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This handbook is a resource for all Beacon School stakeholders: parents, students, faculty, staff, 
members of the Leadership Team, and Board of Trustees.  Policies, procedures, and practices 
outlined here may be revised during the course of School Year 2018 - 19.  
 
Any updates to this handbook will be placed on the community page of the school’s website. 
Community members will be notified when this occurs.
 

** Cover design by :
Juan Xavier Tengco and Antonio Ricardo Veloso (Gr 7 JA ‘15).
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Part 1. An Introduction to the Beacon School
 
Who We Are
The Beacon School is an independent, non-profit, co-educational school modeled upon the 
best international educational practices.  We are committed to providing a global education of 
the highest quality, rooted in an understanding of Filipino culture and traditions, to children of all 
nationalities.
 
The Beacon academic year runs from August to May.  Beacon is accredited by the Philippine 
Department of Education (DepEd).  We are the only school in the Philippines authorized by the 
International Baccalaureate Organization (IBO) to deliver both the Primary Years Programme 
(PYP) and the Middle Years Programme (MYP).
 
We are in educational partnership with the Beacon Academy, a High School that offers the Middle 
Years Programme (MYP) for students in Grades 9 and 10 and the Diploma Programme (DP) for 
students in Grades 11 and 12.
 
Our Vision
Beacon strives to foster a learning community that will inspire its students to be lifelong learners 
and agents of change who are guided by compassion and integrity. 
 
Our Mission
The Beacon School provides students with a global education that is both rigorous and balanced, 
that nurtures and inspires them toward their individual potential.  The learning community 
encourages students to integrate a deep appreciation for Filipino culture with a respect for 
diversity, understanding the complexity of our world. They are challenged to become independent 
thinkers, confident communicators, and engaged citizens committed to act in service of society. 
 
Description
The Beacon School is an independent, non-profit, secular, and co-educational school for students 
from PreK to Grade 8.  The school is accredited by the Department of Education of the Philippines 
and authorized by the International Baccalaureate to deliver the Primary Years Programme and 
Middle Years Programme.  This internationally recognized curriculum framework provides students 
with the opportunity to develop an understanding of Filipino culture and heritage, as they actively 
engage in a high quality, inquiry-based program of study that fosters an awareness of complex 
global issues and the skills needed to address them.
 
The language of instruction is English.  All students learn Filipino as an additional language.  In 
the Middle Years Programme, students select either Mandarin Chinese or Spanish as a second 
additional language. 
 
Filipino values engender a close-knit and caring school community that welcomes students of all 
nationalities.  A dedicated and creative team of teachers work collaboratively to provide stimulating 
and authentic learning experiences with appropriate challenges for the unique needs of individual 
students.
 
To ensure innovative and best practices, Beacon is committed to the ongoing professional 
development of its teachers who work collaboratively to help realize Beacon’s vision and mission. 
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IB Learner Profile

As a school community that is part of a global community of IB World schools, the following 
attributes guide teaching, learning, leading, decision-making, and the provision of services.  
Community members strive to be:
 
Inquirers –  We nurture our curiosity, developing skills for inquiry and research.  We know how 
to learn independently and with others.  We learn with enthusiasm and sustain our love of learning 
throughout life.
 
Knowledgeable –  We develop and use conceptual understanding, exploring knowledge 
across a range of disciplines.  We engage with issues and ideas that have local and global 
significance.
 
Thinkers –  We use critical and creative thinking skills to analyse and take responsible action on 
complex problems.  We exercise initiative in making reasoned, ethical decisions.
 
Communicators – We express ourselves confidently and creatively in more than one language 
and in many ways.  We collaborate effectively, listening carefully to the perspectives of other 
individuals and groups.
 
Principled –  We act with integrity and honesty, with a strong sense of fairness and justice, and 
with respect for the dignity and rights of people everywhere.  We take responsibility for our actions 
and their consequences.
 
Open-Minded – We critically appreciate our own cultures and personal histories, as well as 
the values and traditions of others.  We seek and evaluate a range of points of view, and we are 
willing to grow from the experience.
 
Caring – We show empathy, compassion and respect.  We have a commitment to service, and 
we act to make a positive difference in the lives of others and in the world around us.
 
Courageous – We approach unfamiliar situations and uncertainty with forethought and 
determination; we work independently and cooperatively to explore new ideas and innovative 
strategies.  We are resourceful and resilient in the face of challenges and change.  We are brave 
and articulate in defending our beliefs.
 
Balanced – We understand the importance of balancing different aspects of our lives-
intellectual, physical, spiritual and emotional - to achieve well-being for ourselves and others.  We 
recognize our interdependence with other people and with the world in which we live.
 
Reflective – We thoughtfully consider the world and our own ideas and experience.  We work 
to understand our strengths and weaknesses in order to support our learning and personal 
development.

                                                                                                         (Source: IBO, 2013)
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Our History
Beacon was founded in 2001 by a group of dedicated parents seeking to create an ideal place 
of learning for their own children.  As educators and professionals, they were inspired to build a 
Kindergarten to grade 8 school that would engage students in a rigorous and progressive program 
of study, while nurturing them within a close-knit community, rooted in Filipino values and culture.  
They envisioned a school that would cultivate leaders for the 21st century, a school that would 
allow their children to grow into engaged, confident, and capable adults.
 
In 2001, Beacon’s founding trustees located a site on the PCPD compound on Chino Roces 
Extension and leased the current facility from this government agency.  In the first year, 47 
students were enrolled in preschool and grades 1 through 3.  In 2006, 17 students became the 
first batch to graduate from the 8th grade.  In 2010, Beacon’s high school, the Beacon Academy, 
was founded with a campus in Biñan, Laguna, and graduated its first class in school year 2012-
2013.
 
Beacon’s Primary Years Programme (PYP) was authorized by the IBO in 2005, and the Middle 
Years Programme (MYP) received authorization in 2007. Beacon is the first IB World School in the 
Philippines authorized by the IBO to run two academic programs.
 
The Beacon School Standard and Motto
The words Veritas et Lumen, meaning “the Truth and the Light,” are inscribed on a shield 
bearing the school colors. The shield represents the school’s commitment to these two 
fundamental principles embodied in education, citizenship, and conscience.
 
The school colors, the Green and Blue field, are a reminder of the context in which education 
takes place – these are the colors of the earth.  They are also representative of the values and 
the qualities that the school aspires to address: humanity and spirituality, our nation and its role 
within the global community, the careful balance between nature and human endeavor, hope and 
integrity.
 
At the center of this field is a silver starburst – an unwavering point of light representing 
illumination, guidance, and enlightenment – a beacon that reveals a path.
 
International Baccalaureate Organization (IBO)
The IBO was founded in 1968 and is based in Geneva, Switzerland.  It offers high-quality 
educational programs through a worldwide community of schools.  The IBO offers a network 
of over 4,000 schools in more than 150 countries.  IB schools practice within an inquiry-based 
curricular framework with a focus on holistic learning, global-mindedness, and communication 
skills.  As a framework, it provides flexibility for the Beacon School to include Filipino culture, 
history, and language within its curriculum. 
 
IBO Mission Statement
The International Baccalaureate Organization aims to develop inquiring, knowledgeable, and 
caring young people who help to create a better and more peaceful world through intercultural 
understanding and respect.
 
To this end the IBO works with schools, governments, and international organizations to develop 
challenging programs of international education and rigorous assessment.
 
These programs encourage students across the world to become active, compassionate, and 
lifelong learners who understand that other people, with their differences, can also be right.

     (As accessed from the IBO website April 2015, www.ibo.org)
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Part II. School Stakeholders
 
Students
In school year (SY) 2018-19, Beacon will serve over 300 students, from 4 years of age, 
representing over 15 nationalities.  The school strives to support every student in self-advocacy 
and in seeing themselves as agents of change. Student leadership positions are available to 
House Captains in the PYP and MYP, and through the Student Council in the MYP.  
 
Parents  
Beacon considers parents to be essential partners in their children’s education.  The school seeks 
and encourages parent involvement, both formally and informally. Parents are invited to become 
part of the Beacon family, and the school aims to foster a sense of community through regular 
coffee hours, informative parenting talks, and ongoing communication regarding school events.  
As an integral part of the community, Beacon School parents have been generous in donating 
their time and resources to assisting the school with interior design (improvement of the MYP 
Commons), celebrating school milestones (publication of the Beacon tenth anniversary book, 
Beacon@10: Life as We’ve Lived it), and raising funds for special projects (new Gym).
 
Furthermore, there are other concrete ways in which parents may participate.  These include the 
following:
 
Beacon Parent Association (BPA)
Throughout the school year, the BPA organizes special events and activities to supplement the 
academic program and help foster the school’s sense of community.  This group of volunteer 
parents serves as a liaison to encourage and facilitate communication between Beacon School 
families and the school’s Leadership Team, non-academic managers, faculty and staff.  Members 
of the BPA also provide important representation for the parent community to the Leadership Team 
and faculty, and regular meetings are held to discuss shared concerns for school improvement.
 
Room Parents
At the beginning of each school year, homeroom teachers enlist the help of a parent of a child 
in their class to be the room parent.  The role of a Room Mom/Dad is to help the teacher with 
organization of certain class activities such as school celebrations and field trips, as well as to 
facilitate communication between the teacher and other parents regarding these events.
 
Parent Volunteers
Beacon welcomes parents as resource speakers, or to introduce those in their professional 
circles who may be able to spend time with our students, to engage them in inquiry about a wide 
range of topics relevant to current classroom learning, be it geothermal energy, exploration of 
space, organic gardening, proper nutrition, photography, social entrepreneurship, frontiers of 
medicine, writing for publication, and so on.  Parents in the Primary Years Programme also have 
opportunities to serve as chaperones on class field trips. 
 
Members of the Board of Trustees
The Beacon School is governed by a 15-member Board of Trustees who serve the school on a 
volunteer basis by developing policy, ensuring that the Leadership Team works toward school 
goals, and by creating long-term plans in support of student learning and consistent with the 
school’s and IBO’s vision and mission.  
 
The majority of the members of the Board of Trustees are parents of children attending the 
Beacon School.  They are nominated by current members of the Board to ensure that the needed 
range of domain expertise is represented: education, law, finance, social service, communications, 
community relations, general management, and school development. 
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Trustees also serve on the following subcommittees: Audit, Development, Executive, Finance, and 
Traditions.  These subcommittees make recommendations to the full Board of Trustees, which 
meets at least eight times a year. 
 
In addition to their governance role, members of the Board of Trustees serve as ambassadors 
within the larger community.  
 
Faculty
Student learning at Beacon is facilitated by over 64 teachers.  More than 30% of Beacon teachers 
hold master’s degrees and they average over seven years of prior teaching experience.  Beacon 
typically only hires professionals with at least 3-5 years of prior experience to serve as a PYP 
homeroom or MYP subject teacher.  We also maintain the practice of hiring full-time reserve 
teachers, also experienced, to fill in for full-time faculty who are not able to come to school 
due to illness.  This practice ensures that each school day, students meet with faculty who are 
experienced and familiar with Beacon’s curriculum and the IB programmes. 
 
At Beacon, faculty are led by a Leadership Team (LT) that considers policy, processes, 
procedures, and communication as they relate to student learning, behavior, scheduling of 
programs, and other academic matters.  The LT is comprised of the Dean of School, the Dean of 
Faculty, K-8 Learning Coordinator and the Coordinators for the PYP and the MYP.  The Student 
Learning Services Coordinator, Guidance Counselors, and Athletic Director are also consulted on 
a regular basis.
 
Non-Academic Staff
Beacon’s school services are supported by over 40 non-academic staff and managers who 
oversee Admissions, Operations (maintenance, security, purchasing, messengerial support), 
Finance, Human Resources (HR), Information Technology (IT), Student Services, and Board of 
Trustees communications. Managers come from both the private and the educational sectors.  
The recruitment, retention, and management of non-academic staff follow government regulations 
and industry practice.
 
The Manager’s Council oversees the services that support student learning; it is comprised of the 
Dean of School and the heads of Finance, HR, IT, and Operations.  The Manager’s Council and 
the LT hold a joint meeting at least once a term.
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Part III. School Traditions
 
House System
Upon enrollment, all students at Beacon, from Pre Kindergarten to Grade 8, are placed in a 
House.  Our three Houses are named after tree species indigenous to the Philippines:  Acacia, 
Molave, and Narra.  The house system promotes a sense of community and belonging, allows 
for vertical interaction across programs, and provides opportunities for engagement in social and 
community activities.
 
Houses are led by elected student leaders called House Captains who build community spirit by 
fostering camaraderie, especially during special themed weeks and school celebrations, athletic 
games and tournaments, and academic house contests.
 
House Captain elections are held towards the end of the school year.  Winners will assume office 
for the next school year.  Each house elects four captains: two representatives from the PYP (4th 
or 5th grade) and two from the MYP (7th or 8th grade).
 
House points are awarded during whole-school activities such as Field Day, International Week, 
Bookabunga, etc.
 
Each house has three faculty advisers, two from the Primary Years Programme and one from the 
Middle Years Programme.  The role of the adviser is to provide guidance to their house captains 
and their house.
 
Flag Ceremony
Each Monday students gather at the front entrance of the school for a flag-raising ceremony, at 
which time they sing the Philippine National Anthem and pledge allegiance to the flag.  Students 
alternate on a 3-week cycle in the following groups: K-2, Grades 3-5, and Grades 6-8.  During 
inclement weather, the flag ceremony is postponed. 
 
Field Day
To celebrate the anniversary of the founding of the Beacon School on February 14th and its 
achievements, all school community members gather on Field Day (usually scheduled in Term 
2) to engage in friendly competitions between houses, to socialize, and to enjoy refreshments 
organized by our Beacon Parent Association.  Facilitated by the Physical Education team under 
the leadership of our Athletics Director, Field Day provides an opportunity to demonstrate school 
spirit through a wide range of events in which all members of the school have the opportunity 
to participate: students, parents, faculty, staff, and members of the Board of Trustees.  The day 
invites us to recall the purpose for the Beacon School in the wider contexts of nation and world as 
it strengthens ties among community members who have the shared responsibility to sustain the 
vision of its founders. 
 
Holiday Program
Each year, the Beacon School community reflects on the season of Christmas and the New Year 
approaching.  It is a time when community members come together to celebrate the holidays 
through programs of music and song.  It is also a time to collectively provide for those for whom 
the holidays may be a difficult time if not for the generosity of others.  
 
Moving-On Ceremony
At the end of each school year, a moving-on ceremony is held to honor the achievements of 
our Grade 5 students who have completed the PYP.  Before venturing into the MYP, when they 
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will be asked to work at a greater depth of understanding, requiring more organizational and 
time management skills, and under the guidance of a greater number of teachers, they pause 
to celebrate and reflect on their journey through the PYP.  An informal, celebratory occasion, it 
highlights students’ insights into what this rite of passage means to them as expressed through 
poetry, songs, videos, and reflections.  Parents and extended family, faculty, staff, and the 
Leadership Team are present as witnesses to their growth and their expressed hopes for the 
future. 
 
Commencement     
On the last day of each school year, Grade 8 students are honored for completing the first three 
(3) years of the MYP.  While their journey as Beacon community members continues as alumni, 
their participation as Beacon students comes to a conclusion during the year-end commencement 
ceremony.  Students who have completed all academic requirements and are in good standing 
receive a certificate.  The Dean of School, a member of the Board of Trustees, and a Guest 
Speaker selected by the Board - share insights with the graduating class to help them reflect on 
the past and guide them into the future.  It has become customary for students to incorporate 
into the ceremony a class song or video.  During the ceremony, recipients of the Founders’ 
Medal, the Veritas et Lumen Citizenship Award and Christopher Lizares Lim Award for Athletics 
are recognized.  The Founders’ Medal and Veritas et Lumen Citizenship awardees  also share 
reflections formally with their classmates and Beacon community members in attendance. 

The Founders’ Medal is presented to the Grade 8 student who exhibits the highest ideals of the 
Beacon School: a very high scholastic average, an extremely well-developed sense of citizenship 
and responsibility, excellent leadership qualities, and a high level of personal effort in athletics.
 
The Veritas et Lumen Citizenship Award is given to the Grade 8 student who exhibits 
the highest level of the qualities of good citizenship: thoughtfulness, selflessness, personal 
responsibility, helpfulness, good manners, and greatest regard for the good of the community 
around them, on campus and off.
 
Lastly, the Christopher Lizares Lim Award for Athletics is granted to the Grade 8 student 
who exhibits the highest level of sportsmanship: excellence in physical education, consistent 
involvement and leadership in the athletics and sports program, the highest standards of fair play 
and sportsmanship, and a serious commitment to all academic responsibilities.
 
This year there will be a Recognition Ceremony held prior to Commencement, where students will 
be recognized for their achievement in different subject areas.  The winners of the three awards 
above will also be announced during the ceremony.  Parents and family members are invited to 
attend this event. 
 
Yearbook
Each year, a group of Beacon students volunteer to undertake the task of putting together the 
annual Beacon yearbook, SULO, which serves as a written and pictorial record of the school 
year.  Sulo is the Filipino word for “torch,” and it is here a symbol of Beacon students’ passion 
for learning, their burning curiosity, their endeavors to seek knowledge and truth, and each 
individual’s inner light.  The yearbook includes photographs of important school events and 
traditions, field trips, and after-school activities; write-ups by 5th grade students moving up to the 
middle school; and heartfelt personal essays by each 8th grade graduating student.  Each student 
receives one copy of the yearbook, the cost of which is included in the miscellaneous fees (extra 
copies available at a nominal fee).
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Curricular Traditions
 
Curriculum Night
Within four weeks of the beginning of the school year, parents are invited to the school for 
Curriculum Night, where they will have the opportunity to meet their child’s teachers and members 
of the Leadership Team.  The occasion provides parents with insights about school goals for the 
year and an opportunity to learn about the teachers’ expectations of their students.  Teachers 
demonstrate the approach to learning for their class and share ways in which parents can be 
involved in students’ learning. 

Filipino Week
Filipino Week occurs in Term 1 and focuses exclusively and intensively on Filipino language, 
customs, and history.   Activities include research of Filipino history, a focus on Filipino stories and 
art, an inquiry into notable Filipinos, and performances of Filipino dances, songs, and skits, and a 
“fiesta”-type culminating event.  While this curriculum strand is considered throughout the school 
year, during this week, it becomes the primary focus for all students.

Bookabunga! and International Food Fair
Bookabunga! brings together all students to celebrate literacy and learning.  A focus on high-
quality literature and other reading materials anchors the week’s activities, which include book 
fairs, trivia quizzes, and awards for good library citizenship.  As this celebration of literacy is 
inclusive of literature from around the world, a culminating activity on the last day of Bookabunga! 
is the parade of international costumes by our PYP students and the International Food Fair 
hosted by the Beacon Parent Association. 
 
Field Trips
Field trips are an essential part of Beacon’s commitment to “Education Outside the Classroom,” 
an understanding that much of student learning can take place beyond the space of the school.  
Students may take day or half-day field trips throughout the school year that enhance their 
learning in the classroom.  In addition, three “away” field trips have become part of the school’s 
curricular tradition in Grades 5, 7 and 8.  Though attendance is not compulsory (cost for these 
trips is not included in school fees), many students view these as important developmental 
milestones for themselves.
 
Grade-Level Culminating Events
At each grade level, students work toward culminating events that showcase aspects of their 
learning throughout the school year.  For each of these important events, parents, friends, and 
relatives of the students are invited to come and celebrate their achievements with them.
 
To guide the choice of food served at these events, please see Guidelines for Food and Drink at 
the end of the Handbook.
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Part IV. Communication

Communication among members of the Beacon community is vital for building a sense of family, 
as well as to ensure smooth transitions for the students throughout their school day.  There are 
several ways that Beacon communicates with the parent community:
 
Text Blast
Text blasts are used to inform parents about school closures, such as in the event of typhoons, 
following advisories from the Department of Education (DepEd).  Reminders about school-wide 
events will also be communicated in this way.
 
Email
Important announcements will be communicated both from members of the Leadership Team 
and from individual classroom teachers to parents via email.  Teachers may also communicate 
information about homework, special activities, field trips, and events through email. 
 
Beacon Inquirer
This newsletter is published every second Friday and is sent by email to the school community.  It 
provides information related to education, the IB programmes, student activities, special events, 
reflections by students regarding their learning activities, and a calendar of coming events.  
Previous issues of the Beacon Inquirer can be found on the community page of the school 
website.
 
School Website: http//www.beaconschool.ph
The Beacon website consists of a public section and a private section.  The public section 
contains details about the academic curriculum at all levels; the admissions policy, requirements 
and guidelines; information about co-curricular activities; and other facts that may be of interest 
to the general public interested in finding out more about the school.  The Beacon School 
Community section is meant only for members of the Beacon community and is protected by a 
password.  This section posts back issues of the Beacon Inquirer, videos of student performances, 
and other information pertinent only to current community members.  Parents and students are 
encouraged to check the website regularly. If you do not have the sign-in name and password, 
please contact Reception at (632) 840-5040.
 
Parent Coffees, Curriculum Night and Orientations
Parents will have the opportunity to meet other parents, members of the Leadership Team, and 
faculty members during regularly held Parent Coffees, on Curriculum Night, and at orientations.  
The content of these events may be an overview of activities, long-term student projects, details 
regarding “away” field trips, and important developments at school.  Occasionally, special topics 
(such as anti-bullying, peer relations, communication strategies,  and digital safety and security) 
may be addressed or facilitated by outside resource speakers or parent experts on the topic. 
Parents have the opportunity to raise concerns about school-wide issues during these events.
 
Primary Years Programme Home-School Link Notebook
All PYP students receive a Home-School Link Notebook, which should be brought home from 
school each day and returned the following morning.  As its name implies, this notebook is a 
means of constant, open communication between home and school, and for the recording of 
assigned homework.  A teacher may use it to comment on an event that has taken place in school 
on a given day, and a parent may use it to ask questions or share an observation with the teacher.  
Matters of a confidential nature are best conveyed in a sealed envelope rather than in the Home-
School Link Notebook.
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Managebac
Managebac is the leading web-based tool among IB schools, providing parents, students, and 
teachers full access to student homework assignments and the resources that support their 
learning.  Managebac is intended to help students keep organized to manage the challenges they 
will face as they go through the Middle Years Programme.  As parents, you may use Managebac 
as a way to understand expectations of student learning, when assignments are due to support 
your child’s time management, and what resources are available to support his or her learning.
 
Parent-Teacher Conferences (PTCs)
Two formal opportunities are offered each year to discuss your child’s progress.  These are offered 
at the end of Term 1 when progress is reviewed and goals are set for the next term, and at the end 
of Term 2 when progress is reviewed and goals are set for the final term.
 
In the PYP, the second conference includes the student, who is encouraged to take the lead in 
reflecting on their performance in school with their teacher and parents.  In the MYP, students 
attend both conferences (Parent-Student-Teacher Conference) held at the end of Terms 1 and 2. 
 
Details and appointment schedules will be published in the Beacon Inquirer and through an email 
or letter before the PTCs.  Parents are strongly encouraged to attend both conferences.  If you 
are unable to make the PTC, please coordinate an alternative date for the conference within two 
weeks of the originally scheduled time.
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Part V. Curricular Programs
 
Academic Programs
The academic programs at Beacon aim to develop in students solid skills for inquiry and 
investigation at the same time that they encourage critical thinking, creativity, and innovation.  
The curriculum is based on the International Baccalaureate (IB) framework, which is designed 
to help students acquire the personal, social, and intellectual skills to successfully take part in 
a global society.  Currently, there are more than 900,000 IB students in over 4,000 schools, in 
more than 150 countries.  Extensive information can be found at the IB public website located 
at ibo.org.  Beacon is the first school and the only one in the Philippines to be authorized by 
the IB Organization to offer both the IB Primary Years Programme (PYP) and the Middle Years 
Programme (MYP).
 
Together, the PYP and MYP form part of a continuing program that culminates in the IB Diploma 
in the final two years of high school.  The Beacon Academy is authorized to offer both the MYP 
curriculum for Grades 9-10 and the IB Diploma Programme for Grades 11 and 12.
 
The Primary Years Programme (PYP): PreK – Grade 5
PYP curriculum is based on the IB Primary Years Programme (PYP), which focuses on the total 
growth of the developing child, addressing their social, physical, emotional, and cultural needs, 
in addition to their academic growth.  It combines the best research and practices from schools 
around the world, offering a comprehensive inquiry-based approach to teaching and learning.
 
Preschool
The early childhood education program at Beacon is available to children who are four (4) years 
old by the end of August of the School Year.  Students may be accepted throughout the year if 
adequate space is available. 
 

Hours for preschool are from 7:40 am - 11:30 am.
 
The purpose of the Preschool Programme is to create and sustain a nurturing community of 
inspired children, teachers and parents through provision of a modern internationally recognized 
education that facilitates the unfolding of each child’s full potential.  The school recognizes that 
all children need to experience and learn at a pace and level appropriate to their individual needs 
and style.  At this level, the students complete four units of inquiry each year and form the basis of 
further study as they move through the primary school.
 
A fundamental principle of the Preschool Programme is that children learn in an integrated 
way from everything that happens.  Young children are active learners who construct their 
own understanding and knowledge of the world from their concrete experiences.  Play and 
conversation are the main ways by which young children learn about themselves, other people, 
and the world around them.  The process of learning is as important as what they learn.
 
The program provides a range of planned activities and allows for spontaneous play situations.  
The students engage in daily discussions about personal experiences, the community, special 
events, and current topics of inquiry.  The focus is on identifying and developing effective 
speaking and listening skills. Students are encouraged to express themselves both verbally and 
non-verbally, and to confidently articulate their feelings and ideas.  This process prepares them 
to continue the IB Primary Years Programme (PYP) that Beacon offers for Kinder to Grade 5 
students.  The importance of working in partnership with parents is crucial, for parents are their 
child’s first and most influential teachers.
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The Preschool Programme is structured within a developmentally appropriate curriculum 
framework to ensure specific learning outcomes are achieved, best teaching practice guidelines 
are adhered to, and all areas of a child’s development and learning are met through systematic 
observation, assessment, evaluation and planning.
 
The development of early literacy and mathematical skills is a very important foundation on 
which to build a lifelong love of reading, writing and the ability to solve and discover problems 
through the language and application of mathematical processes.  The children apply emergent 
rudimentary language and math skills through a variety of activities, experiences and visual 
mediums to represent their learning.
 
The students participate in daily literacy experiences such as stories, rhymes and poetry and 
learn to use the school library effectively to select books for enjoyment and to extend their current 
knowledge. Students also develop skills in letter and number recognition and letter sounds 
associated in a print rich environment.
 
Regular routines develop independence and competence in students’ self-care and help them 
understand the importance of good eating and hygiene practices for health and well-being.  This 
will include cooking activities and learning opportunities built into snack and lunch times.
 
Within the PYP, many subject areas, particularly, Social Studies and Science, are focused upon 
in our units of inquiry which are transdisciplinary and also incorporate Language Arts and Math 
concepts and skills.  In addition to the PYP Units of Inquiry, students receive subject-specific 
instruction in Language Arts and Mathematics, Filipino, Art, Music, and Physical Education. 
Students choose between Christian Living Education which facilitates spiritual formation and 
World Religions which is approached as a Social Studies class.  Our courses are fully recognized 
by the Department of Education; therefore, should they wish to, students may continue their 
education in other recognized schools and colleges in the Philippines.
 
Detailed curriculum packets for the PYP can be accessed from the home page of our website 
under the tab Programmes and Services and the subtab Primary Years Programme (PYP).  
Packets are updated annually, distributed at Curriculum Night, and posted online.
 
The Middle Years Programme  (MYP): Grades 6 – 8 
The MYP curriculum is based on the IB Middle Years Programme (MYP).  The MYP builds on 
the PYP, embracing the concepts of intercultural awareness, holistic or integrated learning, and 
communication. After years of research and pilots coordinated by the IB with input from educators 
across the globe, in 2014, a new initiative that improves the MYP framework was launched and 
will continue to be implemented under a program broadly called, Next Chapter. 
 
Like the PYP, the MYP is based on the best practices and research from around the world. Its 
structure is based on eight distinct subject areas: Language and Literature (English); Individuals 
and Societies (Humanities); Sciences; Mathematics; Arts including Visual, Music, and Drama; 
Physical and Health Education; Design (Product and Technology); and Language Acquisition.  
Throughout the MYP, student inquiry is framed by 16 key concepts that ensure that knowledge 
and skill acquisition are related to a broad understanding of abstract ideas that transcend 
disciplines.  Related concepts help provide depth of disciplinary understanding for each subject 
area.  Finally, to cultivate international mindedness, for any one unit of study, student inquiry is 
grounded in one of six Global Contexts that correspond to PYP transdisciplinary themes: Identities 
and Relationship, Orientation in Space and Time, Personal and Cultural Expression, Scientific and 
Technical Innovation, Globalization and Sustainability, and Fairness and Development.  Beacon 
students take two Language Acquisition classes: Filipino, and a choice between Spanish and 
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Mandarin.  In addition, Grade 6 and 7 students choose between Christian Living Education and 
World Religions, and Grade 8 students are involved in a Community Projects.

Global Contexts, ( previously called Areas of Interaction) include Approaches to Learning, or ATLs, 
are an important part of the MYP curricular framework to support lifelong learning.  Students are 
encouraged to foster independence in learning through the development of the following skills:  
thinking, communication, social, self-management, and research. 
 
Detailed curriculum packets for the MYP can be accessed from the home page of our website 
under the tab Programmes and Services and the subtab Middle Years Programme (MYP).  
Packets are updated annually, distributed at Curriculum Night, and posted online.
 
Education Outside the Classroom
Field trips are an important facet of instruction, providing powerful opportunities for experiential 
learning and enriched understanding of the curriculum.
 
One week prior to a regular field trip, parents will be notified of details of the trip, including dates, 
times, costs, mode of transport, and items needed.  Parents must sign a permission form in order 
for a student to participate on the field trip.  In most cases, teacher’s request parent volunteers to 
accompany students on a field trip.  For more extensive “away and overnight” field trips, parent 
orientations are held many weeks before the field trip takes place.
 
A school security guard accompanies all field trips.  All security guards are certified in first aid, and 
first aid kits are brought on every trip.  In some cases, a school nurse also accompanies students.  
Yayas are not to accompany children on field trips and parents are requested to liaise with the 
teacher in charge regarding any bodyguards that may need to be present.  Bodyguards are not 
allowed to ride in the vehicle that transports students, or to join the student groups during the site 
visit itself.  They may follow in an owner car, and be on standby on site, to respond to any needs 
that may arise. 
 
Media Center Library
The Media Center Library is located on the Upper Ground Floor.  It is open to students from 7:15 
am until 4:00 pm every school day.  The Library is open to Faculty and Staff up to 4:30 pm.
 
The Media Center Library has a collection of more than 20,000 titles in print and non-print formats.  
It offers opportunities for students to locate, use, and evaluate information, or to read for pleasure.  
It is fully automated using an online library system that can be accessed anywhere with internet 
connection, enabling students to search available materials anytime.  PYP students are allowed 
to borrow library books for a period of one week, while MYP students have a two week check 
out period.  Book loans may be renewed.  The number of books that may be borrowed varies 
depending on the student’s grade level, as follows:
 

Preschool - Kindergarten       . ...... 1 book
           
Grades 1 - 3                              .......  3 books
 
Grades 4 - 5                              .......  5 books       
                                                  
Grades 6 - 8                              .......  8 books

 
Students with overdue materials may not check out books. Overdue books are charged at        
Php 2.00 per overdue school day.  Checkout privileges are restored once the book is returned 
and the fine is paid. If overdue books are not returned to the Library after three notices, parents/

C
urricular P

rogram
s

V



The Beacon School Student Parent Handbook 2018 - 2019 23

guardians will be billed for the replacement cost of the books.  If the books are subsequently found 
and returned to the Library within a 6-month period, the replacement cost of the books will be 
refunded. 

Food and drinks are not permitted in the Library.  Students are asked to leave school bags in the 
cubbies provided beside the doors in the hallway.
 
The Media Center Library is a quiet place in which individuals can pursue their own reading 
interests.  All persons using it are expected to work quietly and independently, take good care of 
books and other library materials, and ask for help from the Librarian when they need it.
 
After-School Use of the Library
The Beacon School Library remains open daily until 4:00 pm for the convenience of community 
members, for students to work in a quiet environment, and for book returns.  It is expected that 
K-5 students will not be in the Library after 3:30 pm without parental supervision.  Due to space 
limitation and supervision, students who would like to use the Library need to secure a “Library 
Pass” first: PYP students from the Guard at Exit D - UG (Upper Ground) and MYP students from 
the MYP guard.  Upon leaving the Library, the PYP students return their passes to the Exit Guard, 
MYP students leave their passes at the Circulation Counter.
 
Co-Curricular Programs
Beacon offers a range of activities and sports that students may participate in after school.  The 
After-School Activities (ASA) program is overseen by an ASA Coordinator, Ms. MC Carpio, 
and includes varied activities of interest to our students.  The Sports After-School Program is 
administered by the Athletics Director, Coach Ricky Sales; and the Music After-School program 
is administered by Ms. Gaille Ramos.  At the beginning of each term, a schedule of activities is 
made available and parents are given a period of time to sign up.  You are encouraged to submit 
registration forms early to avoid disappointment.

NOTE: The school nurse remains on duty until the last activity of the day is finished.  Students 
must be collected promptly at the scheduled end time of their activity.

After-School Activities Program
ASA activities are offered on a trimester basis and may take place after 2:10 pm for grades K-2 or 
after 3:00 pm for older students.  All activities require a minimum number of students to proceed 
and also have a maximum enrollment number.  Once enrolled, students are expected to attend 
the activity.  
 
Sports After-School Program
The co-curricular sports program aims to provide developmentally appropriate sports activities 
that support the curriculum of PYP and MYP Physical Education.  We participate in league play 
when it is compatible with our school philosophy and resources, and actively support our students’ 
involvement in clubs and other community programs outside of school.  All teams require a 
minimum number of students to proceed and also have a maximum enrollment number.
 
Beacon sports seek to:
 
1. Foster, encourage, and enhance the principles of fair play:
 

a. Fairness means obedience to the agreed rules (not taking unfair advantage), equal 
opportunities, considerate behavior, respect for the opponent, and acceptance of others.  
Fairness as a basic sporting and moral principle is under threat in today’s world, not only 
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in sports, but also in other areas of civil society.  Yet at the same time, fair play offers 
opportunities for finding one’s way in a very competitive world.

b. Nurturing integrity in all participants further improves game play and game enjoyment.

2.  Develop and promote lifelong physical fitness:
 

a.  All programs seek to instill in students an appreciation for sports and its health benefits, 
continually encouraging students to participate and be active.

  
b.  Programs for K-2 students focus both on skills development through a variety of sports and 

on the  fundamentals and fun aspects of the sport.
 
c.  Programs for Grade 3-8 students continue to develop the skills learned in the early years 

while encouraging students in furthering their skills and striving towards excellence and 
healthy competition.

 
3.  Introduce, promote, and encourage healthy competition:

 
a. Sport, in general, is a part of all cultures around the world.  Through the Olympic movement, 

sport helps promote peace by encouraging mutual understanding between people.
 
b. The sports program seeks to advance achievement through competition, while also teaching 

ideals of how to win and lose gracefully.
 
c.  The sports program promotes the importance of team and teamwork.

 
Music After School Program
Music and the arts are an integral part of the PYP and MYP curricula.  To support students who 
have a strong interest in pursuing music in greater depth, Beacon provides enrichment classes 
and activities after school.  The Music After School program aims to foster a lifelong appreciation 
of music, and to develop the individual student’s skills as either a solo performer or as part of 
an ensemble.  Ensemble opportunities are provided in Guitar, Strings (violin), Keyboard, Glee, 
K-2 Chorale, K-2 Jam, Stick ‘n Stomp and MS Band.  In addition, individual music lessons with 
professional instructors can be arranged through the school for violin, piano, voice, guitar, and 
drums.  Recitals are held, and students in the Music After School program are often called on to 
perform at school-wide assemblies and events.
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Part VI. Schedules, Routines, and General Classroom 
Guidelines
 
Academic Calendar
The Academic Calendar for SY 2018-19 can be found on the school website and is also included 
at the end of this handbook.  The school year consists of three terms:
 
       Term 1:   July 26 – October 30
       Term 2:   November 5 – February 21
       Term 3:   February 26 – May 31
 
The calendar marks National Holidays and Professional Development days.
 
Faculty begin the year with an in-service from July 10-25 for training opportunities and for 
collaborative planning for Term 1.  To allow faculty ongoing professional development and 
planning for Terms 2 and 3, additional full-day Professional Development days are incorporated 
into the term breaks.
 
Additionally, Early Release days, which allow faculty half-day sessions for collaborative planning, 
are scheduled monthly.  These usually take place on the first Wednesday of the month.  PD/
Early dismissal days are marked in the school calendar.  During early release days, students from 
Kinder to Grade 3 are dismissed at 12:00 noon and those from Grades 4 to 8 are dismissed at 
12:30 pm.
 
School Hours
Regular school hours are as follows:

Grade Levels Time Early Release/Dismissal Time
Preschool 7:40 am – 11:30 am Kinder to Grade 3 12:00 noon

K, Grades 1 and 2 7:40 am – 2:10 pm Grades 4 to 8 12:30 pm
Grades 3 to 8 7:40 am – 3:00 pm   

  
All grades have a recess and a lunch / play period every day.
 
MYP Class Timetable

Time Monday - Friday
7:40 – 8:25 am Regular Subject

8:25 – 9:10 am Regular Subject

9:10 – 9:55 am Regular Subject

9:55 – 10:15 am Recess

10:15 – 11:00 am Regular Subject

11:00 – 11:45 am Regular Subject

11:45 am – 12:30 pm Regular Subject

12:30 – 1:20 pm Lunch / Play

1:20 – 2:05 pm Regular Subject

2:05 – 2:50 pm Regular Subject

2:50 – 3:00 pm Homeroom
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Before-School and After-School Routines
 
Arrival         
Primary Years Programme (PYP) students who arrive before 7:00 am must be actively supervised 
by their parent or guardian.  At 7:00 am, PYP students may, after swiping in, enter the school 
through the doors at the Reception Area.  Security guards manually note the arrival of students 
who are not swiped in.  At 7:15 am, PYP students may proceed to their classrooms.  Preschool 
(PS) students should remain in the Reception area and be supervised by a guardian until 7:40 am.
 
MYP students may use the Middle Years Programme access or go straight through the building 
lobby; they may be swiped in at the second floor entrance to the MYP, where security guards take 
note of their arrival if they are not swiped in.  MYP students who arrive to school by 7:00 am must 
proceed to the Auditorium until 7:35 am, at which time, they may proceed to their lockers and 
classrooms. 
 
The following is the procedure upon arrival:
 

1.  Attendance is taken at 8:00 am each day.  The school receptionist will contact parents 
whose children are not in school at this time and who have not called to inform the school 
that their child will be absent.

 
2. MYP students arriving in class after the start of the 7:40 am lesson will be marked tardy.
 
3. PYP parents and yayas are reminded that it is necessary for students to be “swiped” in each 

day, so that both the attendance and arrival time are recorded.
 
4.  Parents should call the reception office in advance if a student will be absent or tardy - 

please see the section on TARDINESS AND ABSENCES below.
                     
Dismissal            
 
Ü Preschool students are dismissed at 11:30 am.
 
Ü Kindergarten to Grade 2 students are dismissed at 2:10 pm.
 
Ü Grade 3 to 8 students are dismissed at 3:00 pm.

 
PreK and Grades 3-5 teachers will bring their classes to the reception area at the conclusion of 
each day’s lessons.  This year, Kinder-Grade 2 classes will be dismissed from their classrooms 
(see section below for details). Parents and designated fetchers should check in with security 
before entering the Reception and have the student’s card “swiped” out prior leaving the school’s 
premises.
 
We must stress that it is an expectation of the school that the adults responsible for pick up will be 
punctual and respectful of both procedures and staff.  It is the parents’ responsibility to see that 
students are collected within 20 minutes of dismissal.  Students enrolled in an after-school activity 
must be collected promptly at the scheduled end time of their activity.  Students who are not 
picked up by those times will be unsupervised.
 
The school does not provide after-school care and cannot take responsibility for students who are 
not picked up on time.  We urge all parents to respect the time frame above in consideration of 
their child’s well-being.
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K-2 Dismissal
This school year K-2 students who are not joining an after school activity will be dismissed from 
their homeroom classrooms.  Parents and designated fetchers may wait outside the classroom 
starting at 2:10 pm and students will be released at the classroom door by the teacher in charge. 
To ensure a smooth and efficient process, parents and designated fetchers will not be allowed in 
the classroom or to linger in the hallways after their child has been dismissed.
 
Students who are not picked up by 2:30 pm will be brought to the library by the designated 
teacher, and will be turned over to the Dismissal Duty teacher.
 
Parents and designated fetchers should swipe the student out at the guard’s station as they leave 
the school. 
 
K-2 students who have after school activities will be brought to the Reception area, where they will 
be picked up by their ASA teacher.  Students who have an ASA/MAS/SPAS activity can be picked 
up in the Reception area or Library once the activity is finished.

Leaving School with Non-Designated Fetchers
If a student is to be picked up from school by anyone other than their parents or those listed as 
their authorized fetchers (such as a classmate’s parent or a visiting relative), parents must advise 
the school in writing in advance.  Two methods are acceptable: 

(a)  a written and signed note handed to the school Reception Team, Ms. Mae Villarosa or     
Ms. Arlene Morilla, who will advise the Security Guards before dismissal time, or 

(b)  an email sent from the parent’s email address on file with the school to Reception AND 
Student Services:

 
Mae Villarosa: studentservices@beaconschool.ph

Arlene Morilla: reception@beaconschool.ph
 
The school’s security guards will not release any student to a non-designated fetcher unless they 
have been informed by Reception/Student Services to do so.  Non-designated fetchers may be 
asked to present a photo ID. 
 
Please see the Annex for a sample message.

 
Leaving School Early
Students who leave school before the regular dismissal time will be required to present an Early 
Dismissal Pass to the guard at the exit.  This pass is issued by Student Services once they have 
received written notification from parents.  If you wish your child to leave school early (e.g., for a 
doctor’s appointment), please provide notice in writing (email or a signed note as detailed above) 
to your child’s homeroom teacher and Mae Villarosa at studentservices@beaconschool.ph.  If 
your child will be returning to school after leaving early, s/he will need to go to Student Services for 
a pass before returning to his/her classroom.
 
Please see the Annex for a sample message.

 

S
chedules, R

outines, and 
G

eneral C
lassroom

 G
uidelines

V I



The Beacon School Student Parent Handbook 2018 - 2019 29

Guardianship when Parents are Out of Town
Parents who will be out of town and/or plan to leave their child in the care of a guardian 
temporarily should notify the school in writing in advance of their departure.  Please send a signed 
note or email to Student Services and the Programme Coordinator with the following information: 
the name of the guardian; contact information (address, phone number and email address) and 
the dates they will be responsible for the child.
 
Please see the Annex for a sample message.

Traffic	Flow	Guidelines
To maintain student safety and alleviate congestion, all parents and drivers are asked to cooperate 
respectfully with staff directing traffic.  The following guidelines are especially important for smooth 
traffic flow before school begins and immediately following dismissal.
 
Drivers who are doing a turn around to pick up parents/yayas should use the lane next to the flag 
pole.
 
Adults waiting for pick up should not block the entrance for students; instead, please wait on the 
right side of the entry as you face the driveway.
 
MYP Area: In order to alleviate some of the traffic congestion at the main entry, cars that arrive 
with MYP students only (i.e., without K to Grade 5 students) should use the separate MYP entry.  
This will be open 7:15 - 7:40 am and 3:00 - 3:15 pm.  The entrance will be staffed with security. 
Students still swipe in at the second floor MYP entrance.
 
Please see map below.
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Entry and Parking

Parking Stickers
Each family at Beacon is entitled to four (4) PONUSWA parking stickers.  These car stickers, 
when attached to the windshield, entitle the bearer to enter the PCPD compound.  The documents 
needed to secure a parking sticker are:
 

1.  Vehicle certificate of registration

2.  LTO official receipt

3.  Application form (available at Reception)
 
Additional stickers are available at Reception for Php 250.00 each.
 
All drivers of vehicles entering the Beacon School grounds without stickers are required to leave 
an ID with the front gate guard.  The guard, in turn, radios the office for clearance to grant entry 
before allowing the vehicle to proceed.
 
Parking Slots
The school is allocated a number of parking slots in the PCPD compound, and these are located 
directly in front of the basketball court and playground.  Faculty, staff, parents, and visitors to the 
school may park in this area at no charge.  Several slots closest to the school are marked for 
“parent-driven” vehicles only.  In instances when these slots are full, PCPD management allows 
vehicles to park in spaces outside Beacon’s area for a nominal fee of Php 20.00 for the first 3 
hours and Php 10.00 for each succeeding hour.
 
Traffic flow in and out of the campus requires that all drivers are courteous and follow the 
directions of the security guards.  The school reserves the right to deny entry to drivers who fail to 
follow directions.
 
In the interest of protecting our fragile planet, please turn off car engines while waiting.
 
Tardiness and Absences
The Beacon School is authorized by the International Baccalaureate Organization (IBO) to deliver 
the Primary Years Programme (PYP) and the Middle Years Programme (MYP) and is accredited 
by the Department of Education.  The policies, practices, and guidelines we have established are 
in conformity with the requirements of both organizations.
 
Beacon teachers facilitate the development of communication, research, and higher order thinking 
skills for students through holistic learning activities.  Units of inquiry are concept-based, not 
content driven, and a significant degree of student learning takes place through group discussion 
and group project work, rooted in a constructivist approach to learning. In the MYP, assessments 
are criteria based.  
 
Physical presence not only on campus, but also in classes, is essential to learning at Beacon, and 
to fulfill the necessary requirements to demonstrate understanding of concepts, knowledge and 
skills for reliable and forthright assessment by teachers. 
 
Policy
To support optimal student learning, the Beacon School requires that students attend classes 
regularly and arrive to them on time.  In addition to Department of Education requirements (80% 
attendance of total school days in a school year), the Beacon School adds limits per trimester to 
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the number of absences and tardy arrivals to school for any one student.  When a student misses 
school frequently or for an extended period of time, it is difficult for a teacher to give a fair and 
accurate assessment of what the student has learned throughout the term.  Therefore, students 
who exceed the number of absences as outlined in the following guidelines may not receive a 
grade.  Excessive absences may also lead to a review regarding re-enrollment and even dismissal 
based on the School’s Code of Conduct regarding Student Accountability, which views habitual 
neglect of responsibilities as a major misbehavior.  
 
Circumstances such as illness, a death in the family, and school-sponsored activity are considered 
excused absences.  An unexcused absence occurs when a student misses school without prior 
notification and approval of the school, or returns to school without parental written excuse.  
Students who are absent with an unexcused absence will be expected to complete the missed 
work in their own time.

Parents are strongly encouraged to schedule vacations during normal school breaks to avoid 
disruption of student learning.  If parents choose to keep their child from school for reasons that 
are not related to the child’s illness or a family emergency, the student’s teachers are not expected 
to create make-up work prior to the child’s absence or upon the student’s return, or provide 
tutorials to help the students catch up for work missed.

School-wide Guidelines
Students with more than 20 absences in a school year will be reviewed for non- re-enrollment 
and possible dismissal if the excessive absences lead to failure to comply with basic school 
responsibilities. 
 
Students may not be tardy, by more than 10 minutes, 30 times throughout the school year, or 10 
times in a trimester.  To prevent excessive tardiness, late arrivals will be converted into absences, 
as outlined in the guidelines, which may then affect grades and student status for the current or 
following school year, i.e. non-re-enrollment, or dismissal.
 
Students with excessive late arrivals may also be denied play privileges.  

The following are not considered legitimate reasons for absences and students found to be absent 
for these reasons, or for excessive and unexcused/unapproved absences, will be subject to 
disciplinary action:
 

1. Truancy (i.e., skipping/cutting classes)
 
2. Leaving the building or assigned area without permission

 
NOTE: that absences immediately preceding or immediately following a school holiday are 
considered unexcused absences.  Any exception to this requires pre-approval from the Dean of 
School or Academic Coordinator at least one week in advance.
 
Additional MYP Guidelines on Absence and Tardiness:
 

1. If a student is absent at least 20% of total class time for the term, he/she may not be given 
a grade; e.g. ART is two (2) periods a week for 12 weeks (1 term) - 24 periods per term 20% 
of 24 is 4.8.  Please see table next page:
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Subjects Applicable to
Maximum 
Absences 
per Term

Twenty 
(20%)   
Percent

# of Periods
per Term

# of  Periods 
per Week

Ind & Soc (Humanities)
Lang Acq (Filipino)
Lang & Lit (English)
Maths
Science

12 12 60 5

Design
Lang Acq (Spanish)
Lang Acq (Mandarin)
PE

8 7.2 36 3

 Arts 5 4.8 24 2

2. If a student exceeds five (5) absences in the ARTS classes, he/she might not get a grade  
(especially because there is usually only ONE major assessment in the ARTS).  It will be   
different for subjects with 3 or 5 periods a week (Please refer to table above)

 
3. If a student walks into class 20 minutes late, he/she will be considered absent for that class.
 
4. Three unexcused tardies will be converted to one (1) unexcused absence.
 
5. Students who are late for class may be required to use PLAY time as STUDY HALL to make 

up for work not done in class.

Additional PYP Guidelines on Absence and Tardiness: 

1. Homeroom teachers will check attendance at 7:50 am and submit to Reception.

2. The PYP Coordinator will send parents a reminder after three (3) successive incidences of 
tardiness.

3. Three unexcused tardies will be converted to one (1) unexcused absence.

4. Excessive unexcused tardies may lead to loss of play privileges at the teacher’s discretion.

5. If a student walks into class 20 minutes late (unexcused), he/she will be considered absent 
for that class.

6. If a student misses more than 10 days in a trimester, they may not receive progress reports 
for the class. 

Students with more than 20 absences in a school year will be reviewed for non- re-enrollment 
and possible dismissal if the excessive absences lead to failure to comply with basic school 
responsibilities. 
 
Procedures regarding Absence:
If you know your child will be absent from school, please email your child’s homeroom teacher 
and either Mae Villarosa at studentservices@beaconschool.ph or Arlene Morilla at reception@
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beaconschool.ph, or send a text to 0917-866-3684 from 7:40 am onwards to notify the school that 
your son or daughter will be absent.  If no notification is made, parents of students who have not 
arrived at school will receive a phone call or text message between 8:30 am and 10:00 am from 
school to confirm that the student is absent.
 
Parents/guardians of students who are absent must email their child’s homeroom teacher.  The 
note must include the date(s) of absence and a reason for the absence.
 
Please see the Annex for a sample message.
 
Procedures regarding Tardiness: 
The successful progress of students depends on prompt attendance.  Students who arrive late 
have a disruptive impact on other students’ learning.  Please take note of the following procedures 
when the student is tardy:
 
PYP students who arrive past 7:50 am must report first to Reception.  Grades 4 - 5 children will 
be given a hall pass and may then proceed to their class.  Parents and helpers of K - Grade 3 
students may accompany students to their class after registering at Reception
 
MYP students who arrive after 7:40 am must first report to Ms. Mae or Ms. Arlene at the reception 
desk to get a late slip, then submit this slip to the guard at the MYP Entrance before proceeding 
to the class that is ongoing.  This applies when students arrive late for first period, or arrive at 
any other time of the day for excused reasons, including the occasions when students may leave 
school, for excused reasons, and return within the school day.  It is important that we know that 
the student is on premises, and at what time they arrived.
 
Dress Code
The school uniform signifies the discipline and readiness for learning that students bring to school.  
Students are required to wear the school uniform at all times, except on special occasions as 
specified by their teachers, Academic Coordinator, or the Dean of School.  Jewelry items, except 
for pierced earring posts are not permitted, nor is make up.
 
School uniforms are available for ordering during a designated period before the start of school 
(parents will receive notification).  During the school year, parents who wish to order additional 
sets of uniforms may do so through Reception staff.

Daily Uniform
The required girls’ daily uniform is a short-sleeved, light blue chambray, oxford cloth blouse 
available in standard sizes, with a Beacon patch on the front pocket; and a knee-length blue 
cotton twill skort.  No tailoring is required.
 
The required boys’ uniform is a short-sleeved, light blue chambray, oxford cloth shirt available in 
standard sizes, with a Beacon patch on the front pocket; and navy blue trousers.
 
Physical Education (PE) Uniform
PE uniforms for all students consists of the house shirt and navy blue shorts (mid-length or knee 
high) or navy blue jogging or yoga pants.  Tight fitting leggings of any color are not allowed.  

PE uniforms can be ordered/purchased through the school.  Shorts, jogging or yoga pants 
purchased outside of school should be the same color, style and length as those available in 
school.  The shorts or pants should be comfortable and allow for students to participate in different 
PE activities- running, wall climbing, stretching, etc.  The school will provide the student who is 
not wearing the proper PE uniform with the appropriate shirt/pants.  The cost of the items 
will be added to the student’s tuition bill.
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In order to save valuable instructional time, all students are encouraged to wear their PE uniforms 
for school on days when they have PE classes.  Students should bring an extra house shirt to 
school to change into after the PE class, unless PE is the last class of the day.  Students who 
change their clothes after PE, recess or play; must change into a uniform (PE or house) shirt.  PE 
uniforms should not be worn on days when students do not have PE.

House Shirt
To create camaraderie among students from different grade levels during certain special events or 
occasions, students will be requested to wear their house shirts to school.  The color of the house 
shirts are: blue (Acacia), green (Narra), and red (Molave).
 
Field Trip Shirt
The field trip shirt is a polo shirt with a Beacon patch on the front.  All students are required to 
wear this shirt during field trips.
 
Shoes
Since students are active during recess and play and it is important that they wear shoes (with 
socks) that are safe and comfortable, parents may select the type of shoe that they feel is most 
appropriate and safe for their child to wear during the different activities they engage in during the 
school day.  Please note that students should wear socks with their shoes, both for PE and with 
the daily uniform.

Books and School Supplies
Textbooks and reading books are assigned to students during the course of the year.  All materials 
will be numbered and recorded to ensure accountability.  They remain school property, however, 
and students are expected to return them at the end of the school year.  Students should not 
write in books unless explicitly instructed to do so by a teacher.  If a student loses or damages 
a textbook or library book, parents are responsible for the cost of the replacement.  The school 
office will provide information about replacement costs for a book should a problem arise.

Basic school supplies are provided by the school.  However, these are provided on the 
understanding that students care for them responsibly.  Should the materials be broken or lost, 
they must be replaced by the student.

Lunch Program
Student lunches are served in the PCPD Building Canteen.  Students may either sign up for 
the Lunch Program, or they may bring lunch from home.  Parents who wish to learn more about 
the lunch program or sign their children up may visit the canteen concessionaire, Institute of 
Culinary Education (ICE), at the canteen or contact them via email at beaconchef.iceculinary@
gmail.com or chefnanz@gmail.com.  Payment for the lunch program is also made directly with the 
canteen concessionaire.
 
Students should be on their best behavior in the canteen.  Lunch times are supervised by 
assigned teachers, and students are encouraged to ask for assistance from these supervising 
adults should they need it.  Note that yayas are not allowed in the lunchroom.  Lunch times at 
school are an opportunity to develop independence and self-help skills, and having a yaya on 
hand often hinders that development.
 
Toys and Electronic Items
Toys and electronic items, including iPods/MP3 players, electronic games, handheld devices, 
digital cameras, radios, etc., may be brought to school and used before 7:30 am and after 
dismissal.  They may not be used during the school day, including on breaks or indoor play, except 
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in the situation when their use has been specifically approved by the teacher as part of the class 
program.

Students may bring playing cards and board games to school.  These may be used during breaks 
or indoor play, only with the approval of the teacher on duty. 
 
Trading and selling of collectors’ cards and other memorabilia is not permitted at school.
 
If these items are brought to school and are found to be in use during the school day, they will be 
confiscated and returned to the students’ parents.
 

Use of Telephones and Mobile Phones
Students are not permitted to use school telephones, except in cases of emergency.  In such 
cases, students must seek permission from teachers to use telephones in Reception or in the 
Clinic, or at the guard post in the MYP.
 
Students who bring cell phones to school are required to have their phones turned off during 
the school day.  Cell phones may only be used in cases of emergency or with previous staff 
approval.  Phones are brought to school at the owner’s own risk.  No responsibility will be taken 
by the school for lost, stolen, or damaged phones.  Students found to be using their cell phones 
inappropriately may have their phones confiscated and returned to their parents.
 
Homework
Homework assignments are given to reinforce classroom learning and to develop desirable work 
and study habits.  The time that student spend doing homework follows these general guidelines:
 
Students in Kinder to Grade 5 may be given daily homework, Monday to Thursday.  It is important 
that students are able to rest and pursue other interests during all non-instructional days; 
therefore, teachers support this by not assigning homework on weekends.

The amount of homework assigned corresponds with the following guidelines regarding the 
amount of time students typically spend on their daily homework based on their grade level:
 

Kindergarten, Grades 1 and 2         up to 30 minutes
 
Grade 3 - 4                                       up to 45 minutes
 
Grade 5                                            up to 60 minutes

 
NOTE: Project work will be assigned so that the average daily limit is not exceeded, as long as the 
student manages their time well throughout the project period.
 
Students in MYP, Grades 6 to 8 work on long-term projects and are expected to learn to manage 
their time well throughout the project period so that they need not spend more than 120 to 180 
minutes per evening on assignments.  Due to the nature of learning activities in MYP, some 
students may need to work on assignments over the weekend period.
 
Completion of homework often requires use of a computer with Internet access.  It is the parents’ 
responsibility to ensure that students have access to working computers and printers.
 
MYP students who miss classes are responsible for meeting with their teachers to ensure that 
their work is made up.  In cases of extended absence from school, students may be given 
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additional homework in order to cover aspects that have been missed due to the absence.  They 
may also be asked to stay after dismissal to complete work that cannot be done at home.
 
Notice of Non-Submission of Summative Task
If a student does not submit a summative task when it is due, the student and the parent/guardian 
will be sent a Notice of Non-Submission of Summative Task via email in which the final deadline is 
stated.  If the student still does not submit the task on or before the final deadline, he /she will be 
given a mark of zero (0) for all applied criteria.
 
Birthday Parties
When a child’s birthday is celebrated at school, it should be a simple celebration and not an 
elaborate occasion.  Parents must notify the teachers of the celebration and coordinate with their 
child’s homeroom teacher at least two days in advance with regards to the children’s dietary 
needs and preferences.  Sweets (e.g., gum, chocolates, and candy), junk food (e.g. chips), 
mascots, sparklers, games and balloons are not permitted.
 
Birthday parties in school may be held in the classroom  during snack time (PreK) or in the 
canteen at lunchtime (K-G 8), for a maximum of 20 minutes.  This time includes eating, cleaning 
up, and returning to class.  Parents or guardians are asked to set up the party ahead of time and 
to ensure that the canteen is left in order after the children have departed.   A minimum of two 
adults is necessary to supervise the party.   Any loot bags or giveaway items may be left with the 
teachers and will be distributed after school, as they may be distracting and disruptive.
 
K-8 students are naturally sensitive to feelings of inclusion and exclusion.  Invitations for parties 
that do not include all of a child’s classmates should not be distributed in school, so as to avoid 
causing feelings of hurt and exclusion.  Please also encourage your child to understand that 
hosting or being invited to a birthday party or other social activity is not an occasion to make other 
students feel left out by deliberately discussing it in front of those who were not invited. 
 
Parents whose children are signed up for the lunch program and who will be joining a birthday 
celebration (i.e. will not eat canteen lunch) should notify the canteen concessionaire (beaconchef.
iceculinary@gmail.com) and cancel that day’s meal two days before. 
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Part VII. Safety, Security, and Student Health
 
Beacon School Premises
Beacon School is located in the PCPD building in the following rooms:
 

Lower Ground Floor: Preschool, Kindergarten and Grade 1 Classrooms, Reception, 
Operations, Finance, Human Resources, Science Lab, Computer Lab, Dean of School, 
Clinic, PYP Guidance Counselor, K-8 Learning Coordinator, Student Learning Services 
Coordinator, PYP Coordinator, Admissions, Publications, Community Relations 
Coordinator

 
Upper Ground Floor: Grades 2-5, Art, Filipino, Media Center Library, PYP Faculty Lounge,    

IT Office, World Religions
 
Second Floor: MYP Classrooms, Science Lab, Computer Lab, MYP Coordinator, MYP Faulty 

Lounge
                     
Ground Floor Annex: MYP Guidance Counselor, Auditorium, MYP Commons, MYP Language 

B, Music Room, Christian Living Education Room

Second Floor Annex: MYP Language B classrooms, Kitchen, Breakout Space, Exhibition 
Space, Indoor Play Area

 
Additional Facilities: Covered Court, Soccer Field, Band Room, Playground, Multi-Purpose 

Room, Multi-Purpose Gym
 
To maintain the safety and security of our students, the school has security guards in designated 
areas and security cameras are located throughout the school premises.
 
Yayas and Bodyguards
After 7:15 am, yayas and bodyguards may not remain on campus after children have been 
dropped off (before 7:15 am, they must stay to actively supervise the children in their charge).  
Those yayas and bodyguards who are required to remain close to the school during the school 
day or who arrive more than 30 minutes before normal dismissal times are requested to wait in 
the car park in a vehicle provided by their employer.  They are allowed to wait in the Lobby of the 
PCPD building 30 minutes prior to dismissal time, and ONLY if they are wearing a Beacon-issued 
ID. 
 
Fetcher’s ID
All fetchers, including bodyguards, who are in the employment of Beacon families, must wear a 
Beacon-issued Fetcher ID while on campus, including when they are in the Lobby of the PCPD 
compound.  ID’s and swipe cards are available through Reception/Student Services.
 
When a yaya/driver/bodyguard leaves your employ, it is critical that you notify the school so that 
our Security Guards and staff are advised, and their swipe card may be deactivated.
 
Guests and Visitors
All visitors to the Beacon School campus must report to the Security Guard at the entrance.  
Whenever possible, visitors should make an appointment with the school office prior to the visit.  
Visitors will be asked to surrender some form of identification, which will be exchanged for a 
“visitor” pass for the duration of the visit.  This pass must be clearly visible at all times during the 
visit.
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When the lessons or activities are appropriate for and can accommodate a guest student the 
school may grant permission for another child to visit a class.  Parents should send the request 
to the student’s teacher(s) and the respective Programme Coordinator well in advance of the 
intended date of the visit.  Requests will be considered on a case-to-case basis, with consideration 
given to the class circumstances at the time.  During the visit, the host family will be responsible 
for the guest and for advising them on school rules and guidelines.

Lost and Found
All items brought to school should be clearly labeled with the student’s name.  When an item of 
significant value is found, it should be handed in to Reception or to Beacon’s front security desk, 
where the item will be held safely.  Lost personal items that are not of great monetary value, 
such as clothing and water jugs, will be placed in the Lost Property Cabinet at the Upper Ground.  
Unclaimed items will be disposed of at the end of each term.  It is a student’s responsibility to 
check the Lost and Found area for items that have gone missing.
 
Student Health
The Beacon School Clinic is staffed by two locally trained registered nurse on a full-time basis.  
Our aim is to promote health and safety throughout the campus area, and maintain a high 
standard of health care and allied services to all.  We offer the following services for all our 
students:
 

�  Provision of initial treatment for all injured or ill students and staff, referring cases on to 
other facilities should further treatment be required.

 
�  Overseeing of administration of medicines for children requiring daily medications, with 

permission.
 
�  Preparation of adequate first aid supplies for field trips and special events.
 
�  Liaison with students, parents, and teachers regarding pertinent health issues.
 
�  Involvement with health education on campus.

 
Student Health Record
Health records of your child constitute a very important source of information for the school nurse 
regarding ongoing medical conditions such as asthma, epilepsy, rheumatic diseases, diabetes, 
hemophilia, congenital heart condition, and any allergies.  It is also important for us to know your 
child’s blood type.  Each student must have a health record on file at the School Clinic, based on 
information provided during the application process.  During the re-enrollment process, parents of 
students entering Grades 2 and 7, and those whose medical record has changed will be required 
to submit an updated health and immunization record to the school.  It is the responsibility of 
parents/guardians to ensure that their child’s file is updated with new information after enrollment.  
Information in the file is confidential, and will only be shared with the student’s teachers, activity 
sponsors, faculty chaperones, and other medical personnel, as needed. 
 
Hot Weather Guidelines
The school monitors the outside temperature in order to ensure that children are not engaged 
in outdoor activities under dangerous conditions that may lead to heat stroke, heat exhaustion, 
dehydration, sun burn, or burns from hot playground equipment.  When the temperature is	≥35ºC	
(95ºF), students are not allowed to go outside.  PE teachers and teachers in charge of after-school 
sports will adjust their activities accordingly.
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Guidelines for When to Keep Your Child Home from School
Unnecessary absence from school may have a negative effect on a student’s attitude, work habits 
and progress.  You do not want to keep a child home if they are not really sick; but you do not 
want to send a sick child to school.  One of the problems confronting parents occurs when a child 
complains of not feeling well on a school day.  A decision must be made as to whether the child 
stays home or goes to school.  The American Academy of Pediatrics suggests answering these 
three quick questions to help you decide:

Does your child have a fever?
Fever of 100° F (37.8° C) or more is generally a sign of illness, so the child should stay home 
from school.
 
Is your child well enough to engage in class?
If your child does not have enough energy to play or concentrate in school, it’s a sign that you 
should keep them home.
 
Do you think your child has a contagious illness, such as the flu or pinkeye?
If so, keep them at home until they are no longer infectious.

 
Recommendations for Students with Common Illnesses        
Become familiar with the symptoms outlined below as these can help you make the judgment 
on whether to keep your child at home or send them to school.  This information is designed to 
provide guidelines to be followed until your doctor or health advisor can be contacted.
 
Fever – is a warning that not all is right with the body and it is a common symptom of infections 
such as flu.  Keep your child at home if their temperature is 100° F (37.8° C) or higher.  Wait until 
your child is fever free for 24 hours before allowing them to return to school.
 
Cough and Cold – if your child has a cough or cold with clear nasal discharge, but is otherwise 
feeling well, they may go to school.  However, if they have a persistent “hacking cough” or a cold 
with colored nasal discharge and have a fever, have difficulty breathing, are feeling weak or have 
low energy, they should stay home to rest and recover. 
 
Sore throat – a mild sore throat caused by a mild cold with no other symptoms may go to 
school.  If the child has been diagnosed with strep throat, if white spots can be seen at the back 
of the throat, or if fever is present, keep the child at home for at least 24 hours after starting 
antibiotics or until they are no longer exhibiting these symptoms.
 
Pain
 
Earaches – are not contagious.  There is no need to keep a child with a mild earache home, as 
long as your child feels well enough to concentrate in school.  Consult your doctor.
 
Toothache – consult your dentist.
 
Headache – a child whose complaint is a minor headache with no other signs of illness does not 
need to be kept home.  Frequent or persistent headaches may be a sign of another problem, so 
consult your doctor.
 
Rashes – rashes or spots may cover the entire body or appear only in one area and can be a 
sign of contagious condition.  Children with a rash should be kept home until they are diagnosed.  
They can return to school after they have no more symptoms and a doctor gives them clearance 
to do so.
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Stomach ache – consult your doctor if your child has a stomach ache which is persistent or 
severe enough to limit their activity.

Diarrhea – Keep children home until stools are formed and the doctor gives them clearance to 
return to school. Make sure the child stays well hydrated.
 
Vomiting – Keep the child at home if they’ve vomited twice or more in the last 24 hours and until 
they can keep food down.  They can return to school after symptoms clear up and the doctor gives 
the clearance to go back to school.
 
Pinkeye (Conjunctivitis) – A child with a pink eye exhibiting symptoms such as burning, 
tearing, redness, pus and itching of one or both eyes should be kept home for the first 24 hours 
after treatment begins.

Additional Information and Recommended Exclusion Periods for Other Illnesses:
 
Chicken pox – Keep your child at home until all blisters have dried.  This is usually at least five 
(5) days after the spots first appeared in unimmunized children and less in immunized children.  
The child may go back to school once the doctor gives them the clearance to do so.
 
Hand, Foot and Mouth Disease – Keep your child at home until all blisters have dried up 
and doctor clears them to go back to school.
 
Herpes Simplex (Cold Sores, Fever Blisters) – If the child isn’t able to follow hygiene 
practices while the cold sore is weeping, keep the child at home until all the blisters are dry and 
the doctor clears them to go back to school.
 
Impetigo – Keep the child at home until antibiotic treatment has begun.  Sores on exposed 
surfaces must be covered with a water-tight dressing.
 
Measles – Keep the child at home until at least 4 days after the rash begins or the doctor clears 
them to go back to school.
 
Mumps – Keep the child at home for 9 days after onset of swelling or until the doctor clears them 
to go back to school.
 
Rubella (German measles) – Keep the child at home until fully recovered, or four (4) days 
after rash started and until the doctor clears them to go back to school.
 
If your child becomes ill at school, or if they have discharge that is other than clear from the nose, 
mouth, ears, eyes, or any other areas, the school nurse will, if necessary, contact parents and 
arrange for the child to be taken home.
 
Sources: 
American Association of Pediatrics
http://www.nhs.uk
http://children.webmd.com
http://www.healthychildren.org
http://www.mydr.com.au
 
Change of Address and other Contact Details
It is essential that the school has every student’s current home address and phone number, 
parent’s telephone numbers (cell phone and office), and email addresses.  If any of these contact 
details change during the school year, please ensure that you inform the school.  Emergency 
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contact information must be current for persons you would entrust the school to contact in the 
event of an emergency involving your child when you cannot be reached.  This information is kept 
on file at Reception.  To update your contact details, please email our receptionists:
 

Mae Villarosa: studentservices@beaconschool.ph
Arlene Morilla: reception@beaconschool.ph

Please also see the section in this handbook on PART VI. SCHEDULES, ROUTINES, AND 
CLASSROOM GUIDELINES >> TARDINESS AND ABSENCES, for information on how to inform 
the school of any changes in your child’s daily routine.
 
Emergencies
 
Telephone Tree
While emergency messages are typically sent via text blast, the telephone tree is another system 
by which parents may be informed of emergency school closures in a timely and efficient manner.  
When necessary, the telephone tree will be activated by the Dean of School, who alerts the 
PYP and MYP Coordinators, who then contact teachers, who contact the Room Parents.  Room 
Parents then pass on the information to other parents of children in the same class.

Fire and Earthquake Drills
Fire and earthquake drills are conducted regularly.  Fire exit directions are posted throughout the 
school.  Teachers review fire exit procedures with students on a regular basis.
 
In the event of a fire, everyone immediately evacuates the building and assembles in the grassy 
area around the flagpole.  If students are unable to return to the building because of smoke or fire 
conditions, the school follows set emergency evacuation procedures.  Students will move to the 
parking area if conditions near the flagpole area are unsafe.
 
Earthquake drills are conducted regularly, following a similar set of procedures for the fire drills, 
with additional measures taken to remove emergency equipment and supplies outdoors, to set 
up care centers, and to ensure a process by which students will be picked up by a parent or 
caregiver.
 
Evacuation
Should emergency situations occur due to fire, earthquake, or any other events, we will hold 
students in a secure area on the school campus, or at an adjacent facility should this be 
necessary, until all children have been collected.
 
Typhoon Alerts and Guidelines
Beacon is obligated to follow DepEd or City of Taguig directives on school closure once PAGASA 
issues storm warnings and signals when a storm of typhoon strength is approaching.  The 
following procedures apply:

Ý
Should Storm Signal NO. 2 or higher be declared, Beacon will automatically be 
closed and classes cancelled, and a text notice will confirm.
 
In the instances of other storm levels, heavy rains, and subsequent flooding, when 
DepEd and / or the City of Taguig declare schools closed, Beacon School has been 
authorised to exercise our judgement about whether to suspend classes.
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Ü
Should Storm Signal NO. 1 be declared, and DepEd or the City of Taguig declares 
schools closed, you will receive a text message only if classes are suspended.  If no 
text is received by 6:15 am, then classes will proceed as scheduled.

Ø
Should there be NO Storm Signal but DepEd or the City of Taguig has cancelled 
classes, you will receive a text message only if classes are suspended.  If no text is 
received by 6:15 am, then classes will proceed as scheduled.

Storm signals and school closure announcements are normally made by PAGASA, DepEd, and/
or local authorities by 10:00 pm the day before school closure, or 5:30 am on the day of school 
closure.  Once announcements are made, the school will, to the best of our ability, send a text 
blast to parents to advise of school closure.  In the event of Storm Signal 1 or subsequent flooding 
from heavy rains, the assessment of the safety of holding classes begins as early as 4:00 am and 
can take up to 1.5 - 2 hours.  We endeavour to inform community members that school will 
be closed no later than 6:15 am through text blast.  If no text is received by 6:15 am, then 
classes will proceed as scheduled  
 
In exercising judgement about whether to hold classes if schools have been declared closed, we 
monitor the following:
 

1.  The safety of campus.
 
2.  The access from major roads to campus, as reported on websites and news outlets, and as 

immediately observable re roads closest to campus.
 
3.  The access of teachers and staff to commute to and from school. 

 
NOTE: Parents have the ultimate responsibility for determining whether or not it is safe for their 
children come to school.  If parents feel that traveling to or from school will place their children at 
risk, the school understands and will honor their decision.

If these conditions develop during the school day and school closure is required, a text blast will 
be sent to parents immediately.  Therefore, it is essential that the school has your current contact 
information.  It is best to prepare for the possibility of school closure whenever Storm Signal No. 1 
is declared, as conditions can deteriorate quickly.
 
In the event of school closure during the school day, students will be held in a safe and secure 
area until they are picked up by parents or authorized fetchers.
 
Cyber Safety Policy
Beacon School has an obligation to maintain a safe physical and emotional environment, and a 
responsibility to consult with the Beacon community regarding the safety of our children.  These 
three responsibilities are increasingly being linked to the use of the Internet and Information 
Communication Technologies (ICT), and a number of related cyber safety issues.  The Internet, 
ICT, and other electronic devices/equipment bring great benefits to the teaching and learning 
programs, and to the effective operation of the school.  However, the presence in the learning 
environment of these technologies (some provided partly or wholly by the school and some 
privately owned by staff, students, and other members of the school community) can also facilitate 
anti-social, inappropriate, and even illegal, material and activities.  The school has the dual 
responsibility to maximize the benefits of these technologies, while at the same time to minimize 
and manage the risks they pose to minors.
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Therefore, there is a need to have in place rigorous and effective school cyber safety practices 
that are directed and guided by this cyber safety policy.

Policy Statement
Beacon School will develop and maintain rigorous and effective cyber safety practices that aim 
to maximize the benefits of the Internet, ICT, and other electronic devices/equipment to student 
learning and to the effective operation of the school, while minimizing and managing any risks.
 
These cyber safety practices aim to not only maintain a cyber-safe school environment, but also 
to address the need of students and other members of the school community to receive education 
about the safe and responsible use of present and developing information and communication 
technologies.
 
Guidelines

1. No individual may use the school Internet facilities and school-owned/leased ICT devices/
equipment under any circumstance unless the appropriate use agreement has been signed 
and returned to the school.  Use agreements also apply to the use of privately owned/
leased ICT devices/equipment on the school site, or at/for any school-related activity, 
regardless of its location.  This includes off-site access to the school network from school or 
privately owned/leased equipment.

 
2. Beacon School use agreements will cover all employees, all students (including adult 

and community), and any other individuals authorized to make use of the school Internet 
facilities and ICT devices/equipment, such as teacher trainees, external tutors and 
providers, contractors, and other special visitors to the school.

 
3. The use agreements are also an educational tool and should be used as a resource for the 

professional development of staff.
 
4. Use of the Internet and the ICT devices/equipment by staff, students, and other approved 

users at Beacon School is to be limited to educational, professional development, and 
personal usage appropriate in the school environment, as defined in individual use 
agreements. 

 
5.  Signed use agreements will be filed in a secure place, and an appropriate system devised 

that facilitates confirmation that particular individuals are authorized to make use of the 
Internet and ICT devices/equipment.

 
 6. The school has the right to monitor, access, and review all use. This includes personal 

emails sent and received on the school’s computers and/or network facilities at all times.
 
7. The school has the right to audit at any time any material on equipment that is owned or 

leased by the school.  The school may also request permission to audit privately owned ICT 
devices/equipment used on the school site or at any school-related activity.

     
8.  Issues relating to confidentiality, such as citing student or staff information, reasons for 

collecting data and the secure storage of personal details and information (including 
images) will be subject to the provisions of the Intellectual Property Policy.

 
9.  The safety and well-being of children is of paramount concern.  Any apparent breach of 

cyber safety will be taken seriously.  The response to individual incidents will follow the 
procedures developed as part of the school’s cybersafety practices and published anti-
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bullying and other discipline procedures (see section in PART VIII. EXPECTATIONS 
AND POLICIES REGARDING STUDENT BEHAVIOR >> ANTI-BULLYING).  There will 
be special attention paid to the need for specific procedures regarding the gathering of 
evidence in potentially serious cases.  If illegal materials or activities are suspected, the 
matter may need to be reported to the relevant law enforcement agency.

 
10. The school will engage in parent education activities as deemed necessary by this policy 

and the needs of the community.
 
11. PYP and MYP curricula must address the development of students’ understanding of the 

age-appropriate and prudent use of social networking technologies.
 
Other general guidelines for the proper use of IT at school are detailed in the section below under 
Part VIII. Expectations and Policies Regarding Student Behavior >> Information Technology 
Rights and Responsibilities.
 
Student Photographs and Videographs
Student photographs and videographs are taken on a regular basis to record student learning and 
events, activities and performances that students participate in.  These photos are published in 
the school yearbook, in the school newsletter, in grade level newsletters, on the Digital Information 
Display system (DIDs), and posted on the community page of the school website that is password 
protected.  Photos are archived for future use in school publications for distribution to school 
community members. 
 
Photos and videos of students at work as well as their work are included and archived in 
curriculum records for analysis and reflection of student learning. 
 
For special occasions throughout the year, including but not limited to Commencement, Moving-
On Ceremony, First Communion, and Confirmation, parents hire an official photographer to record 
individual and group photographs.
 
Parent permission is needed before the school places photos of a student in media that is 
accessed publicly or distributed outside the immediate Beacon School community, whether 
Beacon produced, e.g. school website and brochures, or for placement in external media, e.g. 
newspapers, TV (DIDs), external websites.  In these cases, students’ names will only be identified 
with additional parent permission.  

Upon enrollment, parents sign an understanding to:
 

a.  Indicate whether their child/rens name can appear in the newsletter, on the community page 
of the website, on DIDs.

 
b.  Agree not to share school photos or videos involving other students to non family members 

or to post them on social media sites
 
c.  Acknowledge their understanding that separate permission is sought from the school before 

placing student photos in brochures, advertisements, or on the public pages of the school 
website. 

 
See sample form signed by parents during the enrollment process at the end of this Handbook.
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Part VIII. Expectations and Policies Regarding Student 
Behavior  

It is important to maintain a safe and calm environment so that each student may benefit from the 
full range of learning opportunities planned and facilitated by Beacon teachers.  To support such 
an environment, the Beacon School has established the following guidelines and expectations for 
student behavior. 
 
The Beacon School Code of Conduct
The Code of Conduct that follows is discussed in homeroom classes.  The code applies to the 
entire school population for any school-related activity, whether on or off campus.  Each class will 
create Essential Agreements, drawn from the Code of Conduct, within the first week of school.  
Essential Agreements are contracts between the teachers and their students.  They should 
support shared understandings of everyone’s need to:
 

1. Show respect for themselves and others by respecting their feelings, needs, and rights, and 
expect that such regard will also be shown to them.  Behavior in and out of the classroom 
will be sensitive to the needs of the larger community.  Acts such as showing courtesy 
in speech and behavior to all, moving quietly from one area to another, and showing 
appreciation for each other’s efforts and work are expected.

 
2. Participate fully in the learning process by arriving at school and to classes on time, and 

completing work to the best of their ability.  Because the learning program is prepared with 
student input in mind, students are expected to listen and participate appropriately and 
consistently in class discussions and activities, and to practice academic honesty at all 
times.

 
3.  Support a safe and orderly school environment by taking responsibility for their own actions.  

This includes using facilities, books, supplies, equipment, and technology responsibly.  
Students are expected to respect and care for the environment by using resources 
responsibly, for instance, conserving water and energy, recycling and reusing materials, and 
cleaning up after themselves not only in the classrooms but also in the other areas of the 
school (i.e., the gym, the lunchroom, and hallways).

 
Students are informed of school rules, policies, and guidelines as stated in this Handbook and are 
expected to follow them at all times.

Responsibilities of Stakeholders
 
Students
Students are expected to adhere to the school’s Code of Conduct as they engage productively 
and actively in their learning. 
 
Faculty and Staff    
Staff will adhere to and support the Code of Conduct by establishing a positive school climate, and 
by being self-disciplined and caring citizens of our community.
 
Parents
Parents will assist and support their children in adhering to the Code of Conduct by extending this 
to their home environment.  They are expected to work with the school in promoting self-discipline 
in their children.
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Student Accountability 
The following summarizes the stages of disciplinary action available to school staff that may be 
used with students who violate the Code of Conduct.  The interventions and consequences may 
vary according to the age of the child and circumstances of the incident. 
 

Stage 1. Interventions	/	Verbal	Warning	/	Reprimand/	Notification	to	Parents
 The teacher will discuss the incident with the student, review the Code of Conduct, and 

reflect on the incident and the behavior.  The teacher and student will develop a written 
plan to correct the behavior, which both student and teacher sign. The homeroom teacher 
and parents will be informed of the incident.  It is the homeroom teacher’s responsibility 
to maintain records of all incidents.  This record will not be included in the student’s 
cumulative folder. 

 
Stage 2. Interventions	and	Notifications	to	Parents
 The student(s) involved will write an incident/reflection form.  The teacher and the 

student(s) will discuss the incident and review the Code of Conduct together.  The teacher 
and student(s) will develop a written plan to correct the behavior, which both student and 
teacher will sign.  The teacher will notify parents and a parent-teacher conference may be 
requested a referral to the Guidance Counselor will be made.  The incident report will be 
filed in the student’s cumulative folder. 

 
Stage 3. Referral to the Dean of School
 Upon referral to the Dean of School for breaching the Code of Conduct, a student may 

receive any of the following:
 

In-school suspension – This means the student will spend the school day completing 
class work assigned by the teachers, while being removed from the regular classroom 
and social setting (including all after-school activities and special events).  The student 
will be supervised by a member of the academic staff.  Parents will be notified in writing 
of an in-school suspension decision.

 
Out-of-school suspension – A student’s parents will be notified in writing of an out-of-

school suspension decision.  Following such suspensions, a re-admittance conference 
with the parents, the student, and the Dean of School will take place, prior to the 
student being re-admitted.

 
Withdrawal/Expulsion – Where a pattern of unacceptable behavior persists after 

repeated intervention, it may be necessary for the Dean of School to recommend 
withdrawal or expulsion.  This recommendation will be reviewed by an ad hoc 
disciplinary committee that will include a representative of the Board of Trustees for 
confirmation and action.  The exception to this occurs when a student’s behavior 
or demeanor may pose an immediate danger to the school community.  In these 
circumstances, the student will be removed from class or the school, depending on 
the severity of the infraction, and no warning will be given or exception granted.  The 
safety and security of the majority of the student population will prevail. Parents will be 
immediately notified of such action either by phone or in writing.  The parents and the 
student will then be asked to attend a disciplinary meeting with the Dean of School as 
soon as possible. 

 
When a minor misconduct continues after Stage 1 and Stage 2, the incident may be referred 
to the Dean of School. When a major misconduct occurs, Stages 1, 2, and 3 may occur 
simultaneously.
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Examples of minor misbehavior:
 
�  Refusal to follow directions

�  Tardiness

�  Name-calling

�  Teasing

�  Pranks

�  Use of personal electronic equipment or cell phones without teacher permission

�  Infractions of the dress code

�  Borrowing anothers’ belongings without asking permission
 
Examples of major misbehavior:
 
�  Academic dishonesty – see policy

�  Bullying (physical, mental, verbal, cyberbullying)

�  Physical or verbal or emotional aggression intended to hurt 

�  Taking another’s’ belongings of value without asking permission

�  Unwanted and / or repeated physical contact
 
Dean of School Decision
If the Dean of School determines that the physical or psychological safety of other students is at 
risk as a result of any student’s misbehavior, the school, through the Dean of School, reserves the 
right to immediately suspend the student and, following a conference with parents and student, to 
expel and remove the student from the school’s student roll, if this is deemed appropriate.
 
Raising a Concern about Your Child
Beacon values two-way communication between parents and the school.  If there are issues of 
concern related to your child that you would like to discuss, the first point of contact is with your 
child’s teacher.  Teachers may be contacted through email, and parents may also phone the 
school receptionist to request that a message be given to a teacher for a return call after school.  
Parents are kindly requested to refrain from calling teachers in the evening hours. 
 
Sensitive issues are best addressed in person.  In order to foster positive relationships, the lines 
of communication need to be respected.  Parents should first address any question or concern 
about their child to their child’s teacher(s).  However, because teachers are often required to be 
on task for most of the school day, parents are requested to set up a face-to-face appointment 
with the teacher concerned by calling the school office or by contacting the teacher through email.  
An appointment will be set within three (3) working days from the day that the appointment is 
requested.  If the concern does not resolve itself by communicating directly with the teacher, and 
should parents require further information, they may then contact the appropriate Programme 
Coordinator (PYP for PreK- Grade 5 students and MYP for MYP students) before contacting the 
Dean of School.
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In any school setting, it is almost always inappropriate to raise concerns with Board of Trustees 
members without first following the steps above.  The Board has delegated full authority for the 
operation of the school to the Dean of School.  The appropriate role for the Board is governance, 
as distinct from operations.
 
NOTE: that the school and parents alike need to respect issues of privacy in all public forums.

The	following	references	expectations	of	specific	aspects	of	the	life	of	the	school.
 
Attendance Policy
Students are expected to attend school and meet their appointments punctually.  Required 
appointments include classes, assembly, athletics, or after-school activities.  Students who miss 
an appointment risk disciplinary action.  Students who are tardy for their appointments through 
the day must be able to explain satisfactorily their tardiness or be subject to disciplinary action.  
Students who have exceeded the allowed number of unexcused absences and tardies will receive 
a memo from the Programme Coordinator.  For more information on tardiness and absences, see 
the section in this Handbook on Schedules, Routines, and Classroom Guidelines >> Tardiness 
and Absences.
 
Academic Honesty
 
A. Policy Statement
As a learning community, the Beacon School fosters personal integrity and principled decision-
making and behavior, consistent with the IB Learner Profile attributes, among them Principled.  As 
a school committed to inquiry, Beacon provides students with the opportunity and challenge to 
construct meaning and submit work that is authentic and reflects their own thinking.  Within this 
environment, academic honesty is expected.  The school community cultivates among students 
an understanding of academic honesty beginning in the early years to work toward a secure 
commitment to the following:
 

1) each student is expected to create and submit their own work and be assessed based on the 
work submitted;

 
2) as academic honesty is premised on the belief that authors have a right to own their work, 

others’ work must be acknowledged by following accepted procedures for citation and 
attribution.

 
B. Purpose
The purpose of this academic honesty policy is to:
 
�  define academic honesty and dishonesty and provide the framework for cultivating among 

our students an understanding of why academic honesty matters
 
�  maintain the integrity of academic achievement at the school
 
�  provide clear guidelines to help ensure that matters related to academic dishonesty are 

responded to fairly and consistently.
 
�  Ensure that the IB Learner Profile attribute, Principled, is understood by community members 

in the context of Academic Honesty.  As articulated by the IBO, as community members of 
an IB World School, at Beacon: We act with integrity and honesty, with a strong sense of 
fairness and justice, and with respect for the dignity and rights of people everywhere.  We 
take responsibility for our actions and their consequences.
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C.	Definitions

Academic honesty is a set of skills and values that encourages members of the school 
community to carry out tasks without cheating, plagiarising, lying, stealing, giving or receiving 
unacknowledged assistance  from  another  person,  or  using  sources  of  information  without  
appropriate acknowledgement.
 
Academic dishonesty means that a person uses ideas, skills, techniques or information from 
another person or source without appropriately acknowledging them.  There are different forms of 
academic dishonesty, which are defined further under malpractice.
 
Acknowledgement means that a pupil provides a reference to the original source of the 
information.
 
Authenticity is the term used with older students when they confirm in writing that a piece of work 
is authentic and was carried out in a manner that reflects the attitudes of academic honesty.  “An 
authentic piece of work is one that is based on the candidate’s individual and original ideas with 
the ideas and work of others fully acknowledged.  Therefore, all assignments for assessment, 
regardless of their format, must wholly and authentically use that candidate’s own language, 
expression and ideas.  Where the ideas or work of another person are represented within a 
[student’s] work, whether in the form of direct quotation or paraphrase, the source(s) of those 
ideas or the work must be fully and appropriately acknowledged.” (IBO, 2009)
 
Collaboration “defines the habit of working together on a common aim with shared information, 
which is an open and cooperative behaviour that does not result in “allowing one’s work to be 
copied or submitted for assessment by another” as defined in the Regulations” of the IB Diploma 
Programme. (IBO, 2009)
 
Inspiration in creative work: “Although the principles of academic honesty apply equally to all 
subjects, there are issues that are particularly relevant to the arts, where imitation, influence and 
inspiration have a respectable tradition.  The observation of form and its resemblance to nature, 
or to another artist’s work, is a skill to be nurtured.  There is an expectation that [students] may be 
influenced by the work of other artists and writers, whose works may inspire the [students’] own 
creativity.  Thus there are circumstances where the creative use of the work or ideas of another 
person is acceptable, but the original source must always be acknowledged.” (IBO, 2009)
 
Intellectual property describes an individual’s or organisation’s ownership of inventions, literary 
or artistic works, symbols, names, images and designs used in commerce.  The “concept of 
intellectual property is potentially a difficult one for [students] to understand because there 
are many different forms of intellectual property rights, such as patents, registered designs, 
trademarks, moral rights and copyright.  [Students] must at least be aware that forms of 
intellectual and creative expression (for example, works of literature, art or music) must be 
respected and are normally protected by law.”  By developing the skills and values of academic 
honesty and taking measures to prevent academic dishonesty, the school seeks to discourage 
illegal activities, for example illegal music downloads or peer-to-peer file sharing. (IBO, 2009)
 
Malpractice is the term used for academic dishonesty and describes any behaviour that gives 
a person an unfair advantage over another in the context of academic work.  There are different 
forms of malpractice:
 

1.  Plagiarism is defined as the representation of someone else’s work/ideas, or expressions 
of the ideas or concepts (whether literary, artistic, musical, mechanical, or electronic) as 
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your own.  Plagiarism includes paraphrasing an idea as well as failure to cite sources, 
whether willfully or inadvertently.

 
2.  Collusion is defined as the willingness of one student to commit academic dishonesty 

to favor another, and to give the other an undeserved and unfair academic advantage.  
Students are involved in collusion when one student shares current or past work and the 
recipient submits it as his or her own or when one student allows another to copy their work 
in an exam situation.  Both students are equally responsible for academic dishonesty in 
such a case.  Collusion can take place in any of the following contexts, as typical examples:

 
a. Providing / copying homework not specifically assigned as collaborative.  In a 

collaborative project, incorporating the work of another student as part of a more 
extensive project to which one also contributes is acceptable. 

 
b. Sharing / accepting solutions or answers for work that is meant to be done 

independently, whether during an in-class exam or for a summative assignment to be 
completed at home.

 
3.  Cheating is defined as submitting a test, quiz, or homework with answers that have been 

improperly taken or copied from another student or arrived at through a source that is not 
allowable by the teacher.

 
   Examples include but are not limited to the following:
 

�  Bringing answers into the test room
 
�  Bringing notes into the test room and using them as reference unless it is permitted
 
�  Copying answers or notes from another student without the other student’s knowledge
 
�  Using unauthorised technology to assist with answers
 
�  Copying or sharing homework not specifically assigned as collaborative
 
�  Taking credit for work that one did not do

 
4.   Any other behaviour that gains a student an unfair advantage or that affects the 

achievement of another student.
 
D. Skill Development and Responsibilities related to Academic Honesty
Academic honesty involves social, self-management, and research skills.  It is important for 
students to cultivate a clear understanding of individual contributions to collaborative efforts, of 
ethical behaviour, and of proper attribution for the work of others.  Within this context, the following 
are considered age appropriate competencies for Beacon students: 
 
Regarding Attribution of Others’ Work:
 
For PYP: students are taught the importance of acknowledging where they have used the work of 
others:
 
PreK–Grade 1: this consists of acknowledging the role of others in a group situation e.g. “Lisa did 
this and I did that” “Joaquin helped me to know what to do next.”
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Grades 2-3: Students develop skills to acknowledge sources i.e. the name of a website or book 
used.  As of Grade 3 students will place direct quotes in speech marks.
 
Grades 4-5: Students are introduced to MLA referencing with the expectation of its consistent use 
in MYP.

For MYP, MLA is the citation system used by Beacon students.  When students submit their work 
to teachers, all sources, including images, must be clearly and correctly referenced.

Appropriate Use of In-Text Referencing

�  Students must paraphrase researched information and use their own words to explain 
ideas.  A quote or copied section should never make a point or give an explanation.  Rather, 
quoted sections should only validate or support the point or explanation given by the 
student, author of the essay, report, etc.

 
�  In-text referencing does NOT take the place of paraphrasing. 

 
It is the school’s responsibility to:
 

1. structure the curriculum in a manner that allows students to develop the habits of academic 
honesty over time

 
2. guide students to understand academic honesty and its importance, as appropriate for their 

age level
 
3. ensure that members of the school community understand expectations regarding Academic 

Honesty and its value within a learning community
 
4. ensure that guidelines are clear so that incidents of academic dishonesty may be dealt with 

fairly and consistently in a manner appropriate to their developmental stage as outlined 
within this document. 

 
5. provide procedural guidelines to communicate and record incidents.  

 
It is the teacher’s responsibility to:
 

1. show academic honesty in their own work
 
2. support students in developing the skills and attitudes required for completing assignments in 

an academically honest manner
 
3. structure assignments and tests so as to minimize the opportunity for student plagiarism and/

or cheating.
 
4. deal with incidents of academic dishonesty in an appropriate manner (see programme 

specific guidelines) and refer incidents for further action if necessary.
 
It is the students’ responsibility to:
 

1. act in a responsible and ethical manner, as appropriate to their age and level of 
understanding, and throughout their participation in the programme and assessments,
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2. avoid any form of malpractice. (IBO, 2011)

It is the parents’ responsibility to:
 

1. ensure that their child/ren understand academic honesty and its importance
 
2. support their child/ren’s study habits toward attitudes and skills that will deter them from 

academic infractions.
 

3. meet with teachers and coordinators from the school in the event that their child/ren are 
involved in an academic infraction, and work in concert with the school to guide the student 
toward better decision making and action in the future. 

 
F. Consequences of Academic Dishonesty -- Plagiarism, Collusion, Copying, Cheating
It is the school’s and teachers’ responsibility to guide student learning regarding the range of 
issues related to Academic Honesty.  In the early years, this learning is expected to take place 
between teacher and student, with parent involvement as needed.  When students have been 
evaluated as mature enough to be fully aware and culpable for academic honesty, and working 
under fair circumstances that enable them to meet school expectations for Academic Honesty, 
then infractions will be addressed as outlined in the following table of consequences.  While each 
situation will be considered individually, the school endeavors to ensure fairness and consistency.  
It is for this purpose that consequences are articulated in detail below, and that centralized student 
records on file at school include incidents related to Academic Honesty.  
 
As students are held responsible for meeting the school’s expectations for Academic Honesty, 
they also have rights.  Discipline is meant to inform and motivate further growth.  While preliminary 
queries to assess the possibility of a breach of Academic Honesty may be carried out directly 
between the teacher and student involved, as further probing becomes necessary and feedback 
about consequences raised, it is expected that the student will be accompanied by an additional 
teacher, Guidance Counselor, or peer.  Parents may be included, and the school will communicate 
with them according to the following guidelines. 
 
The total number of offenses are considered for the entire duration of a students’ enrollment at 
Beacon. Any offenses in PYP are carried over to their record for MYP.

PYP: Grade 4-5
 

1st Offense 2nd Offense 3rd Offense

•Inform parents/guardians, 
coordinators, HR teacher, 
guidance counsellor
 

•Inform parents/guardians, 
coordinators, HR teacher, 
guidance counsellor
 

•Call in parents/guardians 
for conference with student

•Redo the work / retake the 
test

•Redo the work / retake the 
test
 

•Redo the work / retake the 
test

•Get shorter time to do the 
(summative) assessment 
(students may still achieve a 
perfect score)

•Get shorter time to do the 
(summative) assessment
 
•Gets a minimum grade in 
effort
 

•Get shorter time to do the 
(summative) assessment
 
•Gets a minimum grade in 
effort
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 •An Incident Report is 
reflected in the child’s file.

•Gets a NS in all applicable 
criteria for the term
 
•The academic infraction is 
reflected on the report card

MYP: Grade 6-8
Any academic infractions from PYP will be carried through to the MYP record and further 
infractions, if any, will be addressed as subsequent infraction according to consequences 
delineated in the following charts:
 
The following suggestions are for summative tasks. Formative tasks may be handled with more 
flexibility and leniency.
 
1. Plagiarism

1st offense 2nd offense 3rd offense
•Redo the work with 
reasonable time given
 
•Notify parents / homeroom 
teacher / guidance / 
coordinator.

•Remove all plagiarized 
sections. What is left of 
the work will be graded. 
(This differentiates cases 
based on the amount of 
plagiarized content.) 

•Work gets a zero in all 
applied criteria.
 
•Call student / parents / 
homeroom / guidance / 
coordinator for meeting.

•Incident report is 
included in student file 
(documentation purposes).

•Call student / parents / 
homeroom / guidance / 
coordinator for meeting.

•Student is suspended, and 
the offense goes on the 
student’s permanent record.

•Should revised work still 
exhibit plagiarism, it will 
be elevated as a second 
offense, even if it’s the 
same piece of work.

•Incident report is 
included in student file 
(documentation purposes).
 
•Incident is mentioned in 
report card comment for the 
term.

•Incident report is 
included in student file 
(documentation purposes).
 
•Incident is mentioned in 
report card comment for the 
term.

2. Collusion
1st offense 2nd offense 3rd offense

Source
•Provided the work is 100% 
authentic, notify parents 
/ homeroom / guidance /
coordinator.
 
•Incident report is 
included in student file 
(documentation purposes).
 
Recipient
•Notify parents / homeroom 
teacher / guidance / 
coordinator.

Source
•Call student / parents 
/ homeroom teacher / 
guidance / coordinator for 
meeting.
 
•Provided the work is 100% 
authentic, the student is 
graded for achievement, 
and marked down in ATLs. 
 
•Incident report is 
included in student file 
(documentation purposes).

Source
•Call student / parents 
/ homeroom teacher / 
guidance / coordinator for 
meeting.
 
•Student work is not 
graded and is considered 
a lost opportunity to exhibit 
learning, which in some 
cases may lead to an NA 
as a criterion grade in the 
report card for the term.
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•Redo work with reasonable 
time given, which may 
involve being given a 
different task should the 
unfair advantage have 
broad/lasting effects 
on completing the task 
honestly.
 
•Incident report is 
included in student file 
(documentation purposes).
 

 •Incident is mentioned in 
report card comment for the 
term.
 
Recipient
•Call student / parents 
/ homeroom teacher / 
guidance / coordinator for 
meeting.
 
•If sections involved in 
collusion can be identified 
clearly, remove said 
sections. Whatever is left 
will be graded. If the unfair 
advantage has broad 
effects on completing the 
task or sections cannot be 
identified with confidence, 
the work is not graded 
and is considered a lost 
opportunity to exhibit 
learning, which in some 
cases may lead to an NA 
as a criterion grade in the 
report card for the term.

•Student is suspended, and 
the offense goes on the 
student’s permanent record. 
Incident report is included in 
student file (documentation 
purposes).
 
Recipient
•Call student / parents 
/ homeroom teacher / 
guidance / coordinator for 
meeting.
 
•Work gets a zero in all 
applied criteria.
 
•Student is suspended, and 
the offense goes on the 
student’s permanent record. 
Incident report is included in 
student file (documentation 
purposes).
 
•Incident is mentioned in 
report card comment for the 
term.

 •Incident report is 
included in student file 
(documentation purposes).
 
•Incident is mentioned in 
report card comment for the 
term.

 

 
 
If both students collaborated in gaining an unfair advantage mutually, or if the roles cannot be 
clearly identified (e.g. 2 students discussing during a test), then both will be considered recipients 
in determining sanctions.
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3. Cheating

1st offense 2nd offense 3rd offense

•Notify parents / homeroom 
teacher / guidance /
coordinator.

•Call student / parents / 
homeroom / guidance / 
coordinator for meeting.

•Call student / parents / 
homeroom / guidance / 
coordinator for meeting.

•If cheating happens in 
class, student will stop 
working on the task once 
cheating is identified. 
Student work will be graded 
based on whatever was 
accomplished prior to the 
part/item where cheating 
was observed.
 
•If cheating is established 
upon submission or after, 
redo work with reasonable 
time given, which may 
involve being given a 
different task should the 
unfair advantage have 
broad/lasting effects 
on completing the task 
honestly.
 
•Incident report is 
included in student file 
(documentation purposes).

•The work is not graded 
and is considered a lost 
opportunity to exhibit 
learning, which in some 
cases may lead to an NA 
as a criterion grade in the 
report card for the term.
 
•Incident report is 
included in student file 
(documentation purposes). 
Incident is mentioned in 
report card comment for the 
term.
         

•Work gets a zero in all 
applied criteria.
 
•Student is suspended, and 
the offense goes on the 
student’s permanent record.
 
•Incident report is 
included in student file 
(documentation purposes).
 
•Incident is mentioned in 
report card comment for the 
term.
 

 
Incidents, if repeated, will be considered cumulatively, from PYP through MYP, and regardless 
of type within MYP.  Consequences will be applied based on the incident for the second offense, 
regardless of the type of the first offense.  Consequences for a third offense will be applied based 
on the infraction for the third, regardless of the previous types. 
 
For all of the above, subsequent incidents, if any, will be treated as with the 3rd offense.  If the 
behavior becomes part of a wider and persistent issue that suggests an inadequate sense of 
responsibility toward school, a referral to the Dean of School may be made for consideration of the 
following:
 
“Where a pattern of unacceptable behavior persists after repeated intervention, it may be 
necessary for the Dean of School to recommend withdrawal or expulsion.”  See Stage 3 under 
Student Accountability. 
 
References:
This policy has been informed by with some paragraphs taken directly from the following 
documents:

Canadian International School Academic Honesty Policy
Carlsbad International School Academic Honesty Policy
Nanjing International School Academic Honesty Policy
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IBO Documents:
PYP: Making the PYP Happen
MYP:  From Principles to Practice 

Inappropriate Displays of Affection
The Beacon School believes that parents are primarily responsible for the formation of their 
children’s healthy attitudes toward relationships and sexuality.  The Beacon School plays 
a secondary role by providing students with opportunities to understand human growth, 
development, relationships, and sexuality in a variety of contexts, including through units of inquiry 
in PYP, Guidance, Health, and Science in MYP. 
 
For our older PYP and MYP students, while it is understood that students may feel physical 
attraction toward classmates, we encourage them to socialize in groups and not as couples.  
The Beacon School takes the position that students at this age are not yet prepared for the 
responsibilities and judgment required of an exclusive relationship.  Given the age level and 
diversity of our students, and to promote a focused learning environment, students are expected 
to refrain from inappropriate displays of affection.
 
Drugs
The Beacon School prohibits the use, possession, sale, or transfer of dangerous drugs by any 
student on the school campus, its surrounding environment, or during school-sponsored activities.  
As defined by the Dangerous Drugs Act, dangerous drugs include, but are not limited to, narcotics, 
stimulants, barbiturates, suppressants, hallucinogens, marijuana, and amphetamines.
 
In the event that a student is suspected of being under the influence of a narcotic substance, the 
parents shall be called immediately and a medical exam arranged.
 
Infractions of the school policy on drug abuse will result in the following consequences:
 

1. Any student who is found to possess drugs on the school campus or at any school-sponsored 
event will be expelled from the Beacon School on the first offense.

 
2. Positive detection of drug use through medical exam or urinalysis will result in the following 

consequences:
 

First Offense:  
 

a. A pre- and post-suspension parent, student, and Dean of School conference.
 
b. Suspension from school for two (2) weeks.       
 
c. A comprehensive evaluation of the student by a school-recognized and school-

approved professional agency. If professional counseling is recommended, then 
such counseling is mandatory, and all costs will be borne by parents.

 
d. The student will be placed on periodic, mandatory urinalysis, and the costs will be 

shouldered by parents.
 
e. Refusal to comply with the counseling or the periodic mandatory urinalysis will 

result in the student being expelled.
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Second Offense:
 

a. The student will be expelled from the Beacon School.
 
b. The offense may be noted on the student’s official transcript if the school determines 

it necessary for the protection of the school’s interests.

Weapons
All members of the Beacon School community, including students, parents, employees, drivers, 
relatives, etc., are expected to respect the safety of others.  Hence, possession of any firearm, 
dangerous weapon, or facsimile of such on campus or at any school-sponsored activity is 
prohibited.  As a general rule, the consequences of possession of weapons are as follows:
 

1.  Any student who brings to school a firearm will be immediately suspended and 
recommended for permanent withdrawal or expulsion from school.  Additionally, any student 
who possesses on school premises any dangerous weapon will also be immediately 
suspended and recommended for permanent withdrawal or expulsion from school.

 
2.  Any student who is in possession of any BB, pellet, or similar firearm, knife designed as a 

weapon, martial art weapons (unless brought to school with permission for the purpose of 
demonstrating the martial art technique under adult supervision), or any other weapons, will 
be immediately suspended and recommended for permanent withdrawal from school.

 
3.  Students must not bring to school pocket knives, key chain knives, etc.  These will be 

confiscated and returned only to parents.  Depending on the age and circumstances of the 
student, he or she may be subject to suspension on the first offense.

 
Facsimiles of weapons are prohibited unless specifically required as part of the class program.  
However, the school recognizes that, as there are students as young as five (5) years of age, the 
application of any consequence relating to the possession of facsimile of guns or other weapons 
will be applied according to the age and stage of the child concerned.
 
Bullying
Beacon School is committed to providing a caring, friendly, and safe environment for all of 
our students so they can learn in a relaxed and secure atmosphere.  Bullying of any kind is 
unacceptable and the school and the community have a responsibility to respond to it.  When 
bullying occurs anywhere within the community, all students should be able to report it with the 
assurance that the incident will be dealt with promptly and effectively.  We are a TELLING school.  
This means that anyone who knows that bullying is happening is encouraged to tell a member of 
the staff or faculty.  Incidents within the community include those that occur before, during, and 
after school; on or off school grounds; in buses; via text and email; on social networking websites; 
and on school trips.
 
The school is responsible for incidents that occur on campus and school sponsored activities.  The 
school also holds the prerogative to take action for incidents that occur off-campus or online after 
hours if the behavior or communication affects the safety and well-being of the student(s) involved.
 
Students will also be held accountable for knowingly making a false accusation of bullying. 
 
What is Bullying?
Bullying is direct or indirect physical or psychological intimidation that typically occurs to create a 
pattern of harassment and abuse.
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Definitions of bullying vary, though most agree that bullying behavior includes:
 

1. An imbalance of power between the bully and the bullied

2. An intent to cause harm or to hurt the targeted student

3. Repetition

Types of Bullying:
Bullying can take many forms. Examples include:
 

1. Verbal: name-calling, teasing

2. Social: spreading rumors, leaving people out on purpose, breaking up friendships

3. Physical: hitting, punching, shoving

4. Cyberbullying: using the Internet, cell phones, or other digital technologies to harm others
 
Signs of Bullying:
 
Focus on the Child’s Behavior:
 
Children and youth who bully may show any of the following behaviors or emotional signs that 
they are using power aggressively:
 

1. Shows little concern for others’ feelings

2. Needs to win or be best at everything

3. Does not recognize the impact of their behavior on others

4. Is aggressive with siblings, parents, teachers, friends, and/or animals

5. Is bossy and manipulative to get own way

6. Is secretive about possessions, activities, and whereabouts

7. Will not accept responsibility for their actions

8. Holds a positive attitude towards aggression

9. Gets easily frustrated and is quick to anger

10. Gets into physical or verbal fights or becomes violent with others

11. Gets sent to the Dean of School’s office or detention a lot

12. Has extra money or new belongings that cannot be explained

13. Is quick to blame others
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Focus on the Child’s Relationships:
1. A child or youth who bullies others often experience power and aggression in their own 

relationships or in those close to them:

2. Parents may model use of power and aggression by yelling, hitting, rejecting child

3. Parents may model use of power and aggression with each other

4. Siblings may bully child at home

5. Child has friends who bullies and are aggressive

6. Child has trouble standing up to peer pressure

7. Teachers or coaches may model use of power and aggression by yelling, excluding, 
rejecting

8. Child may have few opportunities to shine and show talents at home, school, or in the 
community (these give them a positive sense of power) 

 
Signs of Being Bullied:

Focus on the Child’s Behavior:
 

1. A child who is bullied often shows a change in behavior and/or emotions:

2. Exhibits fear of going to school or engaging in other activities with peers

3. Acts differently than usual and becomes anxious, fearful, over-reactive

4. Exhibits low self-esteem and makes negative comments about themselves

5. Complains frequently of headaches, stomachaches, or other symptoms

6. Shows lower interest and performance in school

7. Reports losing things like electronics, books, jewelry, or money

8. Comes home very hungry after school from not eating lunch

9. Exhibits changes in eating habits

10. Has unexplained injuries

11. Exhibits low mood: unhappy, irritable, little interest in activities

12. Experiences insomnia, nightmares, or bedwetting incidents

13. Talks about suicide or expresses threats to hurt themselves or others

14. Loses interest in visiting or talking with friends

15. Loses interest in school work or begins to do poorly in school
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16. Feels helpless

17. Blames themselves for their problems

18. Suddenly has fewer friends

19. Avoids certain places

Focus on the Bullied Student’s Relationships:
Children and youth who are targeted often lack relationships in which they can experience positive 
identity, power, and independence:
 

1. Parents may be overprotective, restrictive

2. Siblings may bully child at home

3. Child may feel lonely and isolated at school

4. Child may have few friends at school or in the neighborhood

5. Teachers may be unaware of child’s strengths and challenges and therefore unresponsive 
to needs

6. Child has few opportunities to shine and show talents at home, school, or in the community 
(these give them a positive sense of power)

 
Sources: The above information is taken from the following three sources, retaining much of their 
original phrasing. 
 

1. www.stopbullying.gov (accessed July 2011)
 Stop Bullying is a website published by the U.S. Department of Health & Human Services 

in partnership with the Department of Education and Department of Justice.
 
2. www.bullying.co.uk (accessed July 2011)
 BullyingUK is a website published by a UK-based NGO dedicated to supporting youth and 

families to prevent and address bullying.
 
 3. www.prevnet.ca (accessed July 2011)
 PREVNet is a website dedicated to the reduction of bullying in Canada, and is published by 

a network of professionals and sponsored by the Centres of Excellence, Queen’s University 
and York University, Canada. Over 25 additional universities participate as affiliates, with 62 
expert researchers who contribute to findings.

 
Why is it Important to Respond to Bullying?
Bullying hurts. No one deserves to be a victim of bullying.  Everybody has the right to be treated 
with respect.  Students who are bullying need to learn different ways of behaving.

Responsibilities of Members of the Community:
 
Students’ Responsibilities:

1. Be aware of the rules of the school as well as the consequences if you break them.

2. Be aware of the anti-bullying statement and help to promote it.
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3. Be a positive role model.

4. Take action if you witness bullying, e.g., change the subject, tell the bully to stop, create a 
diversion.

5. Tell an adult you feel comfortable with.

6. Understand that not responding is a choice that places the student on the bully’s side.
 
Teachers’ Responsibilities:

1. Be aware of signs and symptoms of bullying.

2. Take action when bullying is happening.

3. Take reports of bullying seriously and give feedback to students on what they plan to do 
about the reported incident.

4. Notify the appropriate homeroom teacher, guidance counselor and/or programme 
coordinator who will document the incident/s.

5. Take necessary steps to inform parents

6. Be a positive role model.

7. Encourage cooperation and good deeds.

8. Offer suggestions and advice to improve the situation.

9. Maintain professionalism and confidentiality.
 
Parents’ Responsibilities:

1. Inform the school when a bullying incident is reported by your child.

2. Take bullying reports seriously.

3. Consult with homeroom teacher, school counselors, or outside counselors.

4. Work with your child to come up with a strategy to address or solve the problem.

5. Be a positive role model. 

6. Respect the privacy of all parties involved.
 
Administration and School’s Responsibilities:
 

1. Provide professional development workshops for staff on dealing with bullying.

2. Create opportunities for parents, teachers, and students to attend workshops or information 
sessions on bullying.

3. Monitor bullying incidents and initiate consequences.
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4. Be a positive role model.

Procedures:
 

1. The severity, seriousness, and frequency of the bullying will be assessed and appropriate 
action will be taken.

2. Incidents of bullying must be reported to the Homeroom Teacher, Special Subject Teacher, 
Guidance Counselors and/or Programme Coordinators.

3. The incidents will be documented and investigated by the Programme Coordinators, who 
will inform the other members of the Leadership Team.

4. The incident will be assessed in conjunction with the Counselors.

5. Subsequent to the investigation and assessment of the incident, some of the following 
procedures may be deemed appropriate:

 
�  Parents of all parties will be informed and asked to come to a meeting to discuss the 

problem.

�  The victim and bully will be provided with support by the Counselor.

�  An attempt will be made to attempt to change the bully’s behavior.

�  The bully will be required to reflect on their actions.

�  The victim will meet with the Counselor and develop strategies to avoid or minimize 
bullying.

�  Parents of all parties will be informed and asked to come to a meeting to discuss the 
problem.

�  The victim and bully will be provided with support by the Counselor.

�  An attempt will be made to attempt to change the bully’s behavior.

�  The bully will be required to reflect on their actions.

�  The victim will meet with the Counselor and develop strategies to avoid or minimize 
bullying.

 
Consequences will be decided on a case-by-case basis.  The following are possible 
consequences:
 

1. Mediation between two parties

2. Detention

3. Suspension

4. Mandated professional counseling
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5. Request to leave the school

After the incident(s) have been investigated and dealt with, each case will be monitored to ensure 
that repeated bullying does not take place.

Prevention and Education:
 

1. All students, faculty, and parents will be made aware of the school’s anti-bullying policy via 
workshops for all members of the community.

2. Discussion and activities in life skills/homeroom periods (including building self-esteem).

3. Anti-bullying campaign run by students or the Student Council.

4. Students take leadership or peer counseling workshops for students.

5. Cross-curricular activities (e.g., novels, songs, movies) related to the theme of bullying.
 
Sources: These policies were developed with reference to documents from the international 
school, NIST – Bangkok.
 
Information Technology Rights and Responsibilities
Network resources at Beacon are the property of the Beacon School.  Use of the network by 
members of the community is a privilege, not a right.  The Information Technology (IT) department 
reserves the right to investigate possible violations of all rules and regulations governing the 
network.  The Beacon School reserves the right to access any information stored on or transmitted 
over the network.
 
Technology Code of Conduct and Internet Use Agreement SY 2018-19 
The Beacon School actively promotes the appropriate use of technology in education.  To ensure 
that students, faculty, staff, parents and other community members (collectively referred to as 
“users” in this memorandum) can take full advantage of the technologies available, all use of 
technology must have proper authorization and adhere to the school’s code of conduct.  To access 
and use technology at The Beacon School, this statement must be signed by each teacher, staff 
member, every student and his/her parent/guardian, and kept on file at the school.  To access the 
wireless internet service of the school, devices must first be registered with the IT Office. 
 
Network resources at The Beacon School are the property of the school. Use of the network 
by members of the school community is a privilege, not a right.  The Information Technology 
department reserves the right to investigate possible violations of all rules and regulations 
governing the network.  The Beacon School reserves the right to access any information stored or 
transmitted over the network.
 

1. All use of technology must be in support of, and consistent with, the vision, mission 
and goals of The Beacon School. It is the user’s responsibility to keep all inappropriate 
materials and files, virus - infected media, or other software dangerous to the integrity 
of the system, away from the school’s technology.  School community members are 
prohibited from introducing mobile storage media, such as USB flash drives/cards, 
writeable CDs and DVDs, etc., without permission.

2. The school expects that school community members will not access inappropriate 
materials. Inappropriate use, materials and/or access include, but are not limited to, 
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plagiarism, pornography, hate mail, chain letters, unauthorized access (hacking), and email 
or other electronic messages that initiate false alarms or are intended to hurt others in the 
school community.

3. The school expects that individual school community members will abide by the generally 
accepted guidelines relating to network etiquette.  These include, but are not limited to, 
using appropriate language, being polite in choice of language, requesting permission 
of the original sender before forwarding emails of a private or sensitive nature, and not 
revealing personal information such as addresses or telephone numbers of other school 
community members.

4. Individuals are responsible for adhering to the laws for copyrighted materials under 
Philippine and international guidelines.  All software installed on school computers or 
on the school’s network should be owned by the Beacon School, under sufficient and 
active licensing agreements.  The school also reserves the right to disallow usage 
and connectivity to the school’s computer networks including wireless connections for 
computers and other devices that are using unlicensed software.

5. Each user shall respect another individual’s work, files, passwords and programs.  Users 
shall not intentionally seek information on, obtain copies of, or modify files, other data, or 
passwords belonging to other users, or misrepresent others using the school’s technology 
or other networks. Community members will follow essential agreements regarding the use 
and storage of files on Beacon School servers and equipment.  

6. It is the user’s responsibility to exercise reasonable judgment to ensure that no equipment 
or software is destroyed, modified, or abused in any way.  Users must ensure that all food 
and drink are kept away from all equipment.

7. Users should be responsible and not knowingly degrade the performance of the network.  
For example, electronic chain letters, social networking sites and internet chat rooms are 
prohibited for this reason.  Real audio broadcasts that are not for specific educational 
purposes are also prohibited during the school day because of the impact on bandwidth.  
In some cases, downloading files from the Internet may also be restricted.  In general, 
downloading audio and video files from peer to peer sites (including torrent download 
sites) is prohibited. 

8. Bullying of any kind is unacceptable, and the school and the community have a 
responsibility to respond to it.  When bullying occurs, anywhere within the community, 
all members should be able to report it with the assurance that the incident will be dealt 
with promptly and effectively.  Anyone who knows that bullying is happening within the 
community, including via text and email, and on social networking websites, is encouraged 
to report it. See the Beacon anti-bullying policy for more detail. 

9. Privacy of individual community members’ work, photos, and contact details will be 
respected, and anyone who shares private electronic information or private information 
electronically shall be subject to disciplinary action. 

10. In the event that the school witnesses or reasonably suspects (based on information 
assessed by School administration as reliable) that a Beacon student, teacher, 
administrative or staff member has breached this code of conduct and/or the cyber safety 
policy, the school reserves the right for the Homeroom Teacher, Academic Coordinator, 
Non-Academic Manager or Dean of School to confiscate the personally owned laptops, 
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iPads and/or mobile phones as part of the inquiry into the alleged misuse or incident(s).  
Refusal of students, administration, teachers, or staff members, as applicable, to provide 
passwords is a ground for suspension and will be considered should the school consider 
the imposition of greater sanctions, including expulsion or dismissal.  If evidence or 
potential evidence is found the school reserves the right to make copies of it for official 
use.  The parents or guardians of the student(s) involved will be requested to claim the 
laptops/cellphones once the school has completed its inquiry.

11. The consequences for failure to adhere to this code of conduct may result in restricted 
access or a denial of access to any and all forms of technology, and/or other disciplinary 
measures deemed appropriate by the school administration. 

 
Digital Citizenship
Information sent to parents on Digital Citizenship as well as the IT Use Agreement Form signed by 
parents upon enrollment may be found at the end of this Handbook
 
There are nine elements of Digital Citizenship: access, communication, literacy, security, etiquette, 
rights and responsibilities, health and wellness, law and commerce. 
 
As part of our academic program, Beacon students will learn these elements.
 
As a school, we provide for digital security through firewalls and controls of who accesses our 
wireless internet.
 
It is important for you to be aware that your child(ren)’s smart phones can become hotspots and 
access points to the internet for themselves and others.  These would circumvent our firewalls. 
 
We request you to read and sign together with your child/ren enrolled at Beacon the Technology 
Code of Conduct and Internet Use Agreement that follows.  It underscores that with the privileges 
of technology also come responsibilities.  These aspects of digital citizenship will also be 
highlighted by your child/ren’s teachers.  
 
Recognizing the importance of digital safety and mindful of the role of the school to assist Beacon 
families in providing information about IT safety, our IT Office has compiled the following table 
of resources for use on home computers and student laptops.  Common Sense Media, www.
commonsensemedia.org provides comprehensive information on the healthy and safe use of 
digital devices including reviews of apps.  It is a highly recommended site. 

Recommended	content	and	apps	filtering	software

Software Related Website

1. Mac OS X Yosemite – Parental Controls (built-
in) https://support.apple.com/kb/PH18571

2. Mac OS X Mountain Lion – Parental Controls 
(built-in) http://support.apple.com/kb/PH11354

3. Mac OS X Mavericks – Parental Controls 
(built-in) http://support.apple.com/kb/PH14414

4. iOS (iPad, iPhone, iPod) - Restrictions https://support.apple.com/en-us/HT201304
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5. Windows 10 – Family features
https://support.microsoft.com/en-ae/
help/10551/microsoft-account-set-up-family-
after-upgrade

6. Net Nanny http://www.netnanny.com

7. OpenDNS http://www.opendns.com/home-internet-
security/parental-controls/opendns-home/

9. WebWatcher http://www.webwatcher.com/

10. McAfee SafeEyes http://www.internetsafety.com/

11. Kaspersky Internet Security http://www.kaspersky.com/internet-security
 
Aside from the above software, many operating systems have built in parental controls and 
filters.  When purchasing equipment that children will use, you can ask your provider to 
demonstrate the full use of these functions. 

Guidelines for Use of Social Media
A strong sense of digital etiquette is another aspect of digital citizenship that we are 
responsible both as educators and parents to instill in students.
 
As upper elementary and  MYP students set up Skype and chat forums to share information 
and discuss school issues outside of school, it is important for them to learn how to use these 
platforms in ways that will strengthen understanding and relationships.  The following have 
been developed within the international school community as guidelines in the use of social 
media. 
 

1. Be mindful of your audience/group and respect their sensibilities.
 
2. Refrain from “chatting” with one or two people in a group.
 
3. Avoid gossip and the rumour mill.
 
4. Evaluate the usefulness of your messages to others – Does everyone really need to 

know this?
 
5. Evaluate your information before you hit ‘send’ – Is your information accurate and 

reliable? and Could it, unintentionally, cause others unnecessary worry or anxiety?
 
6.  Refrain from sending messages when you are angry. 
 
7.   Don’t post anything you would feel uncomfortable saying to a person’s face, or that 

you would not want them to read through a forwarded message to the individual(s) 
themselves.

 
8.   Avoid debate and argument – social media is not the right forum for it.
 
9.   Be aware of your tone in any message you send – and remember, it can be more 

difficult and take more effort to capture tone in writing than verbally.
 
10. Avoid teasing and sarcasm if there’s a chance your humor could be misinterpreted.
 
11. Avoid profanity or any words/phrases that should not be used in a school / family   

environment.
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 12. Don’t assume your group chat is private – it’s not, regardless of your intentions and         
assumptions.

     As shared by Dr. Jim Hardin of Dubai American Academy.

Responsibilities of Student Leaders
As school leaders, Student Council (StuCo) members are expected to be role models to the 
rest of the student body- displaying the characteristics in the IB Learner Profile, and encouraging 
others to do the same.  They must also establish proper standards of school spirit, democracy, 
leadership, responsibility, citizenship, and integrity.

If a StuCo member is unable to fulfill his/her duties, s/he may be asked to step down from their 
position.  The decision to remove a StuCo member from his/her position would be made by a 
team that would include any or all of the following: StuCo and House Captain facilitators, Dean of 
School, Academic Coordinator and/or HR teacher.

The following would be grounds for removing a student from StuCo:  

1. Difficulty in meeting academic requirements.

  a.  PYP -  a minus (-) for effort in the report cards.

  b.  MYP - a grade of lower than 4 in any subject.

2. Inability to meet expectations of StuCo leaders, whether behavioral standards or ability to 
balance other commitments with StuCo responsibilities. 
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Part IX. Student Admissions, Advancement, Withdrawal
 
Admissions
We welcome current Beacon families to introduce the school to prospective families.  Our 
website provides complete information needed regarding the admissions process: http://www.
beaconschool.ph/.  Families may also be directed to our Admissions Associate, Ms. Emma Entao, 
who can be reached at 840-5040, ext.113, or via email at admissions@beaconschool.ph.
 
Re-enrollment
Each year, students who remain in good standing, both academically and behaviorally, are 
invited to re-enroll for the following academic year.  This process usually takes place at the end 
of January or early February.  At that time, parents are requested to indicate their intention to re-
enroll their child by making a deposit by the end of February; this deposit will be credited toward 
the following year’s tuition. 
 
Withdrawal
Parents who need to withdraw a student from school must inform Student Services and the 
Finance Office at least four (4) weeks prior to their departure so that the withdrawal process can 
be completed.
 
Please see the Annex for a sample withdrawal notice.
 
Letters of Recommendation
For graduating Grade 8 students and other students who withdraw from Beacon who require 
letters of recommendation from teachers or guidance counselors, please note:

 
1. You may request letters of recommendation from/give recommendation forms to Student 

Services, who will forward them to the teachers/guidance counselors named.  Student 
Services will advise you once the letters have been completed and submitted to the school.

2. Please allow two (2) weeks’ time for letters to be completed by Beacon faculty.  This allows 
them to write thoughtfully and carefully, as they also complete their other responsibilities at 
school.

3. All completed letters of recommendation will be submitted directly by Student Services to 
the school(s) that your child is applying to. 

 
De-enrollment

De-enrollment Due to Student Learning Services Needs:
While concerted effort will be made by the school to help every child achieve at Beacon, there are 
limits to the support that can be provided due to limited resources.  After seeking assessments 
and advice from relevant experts, and only if all options for support have been exhausted, if it 
emerges that the school cannot meet a student’s needs, it may be in the best interest of the child 
to be de-enrolled.  When serious doubt is raised about the ability to provide for a student’s needs, 
each case will be reviewed by the student’s teachers, the Guidance Counselor, the Student 
Learning Services Coordinator, the Programme Coordinator, and the Dean of School. Parents of 
the child will be fully consulted throughout this process of decision-making. 
 
De-enrollment Due to Student Behavior Issues:
De-enrollment due to a student’s behavior issues will follow the guidelines as outlined in PART 
VIII. EXPECTATIONS AND POLICIES REGARDING STUDENT BEHAVIOR.
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 X. Annex
 

School Telephone Directory
                     
 
   Trunk Line: 840 5040    Cell Phone: 0917 866 3684

113 Admissions 110 IT Office

109 Athletics Director 119 K-8 Learning Coordinator

129 Auditorium Back Room 111 Library

127 Cashier / Inventory 132 Multi-Purpose Room

104 Finance / Publications 131 Music Room

107 Clinic 117 MYP Coordinator

123 Community Relations Coordinator 118 MYP Faculty Office

102 Office of the Dean of School 122 MYP Guidance Counselor

108 Fax 128 Operations Manager

126 Finance Manager 103 Operations / Purchasing

115 Guard - Lobby 112 PYP Coordinator

116 Guard - MYP 121 PYP Faculty Room

124 Guard – Exit to Canteen 106 PYP Guidance

114 Human Resources 101 Reception

130 IT Manager 120 Security Office

110 IT Office 125 Student Learning Services

119 K-8 Learning Coordinator   
 

Important Email Addresses to Remember

Dean of School mary.chua@beaconschool.ph

MYP Coordinator mypcoordinator@beaconschool.ph

PYP Coordinator pypcoordinator@beaconschool.ph

PYP Guidance Counselor dizon@beaconschool.ph

MYP Guidance Counselor msguidance@beaconschool.ph

Student Services studentservices@beaconschool.ph

Reception reception@beaconschool.ph

Community Relations Coordinator aboitiz.amaya@beaconschool.ph
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Guidelines for Food and Drinks Served at School-wide and Class Celebrations
 
Safety, Religious Beliefs, and Health
We look to the Beacon community to consider the safety, religious beliefs, and health of others 
when choosing foods to send to school with your child(ren) or for class celebrations.  
 
Safety
We have a number of students who are allergic to peanuts.  Among them, for a few, ingesting 
peanuts can lead to a severe reaction including fatality if not responded to immediately. 
 
To support these students, who are aware of dietary restrictions, yet at times are not aware of 
foods with peanut products in them, we request that you refrain from sending foods to school that 
contain nuts. 
 
Religious Beliefs
For some members of our community, certain food items are restricted due to religious beliefs.  
Among the most common is pork.  Parents are generous to bring a wide range of food items for 
class parties, and we encourage that they include vegetarian and non-pork options.
 
Health* (the following list has been drawn up with advice and approval from members of the BPA) 
Beacon encourages healthy eating habits that are optimal for student learning.  Recommended 
guidelines for food and drinks served at Beacon school-wide and class celebrations follow:
 

1. For the safety of some students, please do not send to school food items with nuts, any 
foods processed from them, or any food items that contain nuts as an ingredient. 

 
2. The following food and drinks are highly discouraged on campus:

 
a. Sugary drinks such as Cola, Sprite, Royal Orange, Root beer, Kool Aid, etc.
b. Caffeinated beverages such as iced tea and energy drinks like Red Bull
c. Lollipops, hard candy, and caramel based chewy candy and chewing gum
d. High-fructose corn syrup
e. Snacks with MYPG based flavorings

 
3.  Fruits, vegetable sticks, cheese, and yogurt are encouraged as snack items.  The following 

snack foods are acceptable: 
 

a.   Pretzels
b.   Popcorn
c.   Rice cakes
d.   Tostitos and oven baked chips
e.   Cookies, cupcakes, brownies, tarts, puddings
f. Ice cream

 
4.   Water and naturally sweetened fruit juices are encouraged as drinks, and the following 

drinks are also acceptable:
 

a.  Naturally sweetened soda water
b.  Herbal iced tea
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Technology Code of Conduct and Internet Use Agreement
The Beacon School actively promotes the appropriate use of technology in education.  To ensure 
that students, faculty, staff, parents and other community members (collectively referred to as 
“users”) can take full advantage of the technologies available, all use of technology must have 
proper authorization and adhere to the school’s code of conduct.  To access and use technology 
at the Beacon School, this statement must be signed by each teacher, staff member, every 
student and his/her parent/guardian, and kept on file at the school.  To access the wireless internet 
service of the school, devices must first be registered with the IT Office. 
 
We encourage that students only have access to age-appropriate content.  Viewing content 
on campus that is not conducive to learning or could be considered harmful to the healthy 
development of children will be investigated with the possibility of losing IT privileges at school.  
Programs to help parents monitor your child(ren)’s computer use at home are enclosed.  
 
Network resources at The Beacon School are the property of the school.  Use of the network 
by members of the school community is a privilege, not a right.  The Information Technology 
department reserves the right to investigate possible violations of all rules and regulations 
governing the network.  The Beacon School reserves the right to access any information stored or 
transmitted over the network.
 

1.  All use of technology must be in support of, and consistent with, the vision, mission 
and goals of The Beacon School.  It is the user’s responsibility to keep all inappropriate 
materials and files, virus - infected media, or other software dangerous to the integrity 
of the system, away from the school’s technology.  School community members are 
prohibited from introducing mobile storage media, such as USB flash drives/cards, 
writeable CDs and DVDs, etc., without permission.

 
2.  The school expects that school community members will not access inappropriate 

materials.  Inappropriate use, materials and/or access include, but are not limited to, 
plagiarism, pornography, hate mail, chain letters, unauthorized access (hacking), and 
email or other electronic messages that initiate false alarms or are intended to hurt others 
in the school community.

 
3.  The school expects that individual school community members will abide by the generally 

accepted guidelines relating to network etiquette.  These include, but are not limited to, 
using appropriate language, being polite in choice of language, requesting permission 
of the original sender before forwarding emails of a private or sensitive nature, and not 
revealing personal information such as addresses or telephone numbers of other school 
community members.

 
4.  Individuals are responsible for adhering to the laws for copyrighted materials under 

Philippine and international guidelines.  All software installed on school computers or 
on the school’s network should be owned by the Beacon School, under sufficient and 
active licensing agreements.  The school also reserves the right to disallow usage 
and connectivity to the school’s computer networks including wireless connections for 
computers and other devices that are using unlicensed software.

 
5.  Each user shall respect another individual’s work, files, passwords and programs.  Users 

shall not intentionally seek information on, obtain copies of, or modify files, other data, or 
passwords belonging to other users, or misrepresent others using the school’s technology 
or other networks.  Community members will follow essential agreements regarding the 
use and storage of files on Beacon School servers and equipment.  

6.  It is the user’s responsibility to exercise reasonable judgment to ensure that no equipment 
or software is destroyed, modified, or abused in any way.  Users must ensure that all food 
and drink are kept away from all equipment.
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7.  Users should be responsible and not knowingly degrade the performance of the network. 
For example, electronic chain letters, social networking sites and internet chat rooms are 
prohibited for this reason.  Real audio broadcasts that are not for specific educational 
purposes are also prohibited during the school day because of the impact on bandwidth.  
In some cases, downloading files from the Internet may also be restricted.  In general, 
downloading audio and video files from peer to peer sites (including torrent download 
sites) is prohibited. 

 
8.  Bullying of any kind is unacceptable, and the school and the community have a 

responsibility to respond to it.  When bullying occurs, anywhere within the community, 
all members should be able to report it with the assurance that the incident will be dealt 
with promptly and effectively.  Anyone who knows that bullying is happening within 
the community, including via text and email, and on social networking websites, is 
encouraged to report it.  See the Beacon anti-bullying policy for more detail. 

 
9.  Privacy of individual community members’ work, photos, and contact details will be 

respected, and anyone who shares private electronic information or private information 
electronically shall be subject to disciplinary action. 

 
10.  In the event that the school witnesses or reasonably suspects (based on information 

assessed by School administration as reliable) that a Beacon student, teacher, 
administrative or staff member has breached this code of conduct and/or the cyber safety 
policy,  the school reserves the right for the Homeroom Teacher, Academic Coordinator, 
Non-Academic Manager or Dean of School to confiscate the personally owned laptops, 
iPads and / or mobile phones as part of the inquiry into the alleged misuse or incident(s).  
Refusal of students, administration, teachers, or staff members, as applicable, to provide 
passwords is a ground for suspension and will be considered should the school consider 
the imposition of greater sanctions, including expulsion or dismissal.  If evidence or 
potential evidence is found the school reserves the right to make copies of it for official 
use.  The parents or guardians of the student(s) involved will be requested to claim the 
laptops / cellphones once the school has completed its inquiry.

 
11. The consequences for failure to adhere to this code of conduct may result in restricted 

access or a denial of access to any and all forms of technology, and/or other disciplinary 
measures deemed appropriate by the school administration. 

 
I understand the details of the Technology Code of Conduct and Internet Use Agreement above 
(or I have had the details explained to me), and I accept responsibility for acceptable use of 
technology and the Internet.
 
I further understand that any violation of the guidelines above, may lead to a loss of access to 
technology and to the Internet, and that disciplinary measures may follow.

__________________________________________________________________________
Name of Student(s) / Grade               
 
_____________________ ________________ ______________ ______________
Signature of Student(s)
 
__________________________     ___________________________  ____________
Name of Father                                          Signature of Father                          Date
 
__________________________    ____________________________  ____________
Name of Mother                                        Signature of Mother                          Date
 
NOTE:  Teachers will also provide age appropriate guidelines to students on digital citizenship and 
responsibilities.
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Parent Permission Regarding Use of Student Photos 2018-19
 

Dear Parents/Guardians,
 
Throughout the school year, photos and videos are taken of Beacon students in classrooms and 
at school activities, events, and performances and are subsequently included:
 

1.  on the community page of our website that is password protected and accessible by 
community members only;

 
2.  our school newsletter distributed to community members and posted on the community page 

of our website; and
 
3.  on our digital information display system within school premises.

 
Please indicate whether you allow or do not allow the name of your child to be identified with 
these photos:
 
r I authorize the Beacon School to publish the complete name of my child/ren with photos or 

videos when it deems appropriate to do so on the password protected pages of the school 
website, digital displays at school, and other publications produced or endorsed by the 
school. 

 
r I do not authorize the Beacon School to publish the complete name of my child/ren with 

photos or videos when it deems appropriate to do so on the password protected pages of 
the school website, digital displays at school, and other publications produced or endorsed 
by the school. 

 
I understand that access to any photo or video taken by the school and available to me as a 
community member is for viewing among family members only.  I understand and agree that I will 
not share with non family members or post on social media, blogs, or websites photos or videos 
obtained from school, without express permission from the school and the parents of students in 
the photo or video concerned. 
 
The school seeks separate permission to publish student photos or videos included on the public 
page of the school website, or in school brochures, advertisements, or news articles whether as 
print or electronic media.
 
Please return this form to Student Services by X July 2018. 
 
Names of Students:   __________________________________________________
                  
                        
Name and signature of Parents/Guardian
  ________________________________________________________________
 _________________________________________________________________
 
Date: ______________________
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Sample Messages
 
Ü Leaving School with a Non-designated Fetcher
 Written note or email sent to studentservices@beaconschool.ph AND reception@

beaconschool.ph

 Please be informed that <NAME, LAST NAME OF CHILD> will be going home with 
<NAME, LAST NAME OF FETCHER> on <DATE/S>.

Ü Leaving School Early
 Written note or email sent to your child’s homeroom teachers AND studentservices@

beaconschool.ph

 Please be informed that <NAME, LAST NAME OF CHILD> will be picked up at <TIME> on 
<DATE> to <Please provide a brief explanation>.

Ü Guardianship when Out of Town
 Written note or email sent to your child’s curriculum coordinator AND studentservices@

beaconschool.ph

 Please be informed that I/We will be out of town from <DATE> to <DATE>. We are 
designating <NAME OF TEMPORARY GUARDIAN> as guardian of our children <NAME/
S> during this time. Please find below his/her contact information:

  NAME:
  ADDRESS:
  PHONE NUMBER:
  EMAIL ADDRESS:

Ü Absence
 Phone call/text message to 0917-866-3684 or a written note or email sent to your child’s 

homeroom teachers AND studentservices@beaconschool.ph

 Please be informed that <NAME, LAST NAME OF CHILD> will be absent today, <DATE>. 
<Please provide a brief explanation/reason for absence>.

 For a more prolonged absence, please request permission from the child’s curriculum 
coordinator at least 1 week before the intended start of the period of absence.

Ü Withdrawal
 Written note or email sent to your child’s curriculum coordinator AND studentservices@

beaconschool.ph
 
 Please be informed that <NAME, LAST NAME OF CHILD> will be withdrawing from 

Beacon School. His/Her last day will be on <DATE>.
  
 (optional)
 
 The reason for withdrawal is _____________.
 In addition, I would like to request the school to prepare following documents/school 

records:

 <List down the documents needed>
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