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QUESTIONS YOU MIGHT HAVE IN GENERAL  
 
How do I make phone calls while at school? 
The school has a system whereby each teacher is given his/her individual code. You must use this code when 
making outgoing calls. Teachers need to pick up this code from the business office. Teachers are given credit 
for 30 minutes for personal local calls monthly. The business office will send each teacher a monthly list of 
calls registered to their code. Each teacher is responsible for checking this and sending the list back to the office 
with notations as to whether the call is school business or personal, in order to do this efficiently, teachers are 
urged to keep a log of all the calls made. 
There is a phone at the teacher’s lounge and in the Elementary Secretary’s office. Please use these phones to 
communicate with your student’s parents. Please avoid long phone conservations since we are trying to cut 
down on expenses. Cellular numbers amount to almost 70% of the monthly bills. Please call a cellular number 
only in an emergency. 
If you need to call an international number for school reasons, you can use the Skype Phone Service that is 
installed on a number of computers at school, including the Superintendent’s Secretary and the Superintendent’s 
computer. 
 
How do I receive and send mail? 
The school has contracted with the PAKMAIL Courier service to handle the schoolʼs mail. Because this is a 
very expensive service, we are forced to limit the allowance of mail provided by the school to faculty. 
Expatriate Hired Faculty is allowed two kilos monthly and local hire teachers can receive 1 kilo monthly. This 
will cover a reasonable amount of letters and weekly magazines. Anything over this amount will be charged to 
the teachers at the rate charged to the school. At the moment this is $ 24.50 per kilo @ BsF. 4.30. Teachers will 
receive a monthly invoice for any mail over the limit. There is a good deal of theft from the Miami and Caracas 
offices as any mail have to be checked by customs officers. Sending anything of value is risky. 
You can send mail using the courier system but it is costly. Better is to wait until a faculty or staff member is 
traveling to the US and ask them to mail any letters you may have. 
Letters sent via PAKMAIL from overseas should be mailed to: 
CIC, PAKMAIL 6030, PO BOX 025304, MIAMI FL 33102-5304 
 
Packages sent via PAKMAIL from overseas should be mailed to: 
CIC, PAKMAIL 7701 NW 46 St Unit 1-A, MIAMI, FL 33166, Phone: 786 464 1888 
 
Be aware that there is an additional cost for packages, which will be charged to your 
personal accounts. 
 
When and how do I get paid? 
Local hire employees – Salaries are paid on the 15th and last day of each month. 
Expatriate hires – The transfers are made on the 15th of each month. The transfers for expatriates can take up to 
one week. 
Expatriate hires also receive a certain percentage of their salaries in local currency and these two are deposited 
into local bank accounts on the 14th of each month. 
 
 
 
 
How do I get keys to my room? 
All the teachers will receive a set of keys to their rooms, If not, please ask the school secretary for keys to their 
rooms. Alicia in the ES and Judith in the SS have all keys. The divisional principal can also help out. 



 
How can I access my students' file? 
In order to be more efficient and to secure the information held by the elementary office, we will need your 
cooperation with the following: 
• Elementary Files: Under no circumstances should the student’s files leave the school premises. Any student's 
file should be given to one of the secretaries. Elementary teachers should not enter the file room. Alicia will 
help you find or file the information you need. 
 
• Secondary Files: Speak to Zöe or Steven Ramsammy. Students’ files are in the Guidance Office. 
 
Where can I get supplies like paper and pencils? 
The Purchasing Department is the source for common supplies such as pencils, staples, tape, erasers and 
cardstock paper. The Purchasing Department is currently behind the infirmary. Because the Purchasing 
Department staff also have to handle all of the schoolʼs orders, they have asked that teachers only ask for their 
supplies on the following days and times: Tuesday, Wednesday and Thursday, from 8:00am-2:00pm,  and from 
2:00pm-4:00pm. 
 
What if I need something that the school doesn’t have in stock? 
Any book/material order needs to be approved by the Superintendent or Assistant Superintendent. Do not go out 
and purchase items for which you will expect the school to reimburse you. You must fill out a requisition form 
that is sent out at the start of the school year by the Purchasing Department staff, get this requisition approved 
by the Administration and submit it to the Purchasing Department. They will inform you when the item has 
arrived. If the cost of the item you need is high, then the Purchasing 
Department is required to obtain three bids, which can delay the process so plan accordingly. 
What is the process for ordering something for the next school year? 
The great majority of our texts are purchased from the US and UK. These orders are sent in March/April and 
arrive in August/September. The department heads and team leaders will be working with the faculty to collate 
these orders between September and January. The school has a curriculum review cycle. Departments that are 
under review receive the needed funding. Departments not under review will just purchase materials needed to 
replace those that have been worn out or lost. 
Each department head has a budget and must coordinate the orders from their  Department members and set 
Department priorities, if necessary. Overseas orders must be turned in with all information-vendor, address, 
phone, and fax name of catalog; page number, item purchase code, description of item; cost. To ensure that you 
get what you need in a timely manner, give your department head all relevant information. 
At the time we do the overseas order, we place a Local Order for most of the educational supplies for the 
following year. The Book Room staff will help you locate items and determine prices. Please speak with the 
staff well ahead of time for any local orders. 
 
 
How and when do I make copies? 
The copy room is located next to the High School Guidance Office and is run by Eglee. As in every school we 
too are concerned about excessive copying. Be conservative in your copying and fill out the forms in the copy 
room so we can keep track of usage. Be aware that Eglee is sometimes called to help in other areas of the 
school; try to avoid a  panic situation where you need something "right now." Elementary teachers are expected 
to channel their copies through their respective assistants. 
 
How do I get something laminated? 
There is one laminated machine in the school, and it is located in the High School Library work area. As 
laminating paper is very expensive, please ONLY laminate  material that will be kept for other years and 
warrants it. If you do not know how to use  the laminating machine, please ask for help from the library staff, as 
a broken laminator can be very frustrating for all teachers. 
 



What do I do if a student or I feel sick? 
The school provides an on-campus nurse whose hours are from 7:30 AM to 5:00 PM. The nurse will evaluate 
the situation and, in the case of students, call parents if the  student needs to go home. The nurse will notify the 
respective secretaries who will  inform the teachers and administrators. If a teacher feels sick and the nurse  
recommends that they should be sent home, the teacher in question must notify 
administration in person. Administration will arrange cover for classes and ensure that the teacher can get home 
safely. 
 
What do I do in case of a medical emergency? 
• Notify the Administrator 
• Go to the emergency room of the recommended hospitals with your insurance card and the copy of your 
Cedula/Passport 
• Follow the instructions given by the insurance agent. 
• Use the recommended doctors 
What does the school canteen provide? 
The school canteen is open for the purchase of food from about 7:30 AM to 4:00 PM.  The canteen serves an 
assortment of sandwiches, salads, fruit drinks, and a daily lunch plate. No sodas are sold on campus. Students 
may not bring sodas. Facilities are checked on a weekly basis by the school administrators and health office, 
and formally by outside company at least one every two months. Teachers may maintain a “tab” at  the canteen 
that can be paid weekly or monthly. Teachers can also purchase additional items from the canteen for class or 
staff parties and can use the facilities to heat large plates of food, etc. 
 
What if I need something fixed in my classroom? 
The school maintenance staff is very willing to help you with whatever you need. However, do not expect your 
maintenance requests to be filled immediately because there is always a lot of priority work going on. Email 
any maintenance request to the Elementary School Secretary, currently Claudia Ramirez, 
ramirezc@ciccaracas.com.ve. If you have sent in a request and it has not been done, mention the problem to 
your Principal. The Administrator and Johnny, and Claudia set maintenance schedules. 
 
 
 
 
What do I need to know about the school’s transportation system? 
Parents who want their children to take the school bus pay extra for that service. They have the option of 
choosing either or both pick-up in the morning and drop-off in the afternoon. Teachers are allowed to ride the 
buses to and from their homes at no extra charge. 
 
What do I need to know about my bank accounts? 
Expatriate faculty will get their dollar salaries deposited in their US-based bank accounts. If you do not have a 
US-based bank account, the school will help you set one up upon your arrival. The local portion of salaries will 
get deposited into a local bank account. This account comes with a cash card. 
If you need to withdraw money from your local account, you may use your cash card, or you may send the 
school’s driver with a check to the bank to withdraw money on your behalf. 
You may also apply for a local credit card from the bank but be aware there is a good deal of credit card fraud 
in the country. Be very careful how you use your credit cards. One article suggested that you follow the vendor 
to where the card is being entered into the system. This will ensure that your card is not misused. Also, be very 
aware when you withdraw money from an ATM as some ATMs have been altered with second card readers and 
video cameras than can tape you as you enter your password. If you think that a particular ATM looks odd, 
don’t use it. 
 
I've heard that Caracas is dangerous. What precautions should I take? 



All faculty should take common-sense precautions to avoid being the victim of a crime. Do not wear fancy 
jewelry in the street and be aware of who is around you when you withdraw money from a bank machine. It is 
not advised for faculty to walk home alone from school. Walk with at least one other person or wait for 
someone to give you a lift. If you do walk, walk on the left-hand side of the street, away from the bushes. If you 
owned your car, make sure you use the parking lots. When taking a taxi, either call them from "Taxi Tour" or 
find a taxi stand. 
 
What about technology at the school? 
The school is well equipped with computers, software and hardware. There are Internet in all the classrooms, 
the computer labs and the library. There are scanners in the High School Library as well as in the HS 
Technology classroom. If you have needed repairs for school computers, please send an email to our 
Technology Department, tech@ciccaracas.com.ve . If you need repairs in your computers at home, you can pay 
for one of the school computer technicians to go to your house, but this too, should be scheduled through the 
Head of the Technology Department. 
The school maintains a number of digital cameras for teacher use. These must be checked out from the high 
school library. These cannot be taken home and are for school-related activities only. Each teacher or floor is 
assigned a television and VCR or DVD player at the start of the school year. It is up to the teachers assigned to 
a particular machine how to allocate use. 
The Technology Department will be giving workshops during the year to all faculty and staff. 

 
 
 
	
  

Where	
  in	
  the	
  world	
  is	
  Los	
  Samanes?	
  
	
  

Los Samanes is the suburban area that most expatriate hires live in and around. There is a CC, Comercial Center 
and other little places to explore. Within walking distance of the Commercial Center there are bakeries 
(panadería) where you can purchase fresh baked bread and your favorite snack or coffee. There is also another 
“Mall” nearby named Las Colinas. This mall offers a variety of eateries and other little shops. Pizza, Thai, 
Mexican, Venezuelan, French, and Arab food can be found in the many restaurants located there. You will also 
find pharmacies located in the Las Colinas shopping mall. It is about 15 minutes walk from the CC Los 
Samanes. 

Los Samanes is located in an area call Baruta.  La Trinidad is also near by as well as a small little tourist area 
calle El Hatillo. El Hatillo is a great little place with numerous shops and restaurants. There is a Bolivar Plaza 
there for relaxing along with ice cream shops, chocolate shop, and a variety of little shops filled with souvenirs 
from Venezuela. One famous shop is named, Hansi’s. It is well know and has quality gifts, cigars, and coffees 
along with a great selection of nation clothing and musical instruments. Taxi’s can get you to and from El 
Hatilo.  There is also a larger mall near El Hatillo with quality shopping stores and a TGIF Fridays restaurant. 

There is not much to explore in the La Trinidad area on foot, so plan to visit the restaurants in that area with 
someone that knows where they are going. There is small section with some fast food restaurants if you are 
craving that taste. You will find McDonald’s, Subway Sandwiches, Burger King, and Papa John’s Pizza all 
together on one corner! 



There are two large malls in the city of Caracas and two good sized malls closer to us here in Los Samanes. All 
can be reached by taxi. Sambil is located about 15-30 minutes from our area depending on the traffic and the 
time you go there. It has many floors, it is known as the larges mall in Latin America! Another mall, with better 
quality stores is called El Tolón. This is located in Las Mercedes an upscale section of town. Closer to Los 
Samanes are the malls of Los Naranjos and Plaza Las Americas. Los Naranjos is new and quite a bit nicer than 
Las Americas. It has a food court, supermarket, and a large movie theater. Plaza Las Americas is quite big too 
and has a “newer” section as well as an older version. Both sections have numerous shops and places to eat. 
There is quite a big food court with a wide variety of restaurants to choose from.  

 

 

 

 

Take-Out Options or Delivery 

Just give them the name of your building, apartment, and telephone number. 

Pizza 
 

Papa Johns in La Trinidad, 944-4433 
Dominos Pizza in La Trinidad, 941-5911 
Ciros in Las Colinas, 944-3198, 944-5686 

Tomasettis in Las Minas (pretty good and may be cheapest of the bunch unless it's a two for Tues/wed, night at 
Dominos): 945-8728 

 
Sushi (these places don't deliver but you can call ahead and then pick up the order)  

 
Takami in Las Colinas, 944-7046 
Kome in La Trinidad, 944-0812 

 
Sushi place that delivers: 

 
Pide Sushi - 943-0041 

 
Chinese food (all mediocre) 

 

Yuan Ling, El Hatillo, 961-4247,961-2978, 963-2802 
Salon Canton (better than the one above but not consistent quality), 993-2191,993-2566, 993-0895, 993-3591 

 

 



Medical Services and Options 

General number at Centro Medico La Trinidad: 949-6411 
 
English-speaking Pediatricians 
 
Dr. Mondolfi, at Centro Medico La Trinidad (anyone in that practice is good, and many of them speak English - 
Dr. Levy,). 941-7576 or 949-6262, 949-6363 – Brian and Anna Lettinga use Mondolfi, you can talk with them 
too. 
 
English-speaking OB/GYN 
 
Dra. Ellsye Hullett, at Centro Medico La Trinidad, 945-8086 
 
English-speaking internist 
 
Dr. Raul Istruiz, at Centro Medico La Trinidad, 949-6399, 949-6290, 949-6300 
 
English-speaking Kids Dentist 
 
Dr. Jacobo Dib, at Centro Medico La Trinidad,  945-6090 (highly, highly recommended). Note: Here it is 
recommended that kids and adults do fluoride treatments about every 6 months because you don’t drink the tap 
water, and the bottled water is not fluoridated. 
 
English-speaking Orthodontist  
 
Dr. Bernie Von Einem, at Centro Medico La Trinidad, 949-6441 (excellent orthodontist) 
 
Dentist for adults (can understand some English, but does not really 
speak it). 
 
Dra. Leon – 979-9331, 979-2157 (located near Concresa) 

 
Spanish-speaking dermatologist 
 
Dra. Sanchez, at Centro Medico La Trinidad, 945-8335, 949-6292 

 

 

 

 

Utilities and other personal services 



 

Electricidad de Caracas 

Office:  Av. Vollmer, San Bernardino 

Phone:  0212-502.0000 

Nearest payment location:  Banco Mercantil, C.C. Los Samanes, ground floor. 

Online payment through Banco Venezolano de Crédito 

Typical electricity bill:  130.000 Bs./month 

CANTV 

Telephone and DSL internet 

Phone: 0-800-226.8800 

Web Page:  www.cantv.net 

Office: C.C. Concresa, level 2.  (also office in Plaza Las Americas) 

Online payment through Banco Venezolano de Crédito 

Typical phone plan:  50.000 Bs./month 

Typical DSL internet plan: 140.000 Bs./month 

Typical phone/internet package:  125.000 Bs./month – Paying bills can be taken care of via internet transfer 

SuperCable 

Cable television and cable internet 

Phone:  0212-205.5656 

Web Page:  www.supercable.com 

Office:  Av. Milano, Zona Industrial California Sur, next to DHL and opposite Banco Federal.  

Typical cable plan:  114,000 Bs./month 

Typical cable/internet package:  173,000 Bs./month – Auto pay is available too, through your bank. 

Directv 

Satellite television 

Phone: 0-501-347.3288 / 0212-909.4495 

Office: Top floor of Paseo las Mercedes.  If driving, enter parking garage and drive up to the roof level; park at 
the far (north) end of the roof and the door to Directv are right there. 



Typical service plan: 52,000 Bs./month 

 

Cell Phones 

Because of high prices for technology in Venezuela, the best way to buy a cell phone is in the U.S. through a 
mail-order place like www.celluloco.com.  Be sure to buy factory 9OEM) unlocked, tri-band or quad-band 
model.  Then buy a SIM-card and pre-paid service plan from a service provider once you arrive.  Pre-paid 
service is most common in Venezuela. However, there are many “cheaper” versions of cell phones too.  

Digitel 

Phone:  0212-280.5902 

Nearest Office:  C.C. Los Samanes, ground floor. 

Bigger Office:  at Spazio (in CCCT) you can hold phones and examine them before you buy them. 

Most of the smaller offices will not let you do this anymore. There is a service center and sales office in C.C. 
Los Sames. This is GSM technology and tri-band phones do work in Venezuela. 

Movilnet 

Phone:  0-800-666.6611 

Nearest Office:  C.C. Los Samanes, ground floor 

Movistar 

Phone:  0212-200.1111/8111 

Nearest Office:  Centro Comercial Ciudad Tamanaco, Nivel PB, Local 43-Q-02 y Nivel Feria, Local 47-I-01. 
Av. La Estancia, Chuao 

 

 

 

 

 

 

 

Acronyms and Abbreviations around CIC 

 



Below you will find some common Acronyms and Abbreviations used here at C.I.C. Please feel free to ask 
questions when things get confusing. 

AYA- Ayuda and Amistad- Our School-wide service program. All faculty are expected to take part in one or 
more event during the school year.  

ASA- After school activities. These run Monday – Friday. Late busses are available for students to take home at 
5:00 p.m. 

C.I.C.- Where you work! Colegio Internacional de Caracas is our official name. 

CAS- Community, Action, Service. This is part of the IB programe. Onalis V. is our CAS coordinator. 

C&S- Community and Service. This is the service branch of the MYP. Ana Terife organizes this service 
component for all students in grades 6-10.  

DH- Department Heads, in the Secondary School. 

ES- Elementary School. Students and teachers. Grades PrN-Grade 5. Mariana González is the Coordinator of 
this division. 

ESOL- English Speakers of Other Languages. Ana Terife is the Department Head. 

ELL- English Language Learners. A large percentage of our student population. 

EE- Extended Essay. A writing component for all IB Candidates. It is supervised by a teacher and consists of 
4,000 words. Chris Walker is our IB Coordinator 

IB- International Baccalaureate Program. For students in grades 11 and 12. Chris Walker is our IB Coordinator. 

MYP- Middle Years Programme. The MYP is part of the International Baccalaureate program. It is designed 
for students in grades 6-10. Mike East is our MYP Coordinator. 

MS- Middle School. Students and teachers. Grades 6-8.  The MS is part of the Secondary School. 

OCC- The IB’s on-line service. The Online Curriculum Center. All teachers have a password and login name. 
Teachers should check this site regularly for updates to the PYP, MYP and IBDP. 

 

 

 

 

 

 

 

IB Learner Profile 



 

This profile was developed by the International Baccalaureate Organization.  The aim of all IB programmers is 
to develop internationally minded people who, recognizing their common humanity and shared guardianship of 
the planet help to create a better and more peaceful world. 

The Learner Profile is a list of qualities and attributes that characterize the individuals within our family-
oriented school.  Student acquisition of these dispositions is a developmental process that occurs from Pre-
Nursery to Grade 12.  All members of the school community strive to model and promote the dispositions so 
that students learn by example.   

• Inquirers: 
They develop their natural curiosity.  They acquire the skills necessary to conduct inquiry and research and 
show independence in learning.  They actively enjoy learning and this love of learning will be sustained 
throughout their lives. 

• Knowledgeable: 
They explore concepts, ideas and issues that have local and global significance.  In so doing, they acquire in-
depth knowledge and develop understanding across broad and balanced range of disciplines. 

• Thinkers: 
They exercise initiative in applying thinking skills critically and creatively to recognize and approach complex 
problems, and make reasoned, ethical decisions. 

• Communicators: 
They understand and express ideas and information confidently and creatively in more than one language and in 
a variety of modes of communication. They work effectively and willingly in collaboration with others. 

• Principled: 
They act with integrity and honesty, with a strong sense of fairness, justice and respect for the dignity of the 
individual, groups and communities.  They take responsibility for their own actions and the consequences that 
accompany them. 

• Open-minded: 
They understand and appreciate their own cultures and personal histories, and are open to the perspectives, 
values and traditions of other individuals and communities.  They are accustomed to seeking and evaluating a 
range of points of view, and are willing to grow from the experience. 

 

• Caring: 
They show empathy, compassion and respect towards the needs and feelings of others.  They have a personal 
commitment to service, and act to make a positive difference to the lives of others and to the environment. 

• Risk-takers: 
They approach unfamiliar situations and uncertainty with courage and forethought, and have the independence 
of spirit to explore new roles, ideas and strategies.  They are brave and articulate in defending their beliefs. 

• Balanced: 



They understand the importance of intellectual, physical and emotional balance to achieve personal well-being 
for themselves and others. 

• Reflective: 
They give thoughtful consideration to their own learning and experience.  They are able to assess and 
understand their strengths and limitations in order to support their learning and personal developments. 

 

 

 

The CIC Library has around 29.000 books; it is located on the ground floor of our school, with a beautiful view 
of the Avila Mountain and the gardens, with a lot of light and fresh air. 

 

The  Elementary Library is a cozy and comfortable place where students can explore the wonders of reading! 
We currently have close to 10,000 volumes as well as books on tape, videotapes and magazines. Starting with 
pre-Kinder, all classes come into the library once a week for 45 minutes (pre-K comes twice a week for 30 
minutes).  

 During their class, students learn a new library skill and/or read a new story before they check out their books.  

In the Secondary Library students can find more than 19.900 books and audiovisual materials (Reference-
Fiction—Non Fiction—Spanish— French—Parents—Professional Collection and Middle School Fiction 
Collection specially devised for this group of students). 

The library counts with qualified staff that helps students with their research projects providing books, 
magazines and giving support with their online searches. 

Here is a general overview of information that may be helpful to you in using the library.   

1. HOURS Open Mon.-Thurs., 7:00-5:00, Fri. 7:00-3:30. 
2. LIBRARY STAFF 

Cecilia Robinson (Librarian) 
Alexander Hamilton (Elementary Librarian) 
Alimie Torres (Library & Audiovisual Assistant) 
 

3. BOOKING 
• You can book various areas of the library to use with your classes by reserving them with Ms. 

Alimie Torres, personally or by phone,  (Mini-lab, Reference Area, General Area, Garden View, 
Board Room) 

 

4.  LOANS 



• You each have a patron number under which you can check out any library materials. Generally, 
books have an 8-week renewable loan period while Reference books and videos/DVD’s have an 
overnight loan. 

• You can ask us to gather books on a specific topic for your students to use IN CLASS, and they will 
be issued in the teacher’s name.   If they want to take them home, they should bring them to the 
library and transfer them to their name.  

 

5. PROFESSIONAL COLLECTION 
• There are some professional materials in a special section near the door to the Elementary Library. 

They are organized by Dewey, and are catalogued with the prefix PC. 
 

6. RECREATIONAL READING 
• By the Minilab door we have Give & Take” shelf.  Help yourself to the novels on the “Give & Take” 

shelf. We don’t sign them out—just help yourself and bring it back when you’re finished. 
Contributions welcomed. 

 

7. MAGAZINES 

We subscribe to wonderful magazines! 

• By email you will be receiving the table of contents of all the new magazines we receive, as they 
come in. 

• The new issues are kept in the glass shelve in the Reference area, and there is a sign-out sheet 
with Ms. Torres.  

• Previous issues are kept in storage boxes, in alphabetical order, at the end of the library, and can 
be signed out.  

• Magazines for kids and Professional journals for Elementary Teachers are kept in the Elementary 
Library, please ask Ms Silvia for the log. 

 

8. OPAC (catalogue) 
• You can search our library collection by using the OPAC program; all the computers in the 

MINILAB have the OPAC installed. Also there is a computer on the issuing counter that is 
connected to the printer.  

• OPAC can be installed in your home room computer by request.  
      9. VIDEOS/DVD’S, ETC. 

• There is a collection of educational videos, including some in Spanish, and some Books on 
Tape. 

• There are also some entertainment videos and DVD’s that you can check out for home use. 
10. ON-LINE DATABASES and MORE 

• We subscribe to Readinga-z, EdHelper, Brainpop, Raz Kids, Turnitin. 
• MLA Style: On the school webpage, click on SECONDARY LIBRARY, then on 

REFERENCES.   
• You will also find MLA style samples for your students to use to cite their sources correctly. 

 

11. SPECIAL SERVICES DEPT. (Contact Ms Torres) 



• We have a laminating machine for special projects. The plastic is very expensive to import, so 
we do have some restrictions (only things that you’ll keep for 4 years or more!) We keep a log, 
please remember to sign it.  

• We have an Ellison Cutter than you can use to cut out letters and shapes for your bulletin boards 
• Paper Cutters ( by laminator) 
• Color printer: Contact Ms Torres, brings a USB, or send her an email. Students that need color 

printing must bring a written authorization from their teacher. Work must come ready to print as 
no editing will be done. 

• Scanner: connected to one of the computers. 
• Cameras, Video Cameras, Microphones can be checked out as needed. 
• Coil Binder to make booklets in library office.(Will be done by Library Staff, please ask one day 

in advance)  
• Source of batteries for cameras, clocks, calculators, and also bulbs for projectors.  
• A TV, DVD, VHS ARE KEPT AT ALL TIMES IN THE MINILAB, SO TEACHERS CAN 

USE WITH THEIR CLASS. 
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Mission-Vision 
Vision 

Colegio Internacional de Caracas is a learning community that develops to the highest degree the personal and 
academic attributes described in the International Baccalaureate Learner Profile. Personally, the CIC student is 
balanced, open-minded, caring, reflective, principled and knowledgeable. Academically, the CIC student is a 
communicator, a risk-taker, an inquirer, and a thinker. 

Mission 

Colegio Internacional de Caracas is an English medium, Pre-Nursery-to-Grade 12 school dedicated to the 
intellectual and personal development of each student in a caring and supportive environment. CIC offers a 
challenging program to prepare an international student body to excel in a variety of the world’s finest schools 
and universities. 

Aims and Objectives 

Colegio Internacional de Caracas 

1. offers students a supportive environment that treats each student as a unique individual. 
2. challenges all students to excel academically. 
3. ensures student mastery and achievement through a standards-based curriculum. 
4. encourages appreciation for Venezuelan culture and the ability to communicate in Spanish. 
5. imparts to each student the essential knowledge and skills, the joy of learning, and the intrinsic 

motivation to become a life-long learner. 
6. focuses on building each student’s leadership abilities and self-esteem. 
7. creates a social climate in the school that encourages students to develop an understanding of the 

cultural diversity both in the school community and in the world at large. 
8. encourages each student to become involved creative arts, athletics, and technology. 



9. encourages the students to understand the value of community service. 
10. emphasizes the importance of collaboration between parents and the school. 
11. continues to assess the professional standards of the school by maintaining membership in professional 

organizations. 
12. ensures that our faculty applies current educational research and practices. 
13. develops a school community that acts upon aforementioned aims and objectives. 

 
 
Professional Expectations 
Faculty is defined as all teachers and administrators. 
 
1. Students will not learn efficiently unless the school forges a bond between the teacher and learner. All faculty 
are expected to do what they can to further this bond in and out of the classrooms. A critical part of this process 
is trying to get to know each student as an individual. In addition, attendance at school events, and your support 
of the CIC’s after-school program is a visible sign of your caring about the students. 
 
2. Teaching overseas can be an isolating experience. Our faculty must do what it can to assist others to improve 
their teaching and feel comfortable in the school community. Being proactive within your teaching group, 
helping others to bounce back from a bad day and doing all one can to build a professional and personal 
community amongst the faculty can accomplish this. Teaching at CIC does not occur solely between 7:30am-
3:00pm. All faculty should plan on remaining at school until 3:30 PM in order to fulfill the requirements of their 
departments or students who need assistance. 
 
3. Professional development is the obligation of all faculty members. All faculty are expected to keep abreast of 
professional reading and information in their fields. Each department head should make time so that those in the 
department have the chance to share ideas and strategies for improving the teaching within the department. 
 
4. Annual goals are one way to focus our energy on the areas where we feel we can improve. Every faculty 
member should think of several goals to work on each school year. These goals will be discussed within the 
department and with their Principal. In January, the teacher will be responsible for reviewing their progress. 
 
5. It is important that we share our teaching goals. To this end, teachers should write quarterly (secondary) or 
trimester outcomes for each of their classes. These can and should be shared with others in their department, 
students and parents. This is one reason that all teachers are expected to maintain their own websites. 
 
6. Teaching is an evolving and active process. Teachers are expected to adjust their teaching strategies to best 
reach out to their students. All of us should strive to incorporate Bloom’s taxonomy into our teaching so that the 
teaching of higher level thinking skills is the rule rather than the exception. As teachers discuss their lesson 
plans and strategies with other faculty, they should be able to show how they are teaching these higher-level 
skills. 
 
7. All schools have ongoing professional projects and deadlines. Teachers are responsible for meeting their 
responsibilities in these areas. If one individual is late with, for example, their grades/comments, this impacts on 
the entire reporting process. 
 
8. Sharing ideas is part of any school that wishes to improve. Teachers should be active participants in 
meetings. Two ways they can model for others is arriving on time and being prepared for the meeting. 
 
9. The Handbook contains basic guidelines for how we treat late homework. Teachers must ensure that students 
are given a representative amount of homework during any one grading period. Do not wait until the end of a 



period to make up for lost time. All homework should be returned to the students within one week of its 
collection. All grades must be kept up to date at least once a week in our Power School System. 
 
10. Each Department in the Secondary School will provide after-school assistance to students at least once a 
week. Elementary teachers will do the same. There will be no charge for giving students the assistance they 
need to succeed. academically. A child study team should review any students needing tutoring. 
 
11. Afterschool activities—each teacher is expected to support the school's after school programs. This is 
especially true for expatriate teachers. 
 
 
Daily School Expectations 
The following list of faculty expectations is designed to give CIC’s teachers and administrators some specific 
guidelines which will help all of us improve our performance and thus the school’s effectiveness with students 
and parents. If we adhere to both the letter and spirit of these guidelines, we will better be able to meet the goals 
set by the schools mission and philosophy. 
 
Pastoral Care 
• Provides a nurturing and supporting classroom environment 
• Is approachable and makes an effort to relate well to students 
• Makes an effort to work effectively with other teachers to support the school’s pastoral  program 
• Liaises with the school counselors and administration so they remain informed about student concerns 
• Builds effective communication with student’s parents 
• Works to be an excellent advisor by following the advisor's job description as described in the Teacher’s 
Handbook. 
 
Professional Conduct 
• Is punctual for all meetings and responsibilities and provides effective coverage while on any 
duties/responsibilities. ALL TEACHERS ARE EXPECTED TO BE 
ON CAMPUS BY 7:15 AM EACH SCHOOL DAY. 
• Before a vacation please keep in mind that you must remain in school until dismissal. Therefore please plan 
your airline tickets at least 4.5 to 5 hours after dismissal (1.5 hours to get to the airport + 3 hours ahead the 
flight)                                                                                                                                                                                                                                                                                                          
• Dresses professionally (no blue jeans, SPAGHETTI STRAPS, OR FLIP FLOPS) – Casual Friday 
• Models the behaviors expected of responsible citizens both in and out of school 
• Contributes positively to the social climate of the school. 
• Demonstrates cultural awareness 
• Contributes and participates actively in departmental, committee and faculty meetings. 
• Works to build faculty teamwork/cohesiveness 
• Attends and supports school events as stipulated in the handbooks and school calendar 
• Supports and is respectful of CIC in the wider community 
• Is approachable and strives to be diplomatic in difficult situations 
• Teachers should join others in their department to provide after school assistance to students on a weekly basis 
• Is responsible for researching and acting upon information contained in the teacher and curriculum (IB, MYP, 
Elementary) handbooks and online curriculum centers 
• Makes a significant effort to better himself/herself professionally 
 
Classroom Practice 
• Works to forge positive bonds with the students 
• Provides differentiated work where necessary to ESOL students or those with different skills 
• Imparts to each student essential knowledge and skills 



• Inculcates in their students, a love of learning and an intrinsic motivation to become a life long learner 
• Applies proven educational practices and educational research to their day-today class teaching, lesson 
plans/assessments 
• Guides students to develop and practice higher-level thinking skills as evidenced in lesson plans and 
assessments 
• Adjusts teaching strategies in an effort to reach all students 
• Follows the curriculum specified for particular subject - is familiar with the specific demands of the 
curriculum/syllabi/programs they are teaching (IB, MYP, Elementary) 
• Uses ongoing and varied assessments to drive teaching practices 
• Seeks to share knowledge/assistance with other faculty 
 
Curriculum 
• Writes and updates clear unit plans for each class or subject area which include learning outcomes, teaching 
methodologies, assessment strategies and resources 
• Submits unit plans to the Department Head and Administration punctually 
• Maintains daily lesson plans 
• Delivers stimulating and creative lessons as evidenced by classroom visitation and student feedback 
• Gives suggestions and makes recommendations that will enhance the teaching of the curriculum 
• Maintains student portfolios 
• Evaluates and develops assessments which support the curriculum under guidelines set by the administration 
and department 
 
Reporting 
• Provides students frequent and periodic feedback about their accomplishments 
• Collects evidence of students’ progress 
• Submits Progress Reports and Report Cards by the designated deadlines 
• Explains the curriculum and expectations of each class to the students and their parents 
• Maintains grades in PowerSchool and updates grades each Friday (for secondary school teachers). Elementary 
teachers should keep grades in either Excel spreadsheet or grading book to support the report card grade. 
• Maintains elementary grades in a transparent manner 
• Familiarizes themselves with and complies with the specific demands of the IB/MYP reporting system 
 
Professional Development 
• Submits and strives to fulfill three professional goals per academic year 
• Participates and contributes actively during professional development time  
• Keeps up to date with recent educational initiatives and practices pertaining to their specialized area 
• Reads professional articles and shares knowledge with other members of their department and the wider 
school community 
• Maintains and updates the school professional development log 
• Seeks professional assistance where needed with ESOL, resource students, or with other issues of concern 
 
Extracurricular Activities 
 ALL TEACHERS ARE EXPECTED TO OFFER AN AFTERSCHOOL ACTIVITY AND TO PARTICIPATE 
IN THE AYA PROGRAM 
• Attends/supports afterschool/extracurricular activities and presentations 
• Supports the schoolʼs community service group, AyA 
• Is available for and provides remedial help to students as needed 
 
Home-School Liaison 
• Communicates effectively and respectfully with parents 
• Encourages parents to become actively involved in the school 



• Supports the school's PSTA by attending designated functions throughout the school year 
• Contributes to the departmental website. 
 
Tutoring 
Teachers providing any private tutoring outside of normal working hours both in school and out of school. Must 
notify Administration. Please also be aware that when tutoring CIC students, school policy is that you cannot 
tutor students for financial gain whom are already in your classes.  You may only tutor students who do not 
attend your regular classes. Please also note that any teacher tutoring non-CIC students on school grounds must 
obtain permission from administration and may be required pay a 10% charge on fees earned. 
 
 
Important Names & Numbers 
• Superintendent                       - Carmen Sweeting -  0416-621-0652 
• ES Coordinator                       - Mariana Gonzalez - 0414-270-2781 
• High School Principal             - Chris Walker          - 0412-285-9958 
• Superintendent's Secretary      - Lourdes Ristic         
• Secondary Secretary               - Judith Ortiz 
• Elementary Secretary             - Alicia Macario 
• Billing - Luz Matuz                - Business Office 
• Personnel Manager/salary information - Marienela Leandro - Business Office 
• Purchasing Department          - Claret Padrón 
• Head Technician                     - Jhosep Briceño  
 
 
Daily Schedule/Weekly Meetings 
• All faculty are asked to be at school by 7:15 am. The duty schedule may require you to be here earlier since it 
starts at 7:10 am. Secondary staff duty is in the canteen between 7:10 am – 7:35 am and the lunch period. Those 
on duty should ensure that the students are well behaved and that they clean up the canteen before leaving. 
Elementary staff has duties in the early morning, morning break and 12:25-12:40 pm. 
 
For Secondary School 
 
Before School Duty looks like this (7.10am-7.30am) 
 
Getting students off to class once the first bell rings 
Seeing that students clean up any breakfast trash left behind 
Seeing that backpacks and other personal items are not left behind 
Walking the canteen to help assure all the above are happening. 
 
Lunch Duty  looks like this(1.00pm-1.30pm): 
 
Walking the canteen to see that trash is not left behind, students are to clean their own tables 
Walking between the canteen and the covered court to help monitor students 
Spending some time walking the covered courts area to help monitor student behavior and language 
Seeing that tables are left clean by the students 
Seeing that no personal items are left behind 
Getting students to leave canteen when the first bell sounds 
Checking that students are lining up appropriately for food and drinks 
 



• Classes end at 3:00pm. Faculty should plan on remaining at school until 3:30pm in order to attend any 
meetings or work with students. If you have to leave before this time please notify and sign out with the ES or 
SS secretary. 
• All faculty should be available for meetings on Monday afternoons. These meetings will be over before 
5:00pm. 
• The administrators and department heads/team leaders will make meeting schedules for other specific groups 
of faculty. 
• Departments will schedule monthly meetings. These will be held at a time so that all teachers in the 
department can attend. Meetings with departments may have to take place after school. 
• Faculty should be prepared to offer weekly review/support sessions after school as agreed within each 
department. These are usually held between 3-5pm. 
• All faculty are expected to become involved with afterschool activities and AyA (Ayuda y Amistad) Program. 
 
Important Events 
A 2011-12 calendar is available on your CIC-Google account. A description of professional and personal days 
is included in your faculty benefits sheets. Please read these over. Make sure that your travel plans do not 
require that you leave school early on the day before a holiday. Our advice is to plan your trip so that you arrive 
at least one day prior to the reopening of the school. 
 
Parent Communication 
We will have several dates where parents can come in and visit with faculty. The administrators will send you 
information about the expectations and goals for these meetings. It is critical that all teachers keep the parents 
aware of what is going on in their classes. Parents should be contacted about any change in the studentʼs 
performance. At the secondary level teachers must keep advisors informed of a 
Student’s progress. 
 
College Visits 
From time to time during the year, universities from North America and Europe will visit the country. These 
visits can be very valuable for our students as it gives them the chance to speak directly with the representatives 
from these colleges and get an idea about the colleges. These visits are also important because it gives us a 
chance to show the school to the representatives. Whenever possible the school's college counselor will try and 
plan these visits during the advisor or 5th period time. When this is not possible, students may miss some class 
time. The counselor will try to give advance notice about these visits, but this is dependent upon the information 
we receive from the colleges. 
 
Early Dismissal Days 
We have built several of these days into the calendar to be used as Professional Development Days PD). PD 
days may not be used for personal days. On these days, when students are dismissed at 1:00pm, faculty should 
plan on staying until 4:00 PM. The faculty and administrators will work together to set up the agendas for these 
days.Your input is essential, as the effectiveness of these meetings will reflect the effort we have put into them. 
 
 
VANAS 
The annual VANAS teachers' conference is usually held at the end of January. The teachers in the Venezuelan 
international schools attend it. For the 2011-12 school year, CIC faculty will go to Escuela Campo Alegre on 
Friday January 20th. All teachers are encouraged to submit presentations at the conference. These can be made 
by individuals or by teams of teachers. Please help make the conference a success by taking the time to present. 
Speak with Carmen if you have questions about this event. 
 
Open House 



This school year, Open House is scheduled for August 30th for Elementary and September 1st. for  Secondary 
families from 3:30-6:30pm. The purpose is to provide the parents and opportunity to meet their son/daughter’s 
teachers and learn about their academic program. 
 
Welcome Back BBQ 
This event is scheduled tentatively for September 10th in order to welcome all CIC families to the new school 
year. All teachers are expected to attend. 
 
 
 
Field Trips 
Educational Purpose 
Field trips can be an essential part of each curriculum. As such, they should be viewed as an enhancement, not 
an infringement of the learning process. Teachers are encouraged to organize field trips, which both enhance the 
curriculum and have assessment outcomes. These trips can be either during the school day or overnight. All 
trips should have a direct connection with the curriculum being studied. The principal must be notified prior to 
finalizing a field trip. 
 
School Rules for Field Trips 
All school rules apply for all students for all trips. Trip specific rules (i.e. curfews, meeting times, dress code, 
etc.) will be set by the trip chaperones. The chaperones must use their judgment as to the maturity and 
responsibility of the students and the nature of the trip in deciding whether students may go in trios or groups 
without a chaperone. Chaperones are expected to model the behavior expected of the students. 
No alcohol is to be used by either students or chaperones. Students may not smoke. Chaperones who need to 
smoke should do so out of sight of the students. 
 
Day Trips Definition 
Day Trips are to locations in Caracas, which leave after the morning buses have arrived and return in the 
afternoon prior to the end of the school day. Chaperones: An average of 1 chaperone to 15 students is standard. 
If students will be engaged in activities which require them to split into smaller groups or which require greater 
than normal physical activity, take more chaperones. STUDENTS ATTENDING DAY FIELD TRIPS ARE TO 
BE DRESSED IN THE CIC SCHOOL UNIFORM UNLESS CIC ADMINISTRATION HAS WAIVED THIS 
REQUIREMENT PRIOR TO THE TRIP. 
 
Permission 
Students must have signed parental permission to attend a day trip. A sample form is provided in the Appendix. 
 
Cost 
The cost for Day Trips should be low or non-existent. CIC will supply the transportation in school uses. The 
students will pay other costs (lunches, entrance fees). Chaperones expenses will be reimbursed if receipts are 
turned in to the Elementary School Office. 
 
Transportation 
CIC will provide a school bus and a driver for day trips as long as a “transportation request” is received no less 
than 1 week in advance of the trip. The “transportation request” is part of the "Field Trip" Permission Form. 
Please ask Judith or Alicia for these forms. NO field trips will take place during May or June for Secondary 
School students. 
 
Communication With Parents 



The communication between the school and parents is a critical factor in our success with students. The time 
you spend making your expectations clear and getting to know parents will promote a relationship and will help 
if and when there are difficulties during the year. All classroom teachers will give out introduction and 
expectations letters during the first week of school. 
Type these letters on CIC letterhead and include the following information: 
• A brief introduction (credentials, previous teaching experience, etc.) 
• An outline of the course content. This may be in the body of the letter itself or it may be a separate attachment. 
• Types of assignment students can expect, grading procedures, etc. 
• Your expectations of the students and what the students can expect of you 
• Set goals by the subject for the quarter. Course overviews are available through the teacher. 
• Assessment methods. 
 
Please let Administration read these, prior to sending them to the parents. 
 
Thursday Folders 
A Thursday folder with the week’s information and other student work will be sent out to the parents each 
Thursday for grades PN-5. 
 
Ongoing Communication 
Teachers are responsible for keeping parents aware of their children’s progress. This can be done by telephone 
or email. 
 
Report Cards/Progress Reports 
The CIC calendar has the due dates for Elementary and Secondary reports. 
 
Progress Reports in the Secondary School 
Dates for Progress Reports are identified in the school calendar. The process is as follows: 
• All teachers update assignments and grades on PowerSchool. 
• Teachers make comments on Power School for students who have 1’s and 2’s or 3’s or who  do not have a 
grade. (PowerSchool Administrator will send an email explaining how to enter comments). 
• Advisors send an email to parents of advisees reflecting on comments and grades from PowerSchool and 
impressions of advisees overall performances. 
Advisors request parents to contact the teacher where the student is exhibiting difficulties. 
• Email is sent to parents on the date assigned on the calendar. 
• Emails are copied to appropriate counselor and assistant principal if needed. 
• ALL TEACHER AND ADVISOR COMMENTS NEED TO BE DATED. 
Example of an advisor's email to parents 
Dear Mr. and Mrs. Smith, 
Please see Johnny's updated grades in PowerSchool since we are currently at midquarter. Johnny seems to be 
having difficulties in Chemistry since he has earned a D. Mr. H says that his assignments are not turned in on 
time and it is affecting his grade. Johnny needs to focus on turning in his assignments on time and for further 
information, please contact Mr. H. for an appointment. Socially, Johnny has adapted well to CIC and he is 
participating in after-school activities. I am confident that with some support, he will overcome this situation. 
Please feel free to contact me should you have any questions or concerns. 
 
Students 
Our students come from over 30 countries. Many are attending their first international school. One of the 
school's strengths is that we do an excellent job of treating each student as an individual. They enjoy CIC and 
discipline is not an overwhelming concern at the school. To a great extent, this is due to the work our teachers 
do at making our expectations clear and ensuring that the students have the feeling that the school is their 
family. It is critical that our teachers work as a team in terms of discipline and 



academic issues. 
 
Discipline 
Please check the Student Handbook. 
 
Uniform Policy 
CIC has a uniform policy for two reasons. First, school uniform policy is mandated by Venezuelan law/practice. 
Second, a uniform policy assures that there are fewer distractions for the students in terms of less wasted time 
worrying about what to wear to school. 
 
These rules are discussed and shared with all CIC students at the beginning of each school year. This policy is 
posted in all classrooms and has been given to all students and parents. Although it is easy to comply with this 
policy, the school needs the parents’ and students’ support so that the adherence to the policy does not become 
an important concern at the school. Parents should check that their children have the required clothing and that 
they are wearing the correct uniform as they go to school in the morning. First period teachers will regularly 
check to see that their students are in compliance with our policy. Students will not be allowed in class unless 
they are properly dressed, and parents may be called to bring their children any needed clothing. 
Students must be in uniform from the time they enter campus in the morning until THEY LEAVE CAMPUS. 
Parents have the responsibility to ensure that their child wears the correct uniform.. ANY MISSED CLASSES 
DUE TO ARRIVING TO SCHOOL OUT OF UNIFORM WILL RESULT IN AN UNEXCUSED ABSENCE. 
School uniforms are sold at the School’s store in the canteen. The store is open in the early morning and during 
morning breaks. The Uniform policy for CIC students (at all times on the CIC campus) is: 
 
Pants and Skirts 
• Secondary students should wear solid colored, dark, navy blue full-length pants or knee-length or longer 
skirts. Blue jeans are not allowed. Skirts and pants should not be faded, or have holes, rips, or frayed bottoms. 
Capri pants and embroidered pants or skirts are not allowed for secondary students. Navy blue pants are 
available locally in school uniform stores such as the one in the Centro Comercial Galerias Los Naranjos. 
 
• Elementary students may wear solid colored, dark, navy blue shorts to school.  
Elementary girls may wear Capri pants. 
 
Shirts 
• CIC Polo shirts with the school insignia: 
◦ Red (Pre-Nursery – Kindergarten); 
◦ White (Grades 1-5) 
◦ Blue (Grades 6-8) 
◦ Beige (Grades 9-12) 
 
• The collar of the polo shirt must always be visible even when an outer sweatshirt, sweater, or jacket is worn. 
The polo shirts are available for purchase in the PSTA bookstore. 
• Shirts worn under the polo shirt may be any color or style. The undershirt must not hang out beneath the polo 
shirt. 
 
Sweatshirts 
• The CIC sweatshirt or a solid navy blue (no design or writing) sweatshirt, sweater, or jacket may be worn. 
Dark blue jean jackets are also permitted as long as they are NOT decorated. Please make sure to purchase this 
during the times of the year when the weather requires some extra warmth. 
 
Shoes 



• Secondary students are encouraged to wear comfortable dress shoes or sneakers, NO Crocks. Secondary Girls 
may wear formal sandals, but NOT flipflops or Crocs. 
• Elementary students should wear lace-up or velcro shoes (i.e. sneakers/athletic shoes). Elementary students 
may not wear sandals or Crocs. 
• No shoes with wheels (skateboarding shoes) may be worn. 
 
Piercing/Hair 
• Girls may have piercing on their earlobes. Boys may have no more than one piercing on each ear. Hair should 
be tidy and of natural color. 
 
 
General 
• All clothing must be modest, neat, and clean with no rips or tears. Clothing may not be written on or stained. 
• Clothing must be of solid color, and may not bear any alcohol, tobacco, or drug advertisements or symbols. 
• NO hats, bandanas, or other headwear are permitted during the school day (except during activities at the 
athletic field or court) 
 
PE Uniform 
• Grades 4-12: Red CIC PE T-Shirt, solid black athletic shorts or sweat pants, appropriate running shoes (with 
laces or Velcro – not slip-ons), and white socks. • Pre-nursery-Grade 3: Daily polo shirt, blue athletic shorts, 
appropriate running shoes and white socks. 
 
Out-of-Uniform Days 
Occasionally, students will have an opportunity to come to school “out of uniform.” Seniors (12th Graders) 
have this privilege every Friday. Other non-uniform days may be approved and announced by the school 
administrators. All regular uniform rules still apply, but shirts and pants may be colors other than prescribed by 
our policy above. 
ARTICLES OF CLOTHING THAT ARE CONSIDERED INAPPROPRIATE FOR STUDENTS TO WEAR 
WHILE OUT OF UNIFORM AS CREATED BY SS STUCO. 
• Ripped clothing of any kind 
• Baseball hats 
• Flip Flop style sandals, or a sandal that might be thought of as a Flip Flop sandal. 
• Mid-drift shirts, no stomach showing- This includes t-shirts that are too small 
• Spaghetti strapped tops 
• Offensive printed clothing 
• Shorts/Capri Pants/Long Shorts, both boys and girls 
• Pajamas or articles of clothing that could be considered pajamas 
 
Academic Integrity 
As set forth in both the CIC and IB or mission statements, part of becoming a globallyminded, responsible 
citizen of the world is the ability to develop and cultivate a set of values and ethics that are based on honesty, 
diligence and respect. The International Baccalaureate Organization defines academic integrity as "a set of 
values that promotes personal integrity in examinations, the authenticity of work and intellectual property 
rights. It is a belief, and as such is influenced by the school’s values, peer culture and parental pressure" 
(Academic honesty: guidance for schools, IBO, September 2003). 
Consequently, all students at CIC are expected to maintain the highest of ethical standards in completing their 
assignments. CIC takes the issue of academic honesty very seriously. Unless otherwise specified by the teacher, 
all work completed by the student should be his/her own. In the case where information or ideas are borrowed, 
these should be referenced using the MLA system of documentation. When a student fails to properly 
identify/cite ideas that are not his/her own, he/she is guilty of plagiarism or malpractice. The following offenses 
meet the criteria of plagiarism and have been divided into different levels according to severity: 



 
Level 1 
• Copying another student's work 
• Allowing another student to copy work 
• Using cheat sheets or seeking help from another student during an assignment, quiz or test 
 
Level 2 
• Intentionally or unintentionally using the words and/or ideas of another as if they were your own 
• Failing to properly give credit to sources 
A student who fails to maintain exemplary academic integrity can expect the following consequences: 
 
Level 1 
• First offense: The student receives a zero for the assignment and is issued a detention. Parent/guardian is 
notified of the offense by teacher and advisor. 
• Second offense: The student receives a zero for the assignment and serves one day of in-school suspension. A 
conference is called with the student, parent/guardian, teacher, advisor and administrator. Review of the 
academic probation policy. 
• Third offense: The student receives a zero for the assignment, serves two days of in-school suspension and is 
placed on academic probation. A second conference is called and the academic probation policy is reviewed. 
 
Level 2 
• First offense: The student receives a detention and may revise the assignment for full credit. Parent/guardian is 
notified of the offense and of the academic probation policy. 
• Second offense: The student receives a zero for the assignment and serves one day of in-school suspension. A 
conference is called with the student, parent/guardian, teacher, advisor and administrator, and the student is 
placed on academic probation. 
• Third offense: The student receives an "0" for the quarter in the class of offense and goes before a review 
committee of parents, teachers and administrators. 
 
Academic Probation 
A trial period of one calendar year is given to the student as an opportunity to try to redeem failing grades or 
poor conduct. If during this time the student fails to maintain integrity in academics, he/she will go before a 
committee of teachers, parents and administrators who will evaluate the situation and recommend either out-of-
school suspension or expulsion. A Behavior contract will be developed and presented to both students and their 
parents with monthly revision. 
 
Supplemental Assistance 
In an effort to help the student complete accurate, legitimate and well-researched projects, the school offers a 
thorough training in the MLA documentation system in all of the English classes in middle and high school. 
CIC also maintains a subscription with www.turnitin.com where students can (and in most cases will be 
required to) check their work and thus maintain the high degree of academic integrity expected by the school. 
Major infractions of the Behavioral and Academic Guidelines include smoking, cheating, plagiarism, theft, use 
of alcohol or illegal substances, possession of weapons or firearms. A detailed description of each of these 
infractions and their consequences is included in the Addendum at the end of this handbook. 
 
Attendance Procedure 
Secondary school 
In order for the administration, teachers, and parents to take advantage of PowerGrade, it is important for each 
teacher to enter attendance information at the beginning of each class period. Here is a suggested procedure to 
help simplify the process and to reduce the workload on the faculty. Take attendance beginning on the first day 
of class, August 10. Because students will be learning their way around for the first couple of days, donʼt be 



draconian on tardies until Thursday at which point we ask that all teachers follow the policy as strictly as is 
reasonable. Judith will be going around to see if you need help using PowerGrade. 
 
Here's the procedure 
• Before class begins, start PowerGrade. 
• When the second bell rings, check the hallway for any stragglers. Any students who arrive after you have 
closed the door should be considered tardy. 
• Using the “Classes” menu, select the class for which you will be taking attendance. The class list should open. 
• Click on the “Attendance” icon at the top of the screen. 
• Enter the attendance for each student by right-clicking on the correct cell for that date. Select either “P” or “A” 
from the drop-down menu. 
• When you have taken the attendance for the class, click the “Save” button in the lower-right corner of the 
screen. The data will be uploaded to the master database. 
• Close the window for the class. Quit PowerGrade or lock with your password (Ctrl-L). 
• Students who arrive late should have a pass. If they donʼt, send then back to the Judith/Alicia. We are doing 
this because Judith is in/out of the office and we donʼt want the kids to wait for her return if she is out. 
• Do not change the status of students who arrive late. Judith will do that in the office later in the day. 
We expect that once students learn how the system works, they will immediately go to Ana Maria for a pass 
rather than coming up to your room, go down to Ana Maria, and then come back up. We will explain the system 
to all students at the first assembly. 
We expect that once students learn how the system works, they will immediately go to Judith for a pass rather 
than coming up to your room, go down to Judith, and then come back up. We will explain the system to all 
students at the first assembly. 
Your cooperation will help make the implementation of PowerGrade a success. We intend to try this plan for 
two weeks and then evaluate whether or not it is successful. 
 
SS Tardiness Policy  
Any students receiving 4 or more unexcused tardys during the course of a week or 4 tardies to any class during 
a quarter will be:  
 
First time in a quarter: issued a lunchtime detention 
 
Second time in a quarter: issued a two hour after school detention with a letter sent home for parents to sign 
from Division Principal. 
 

Third time in a quarter: given two after school detentions and a meeting called with parents and 
Superintendent to discuss tardiness issue and the consequences of further tardiness infractions during the 
remaining and future quarters. 

 
 
 
Homework  
 
Secondary 
Teachers in grades 6-12 must keep accurate homework records on Power Grade. Assignments should be entered 
and have both the date the homework was assigned and its due date. These entries should be updated at least 
every Friday. Teachers should ensure that the amount of homework will give both the teachers and students a 
representative sampling of the work assigned each quarter. Teachers should also 



ensure that this work is spread out over the quarter so that there is not an undue amount of work just before the 
quarter grades. 
 
Late and Missing Work. 
In the event a student does not hand in a piece of work or assignment the teacher can issue, at their discretion 
,an extension of between 1-5 days for the work to be completed.  Any work handed in during the extension 
period should be marked and the grade placed in the system along with an 'L', to show that the work was handed 
in late.  

In the event that a student fails to hand in any work, even after any extension period, then an 'M should be 
placed in the system and the grade modified accordingly to reflect  a lack of evidence. A comment MUST be 
placed in Power School whenever a  grade has been modified due to lack of evidence. 

 

When a teacher has  a  student who has received three 'L's' or two 'M's' in their class they should notify the 
Divisional Principal and Counselor to arrange a parent-teacher conference.  

Make Up Work 

 Teachers can require students to attend lunchtime work sessions or after school sessions to complete late work. 
Alternatively they can sign the student up with the Divisional Principal to attend the after school homework 
club from Monday to Thursday. 

Please note the following: 

Lunchtime- any student expected to attend a lunchtime work session must be given at least 15mins to eat their 
lunch.   

After School- any student expected to attend an after school work session must be given notice the day before. 

Homework Agenda: Each student is required to have an agenda. Teachers should check to see that the students 
are using these. It is also a good idea for the teacher to check the amount of other homework being given the 
students so that we avoid having a number of assignments/tests due on the same date. Teachers are required to 
grade any homework within one Friday of its receipt. The Handbook contains basic guidelines for how we treat 
late homework. Teachers must ensure that students are given a representative amount of homework during any 
one grading period. Do not wait until the end of a period to make up for lost time. All homework should be 
corrected and returned (to the students) within one week of its collection. All grades must be kept up to date on 
our Power School System. 
 
 

Elementary Behavior Policy (Revised June 2011) 
Philosophical Statement 

At CIC, we believe that promoting students’ social and emotional skills play a critical role in improving their 
academic performance. Social and emotional learning is the process through which children learn to recognize 
and manage emotions. It allows them to understand and interact with others, to make good decisions and to 



behave ethically and responsibly. Within daily classroom interactions and through the curriculum, students are 
explicitly taught social and emotional skills and are given strategies that will help them cope with difficult 
situations. We provide students with meaningful opportunities to reflect on their behavior (words, actions and 
non/verbal communication) so that they can grow as individuals and develop into responsible members of our 
international community. 

We believe that students learn to behave appropriately when they have clearly articulated expectations of 
behavior and understand how these expectations will lead to an enhanced learning and social environment. At 
CIC, administrators, teachers, assistants and secretaries endeavor to provide an outstanding model for our 
students. Through informed discussions and collaboration we strive to provide consistency in our student’s 
emotional and social development both across classes and grade levels. 

 

How do we formally teach social and emotional development at CIC? 
At CIC students are explicitly taught social and emotional skills within the Social Studies and Counseling 
curricula.   

Our Social Studies curriculum is based on the Project AERO (American Education Reaches Out) standards and 
Benchmarks and we use a program called “Be Cool” to help students attain the following standards during the 
K-2 age range: 

Project Aero - Standard 2:  Connections and Conflict 

• Give examples of conflict and cooperation among individuals and groups. 

• Identify and describe factors that contribute to cooperation and factors that cause conflict. 

• Understand that some ways of dealing with disagreements work better than others and that people who 
are not involved in a disagreement may be helpful in solving it. 

Project Aero - Standards 4: Culture 

• Know ways in which people from different cultures think and respond to the social environment. 

• Understand that cultures have different expectations of how to act. 
Project Aero - Standards 5: Society and Identity 

• Recognize that individuals are part of a group. 

• Recognize appropriate and inappropriate social behavior and the impact of making choices about 
behavior. 

• Identify roles and patterns of behavior that people demonstrate in group situations. 

• Understand why people live in social groups. 
Project Aero - Standard 6: Governance and Citizenship 

• Identify sources and purposes of authority in various settings. 

• Identify the characteristics of good citizens 
 

The be cool program (K- G2) 



 

The Be Cool program encourages students to identify and define a broad spectrum of feelings. It invites 
students to classify feelings as either positive ”feel good” feelings or negative “feel bad” feelings.  An example 
of such feelings is given below: 

POSITIVE FEELINGS NEGATIVE FEELINGS 

EXCITED SCARED 

HAPPY EMBARRASSED 

CONFIDENT NERVOUS/ANXIOUS 

ELATED ANGRY 

RELAXED UPSET 

 JEALOUS 

 FRUSTRATED 

 DISAPPOINTED 

 

The Be Cool program utilizes the following strategy: 

Don’t be hot – Don’t blow up and get mad when you experience negative feelings. 

Don’t be cold – Don’t cry and give up when you experience negative feelings 

Be cool! – Take a deep breath, keep calm and follow the four step plan. 

The Four Step Plan 

1. Tell what you don’t like – (I don’t like that you will not let me play.) 

2. Tell how you feel – (It makes me feel lonely and upset.) 
3. Tell what you want to happen – (I would like you to let me play.) 

4. Tell what you will do if it doesn’t stop – (If you don’t let me play I won’t want to be your friend 
anymore/ I will ask a teacher to come and help me solve this problem.) 

By the end of G2 students are expected to be able to apply the Be Cool strategy to their social situations 
with increased independence. 

 

 

The be cool program (G3- G5) 
The upper elementary version of the Be Cool program is covered via the elementary school’s counseling 
curriculum.  Students in G3 – G5 receive a formal counseling session once a week with Jose Acevedo. 

Throughout the year students are exposed to a variety of different situations and role play activities which 
challenge them to analyze the different ways people can respond in complex social situations.   



 

They examine the following areas: 

• Coping with Criticism – Fair and unfair 

• Coping with Anger – Self and Other 

• Coping with Teasing – Friendly and Hurtful 

• Coping with Bullying – Peer Pressure and Dangerous 
 

Students are invited to build upon and expand the strategies learned in grades K – 2 and students are expected to 
apply the strategies with increased levels of sophistication to familiar and unfamiliar contexts. 

 

Classroom Agreements 
A clear knowledge and understanding of the acceptable and unacceptable types of behavior is paramount to the 
successful implementation of any behavior policy. Therefore, at the beginning of each school year, class 
teachers in Grades 1 - 5 hold a discussion on Classroom Agreements.  As a rule, students are already aware of 
different types of behavior and can successfully differentiate between acceptable and unacceptable forms.  
Students are invited to devise classroom agreements and indicate why such agreements would lead to a 
pleasant and safe learning environment.  The students’ recommendations, and any additional teacher 
suggestions, are adopted by everyone and clearly posted in the classroom.  This process takes place within the 
first few days of the scholastic year and it allows students to develop a sense of ownership over the classroom 
agreements which they are expected to follow.  The classroom agreements are always worded in a positive light 
so that the desired behavior is emphasized.  Classroom agreements are generated in grade level classrooms and 
in specialist classrooms. 

 

At PN – K, Classroom Agreements are generated by the teacher. They are constantly reinforced throughout the 
year so that students learn to effectively discriminate between acceptable and unacceptable forms of behavior. 

 

The Green Light to great behavior! 
In the elementary school the individual behavior monitoring system is called “The Green Light to Great 
Behavior.”  This system revolves around an individual flip chart that is visually displayed in the classroom so 
that the children can monitor their own progress throughout the day.  

Students have a pocket that bears their name and inside this pocket there is a green card.  All students endeavor 
to exhibit positive behaviors throughout the day and remain on a green card until 3:00 p.m.  Any student who 
has a green card in their pocket at the end of the school day earns a house point.   

If students exhibit unacceptable behaviors the teacher will follow a series of steps which are outlined overleaf: 

Step Classification Function Action 



1 Oral Reminder To informally identify 
inappropriate behavior in 
reference to the classroom 
agreements and draw it to 
the student’s attention.   

Students are asked to privately reflect on 
what they need to do to modify their 
behavior. 

2 Written 
Warning 

To formally identify 
inappropriate behavior in 
reference to the classroom 
agreements and draw it to 
the student’s attention.   

The teacher writes the student’s name on 
the board or on an index card.  The teacher 
takes the time to talk to the student so that 
the student is aware of the behavior they 
are exhibiting, how it is affecting the 
learning environment and strategies the 
student can employ to modify their 
behavior. 

3 Flip to a Yellow 
Card 

To clearly indicate that the 
behavior the student is 
exhibiting is compromising 
the learning environment 
and will no longer be 
accepted.  

The student is asked to move to a private 
reflection area where he/she takes a 
reflection card.  The reflection card has 
three questions that the student must 
answer orally.  After 5 minutes the teacher 
joins the student and together they discuss 
the student’s reflections. 

4 Flip to a Red 
Card 

To stress that the behavior 
the student is exhibiting is 
seriously compromising 
the learning environment 
and will no longer be 
accepted. 

The student is asked to move to a private 
reflection area or is sent to the Elementary 
Assistant Principal. The student is asked to 
complete a reflection sheet which has three 
questions that must be answered in writing.  
The student and teacher discuss the 
student’s responses.  The reflection sheet is 
signed by the student, class teacher and the 
Elementary Assistant Principal.  The essay 
is sent home to be signed by parents and is 
returned to the class teacher the following 
day. 

 

 

Behaviors and Consequences 

The Green Light to Great Behavior is usually a cumulative process with students moving through each of the 
steps in sequential order. However, through in-depth discussion, the teachers and students have created a set of 
behaviors that will automatically lead to either a yellow or red card.   

The table below outlines some sample behaviors and their consequences 



Behaviors that lead to an 
Oral or Written Warning 

Behaviors that lead to an 
instant Yellow Card 

Behaviors that lead to an 
instant Red Card 

• Breaking a classroom 
agreement. 

• Disrespectful attitude 
toward peers or adults. 

• Bothering other learners. 
• Being off task. 
• Being selfish. (e.g. not 

sharing general classroom 
resources) 

• Shouting out answers. 

• Tattling (G3 – G5) 
• Laughing at other learners. 
• Making fun of others 
• Teasing other learners in a 

hurtful way. 
• Applying peer pressure to 

get your own way 
(Bullying). 

• Willfully destroying their 
own property in a 
distracting manner. 

• Pushing 
• Hitting (slap or punch) 
• Spitting 
• Biting 
• Kicking 
• Willful destruction of 

school property or that of 
others. 

• Stealing 
• Bullying 

 

 

Fostering Reflection and Responsibility 
Administration, teachers and assistants are always available, in class or during recess, to supervise behavior and 
help students resolve any problems that arise. At CIC we understand that younger children need greater support 
and guidance in this area and we will always strive to guide and support them.  However, the ultimate goal of 
CIC’s behavior policy is to teach our students self-control, reflective practice and responsibility, so that 
eventually adult intervention is relied upon less frequently.   

Thursday Folder Behavior Grade  
Your child’s behavior will be communicated to you through a weekly behavior grade in the Thursday Folder. 
Class and specialist teachers keep a daily record of any changes in students’ cards and the reasons they were 
changed.  The number and color of cards received in a given week directly correspond to the type of behavior 
grade your child will receive in their Thursday Folder.  The behavior expectations remain constant throughout 
the scholastic year within grade levels but become progressively more difficult from Kindergarten to Grade 5.  
Students in Kinder – Grade 2 are graded using faces and students in Grades 3 -5 receive a letter grade. 

 

 

Kindergarten: 

Behavior Grade Descriptor 

Happy Face Green all week or 2 yellow cards 

Straight Face 3 – 5 yellow cards or 1 red card 

Sad Face 2 or more red cards 



  

 

Grade 1: 

Behavior Grade Descriptor 

Happy Face Green all week or 1 yellow card 

Straight Face 2 – 5 yellow cards 

Sad Face 1 or more red cards 

  

 

 

Grade 2: 

Behavior Grade Descriptor 

Happy Face Green all week  or 1 yellow card 

Straight Face 2 – 4 yellow cards 

Sad Face 5 yellow cards or a red card 

  

 

Grade 3: 

Behavior Grade Descriptor 

A Green all week 

B 1 or 2 yellow cards 

C 3 yellow cards 

D 4  or 5 yellow cards or 1 red card 

F 2 or more red cards 

  

 

Grade 4: 

Behavior Grade Descriptor 

A Green all week! 

B 1 or 2 yellow cards 

C 3  yellow cards 



D 4 yellow cards or one red card 

F 5 yellow cards or two or more red cards 

  

 

Grade 5: 

Behavior Grade Descriptor 

A Green all week! 

B 1 yellow card 

C 2 – 3 yellow cards 

D 4 yellow cards or one red card 

F 5 yellow cards or two or more red cards 

  

 

Home-School Behavior Links  
 
A student’s behavior in school will always be addressed during school hours so that students can reflect and 
learn from their personal experiences immediately.  We request that parents take the time to review their child’s 
behavior grades in the Thursday Folder each week and encourage their child to talk about their behavior.   

• Students who have a happy face or an A or B grade should be congratulated and encouraged to keep up 
the good work.  

• Students who have a straight face or a C Grade should be encouraged to reflect on their week and offer 
strategies for how they can improve their behavior.  These strategies should not be based on blaming 
another individual or avoidance techniques.   

• Students who have a sad face or a D or F behavior grade should be given the opportunity to reflect on 
their behavior, share their feelings and suggest strategies for improvement.  Parents could discuss their 
child’s behavior and give words or positive encouragement so that they are motivated to try harder in the 
coming week.   

In a case where a student is clearly experiencing behavioral issues, the teacher will refer the student to 
Elementary Principal.  She will discuss the issue with the student concerned and assess whether the case needs 
to be referred to the Child Study Team (Superintendent, Assistant Superintendent and the Elementary 
Counselor).  If serious or repetitive behavior issues arise, the parents will be invited to come to school for a 
meeting.   

As promoting students’ social and emotional skills play a critical role in improving their academic performance 
we invite parents to ask their child about their school day and encourage them to reflect on the days events.  If 
you suspect that your child is experiencing emotional or social difficulties at school please contact your child’s 
class teacher or the elementary school counselor so that we can address your concerns promptly. 



How are children encouraged to behave better? 
As previously mentioned great behavior is positively reinforced.  This is done in a variety of ways: 

J Praise  
J Encouragement – either verbal or written 
J Stickers 
J Awards – in the Thursday Folder 
J House Points 
 

Each of these methods of praise is very important as they recognize children’s continuing or improving efforts.   

 HOUSE POINTS 
The elementary school has a House Point system in all classes from K-5.  At the beginning of the year house 
point teams are re-evaluated so that they are equally represented in each grade level.  New students are allocated 
to a team according to need.  Where possible we try to place siblings in the same team. 

The house point teams are: 

  

BLUE                   RED                      GREEN                   YELLOW 

 

The House Point system operates on two levels, the team level and the class level. 

• The Team level: 
As teachers award house points for positive behavior students place a house point in a container that 
corresponds with their team color.  At the end of the week the teacher counts the house points in each team’s 
container and sends the results to Mrs. Metcalf.  The points for each team are then collated and announced 
during Monday’s Morning Announcements.  At the end of the year the team with the most points wins the 
C.I.C. House Point Trophy. 

• The Class Level: 
Each Friday the class teacher pours the house points into a Class Treat Jar.  The students work together over a 
series of weeks to fill the bottle up completely.  When the bottle is full of house points the class earn a class 
treat.  A class treat is something special that the students choose from a pre-determined list. 

 
 
Child Study Team 
 
 The purpose of a Child Study Team (CST) is to evaluate students who are not being successful in their classes 
or who are experiencing social or emotional problems. 
 
Elementary School - The Team is headed by Carmen Sweeting, Mariana González or Marlene and consists of 
ESOL teachers, and the class teachers. It meets at least twice a month and more often if needed. The CST 



determines whether there is a need for interventions, special testing, referral for psychological screening, or 
other forms of assessment. If you have a student who is not succeeding in your class or who seems to be 
experiencing special problems, let Dalma, Mariana, or Carmen know. They will then determine if this is a 
general or an isolated problem and determine the appropriate next step.  
 
Secondary School - The team will consist of  Zöe Losada, Marlene, Chris/Mariana and Carmen Sweeting, 
 
ES Resource Rooms: These exist to give students specialized and individual help. Students who have learning 
difficulties in a subject may be in the Resource Room instead of the regular classes. The number of hours will 
determine who gives the grades. 
 
Esol 
CIC's program of English for Speakers of Other Languages (ESOL) has three levels of classes: beginners, 
intermediate, and advanced. 
 
Elementary 
Students entering with no English go to the beginners’ level. These students are in ESOL during Language Arts 
sessions and, if necessary, they will be withdrawn during Science and Social Studies time for additional ESOL 
support. Intermediate and advanced level students go to Language Arts with their grade level and receive in-
class support from the ESOL teacher. Students are exited from ESOL in the middle and end of 1st and 2nd 
trimester. Since many students spend their summer speaking their native language, no one is exited at the end of 
the school year. At the beginning of the following school year, students who appeared ready for exiting will be 
reviewed. 
Students are assessed throughout the school year to determine appropriate placement. 
 
Secondary 
1. (As of July 30th, there are no students for this program) Sheltered Program for Grades 6-10: Non-English 
speaking students could be enrolled in the Shelter Program for one school year and develop English proficiency 
skills. Specific goals for English language development are identified and review each semester. At the end of 
the year the ESOL committee will recommend placement in either the following grade level with ESOL classes 
or retention in the grade completed. 
2. Beginning/Low Intermediate Level students receive ESOL classes every day and attend all other subject area 
classes with their grade level. 
3. Intermediate/Advance students attend ESOL/Transitional English class with their grade level. 
4. When a student is ready to be exited from the program will attend the English class with their grade and a 
Transitional English class also with students of their grade level. 
 
Advisory Program 
The main goal of the advisor program is to build a positive rapport with each one of our advisees and foster a 
trusting relationship with each and every one of them. While advisory is listed as a class, it is much more than 
that. Each advisor should become acquainted with their advisees and strive to build a strong relationship with 
each student built on trust and friendship. 
 
Key Responsibilities of the advisor: 
1. Build a positive relationship with each of your advisees. 
2. Be the principal advocate for his/her advisees. 
3. Send out progress reports on your advisory group. ALL students get a progress report. Please see the CIC 
Calendar for dates and Zoë, Chris or Carmen if you have any questions about how this has worked in the past. 
4. Keep abreast of your advisory students and how they are doing in all of their academic classes and their lives 
in general in and out of CIC. 



5. Work with the guidance department when specific social or academic issues should arise, especially 
situations or behaviors that are self-defeating and dangerous. 
6. The advisor should be a positive role model for the advisees by modeling behavior and attitudes consistent 
with the goals of the program. 
7. The advisor should engage in positive communication with the parents and administration of all advisees. 
8. Talk about important issues that involve the students during your advisory class time. 
• New uniform policy, dress code in general 
• Out of uniform days on Fridays and what is expected to be worn to school by seniors. 
• Keeping healthy- mentally and physically 
• Review the CIC Student Handbook – take kids to the computer lab and read this with them, or read the hand 
book to kids in class. Print the Student Handbook and keep this copy for future advisory classes. 
• Assembly ideas 
• STUCO activities 
• Social events they would like to see at CIC 
• Current events from around the world 
• International events taking place around the world 
• How to organize their time 
• How to use their agenda more efficiently 
• How to manage their books and personal space here at CIC 
• Lunch room expected behaviors 
• Student Computer Use Policy 
• Community and Service books, advisors help keep track of these 
• CAS hours ideas, start a service project. 
• Discuss the MYP areas of interaction 
• How to approach their teachers with important issues 
• The wide variety of bullying that can take place during and outside of school 
• This list can go on and on and on………… 
.. 
9.The advisor should be the group leader. Each advisor should set the tone and structure of the advisor period, 
and work with the other advisors on class projects when possible. 
• Students should not be allowed to wander. Any library visits must have an advisor note. Students are to be 
kept in advisory until class ends at 11:15. 
• This is not a time for the teacher to work on their own work, but a time to relate and work with the students. 
• It is the advisors responsibility to build structure to their advisory period.  
Most of all, have fun and make your advisory class time a memorable one for your students. 
 
Suicide Prevention 
According to a 2004 study, suicide has become the third leading cause of death among adolescents in the United 
States, following unintentional accidents and murder (which could sometimes be considered suicides). The 
suicide of a young person is a tragedy that affects not only him/herself and his/her family, but also the entire 
school community. 
Although, ultimately, nobody can stop another person from committing suicide, a timely intervention can 
relieve some of the pressure a person is experiencing, give him/her some time to reflect and get treatment, and 
perhaps save his/her life. It is, therefore, very important that every person in the school community (including 
teachers and parents, be aware of signs of the suicidal, which are mentioned as follows, and the steps that 
should be taken when these signs are noticed. 
 
Common Signs of Suicidality 
In assessing the suicide risk of a student, his/her 1) suicidal ideas, 2) suicide plan, and 3) suicide risk factors 
must be considered. However, when a teacher or other member of the community who is not an administrator or 
counselor observes clear indications of suicidal thoughts in a student, he/she has the responsibility to contact a 



counselor immediately, even though suicidal thoughts do not, by themselves, mean that a suicide is imminent. 
Examples of suicidal thoughts include statements (either spoken or written) such as: "I'm tired of life," "I want 
to sleep and never wake up," "I want to die," "My life is 
worthless." Sometimes suicidal thoughts are expressed strongly, but indirectly, such as in a song or piece of 
artwork. Sometimes these thoughts are expressed in a humorous fashion, or, when asked, the student could say 
that he/she was not serious or was "just kidding." Nevertheless, the student must be taken seriously and his/her 
risk of suicidality 
must be evaluated. 
 
 
 
Assessing Suicide Risk 
When a student who has expressed suicidal thoughts is referred to a school counselor, the counselor has the 
responsibility of evaluating if the student is imminently suicidal by finding out if the student has a suicide plan 
and assessing the studentʼs suicide risk factors. This must be a priority for the counselor, no matter what else is 
on the schedule for the day. Suicide plans can indicate the level of impulse control of the student, as well as 
his/her anger and hostility. Major risk factors include seriousness of intent, indication of drug or alcohol abuse, 
a history of impulsive behavior, a history of previous suicide attempts, hopelessness, and extreme fluctuations 
in mood, few social supports, and a recent loss. 
 
Consultation 
After meeting with the student and assessing his/her risk of imminent suicidality, the counselor must consult 
with the administrative team in order to review the studentʼs situation and determine if the student is an 
imminent suicide risk. (The administrative team must include the appropriate Principal, the school Director, and 
any other counselor working in the school.) In addition, the team might wish to consult with outside mental 
health professionals. The student should be informed that the counselor 
will have to do this, in accordance with school policy and ethical considerations. 
 
Treatment 
The administrative team has the responsibility to maintain strict confidentiality about any conversations 
regarding the referred student, with the exception of the student’s parent or guardian, who must be notified as 
soon as possible. If the team’s conclusion is that the student is at imminent risk for suicide, parents must come 
to school by the end of the school day, pick up the student, and arrange to have him/her evaluated by a 
competent mental health professional, preferably on the same day. The administrative team should assist the 
parent or guardian in arranging this evaluation, if necessary. 
 
Curriculum Development 
Curriculum is reviewed in a cycle to be determined at the beginning of this school year. 
• Departments involved with curriculum review examine the scope and sequence and effectiveness of their 
curriculum. Departments then make recommendations about changes to the current curriculum. Purchasing new 
books or adding other resources will be reviewed by administration. 
• Each faculty member is responsible for working to improve our curricula. Our professional development 
efforts will be negated unless every person shares his/her expertise with others in their department or team. 
• The school's curricula are available for viewing and review on the school’s common drive. 
• Each semester or trimester you will need to give your Principal a curricular outcome statement. A sample is in 
each office. 
• As an international school we have many different cultural viewpoints. Make sure to discuss anything you feel 
will be controversial with an administrator. We do not shy way from teaching what we must. At the same time, 
it is best if we are not caught unawares if what we will teach will knowingly anger a sizable group of parents. 
• The department heads will lead these reviews. 
 



Emergency Drills 
 
Fire Drill - Elementary School 
• Ground Floor - exit to the covered area via the play area. • First Floor - hallway nearest Naranjal - exit via the 
covered area stairways • Grades 3-4 - nearest stairs to play area to covered area • Grad3 2 - stairs to canteen, to 
covered area • ESL/Spanish – outside stairs between buildings, play area, to covered area 
 
 
Fire Drill - Secondary School 
Everyone in the Middle School classrooms, High School classrooms, Technology Department, Secondary 
School Library, Administration Office, and Business Office will assemble AT THE GREEN SPACE IN 
FRONT OF THE MUSIC ROOM. 
Take your class quietly down the hallways to the assembly point. Rooms 210 and 211 (Onalis Velasquez  and 
Ana Terife) should leave through the doors opening toward the Elementary School. Go down the far steps in 
front of second grade and on through the canteen to the assembly point. FIRE ESCAPE MAPS ARE 
LOCATED IN ALL CLASSROOMS. 
All other classes and offices, close your door behind you and take your class down the nearest stairwell and pass 
the Administration Offices. Continue straight across TO THE GREEN SPACE IN FRONT OF THE MUSIC 
ROOM. 
Students will meet with their advisors once they arrive at the assembly point. Advisors should assemble 
according to grade level. LOOK FOR GRADE LEVEL SIGNS BEING HELD BY ADVISORS. 
Remember to bring grade books if you have them and your current advisor roster so you can take attendance 
once your advisory group arrives. 
 
Earthquake Drill 
• All students move under desks 
• After the first shock: 
◦ ES - all students exit via the ES play area, through the canteen into the parking lot. 
◦ SS - all students exit as per the fire drill to in front of the music room. 
 
Civil Disturbances Drill 
• In the case of a problem on school grounds those in the office will dial the Baruta Police and radio the 
American embassy. Students will remain locked in the areas 
described below until the all clear is given by the administrators. 
• ES students go to the library. Librarian to lock doors 
• SS students go to the auditorium. 
• Music students stay in room, which will be locked by the teacher. 
• PE students and those on the top floor of the PE building will go to the PE storage room via the weight room. 
The teachers will lock these doors. 
We have several types of emergency drills. 
 
Violence in the city - An administrator or secretary will announce this type of drill. 
Teachers and students will go to the room to which they have been assigned and wait there until further notice. 
Teachers and students are assigned to rooms based on the area of the city in which they live. It is essential that 
you keep the students in the room at all times. Do not let them out to look for anyone else or to wander the halls. 
This type of evacuation is used only in the most serious of emergencies when the students must be sent home as 
soon as possible. Buses will run to various areas of the city as we get 
word that an area is clear; parents will also be coming to pick up their children. 
 
 



Earthquake - Take the following steps in case of an earthquake. The schools windows have been treated so 
that they are shatterproof. 
• Exit to playground (Not under the gym). 
• Follow the regular fire drill and line up in playground with your list. 
• Ground floor exit immediately. 
• 1st/2nd floor gets under the desk face down, away from windows. 
• When it stops go to playground. 
• If the building is in danger, try to evacuate. 
 
Emergency School Closing 
If we have to close school on short notice we will use a telephone tree. Each teacher will be assigned a group of 
parents to call. You will receive the telephone tree in early September. 
 
Technology 
The school is well equipped with computers, software and hardware. There are Internet connections in all the 
classrooms, the computer labs and the library.. 
 
PowerSchool 
This is software used to enter grades on the school’s website. All teachers are responsible for using this system. 
If you have needed repairs, please send an email to Steve Ramsammy. The Technology department will be 
giving workshops during the year to all faculty and staff. 
 
Telephone Services 
The school has a system whereby each teacher is given his/her individual code. You must use this code when 
making outgoing calls. Teachers need to pick up this code from the business office. Teachers are given credit 
for 30 minutes for personal local calls monthly. The business office will send each teacher a monthly list of 
calls registered to their code. Each teacher is responsible for checking this and sending the list back to the office 
with notations as to whether the call is school business or personal. In order to do this efficiently, teachers are 
urged to keep a log of all the calls made. 
There is a phone at the teacher’s lounge. Please use this phone to communicate with your student’s parents. 
Please avoid long personal phone conversations since we are trying to cut down on expenses. Cellular numbers 
amount to almost 70% of the monthly bills. Please call a cellular number only in an emergency. 
 
Office Staff Procedures 
Maintenance 
Jhonny and his maintenance staff are very willing to help you with whatever you need. However, do not expect 
your maintenance requests to be filled immediately because there is always a lot of priority work going on. 
Email any maintenance requests to Claudia Ramirez, ramirezc@ciccaracas.com.ve. If you have sent in a request 
and it has not been done, mention the problem to your Principal. The administrators and Jhonny Martínez set 
maintenance schedules. 
 
Keys 
All the teachers can ask the school secretary for keys to their rooms. Files-Student Information. 
In order to be more efficient and to secure the information held by the elementary office, we will need your 
cooperation with the following: 
 
Elementary Files - Under no circumstances should the student’s files leave the school premises. Any studentʼs 
file should be given to one of the secretaries. Elementary teachers should not enter the file room. Alicia will 
help you find or file the information you need. 



 
Secondary Files: Speak with Zöe Losada or Steven Ramsammy. 
Bookroom (Purchasing) 
Any book/material order needs to be approved by Principals and Superintendent. Do not go out and purchase 
items for which you will expect the school to reimburse you. The great majority of our texts are purchased from 
the US and UK. These orders are sent in March and arrive in August. The department heads and team leaders 
will be working with the faculty to collate these orders between September and January. The school has a 
curriculum review cycle. Departments that are under review receive the needed funding. Departments not under 
review will just purchase materials needed to replace those that have been worn out or lost. 
Each department head has a budget and must coordinate the orders from their Department members and set 
Department priorities, if necessary. Overseas orders must be turned in with all information-vendor; address, 
phone, and fax name of catalog; page number, item purchase code; description of item; cost. To ensure that you 
get what you need in a timely manner, give your department head all relevant information. 
At the same time we do the overseas order, we place a Local Order for most of the educational supplies for the 
following year. The Book Room staff will help you locate items and determine prices. Please speak with the 
staff well ahead of time for any local orders.  If you need supplies during the year, one of the secretaries will 
give you an order form. Once approved by your Principal, the order will be sent to the purchasing office. Please 
give this office time to find the material. Be aware that sometimes we are required to get three bids on an item 
so the process can be slow. 
Every school has a concern about excessive copying. We are no exception. Be conservative in your copying and 
fill out the forms in the copy room so we can keep track of usage. Be aware that Eglee is sometimes called upon 
to help in other areas of the school; try to avoid a panic situation where you need something "right now." 
Channel your copies through your assistant. Laminating is another concern. Please ONLY laminate material 
that will be kept for other years and warrants it. Do not laminate borders - they are cheap! 
 
Forms 
Schools have a lot of forms to be filled out - maintenance forms, field trip forms, personal day forms, purchase 
order forms, etc. You can get most of these forms from the secretaries. If they don’t have a particular form, she 
will know who does. 
 
Teacher Absences 
If you are ill and cannot come to school, please call one of the secretaries or an administrator. Please give us as 
much notice as you possibly can. All teachers are expected to have meaningful lesson plans during absences. 
Teachers should plan any vacations so they do not have to leave early or return late. Salary deductions will be 
made for any violation of this policy. 
 
Personal Days 
See Benefits descriptions. 
 
SS End-of-Year Awards 
Senior awards are given at graduation. Teachers will vote on these towards the end of 
the school year. Awards are the following: 
• CIC Sportsmanship 
• Goss Theater Award 
• Citizenship Award 
• International Understanding Award 
• CAS Award 
 
6-11 Awards 
• Academic/Achievement Awards: A maximum of 3 awards per grade can be given using the categories listed 
below. Not all categories need to be awarded, and it is possible to give more than one award in a category. 



• Academic achievement- highest GPA 
• Improvement-most improved during the year 
• Consistency- most consistent effort during the year 
Teachers may give individual class or subject area awards, but these should be given during class and will not 
be included in the Secondary Awards Assembly. 
 
Additional Awards - Given to students in 6-8 and 9-11 
• Citizenship award criteria- The student demonstrates excellent citizenship through positive involvement in the 
school community and community at large, shows respect/caring for others and CIC’s goals and values, and 
makes CIC a more inclusive school by modeling a positive example of group involvement and personal 
integrity- consists of leadership/helping make CIC a more inclusive 
school. 
• International Understanding- awarded to the student who is a good representative of his/her own country, who 
has a positive attitude toward the life and cultures of others, able to converse in at least two languages, 
contributes positively to the life of the school, and has the ability to bring differing people together into a sense 
of community, thus furthering the cause of international understanding. 
• AyA - given to the student who has participated most productively in the AyA Program. 
 
End of Year/Semester Exams 
All Secondary students will take a semester exam in December and June. Dates have been scheduled in the CIC 
calendar. 
 
Emergency School Closing 
If we have to close school on short notice we will use a telephone tree. Each teacher will be assigned a group of 
parents to call. You will receive the telephone tree in early September. 
 
Ministry of Education 
CIC is "registered" with the Venezuelan M.E. This means that we are approved as a school but do not have to 
follow the Venezuelan curriculum. Every year, CIC has to become re-registered. In order to do this, we have to 
submit a list of all employees, copies of the new teachers’ certification, permits from: fire department, health 
department for both, all personnel and the cafeteria. 
 
Health Department Certificate 
In order to get this, every CIC employee must have a blood test done in Venezuela and be vaccinated for 
tetanus. CIC contacts the Health Department who come to do the tests and administer the vaccines. All female 
employees need to submit the results of a recent Pap smear test that has been performed by a certified 
Venezuelan gynecologist. 
School can provide the names of some excellent gynecologists if you are new to the country and need help in 
this area. 
 
 
Accreditation 
CIC is accredited by: (AdvancED) SACS Southern Association of Schools and Colleges and by IB for the MYP 
(Middle Years Program) and the DP (Diploma Program). In times of reaccreditation, different committees are 
formed in order to prepare the visit. Teachers are expected to support this process by serving on various 
committees. 
 

 



HEALTH CERTIFICATE           

 

 
In order to comply with the paperwork for the Ministry of Education corresponding the new 
school year 2011 – 2012, all Faculty and Staff will need to have a Health Certificate issued by 
the Health Ministry here in Venezuela. 
 
In order to get this Certificate, one needs to have the following laboratory exams on hand: 
 

• Complete Hematology including Glycemia, Cholesterol and Triglycerides  
• VDRL (Syphilis Test) 
• HIV 
• Stool Sample  
• Pap smear is required for the ladies 

 
Please remember that you MUST fast 12-14 hours before doing your lab tests. 
NOTE: The Lab test cannot be more than three months old. 
You will also need to bring: 
 

• One (1) photo, carnet size 
• Legible copy of your “Cedula de Identidad”.  (If you don’t have this, a copy of the first 

page of your passport with your personal information would do). 
 

You may be requested to put a Tetanus vaccine at the Health Ministry or any other which is 
available and they think it necessary.  
 
Those of you who are able to get this done over the summer break should try and do so since 
we are not sure if we could get the Health Ministry to come to CIC to give us the shot(s) and 
provide its services. 
 
We recommend you get this done at the Health Ministry in La Urbina: 
 

Ministerio de Sanidad, Distrito Sanitario No. 7 
Calle 5 con Calle 11, Edificio Anibru, Zona Industrial, La Urbina 

Telephone 241-3265 
 or any other Health Ministry. 

 
NOTE: This Health Certificate must be issued by a Health Ministry and not at a Private Clinic or 
Doctor. 
 
Psychiatric and Phoniatric Exams:  Perfomed at CIC 
 

 

 

 

 

PHONE  EXTENSIONS 

NAME POSITION EXT 

ALEXANDER HAMILTON ES LIBRARY 242 



ALICIA MACARIO ES SECRETARY 227 

ALIMIE TORRES LIBRARY ASSISTANT 241 

ALMA JORNALES RECEPTION 0 

BLANCA CRUZ HUMAN RESOURCE ASSISTANT 224 

BOARD OF DIRECTORS ES CONFERENCE ROOM 248 

CARMEN RODRÍGUEZ/MA ARROYO. AUXILIADORA NURSE 259 

CARMEN SWEETING SUPERINTENDENT 222 

CECILIA ROBINSON LIBRARIAN 260 

CHRIS WALKER HS ASSIST. PRINCIPAL 231 

CLARET PADRÓN PURCHASING 238 

CLAUDIA RAMÍREZ HEAD OF GENERAL OFFICE 253 

DEYANIRA NAVAS BUSINESS OFFICE SECRETARY 234 

DHEYISBETH NAVAS ACCOUNTANT ASSISTANT 266 

DIANA MEDEROS SCHOOL LIAISON 228 

DRAMA DRAMA CLASS ROOM 247 

EGLEE BALZA COPY ROOM 230 

ES – TACHERS LAUNGE ES 1ST FLOOR 249 

ES SERVICE PHONE ES OFFICE 268 

GABRIEL ARANGUREN COMPUTER/TECHNICIAN  ASSIST. 243 

HERNÁN MARCANO SENIOR DRIVER 254 

IARA FUEMAYOR ES & MS COUNSELOR 244 

IBSEN ROSALES DEPARTMENT HEAD FINE ARTS 255 

JHONY MARTÍNEZ HEAD OF MAINTENANCE 276 

GABRIEL ARANGUREN ES COMP LAB/TECH ASSIST. 261 

JOSEPH BRICEÑO HS LAB TECH. 243 

JUDITH ORTIZ SS SECRETARY 225 

KARELA HERNÁNDEZ DEPT. HEAD 240 

LOURDES RISTIC SUPERINTENDENT’S ASSISTANT 223 

LEONARDO CASTILLO  HS  NET ADMIN, 237 

LUZ MATUS CASHIER 233 

MARIA ELENA GIUSTI PE DEPARTMENT HEAD 258 

MARIANELA LEANDRO HEAD OF PERSONNEL 236 

MARKETING OFF. 1ST FLOOR 229 

MARIANA GONZALEZ ES COORDINATOR 226 

MERCEDES ROMERO STORE 257 

MILITZA CARIMA ACCOUNTANT 232 

MS OFFICE MS OFFICE 251 

ONALIS VELÁSQUEZ  MODERN LANGUAGE  275 

SECURITY GUARDS SECURITY 252 

SORAYA ÁLVAREZ PURCHASING 239 

SS – TEACHERS LAUNGE HS 2ND FLOOR 265 

SS SERVICE PHONE SS OFFICE 264 

STEPHAN RAMSAMMY GUIDANCE ASSISTANT 246 

TENDAI WILKINSON ART TEACHER 263 

WILLIAM CHACÓN MANAGER 256 

ZOE LOSADA HS COUNSELOR 245 
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  teacher’s	
  perspective……….	
  

	
  

At the bank… 

• Get both types of cards – this way you can use one as a credit card and one as a debit card (if you want).  
In terms of the gold credit card, how it's supposed to work is you do get charged something extra each 
time you use the card, but at the end of the month the bank reimburses you all that money.   

• When you are given your pin, you need to activate it AT THAT BANK BRANCH.  You also need to 
know your passport number because you’ll be asked to enter various digits in addition to your pin 
number. 

• Get a pin for online banking when you are there – it will be four numbers, but you then need to change it 
to something with letters and numbers (six digits) – YOU MUST CHANGE THIS PIN WITHIN FIVE 
OR SEVEN DAYS.  (CHECK HOW MANY DAYS).  Being able to pay your bills online (you can do 
electricity, phone, Movistar) this very nice convenience! 
 

Regarding pap-smears… 

• If you have a pap smear done at your home of record, before you come, make sure you have the lab 
results, not just a letter from your doctor saying that it was all clear.  In order for you to avoid having 
one here, you need the actual lab results. 

 

Getting around… 

• In order to get to the nearest Metro stop, take a bus from in front of Centro Comercial to Chacaito, then 
you can hop on the Metro there. 

• In order to get to El Hatillo, take a bus to La Trinidad, then catch a bus to El Hatillo in front of Proctor 
and Gamble 

• Riding the Metro:  You can buy a ticket good for 10 rides.  You may need to use the ticket in order to 
exit some stations.  Make sure you look at a map before you enter the turnstiles, as there may not be 
another map once you pass through the turnstiles.  Also, some station names (such as Parque del Este) 
have changed – so just ask at the information booth.  Metro tickets can be demagnetized by credit cards 
or coins if they're in the same pocket/purse.  (One of the hazards with the 10 trip metro passes). 

 

Apartments: 

• Apartments are the financial responsibility of CIC staff living in the apartment.  

• Be extremely thorough with your initial walkthrough and have Lourdes come for the inspection if 
possible. This should be done the first day or two, no later.  

• Take photos of everything, even little things that don't seem to matter.  
• Check faucets, water filters, water heaters, electrical outlets, appliances, furniture, floors, walls, 

bathrooms, etc and make sure everything is exactly as described in the inventory. If not, take detailed 
and notes with photos to back it up.  

• If something looks dirty, try to clean it. If it can't be cleaned, describe it on the inventory.  

Groceries: 



• If you see something you love, buy it in large quantities – you may not see it again (especially sugar, 
flour…) 

• You will figure out a “schedule” (which may change, but at least a temporary schedule) for delivery of 
different items at the grocery store – go on those days! 

• Also, if someone wanted to take a bus to Vizcaya (instead of just shopping at Plazas), they can catch the 
stop after Los Samanes heading toward the gas station.  It'll take you right to Vizcaya.  Buses stop right 
outside Vizcaya to come back up the hill. 

General: 

• Bring U.S. dollars for changing money or a checkbook 
• If you have an unlocked phone you can use it here.  Digitel and Movistar are the two main phone 

companies – you have to pay a monthly fee with Movistar but some people think they have better 
coverage…  You can buy pre-paid cards around the area you live. I most kioskos carry cards.  

 

 

 

 

 

 

 

 
 


