that a reasonable 

person would objectively feel uncomfortable and possibly threatened. CPS recognizes that healthy social 

and personal relationships among students include dating and courting behaviors. However, sexual 

comments, gestures, or other forms of expression that a reasonable person would objectively find 

intimidating, degrading, or offensive will not be tolerated.  Sexual harassment is forbidden among 

students, or towards students from teachers, school staff and persons from outside the school who come 

into contact with students at the school or school sponsored activities. 
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C. BULLYING – In accordance with local Law No. 37 of April 10, 2008, there is zero tolerance to bullying 

in our school. Bullying is defined as prolonged aggressive behavior toward another person with the 

intention of intimidating and/or harming another person physically, sexually, verbally, psychologically 

or emotionally.  Bullying is considered a form of harassment under this policy and is strictly prohibited. 

D OTHER FORMS OF HARASSMENT – Intimidation, humiliation, or degradation of an individual or group 

on the basis of race, national origin or ethnicity, social origin or condition, political or religious affiliation or 

beliefs, disability, age or sexual orientation, will not be tolerated and will result in appropriate disciplinary 

action. The school also prohibits any form of harassment that is based on any other category or characteristic 

that is or may be protected by law. 

Actions to be taken: 

Any CPS student on campus during school hours or off campus on school-sponsored activities that has been 

the subject of prohibited harassment should immediately report such incidents to any member of the faculty, dean 

of students, division head, or headmaster. Similarly, any CPS student who has witnessed harassment has a duty to 

report it regardless of whether the harassed person asked that the matter not be brought to the school’s attention.  

Failure to comply with this obligation to report can entail disciplinary consequences depending on the 

circumstances of each case. 

Complaints of harassment will be promptly and thoroughly investigated and prompt and effective remedial 

action will be taken as necessary.  Complaints will be resolved by an appropriate committee formed by a school 

director and/or headmaster or by any person designated by the headmaster.  The information collected in this 

process will be kept confidential except to the extent that disclosure may be necessary to conduct a thorough 

investigation or to take prompt and effective remedial action.   

 

CPS will not tolerate ―retaliation‖ against students who, in good faith, believe that a violation of this policy 

has been, is being or will be committed and bring a complaint to the attention of the above authorities.  Likewise, 

retaliation will not be allowed against students who participate and offer information as part of an investigation 

into a complaint of harassment, or who oppose harassment. 

Based on the definitions as set above, such harassment will constitute a serious violation of school policy and 

will result in appropriate disciplinary action according with the facts of each case.  If it is the first occurrence 

disciplinary consequences can go from a warning to suspension or expulsion, depending on the circumstances of 

each case.  On the other hand, recurrent harassing behavior will be subject to discipline ranging from a report to the 

Dean’s or Director’s Office and to expulsion, depending on the circumstance of each case.  When the conduct 

comes from persons who do not belong to the school, appropriate action will be taken to remedy and prevent the 

situation depending on the circumstances.  

 

 

ILLEGAL SUBSTANCES POLICY 

 

     Illegal substances often contribute to violence.  Elimination of the illegal use and sale of these substances on 

campus or at school activities is essential to maintain a safe and constructive environment.  THE USE OF 

ALCOHOL AND OTHER DRUGS CONTRADICTS THE MISSION OF COMMONWEALTH-PARKVILLE 

SCHOOL.  Therefore, any possession, use, sale, or distribution of illegal substances will be handled with great 

seriousness.  In determining what is best for the students and the school, the administration will consider all the 

relevant facts and circumstances surrounding any incident that is brought to its attention. 

 Commonwealth-Parkville School is committed to educate our students (at all levels) of the danger of 

illegal substances. 

 It is the full intent of Commonwealth-Parkville School to protect the security of all students and to take 

quick and decisive actions with respect to illegal substances. 

 All lockers are property of Commonwealth-Parkville School and as such, are subject to search and 

inspection by school personnel at any time without permission from students or their parents.  
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Additionally, the administration may ask a student to open his/her book bag and other personal items 

for search and inspection if the administration has reasonable grounds for suspecting that the search 

will turn up evidence that the student has violated the law or rules of the school. 

 Commonwealth-Parkville School will meet its responsibility to inform parents of a specific student if 

in fact information is received that the student is involved with illegal substances. 

  

ANY STUDENT WHO IS DISCOVERED POSSESSING, USING, SELLING, AND/OR DISTRIBUTING 

ILLEGAL SUBSTANCES WILL FACE A DISCIPLINARY PROCESS CONDUCTED BY THE 

SCHOOL ADMINISTRATION AND A TASK FORCE WHICH WOULD ULTIMATELY RESULT IN 

DISMISSAL FROM SCHOOL 

 

       The disciplinary process will attempt to order the totality of the person, event context, and consequence(s) of the 

offense.  Among the issues taken into account will be: 

Á intent (possession, use, sale, distribution, others) 

Á location (buildings, school grounds, field trips, athletic events, activities sponsored by CPS, others) 

Á circumstance 

Á student’s record 

Á harm to user or others 

Á school and community input 

Á level of criminality 

 

  If a student has demonstrated excellent behavior and then becomes involved in an infraction, the administration 

may consider the student’s positive record prior to making any decision.  We also will take into consideration 

―extenuating circumstances‖ when assessing student’s behavior.  Any student who is found with illegal substance(s) 

and/or paraphernalia, and whose family is supportive of school processes and consequences may be given 

opportunities to reapply at a later date. 

 

ANY STUDENT WHO COMES FORWARD ON HIS OR HER OWN INITIATIVE AND VOLITION 

WITH ILLEGAL SUBSTANCE(S) WILL BE MET WITH CARE. 

 

 Such students will be directed towards an assessment, counseling, and/or rehabilitation program that will enable 

him/her to overcome the abuse or misuse of the illegal substance(s).  Any cost associated with assessment or 

treatment will be borne by the family of the student. 

 

 The school reserves the right to require drug testing on students who are suspected to be involved with illegal 

substances.  CPS will ensure the student’s privacy while upholding the validity of the testing.  Any cost associated 

with testing will be borne by the family of the student. 

 

SELLING AND DISTRIBUTING ILLEGAL SUBSTANCE(S) WILL RESULT IN IMMEDIATE 

DISMISSAL FROM SCHOOL 

 

 

SENIOR SKIP DAY 

 Senior class ―fuga‖ (skip day) has been a part of Commonwealth for many years.  It is limited to one skip day 

per year prior to the month of May in which seniors as a class, do not come to school and go to a place of their 

choice.  The ―fuga‖ will be planned by the senior officers with their advisors, in careful coordination with the 

Commonwealth Director who will give approval for the date and other specifics of the activity.  A permission slip 

must be signed by a parent or guardian and handed in to the Director no later than the day before the designated date 

of the ―fuga.‖  A ―fuga‖ that is carried out without the knowledge and approval of the Director will be considered a 

serious infraction to school rules and the class will be subject to severe sanctions, as listed below.  SENIOR 

―FUGAS‖ ARE NOT TO INVOLVE PRANKS, WHICH CAN EASILY GET OUT OF CONTROL AND 

THEREFORE BE DANGEROUS TO STUDENTS, TEACHERS, AND OTHER ADULTS.  ACCESS TO 

SCHOOL PREMISES OUTSIDE OF WORKING HOURS IS PROHIBITED.  These potential risks are at odds with 
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the administration’s main concern with the safety and well being of the entire school community.  They also 

disagree with the school’s objective to develop a sense of school spirit and belonging among the members of the 

student body. 

 Considering the seriousness of infractions, any member of the student body who engages in unauthorized 

―fugas‖ or pranks will be subject to severe sanctions that may include expulsion, financial restitution, cancellation of 

graduation ceremonies, and other measures determined by the administration. 

 It is the hope of the administration and faculty that seniors will view the ―fuga‖ as a privilege and not a right 

and seek to abide by the above requirements.  THE ADMINISTRATION RESERVES THE RIGHT TO CANCEL 

―FUGAS‖ FOR ANY REASON DETERMINED SOLELY BY THE ADMINISTRATION. 

 

 

UNACCPTABLE GAMES/ TOYS 

 

 While CPS recognizes that students enjoy playing games/toys during lunch and snack time, some games/toys 

can and do interfere with the learning process.  Toys and games should never be brought to school as CPS cannot be 

responsible for loss or damage. 

 

 The following are unacceptable games/toys.  This list is not exhaustive and may be added to depending upon 

what is in vogue: 

 electronic games 

 balloons 

 marbles 

 jacks 

 pick-up sticks 

 toys with sharp, pointed, or protruding points 

 objects that shoot projectiles 

 squirt guns or similar 

 footballs, or other large balls (CPS provides them) 

 

 Any unacceptable game can be confiscated if it is believed to be a safety issue, and/or cause conflict.  

Confiscated items can be claimed at the end of the day to be taken home and not be brought back to school. 

 

 Students enrolled in the After School Program who bring games to school must keep them in book bags or 

lockers during the school day for use only according to the rules of the After-School teachers.  CPS has the right to 

give or remove permission for the use of games, electronic or otherwise, at anytime. 

 

 

VISITORS 

 

STUDENTS: 

Student visitors, friends, and relatives of our current families may attend our campus with permission.  A 

written request from the CPS student’s parents or guardian must be approved in advanced by the campus director.  

Visitors are expected to comply with the school’s rules and policies.  Rarely is permission granted beyond one 

school day. 

 

PARENTS OR OTHER VISITORS: 

 

All visitors, including parents, must register at the front office upon arrival and when leaving the school.  

PARENTS MAY NOT BE ON CAMPUS UNLESS THEY HAVE AN APPOINTMENT OR ARE ATTENDING A 

SCHOOL FUNCTION.  AT NO TIME ARE PARENTS TO GO DIRECTLY TO CLASSROOMS.  Supplies, 

money, etc., may be left at the office for delivery.  Parents wishing to give money or supplies to their children 

should leave items at the office for delivery. 
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WEAPONS POLICY 

 

It is in the full intent of Commonwealth-Parkville School to protect the security of all people and to take quick 

and decisive actions with respect to weapons.  Students at school or school-related activities are prohibited from 

possessing any weapon or object which can be used or is intended for use as a weapon to inflict harm on 

himself/herself or another person. 

 

ANY POSSESSION, USE, SALE, OR DISTRIBUTION OF WEAPONS WILL BE HANDLED WITH 

GREAT SERIOUSNESS. 

 

In determining what is best for the students and the school, the administration will conduct an investigation, 

taking into consideration all the relevant facts and circumstances surrounding any incident that is brought to its 

attention which COULD ULTIMATELY RESULT IN DISMISSAL FROM SCHOOL. 

 

The term ―weapon‖ shall include all objects, which, by their inherent characteristics or by the manner of their 

use, are designed to, and have potential of inflicting bodily injury or intimidating another person or which may in 

fact have caused injury or intimidation. 

 

 

 

FACILITIES AND PROPERTY 
 

BOOKS AND MATERIALS 

  

     Students are to keep all books and workbooks in good condition throughout the school year.  If a textbook is 

damaged or lost, it must be replaced or paid for.  If a workbook is lost for more than a week, a replacement must be 

purchased.  Photocopies of lost workbook material will not be permitted for more than five consecutive days. 

 

BOOKSTORE 

 

The School Bookstore, located at Parkville Campus, is managed and operated by CPS.  The Bookstore stocks 

teaching materials and school supplies to support the classes being taught.  Uniforms are also available for sale or 

may be ordered through the store, if out of stock.  All purchases at the Bookstore are on a cash basis and go toward 

supporting our programs for a better school.  Your patronage and support is always appreciated. 

 

 

CAFETERIA 

 

The Cafeteria is operated as a private concession within the school.  The cafeteria menus are published 

monthly and distributed to all families.  Students are welcome to bring their own lunch or to buy lunch in the 

cafeteria.  As a service to families, pre-payment of meals on a quarterly, semi-annual, and annual basis has been 

arranged with this private contractor for the Parkville Campus. 

 

At the CHS campus, a debit card system was implemented in August 2009.  Students must make an initial 

deposit of $150.00 into the account and maintain a minimum balance of $50.00.  NO CASH IS 

ACCEPTED.  Payments are made directly to the cafeteria concessionaire, Conchita Biascoechea.  The students will 

swipe the student I.D. card and the total purchase will be reduced from the account balance.  The cashier will inform 

the student the balance on the account after each consumption and the need to deposit a minimum of $100 once it 

reaches the $50.00 minimum balance. 

 

If a student forgets to deposit the day following the minimum balance warning a written notice will be sent to 

the parent.  If the balance gets to $10.00, services from the cafeteria will be suspended until deposit of $150.00 is 

done. 
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Any balance in the account at the end of the year will be automatically rolled over to the following academic 

year.  Seniors and students who leave CPS will be mailed a refund of the balance within ten days of the last day of 

school.  

 

Payment for this service is to be made directly to the cafeteria concessionaires.  Juice, milk, and snacks will be 

sold during recess at a nominal cost.  Suggested snack items for lunch boxes are juices, fruits, nuts, or vegetable 

sticks.  Please include napkins.  Students are required to clean up after snack.  Sodas (Pepsi, Coke, Sprite, etc.) will 

be sold exclusively to 5
th

 and 6
th

 graders who request them. 

 

Students may not run in the cafeteria or halls at anytime.  No crowding or pushing in the lunch line or going 

ahead of someone else is permitted.  After eating, students must place all garbage in the containers provided.  Food 

is not to be sold except during scheduled time.  Food will not be sold ahead of time for fund-raising activities unless 

the director and the Student Council advisor sign a permission form.   

 

AT THE PARKVILLE CAMPUS, BREAKFAST, SNACK, AND LUNCH ARE AVAILABLE IN THE 

CAFETERIA EXCLUSIVELY FOR STUDENTS, FACULTY, AND STAFF. 

 

 

INTERNET USE POLICY 

 

The use of the Internet is a PRIVILEGE, including observing proper Netiquette and laws governing use, and not 

a right.  Any inappropriate use will result in the cancellation of those privileges. 

Appropriate use includes: 

1. Research for class projects. 

2. Communication with fellow students and teachers 

3. The completion of class assignments 

 

The computer lab teacher, together with the dean of students, may request the divisional directors to deny, 

revoke, or suspend specific user access if it is determined that a student’s action is inappropriate or prohibited.  Their 

decision is final. 

 

You are expected to abide by the generally accepted rules of network etiquette.  These include (but are not 

limited to) the following: 

 

1. The use of CPS Network is to promote the exchange of information to further education and research and is 

consistent with the CPS mission. 

 

2. Be polite.  Do not use abusive or offensive language in your messages to others. Use appropriate language at 

all times. 

 

3. You will respect the rights and property of others and will not improperly access, misappropriate, or misuse 

the files, data, or information of others.  Vandalism will result in cancellation of privileges.  (Refer to the 

Student Handbook, pages 21-26). Vandalism is defined as any malicious attempt to harm or destroy data or 

equipment of another user, or destruction of any computer equipment.  This also includes the uploading or 

creation of computer viruses.  

 

4. The CPS networks are not for private or commercial business use or for political or religious purposes that 

are not educational or permitted by school authorities. 

 

The following activities are strictly prohibited 

 

a) Any use of the network for illegal activity as defined by state and federal laws. (piracy, hacking, 

uploading viruses, not limited to these). 

b) Use of CPS network to access obscene or pornographic material. 
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c) Sending material likely to be offensive or objectionable to recipients. Transmission of any material in 

violation of any Federal, State, District, or school regulation which is prohibited. 

d) Using programs that harass CPS users or infiltrate a computing system and/or damage the software 

components. 

e) The illegal installation of copyrighted software or files for use on CPS computers.   

f) Provide network access to person outside the CPS community. 

 

Note that Electronic Mail (e-mail) is not private.  People who operate the system do have access to all mail.  

All files passing through the CPS network are subject to be viewed or scanned at any time by an administrator.  

Inappropriate messages will result in a loss of privileges.  CPS e-mails cannot be used for private or commercial 

offerings of products or services for sale or to solicit products or services. 

 

 

LIBRARY SERVICES 

 

All students, teachers, and school personnel have full access to both Commonwealth and-Parkville School 

libraries.  Each library is staffed by a full-time librarian and an aid and has an excellent collection of resources, 

including: reference, Puerto Rican, professional, and AV collections, magazines, and professional journals, 

computer software, Internet access, and our newest resource, the Thomson Gale Infotrac database.  This database 

can be accessed through Internet for research and resources needed outside school hours.  For access to this 

database, please call the library of the campus that your son/daughter attends.  Our phone numbers are: 

 

Parkville Campus 787-720-3992 ext. 23 

Commonwealth Campus 787-765-4411 ext. 249 

 

Students in grades PPK through sixth have a flexible schedule for library visits for enrichment, reading 

motivation, research, and instruction.  Students in grades seventh through twelfth can visit the library on their own 

time, or be scheduled by their teachers during class-time for curriculum-oriented instruction, project-based research 

and orientation, and multimedia production and presentation. 

 

All students can borrow materials for two weeks.  Students in PPK and Pre-Kinder may borrow books if their 

parents sign for them.  At the end of the year, students with overdue books will not receive their report cards until 

the books have been returned.  Lost or damaged books must be paid for by the students. 

 

Parents are welcome to make use of our resources during our working hours, which are: 

Parkville Campus-7:30 a.m. to 3:30 p.m. 

Commonwealth Campus-7:00 a.m.-3:30 p.m. 

 

Each library welcomes donations in accordance to the library’s donation policy, available upon request. 

 

 

LOCKERS 

 

At the beginning of the year, a locker will be assigned to each student in middle school and high school for the 

protection of the student's possessions.  Careful use of these lockers will keep loss of schoolbooks and personal 

property to a minimum. 

Locks are required.  Students ARE REQUIRED to buy locks from the CPS Bookstore.  Lockers are the 

property of the school and are on loan to the students. Students are required to open lockers upon request and lockers 

are subject to inspection at any time. 

 

Students must use their lockers.  Any books found during the day will be placed immediately in the school 

office.  A one-dollar fine will be charged to recover books.  Inappropriate use may result in losing privilege. 
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It should be emphasized that the students should never leave lockers unlocked.  Lockers should be cleaned of 

all possessions on the last day of the school year. 

 

 

PARKING 

 

Students are not permitted to sit in parked cars after arriving at school, anytime during the school day, or 

immediately after the bell rings at dismissal time.  Nor are they permitted to go to their cars without the director’s 

approval. 

 

 

PERSONAL PROPERTY 

Commonwealth-Parkville School cannot be responsible for personal items, eg., iPods, cellular phones, 

electronic games, lap tops, etc., brought to the campus.  The school's insurance DOES NOT COVER the loss of any 

of these articles.  Students should take their personal equipment home every night and should not leave clothing, 

books, or any personal possessions unattended during school hours.  Students should not bring sums of money in 

excess of their daily needs for lunch or supplies and should not wear expensive jewelry to school. 

If any item is lost, the student should report it immediately to the office.  An announcement will be made to the 

teachers to make people aware of the loss.  Many items have been found this way.  In case of thefts, police reports 

may be made. 

 

The school administration may confiscate student property that is in his or her possession at school in violation 

of its policies or instructions. Property will be returned to parents upon their request. 

 

 

SCHOOL APPEARANCE 

 

Our school emphasizes student pride and student participation in a well-kept, attractive campus setting.  While 

school employees carry the major responsibility for maintenance, it is economically prudent and educationally sound 

for students to share the responsibility.  Commonwealth and Parkville must always look presentable and be safe for 

our students.  Teachers instill a sense of pride in each student with regard to the picking up of trash and the care of 

the buildings.  Lack of student responsibility is immediately reported.  Offices, classrooms, and reception areas 

should be attractive and tidy. 

 

 

TELEPHONES/CELL PHONES/ELECTRONIC SIGNALING DEVICES 

 

Use of Electronic Signaling Devices such as cell phones, iPods, M3P Players, etc. 

 

        While CPS recognizes the utility and convenience of cell phones, they are often misused and interfere with the 

normal classroom functioning. We fully support a system satisfying parents’ needs to stay in touch with their 

children while still maintaining the appropriate educational learning environment.  

 

While many consider cell phones and other devices as a tool for student safety, electronic signaling devices have 

become VERY disruptive to the learning process at schools, including CPS.  The New York Department of 

Education, for example, has banned cell phones from even being brought into the school buildings!  

Therefore, at CPS, electronic signaling devices including cellular phones, cameras, video devices, pagers, iPods, M3 

Players, etc. are NOT to be used at anytime during school hours from 8:00 a.m. until 2:30 p.m. at Commonwealth 

and 3:00 p.m. at the Parkville Campus. Students who wish to bring cell phones to school must leave them off and 

secured in their lockers or book bags. Use of electronic devices in classes, other than cellular phones, is at the 

discretion of the teacher in charge.   
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The school administration and faculty have the right to seize all electronic devices that are being used during school 

hours without authorized permission by the school administration or faculty member.  The electronic devise will be 

kept in the office until the student’s parent or guardian personally comes in to collect it.     A second infraction will 

result in the parent meeting with the school director or headmaster.   A third infraction will result in the electronic 

device being seized and kept until the end of the semester.  The parents will be called in for another meeting and 

may result in the student receiving detention or suspension from school.      

 

Important Note: 

Parents are NOT to call or text students during school hours. In urgent cases, if the issue cannot wait 

until 2:30 dismissal at Commonwealth or 3:00 p.m. at the Parkville Campus, parents may call the 

office for communications with their son or daughter.  Office personnel will request your son or 

daughter to return the call as soon as possible, using the school phone.  CPS will neither be 

responsible for lost, stolen or damaged electronic signaling devices, nor will CPS be responsible to 

search for or replace any of these devices.   

 

 

 

GENERAL PROCEDURES 
 

AUTHORIZATION TO PICK UP STUDENT(S) AT PARKVILLE CAMPUS 

 

        Students may leave campus only with persons whose names appear on the authorization form.  This form is to 

be filled out at the beginning of each school year and updated as needed.  AUTHORIZATION VIA FAX, E-MAIL 

OR BY PHONE WILL NOT BE ACCEPTED OR OBSERVED. 

 

        Students leaving school during regular hours (7:45 a.m. – 2:30 p.m.).  Students may ONLY be called out of the 

classroom at the end and beginning of a period.  These times are: 

 8:45 a.m.     1:00 p.m. 

 9:30 to 10:00 a.m.    1:45 p.m. 

 10:45 a.m. 

 11:30 a.m. 

 12:15 p.m. 

 

 

BUSES 

 

A shuttle service between campuses may be offered, depending on need.  For further information, please call 

either campus’ office. 

 

 

CLASS AND CLUB FUNDS 

 

School-sponsored clubs, organizations, activities, and their advisors must have the approval of the 

administration.  All documents relating to these organizations must agree with the school’s mission, procedures, and 

rules.  

Each class and club activity that is approved to operate is assigned a faculty advisor.  The faculty advisor is 

responsible for the supervision of the collection and deposit of all students' funds of the activity.  The funds will be 

handled as follows: 
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Student Funds 

1. All funds collected by means of various student activities MUST be prepared promptly for 

deposit, with the source of the funds identified by the class treasurer and secretary. 

2. Each deposit will be filled out in duplicate and forwarded to the Central Office cashier who will 

properly credit the amount to the specific class/club account, then verify and return the duplicate 

deposit slip to the class/club originating it. 

3. All requests for checks to be drawn upon student accounts must be signed by the advisor and 

director and forwarded to the Central Office.  Checks are prepared weekly. 

4. A written summary of the annual activities to include a deposit and expense account report must 

be submitted to the director at the end of the year by each club or organization's advisor. 

 

ELECTIONS - CLASS OFFICERS  

 

Each candidate must have all passing grades for the previous semester and an overall average of 80%. Each 

candidate must also have approval from the director/faculty concerning their disciplinary standing.  The Student 

Council provides nomination blanks.  During the campaign, all candidates must have campaign material approved 

by the Student Council officers, the advisor, and the director.  Students cannot campaign during class or at the actual 

election.  A – B  average must be maintained with no failing grades after being elected as well as no suspensions or 

probation sanctions. 

 

 

FIELD TRIPS 

 

Field trips may be organized by a classroom teacher as an integral part of our program.  Field trips will be 

approved by the director and coordinated with the other teachers.  Student’s transportation during field trips will be 

by bus at a nominal cost to the parents and covered by school insurance.  Parents attending field trips must drive 

their own cars.  Parents are to follow the guidelines given by the teacher for each field trip.  NOT ALL PARENTS 

MAY GO ON ALL FIELD TRIPS.  DURING A FIELD TRIP, AS WELL AS ANY SCHOOL ACTIVITY, THE 

TEACHER IS IN CHARGE AND WILL SET THE RULES. 

 

Off-island field trips are not authorized for students in PPK-4
th

 grades. 

 

Permission Slips 

Any off-campus event sponsored by the school shall require an official Field Trip Permission Form signed by 

the parent or guardian and the faculty.  This form is provided by the school and must be returned to the person in 

charge of the activity the day before the event.  NO PERMISSION SLIPS WILL BE ACCEPTED ON THE SAME 

DAY OF THE EVENT.  TELEPHONE CALLS, E-MAILS AND FAXES DO NOT REPLACE WRITTEN 

PERMISSION SLIPS.  Transportation to the event and back to school is arranged by the school.  Any student not 

returning to school after the event must submit a written note signed by a parent or guardian authorizing the student 

to not return to school EVEN IF THE PERSON PICKING HIM/HER UP IS AUTHORIZED. 

 

This note must include: Name of student 

    Date of event 

    Person picking up the student 

    Name and signature of parent(s) or guardian(s) 

 

For field trips, the students will wear long black pants (black skirts optional for girls) and a red CPS polo shirt. 
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FIRE/EARTHQUAKE DRILLS 

 

Fire drills are held on a scheduled basis to meet Fire Department requirements and to train our students to react 

in a positive manner in emergency situations. 

 

Earthquake drills are held on a scheduled basis as a means of preparing our students for such an emergency as 

Puerto Rico is located in a quake-prone region. 

 

Upon alarm or other notifications of fire, fire drill, or other threats to safety, the teachers will supervise the 

orderly student evacuation from the building to assembly areas designated for this purpose.  Evacuation plans and 

routes are posted next to the exits of each room.  The alarm to evacuate the building is a continuous ringing of the 

school bell.   

 

Police and fire departments must be notified as promptly as possible at the following numbers: 

COMMONWEALTH CAMPUS 

Police: 343-2030 - Fire Department: 343-2330 

PARKVILLE CAMPUS 

Police: 343-2020 - Fire Department: 725-3444 

 

When the continuous bells are sounded for evacuation, students must line up in front of their respective 

classrooms and walk out silently following their teachers, who will lead them out of the building.  Students must 

walk rapidly, but in an organized way.  Stairways will be supervised by maintenance personnel to prevent an 

accidental fall by students. Teachers must carry their roll books and cellular phones. 

 

Students must gather in a safe designated area as a group so teachers can take attendance. Teachers must report 

missing students immediately to the director. 

 

Streets in front of the school building must be clear of students.  This area must be available for fire and police 

personnel. 

 

When the Fire Drill is over, the same bell-signal should be given. Students will return to class, led by their 

teachers, in an organized way. 

 

Teachers must call attendance again and proceed with their classes.  The CPS emergency plan provides 

information and instructions for the administration and faculty in case of fire, hurricane, and stranger on campus or 

earthquake. 

 

 

INSURANCE 

 

Annual tuition charges include student insurance.  This insurance covers any accidents after the child leaves 

home for school until she/he is transported back.  Check with the school secretary if you have questions.  Parents are 

responsible for any applicable deductible. 
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LAPTOP PROGRAM 

 

 CPS has a formal laptop program at each campus: 

- Parkville:  At the discretion of the teachers, students in grades 5 and 6 are able to use laptops in each 

of their subject area classrooms.  Laptops are to be utilized according to accepted, good practice and 

carefully manipulated by students. 

- Commonwealth:  At the start of the 2011-2012 academic year, each seventh and eighth grade student 

is to take to school each day a personal laptop to be used in classes at the teacher’s discretion. 

 

The following is a summary of the CPS Laptop Student Agreement that will be distributed and signed by 

the student and parents at the beginning of the school year in August. 

 

SUMMARY OF LAPTOP STUDENT AGREEMENT:  COMMONWEALTH CAMPUS 

 

1. Students should follow laptop guidelines as prescribed by the teacher. 

2. A fully-charged laptop with cab les should be brought to school daily to all classes. 

3. Students should not lend or borrow laptops. 

4. Laptops should be secured and locked in locker when not in use. 

5. Loaner laptops are available and are the full responsibility of the student. 

6. Student must abide by the CPS Internet use policy. 

7. CPS Network is to be used strictly for academic purposes. 

8. Passwords should never be shared. 

9. No sharing or transferring of copyrighted materials is permitted. 

10. Display screen images, wallpapers, and screen savers should be of good taste. 

 

 

NATURAL DISASTER 

 

In case of severe storms or other natural disasters that require the closing of school, the decision will be made 

by 7:00 a.m. and radio station WOSO (1030 AM) will be informed so the closing announcement can be broadcast.  

Additionally, Emergency Call Network is established annually.  Designated room mothers and fathers will call 

families within Parkville’s lower and upper elementary.  Class officers will call those at Commonwealth Campus  

(7-12). 

 

It is the school's policy to remain open whenever possible. The school will close only under severe conditions.  

Parents must exercise their best judgment and not take risks to cross low, flood-prone areas to get to school even 

though the main storm has passed. 

 

 

PARTIES:  PKS CAMPUS 

 

All school-sponsored parties will take place within the school grounds during regular school hours. The only 

exception to this will be the 5
th

 and 6
th

 grade dances, which take place at PKS from 7:00-10:00 p.m. 

 

At the end of each semester; December and May, the homerooms for grades 1
st
-4

th
 have a party.  This party is 

to be held IN SCHOOL from 8:00 a.m. to 9:30 a.m.  Any other parties held outside the school are not school-

sponsored. 

 

Limousines, buses, taxis or any other mass transportation means are not to be used for student pick up. 
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 Birthday parties must be coordinated through the homeroom teacher and celebrated during snack time only. 

 

 No flowers, baskets and/or other deliveries for students will be received at the PKS front office. 

 

 

SCRAP-BOOKING 

 

These activities are to be sponsored, carried out, and financed by the parents. Class funds will not be dispersed 

for this purpose. AT NO TIME MAY SCRAP-BOOKING INTERFERE WITH THE LEARNING PROCESS OF 

STUDENTS OR THE TEACHERS’ PREP-TIMES, AS DETERMINED BY THE SCHOOL. 

 

 

SOCIAL SECURITY NUMBER POLICY 

 

The Law Num 186 of September 1, 2006 of the Commonwealth of Puerto Rico prohibits the use of the Social 

Security Number as a regular identification method in public and private educational institutions from the 

elementary to the postgraduate level and to establish the norms on the use of this data. 

 

Commonwealth-Parkville School complies with this law and does not use the students’ Social Security Number 

as a regular identification method.  Teachers, staff, and administration are informed and fully aware of the extent of 

this regulation. 

 

 

TEXTBOOK POLICY 

 

The cost for most textbooks is included in the annual charges for tuition and fees.  Most hard-covered textbooks 

are issued on a loan basis.  In order to keep the books in good condition, students are required to cover their books as 

soon as they are issued.  At the end of the year, loaned textbooks are to be returned to the school in satisfactory 

condition.  Textbooks are subject to inspection by the teachers throughout the year. 

 

In order to protect school property, school textbooks found in unlocked lockers or abandoned will be relocated 

in the school office.  A ONE-DOLLAR FINE WILL BE CHARGED TO RECOVER BOOKS. 

 

Students are expected to show proper respect for all school property, including textbooks, workbooks, and 

library books available for their use.  Each student will pay for all damage to, or loss of books, or other school 

property in their care.  Any student who damages a textbook will be charged for the book at the replacement cost for 

a new copy.  Report cards will be withheld until such payments are made and transcripts will not be forwarded until 

all book commitments have been fulfilled. 

 

 

TUITION AND FEES POLICY 

 

A. The tuition and fee charges of CPS are set at the minimum permissible for operating the schools 

successfully.  The Board of Directors reserves the right to change the regulations concerning the 

adjustment of tuition and fees at any time the need arises. 

 

B. It is the policy of the Board of Directors that family and student accounts are kept current.  The 

administration, with the guidance of the Finance Committee, is to assure that this policy is carried out. 

 

C. Orientation for parents concerning payment schedules for tuition and fees will be offered during 

admission interviews. 

 

D. A schedule of tuition and fee charges for the following academic year should be published on or before 

the registration period of each year. 
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E. Fees and assessments are non-refundable. 

 

F. If registration is canceled in writing prior to the first day of classes, full tuition refunds will be made. 

Fees are non-refundable. 

G. If registration is canceled in writing after the first day of classes, tuition refunds will be made as 

follows: 

1) If the tuition was paid for the full academic year, a student withdrawn from the 

school at any time during the first semester will be reimbursed the second 

semester tuition only, after all textbooks and library books have been returned.  

However, the fees for second semester ARE payable and non-refundable. 

2) If the tuition was paid for the first semester and the student withdraws at the end 

of the first semester, the fees for the second semester are payable and are non-

refundable. 

3) If the student is withdrawn at any time during the second semester, there will be 

NO reimbursement. 

4) All fees are non-refundable. 

H. Tuition accounts are expected to be paid in advance for the year or maintained current on a semester-

basis.  Commonwealth-Parkville School reserves the right to take any or all of the following actions in 

cases where students have accounts (tuition, fees, CPS books not returned, or assessments) in arrears: 

1. Student’s registration or attendance at classes will be delayed until proper payment of tuition, fees, 
and assessments is made in full. 

2. Access to the school will be denied. 

3. Mid-year or final examinations will not be taken. 

4. Re-enrollment for the next year will be denied. 

5. No services will be supplied by the registrar’s office, including report cards, transcripts of credit, 
and letters of recommendations, registration for a new term, or announcement of graduation. 

6. An assessment of $25.00 will be charged for a check returned by the bank unpaid. 

7. Payment of tuition, fees, or assessment in arrears are assessed an additional 5% late charge. 

 

 

 

SCHEDULES AND FIRST DAY PROCEDURES 

SCHEDULES 

 

Daily 

 

Grade Levels: Parkville School Campus: 

   Lower elementary school:  PPK through second grade 

   Upper elementary school:  third through sixth grade 

 

  Commonwealth High School Campus: 

   Middle school:  seventh and eighth grade 

   High school:  ninth through twelve grades 
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Regular school day: 

 

1. Schedules will be provided at the beginning of the school year. 

 

2. A regular school day begins at 7:45 a.m. and ends at 2:30 p.m.  All students are expected to stay until 

2:30 p.m. to fulfill their academic responsibilities. 

 

3. At Parkville Campus by 7:45 a.m. all parents are asked to be off school premises.  The front gate will 

be locked at 8:00 a.m. for security reasons. 

 

4. Faculty hours are from 7:30 a.m. to 3:00 p.m. 

 

5. Administrator’s hours are from 7:30 a.m. to 4:00 p.m. 

 

6. PPK early dismissal is at 11:30 a.m. 

 

7. All extra-curricular activities will be scheduled between 3:00 and 5:00 p.m. 

 

8. The school will not assume responsibility for any student staying after 3:00 p.m. unless enrolled in the 

After-School Program.  Parents who are late picking up their child(ren) will be assessed a cost, as 

stipulated below: 

 First time – the student will receive a warning letter addressed to his/her parents 

 On subsequent occurrence – the parents will be billed through the school’s Business Office at 

a rate of $20.00/hour or fraction of an hour.  This debt will be accounted for as any other debt 

with the school (i.e.:  fees, tuition, bookstore, etc.). 

 

Half-day fixed schedule: 

 

1. A half-day schedule begins at 7:45 a.m. and ends at 11:30 a.m. 

 

2. Faculty hours are from 7:30 a.m. to 12:00 noon 

 

3. Administrator’s hours are from 7:30 to 12:15 p.m. 

 

4. No extracurricular activities and/or After-School Program will be held during these days unless cleared 

by the administration 

 

5. The school will not assume responsibility for any student staying after 12:00 noon.  Parents who are 

late picking up their child(ren) will be assessed cost as stipulated on page 41. 

 

 

FIRST DAY PROCEDURES 

 

Forms are due on the first day of school.  NO CHILD WILL BE PERMITTED TO CLASS WITHOUT 

FULFILLING THIS REQUISITE.  Commonwealth-Parkville School also requires a Walker's Consent Form to be 

filled out and signed by the parents of children who will be walking to and from school.  A new Family Information 

Form is required every year.  Forms due are: 

 

a) Health, Immunization and Medical Release Forms - will be required from all students enrolled in CPS, 

regardless of grade level or time within the system.  These forms will be required on a yearly basis to 

comply with the regulations set forth by the Puerto Rico Department of Health. 

b) Payment Vouchers - are required of all students on the first day of school and then once again on the first 

day of the second semester. 
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c) Student Handbook Policy Form - is to be signed by students (grades 5-12) and by parents of students 

(PPK-grade 4). 

 

NOTE:  THE STUDENT HANDBOOK HAS BEEN POSTED ON OUR WEBSITE.    

PARENTS/GUARDIANS ARE EXPECTED TO READ IT.  THE ACKNOWLEDGEMENT  

FORM MUST BE SIGNED AND RETURNED TO SCHOOL DURING THE FIRST DAY 

OF CLASSES IN AUGUST. 

 

 

AFTER SCHOOL PROGRAM 

 

Parkville Campus 

 

      An After School Program is offered for all students at a nominal charge.  Parents with students at the Parkville 

Campus are to sign up their children with the director of the After School Program.  In addition to the After School 

Program, there are individual courses and sports (which vary from year to year) that are offered.  These sometimes 

carry a charge to parents and are paid directly to the instructor. 

 

      At Parkville Campus, after-school care services are provided until 5:30 p.m. at a cost of $100.00/month.  It 

includes supervised studies, NOT TUTORING.  Tutoring can be arranged directly with CPS teachers who offer the 

service at an additional cost, determined by the teacher. 

 

      The school will not assume responsibility for any student staying after 5:30 p.m.  Parents who are late picking up 

their child(ren) will be assessed a cost as stipulated on page 43. 

 

Revised June 2011 
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Commonw ealth -Parkville School  
 

School Year 2011 -2012 
 
 
 

FIRST SEMESTER 2011  

 
AUGUST                  1-5 Monday-Friday   -  Workshop ï Faculty Orientation & Meetings 

          8 Monday    -  Parent and Student Orientations 
          9 Tuesday    -  FIRST DAY OF CLASSES 

 
SEPTEMBER         5 Monday    -  Labor Day - NO CLASSES  
        23 Friday    -  Professional Day- NO CLASSES 

 
OCTOBER       10 Monday     -  Columbus Day/Día de la Raza ï NO CLASSES 
        14 Friday    -  Parent/Teacher Conferences ï NO CLASSES  

 
NOVEMBER         4 Friday    -  Professional Day ï NO CLASSES 
                21-25 Monday-Friday   -  Thanksgiving Recess - NO CLASSES  

 
DECEMBER  12, 14, 15 Monday, Wed, Thursday  -  Mid-term exams ï 5

th
 ï 12

th
 grade 

   16, 19, 20, 21 Friday, Mon, Tues, Wednesday -  Administrative Days - NO CLASSES 
 
 

SECOND SEMESTER 2012  
 

JANUARY                     9 Monday    De Hostosô Day ï NO CLASSES  
        10 Tuesday    -  CLASSES RESUME 
 
FEBRUARY                20 Monday    -  Presidents Day/Luis Muñoz Marín Day 

   NO CLASSES 

        29 Wednesday   -  Last Day for Re-enrollment Discount 
 
MARCH                      2 Friday    -  Professional Day ï NO CLASSES 
       23 Friday    -  Abolition Day ï NO CLASSES 

 
 
APRIL                        4 Wednesday   -  Dismissal 11:30 a.m. SPRING BREAK BEGINS  
                        16 Monday    -  De Diegoôs Day ï NO CLASSES  
                     17 Tuesday    -  CLASSES RESUME  
 
MAY           3 Thursday   -  Student Day ï 11:30 a.m. Dismissal 
          4 Friday    -  Teacherôs Day ï NO CLASSES  

-                      15 17, 18 Tuesday, Thursday, Friday  -  Final Exams ï 5
th

 -11
th

 grades 
               21-25 Monday-Thursday  -  Administrative Days - NO CLASSES 

                    24 Thursday   -  CHS Awards Ceremony 
       25 Friday    -  PKS Awards Ceremony 
       28 Monday    -  Memorial Day ï NO CLASSES  

                    30 Wednesday   -  6
th

 grade Bridge Crossing 
                    31 Thursday   -  8

th
 and 12

th
 grades Graduation 

 
 

JUNE                  1-29     -  SUMMER SCHOOL 

 
 

END OF MARKING PERIOD      REPORT CARDS 

October 7        October 14 - Parent Conferences 

December 9        December 21 
March 9         March 16 
May 14         May 31 
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COMMONWEALTH-PARKVILLE SCHOOL 
 

 

 

 

STUDENT HANDBOOK FORM 

 

SCHOOL YEAR 2011-2012 
 

 

NOTE: In our continuing efforts to be “paperless”, the Student Handbook on General School Policy 2009-2010 

has been posted on our CPS website: www.cpspr.org.  Call our offices if you prefer a hard copy. 

 

 

We have read and discussed the contents of this handbook and understand the obligations of students and parents at 

Commonwealth-Parkville School.  We agree to comply with each of the policies and procedures set forth in this 

handbook.  We understand that this handbook represents the current policies, procedures, and regulations, and that 

the school may change, delete, or modify any policy, procedure or condition at any given time without prior notice. 

 

My signature confirms the fact that I have read, understand, and agree to all the above terms. 

 

 

THIS FORM MUST BE SIGNED AND RETURNED TO SCHOOL ON THE FIRST DAY OF SCHOOL  

IN AUGUST 

 

 

 _________________________________________________________________ 

 Student’s Name (print) 

 

 

 ___________________ 

 Grade 

 

 

 ________________________________________________________________ 

 Student’s Signature 

 

 

 

 ________________________________________________________________ 

 Parent’s/Guardian’s Name (print) 

 

 

 

 ________________________________________________________________ 

 Parent’s/Guardian’s Signature 

 

 

 ________________________ 

 Date 

 

 

http://www.cpspr.org/

