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I. INTRODUCTION 

 

Educational Community: 

Saint Teresa's Academy presents the following School's Code of Conduct Manual. This document 

takes up our way of understanding education as a common task from home and the School; therefore, 

it must connect the interest and effort of both parts.  

To carry out this task of educating your children together; parents or guardians must know the 

school's code of conduct manual, share their values and comply with the dispositions contained in 

this document.  

The purpose of the school's code of conduct manual in all the members of the educational 

community is to promote and develop the principles and elements that build a healthy school 

environment for the development of the educational process at school and to form people as 

“subjects of encounter”, social transformers.  

 

II. MISSION, VISION, VALUES AND BELIEFS 
 

MISSION 

To guarantee a humanizing, liberating, and transforming education of quality in order 

to nurture innovative leaders that exert influence on social realities and defend 

creation, in light of Teresian values. 

 
VISION 

To be a learning community that leads Nicaraguan education, that is innovative and 

held to high national and international standards of quality, renowned for value-

centric upbringing and commitment to the transformation of reality in light of the 

Kingdom of God. 
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VALUES 

Interiority experience: 

We promote interiority experience as a process of encountering God and oneself. In 

the light of this encounter and living in truth, we recognize our richness. 

A way of relating: 

Our way of connecting to ourselves, people, creation and God is expressed through 

cordiality, care, respect, tolerance, listening, dialogue, participation, and cooperative 

pursuits. 

Inclusion: 

We recognize and value each person’s richness through diversity. 

Solidarity: 

We feel co-responsible for the common good, generating transformation initiatives in 

the face of differing realities and committing ourselves to the impoverished and those 

who suffer. 

Justice: 

We respect and defend the dignity of people and human rights.  

Innovation: 

We are committed to continuously improve quality with new, transformative, and 

creative thoughts and actions. 

 

 
BELIEFS 

We believe in the God of Jesus: Friend and companion on our journey. 

We value and defend the dignity of people and believe that everyone has the right to 

education of quality that integrates faith, culture, and life. In the light of Teresian 

values, we achieve the objectives of the educational community through teamwork.  
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III. Teresian Student Profile  
 

In the Teresian Education the person is conceived as a being in a relationship gifted by great dignity, 

freedom, inner wealth and creative capacity. From this conception, the Teresian student is an active 

person of his/her own formative process and he/she is trained in the encounter; as such, he/she grows 

with the following features: 

● He/She knows and accepts himself/herself, enjoys his/her own interiority, 

being aware that he/she is inhabited by God. 

● He/She lives her/his experience of faith in community and expresses it in the 

evangelizing and transforming commitment. 

● He/She develops as a citizen who knows his/her rights and obligations in life 

in society and is able to promote the common good. 

● He/She is aware of gender equity. 

● He/She is questioned to situations of injustice and is jointly committed to 

building a fair and supportive society; as a protagonist of solidarity projects 

that promotes the transformation of society. 

● He/She is committed to the care of life and the sustainability of the 

environment, from the ecological conscience. He/She embraces diversity, 

which favors peaceful and human coexistence among the people who 

collaborate in their learning. As "subject of encounter", she/he is built in the 

relationship with others, establishes relationships of dialogue, welcome, and 

cooperation with others; interacting in a co-responsible and assertive way. 

● He/She assumes an active, autonomous, critical, reflective and protagonist role 

in front of his/her learning processes. So that he/she relates what he/she already 

knows with the new information, applies higher thinking processes to 

understand and create; and applies knowledge to his/her daily lives. 

● He/She develops a dialogical, systemic, divergent, creative and critical 

thinking that facilitates reflection and analysis. 

● He/She develops metacognitive processes through self-knowledge, personal 

reflection, self-evaluation, awareness of why and for what he/she learns; 

allowing him/her to plan and organize the activities autonomously, so that they 

have sense and meaning. 

● He/She participates responsibly and ethically in the information society and in 

the use of Social Media, Internet and Social Networks.

The Teresian Education aims to create conditions so that each student knowing as a social 

being, develops the best of himself/herself and is enabled to participate as an active subject 

of his/her knowledge and history. 
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IV. STUDENTS' RIGHTS 
 

The student is able to learn to discover the world, solve his/her problems and make 

decisions. The school will give him/her the tools to take an active attitude, directing his/her 

efforts for an effective use of school work. 
 

The Students' rights are: 

 

• Receive education, training and integral instruction that guarantees critical and 

reflective thinking in face of reality in a collaborative and harmonic environment. 

  

• Obtain a contextualized scientific education according to the methodology and the 

time required for each subject; according to the level of the students. 

 

• Use and timely receive, within the established hours, the student welfare services 

available in the institution: nursing, counseling, library, computer rooms; and other 

services offered at the institution. 

 

• Be attended by the different existing dependencies in the institution with respect, 

appreciation and courtesy. (direction, coordinators, teaching staff, counselors, 

pastoral, administrative and service personnel, cafeteria, nursing, library, security 

personnel.) 

 

• Be recognized as a student and identified through the Student Card. 

 

• Participate actively in the teaching-learning process and in other social, religious, 

extracurricular, sports and cultural activities from the institution. 

 

• Be evaluated objectively and systematically, through the evaluation methods 

established by the school according to the Educational Model. 
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• Receive continuous feedback from teachers and coordinators about their school 

performance during the school year. 

 

• Be guided in each evaluation period about the strategies that allow the student to 

level himself/herself academically. 

 

• Request a revision of the evaluation report cards within a period of 72 working 

hours after being given. In case of not doing it during that period, the valuation 

will remain as it appeared in the report card and subsequent claims will not be 

accepted in this regard. 

 

• Request reprogramming of evaluations if the student has been absent for reasons 

of health or force majeure and / or fortuitous event; Therefore, upon returning to 

school, the student must present a valid proof or justification of the absence. 

 

• Be attended in a timely manner by the administrative staff (secretariat, 

reception/front desk and administration) in relation to the request for certificates 

of study, certificates and others. This management must be done during the 

established hours that do not affect the development of their classes and must make 

the request with seven (7) business days in advance. 

 

• Be attended to in their particular requests (pedagogical and attitudinal), following 

established procedures and order: Subject teacher, homeroom teacher, pedagogical 

companion, coordinator, direction; in a climate that favors truth, respect and 

dialogue. 

 

• Participate in campaigns and / or activities that seek welfare and student  and 

institutional  improvement; with prior authorization from the school authorities. 

 

• Use the equipment and means available in laboratories, libraries and video room 

respecting the corresponding regulations. 

 

• Always enjoy the time stipulated for recreation/break. 

 

• Participate in the election of the board of leaders from every classroom and 

responsible for committees of the Student Council starting from 5th grade. 
 

• Participate in the election of the board from the Student Council starting from 6º grade 

from elementary. 

 

• Students from 9th grade may apply as a candidate to be part of the Student Council; 

as long as the student meets the following requirements: 

- Values and attitudes: Very good  

- Academic performance: Very good

-       Minimum one year of study at the School 



 

 

Code of Conduct Manual 

- Show attitudes from the Teresian Charism. 

- Have the approval of the homeroom teacher and corresponding coordinator. 

- Be up to date with tuition. 

 

V. STUDENTS' DUTIES 
 

Every student, upon enrolling in the School, acquires the following commitments: 
 

1. Know and respect the philosophy, values and the School’s Code of Conduct 

Manual that supports the education in the School. 

 
2. Have the school’s materials and textbooks on time and in order; for the activities 

required in each subject, including a personal laptop for students from 5th to 11th 

grade. 

 
3. Be responsible for the care and protection of student’s personal laptop and to bring 

the battery properly charged. The school is not responsible for damage or loss of 

the student’s equipment. 

 
4. Get involved in an active, committed and participatory way in the realization and 

fulfillment of the activities proposed by their teachers; in order to contribute to a 

cooperative and meaningful learning environment. 

 
5. Comply with the criteria and / or parameters established by every teacher in the 

assigned work. 

 
6. Carry out the psycho-pedagogical orientations and commitments acquired with the 

School. 

 
7. Have your file updated in physical and digital in the way oriented by each teacher. 

 
8. Approve all the subjects corresponding to the school year. 

 
9. Students must do their research or personal creation without plagiarizing 

completely or partially from one or more authors.

 

In case this information is verified and plagiarism is affirmed; the grade in the assignment 

will be zero.  
 

10. Respect and care for the values and principles of the School, inside and outside 
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the institution. 

 
11. Attend, participate and respect community acts, liturgical celebrations and civic-

patriotic activities. 

 
12. Respect the individual and group differences of the entire educational community 

based on dialogue and the culture of peace. Respect for the integrity of people also 

implies not carrying out and / or supporting actions of bullying (bullying or 

cyberbullying) and sexting. 
 

13. Express oneself with respect through dialogue and listening to solve academic, 

disciplinary and social difficulties. 
 

14. Communicate respectfully with gestures and words, maintaining a body posture 

that denote attention and interest in all activity and school area (classrooms, 

library, chapel, halls, offices, laboratories, patios/green areas, cafeteria, courts, 

bathrooms, buses, parking area). 

 
15. The possession or consumption of illegal drugs, inhalants, cigarettes, alcohol or 

the abuse of medications (prescribed or not) are strictly prohibited. If the school 

management considers it necessary, it reserves the right to check backpacks and 

lockers to verify possession of them. Also, the school can ask parents to perform 

the drug test. 

 
16. Attend classes every day. Only 3 absences can be justified per evaluation period, 

with the exception of situations of serious or chronic illness or situations of force 

majeure. In which cases, it is necessary to present medical justification. (Look at 

annex 1) 

 

17. Come to School and each period of class according to the established schedule: 

➢ Entrance at 7:25 am for 2nd and 3rd level of pre-school, elementary and high school. 

➢ 8:00 am for first level of pre-school. 

➢ Five minutes after the established entry hours will be considered late arrival. 

 
18. Dress properly the uniforms established by the School:

 

● Uniform for girls: skirt with white high socks or blue formal pants (not 

lycra/leggings) with white or blue socks, white polo shirt with badge, black leather 

shoes. In case of wearing a belt, it must be black without accessories. 

 
● Uniform for students from preschool to 4th grade: skirt with white socks or blue 

pants with white or blue socks and black leather shoes; short or short skirt with 
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white socks and black leather shoes or white, black, blue or gray sports shoes; 

white polo shirt with badge. In case of wearing a belt, it must be black without 

accessories. 

 
● Uniform for boys: blue formal pants, white or blue socks, black belt, black leather 

shoes and white polo shirt with badge. 

 
● Uniform for students from preschool to 2nd grade: blue formal pants or blue 

shorts, white or blue socks, black leather shoes or white, black, blue or gray sports 

shoes; white polo shirt with badge. In case of wearing a belt, it must be black 

without accessories. 

 
● Physical Education Uniform: sports shirt, blue jogging suit according to the style 

established by the school, white, black, blue or gray sports shoes, white or dark 

socks. The Physical Education uniform can only be used on the days established 

by the school. 

 
● Uniform of Friends of Jesus from Preschool to 3rd grade: green or orange shorts 

and T-shirt of Friends of Jesus, white socks, blue, white, black or gray sports shoes. 

 
● Clothing for the days of color: blouse or shirt, long pants or jeans, closed or sports 

shoes. It is not allowed to wear shorts, shirt with neckline, of suspenders or short, 

torn or frayed jeans (ripped jeans), sandals or crocs. 

 
● It is not allowed to use ankle socks with any uniform. 

 
19. Care for and maintain daily hygiene and personal presentation. 

➢ Girls: they must come to school without makeup, nail paints, non-traditional 

hair dyes, or luxurious or valuable objects.  

➢ Boys: they must be at school shaved and with a formal haircut.

 

➢ Students should not use extravagant accessories (bracelets, earrings, chains, 

hair accessories, among others). 

➢ Piercings and visible tattoos are not allowed. 

 
20. Bring exclusively the study material to school.  

➢ Do not bring cards, or other games that do not contribute to your training. 

➢ The carrying of weapons of any type is strictly prohibited. 

 
21. Make proper use of the institutional email and all the applications of the 
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educational process. 

 
22. Interact in the social networks of the school with due respect. 

 
23. Students may use the cell phone for personal matters only at the time of entrance, 

recess and time of departure. Otherwise, the teacher must ask for the cell phone 

and give it to the coordinator to be delivered at the end of classes. 

 
24. It will not be allowed to invade the privacy of the teachers and classmates 

recording audio and / or videos, or taking pictures with the cell phones. 

 
25. Take care of their respective belongings. The institution is not responsible for 

students’ loss. 

 
26. Remain in classrooms or other assigned spaces during class hours; except if the 

student has been called or sent to other dependencies with the permission of the 

corresponding teacher. 

 
27. Move properly during class change periods, recess, lunch time and dismissal 

times. 

 
28. Stay in the established areas (kiosks, green areas, cafeteria, basketball courts and 

parks) during recess and lunch time. Students will not be able to remain in the 

classrooms during these hours. 

 

29. Make exclusive use of the bathrooms assigned for each level and gender. 

30. Use the school’s bathrooms with a correct behaviour that guarantees the safety and 

well-being of those who share it. You must respect the turns of your classmates or 

other people.

 

31. In the bathrooms located inside the classrooms, the simultaneous entry of more 

than one person is not allowed. 

 
32. Comply with the regulations established in the Emergency Plan of the School. 

 
33. Respect and comply with the traffic signs in the school’s parking lot and treat the 

people who are in charge with the respective courtesy. 

 
34. Submit in a timely manner the permission formats authorized by their parents, 

guardians or mothers. 
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35. To promote a culture of care for the environment and common property: 

 

➢ Make reasonable use of resources (paper, soap, water, electric power) 

➢ To take care and respect the preservation of the environment 

➢ To take care and take responsibility for the cleanliness and conservation of the 

school’s facilities (equipment, school furniture, walls, doors, bathrooms or any 

place or object of the facilities). The major damages caused must be assumed 

by the father, mother or guardian, who will be responsible for the repair or 

restitution. 

➢ Deposit the garbage in the containers according to their classification 

 
36. Do not eat or drink in classrooms, chapel, auditorium, computer labs, language 

laboratory and libraries. Do not chew gum at school. 

 
37. The School respects relationships of boyfriend/girlfriend among students. 

Within the institution, you should avoid any expression that incurs a lack of 

moderation and exaggerated expressions of body closeness. 
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VI. DISCIPLINARY MEASURES AND REGULATIONS 
 

Any or some of the following disciplinary measures will be applied to anyone who commits 

behavior contrary to the healthy school’s life. The breach of any of the duties except for 

those considered serious or very serious, constitutes a minor fault. 
 

 

Minor faults Disciplinary measures and regulations 

The following are considered slight 

faults: 
 

1. To go to school without the 

requested materials and supplies. 
 

2. Do not turn in assignments on the 

given date. 

 
3. Interrupt the development of the 

classes. 

 
4. Arrive late to class, at the beginning 

of the day, at time changes or after 

breaks. 

 
5. Miss classes without any formal 

justification. 

 
6. Mess up the classrooms and the 

different school’s community 

spaces.  

 
7. Improper use of the school’s 

facilities or spaces. 

 
8. Eat and drink during class (except 

water) and chew gums. 

The subject teacher where the fault occurred 

must follow these procedures: Diálogo 

personal pedagógico. 

1. Reflective group dialogue (group or 

complete class) if necessary 

2. Verbal warning (individual to the 

student) 

3. Written warning (to the student). 

4. Communication with parents or 

guardian. 
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9. Use the cell phone during school 

day. 

 
10. Disrespect traffic signals in the 

school’s parking lot. 

 

 

 

 

 

Serious faults Disciplinary measures and regulations 

They are those that, in addition to 

interrupting the normal development of 

the institutional activities, undermine 

the physical integrity, respect, honesty, 

moral and other values practiced at 

school. 
 

1. Repeat 3 times in a minor fault.  

 

2. Disrespect patriotic values and civic 

acts.  

 
3. Cheat on tests or submit other 

people’s work.  
 

4. Perform plagiarism in a partial way 

or from one or more authors. 

 
5. Sell any item or collect money 

inside the school without proper 

authorization. 

 

6. Invade the privacy of teachers, 

administrative and service staff and 

colleagues by recording audios, 

videos or taking pictures with the 

cell phone. 

The following measures will be applied: 

 

1. Pedagogical personal dialogue with 

the student.  

 

2. Interview with parents, guardian, 

student and coordinator to talk 

about the fault. 

 

3. Formative measure (presentation to 

the group or discussion related to 

the fault). 

 

4. Collaboration in a service in the 

classroom or at school.  

 
5. Sign a commitment letter.  
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7. Attack verbally and physically to 

members of the educational 

community. 
 

8. Do not say the truth or hide actions 

that harm the physical and moral 

integrity of their classmates and 

teachers, administrative and service 

personnel. 

 
9. Leave school without any 

authorization. 

 
10. Subtract didactic material or 

property from others and damage 

the facilities of the establishment. 

 

 

 

 

 

 

Very serious faults Disciplinary measures and 

regulations 

They are those that directly violate basic 

human rights, the physical, psychological 

or moral integrity of people or the 

educational principles of the institution, 

and in many cases are classified as crimes 

by ordinary justice. 
 

1. Relapse in a very serious fault. 
 

2. Fake signatures. 
 

3. Annoy, harass, incur and / or promote 

acts of school violence towards other 

partners that affect their physical, 

emotional and moral integrity. 

(Bullying) 

The following measures will be 

applied: 

1. Interview with the student. 

 
2. Interview with parents, or 

guardian, student and 

coordinator and General 

Direction.  

 

3. Signature of conditional 

enrollment letter. 

 

4. Suspensión temporal o 

definitiva; según la gravedad 

del caso. Temporary or 

definitive suspension; 

according to the case. 
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material: books, magazines, photos, 

videos, internet sites and social 

networks 

 
5. Use the internet to harm or offend other 

students or school officials (cyber-

bullying, sexting). This act will be 

considered a very serious fault, 

regardless of the place from which it is 

practiced. 

 
6. Practice extortion, manipulation, 

intimidation, blackmail, slander and 

insult to any member of the Educational 

Community. 

 
7. Write, draw and / or express obscene, 

disrespectful or pornographic 

expressions in the school's facilities. 

 
8. Disrespect and / or assault verbally or 

physically teachers, coordinators, 

students, and other members of the 

Educational Community. 

 
9. Have and / or consume cigarettes, drugs 

or alcoholic beverages in any school or 

extracurricular activity, or wearing the 

uniform inside or outside the school. 

 
10. Come to school in a state of intoxication 

or under the aftermath of alcohol or 

other drug ingestion. 

 
11. Carry and promote the use of drugs 

inside and outside the school's facilities. 

12. Carry knives and firearms within the 

facilities of the school. 

 

5.  The School reserves the right 

not to renew the enrollment for 

the following school year. 
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VII. PARENTS 

 

Parents and / or guardians are the main responsible for the education of their children; 

The school offers its support in this formative task, so it is necessary the companion 

of the family and the relationship with the school during the educational process. 

Families that choose a Teresian education for their children; know, identify and are 

participants in the Teresian educational proposal. Therefore, they cooperate in 

educational activities and pedagogical or psycho-pedagogical initiatives to improve 

the learning process of their children. They also maintain cordial, kind and courteous 

relations with all the members of the educational community. 

They responsibly assume the following rights and duties as parents, or guardians: 

 
VIII. PARENTS' / GUARDIANS' RIGHTS 

 

1. Receive attention, information, efficient and timely guidance that allows them to 

influence the quality of education of their children. 

 

2. Receive - in case of being a new student - guidance on the philosophy, regulations 

and methodology used in the school. 

 

3. Receive a fair and cordial treatment from all the members of the learning 

community. 

4. Choose and be selected as a classroom representative. Belong and actively participate in 

the Association of Parents and Family Mothers (APaFECT). 

 
5. To elect and be elected to the board of directors at school, taking into account the 

requirements of the association. 

 

6. Participate in the activities scheduled by the school, to which they are called: 

meetings, formative meetings of parents, masses, among others. 

 

7. Receive attention and get listened to when they come to school to deal with matters 

related to the education of their children, within the established schedule and by 

appointment. 

 

8. Present the complaints and concerns they consider appropriate, with a respectful 

and cordial attitude following the communication procedures established by the 

school: subject teacher, homeroom teacher, pedagogical companion, coordinator, 

direction. In the case of administrative matters: administrator, direction. 
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9. Promote initiatives and suggestions consistent with the institutional philosophy 

that contribute to improve the functioning of the institution, in accordance with 

current regulations. 

 

 
10. Receive timely information - in case their child is being attended by counselors - 

regarding the intervention provided. 

 
 

IX. PARENTS' / GUARDIANS' DUTIES 
 

 

1. Know, value and adhere to the mission, vision, values and beliefs of the Institution. 

 

2. Respect and relate cordially, kindly and courteously with all the members of the 

community. 

 

3. Know and reflect with your children their rights and duties, and give a follow up.

4. Go to school to get the report cards and have any other formative meetings for 

parents scheduled by the school.  

 

5. Attend appointments programmed by teachers, coordinators, counselors and 

principal. 

 
6. Inform the school's counseling department if your child is being attended by an 

external psychologist. 

 

7. Use the institutional email to communicate with teachers, coordinators, 

administrative staff and principal. 

 

8. Make proper use of the institutional email and all the applications of the 

educational process. 

 
9. Interact in the social networks of the school with due respect. 

 
10. Keep communication with teachers and get informed about the academic 

performance and behavior of their children, and carry out the recommendations 

offered by the school. 

 

11. Foster responsibility in the fulfillment of school duties, work and projects; 

and provide the students with the necessary tools and implements. 
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12. Collaborate effectively in the activities programmed by the School and / or the 

Association of parents in favor of the common welfare. 

 

13. Pick your child up promptly at the time of departure established by the school. The 

school does not commit to the care of students outside school hours. 

 

14. Inform the school about complete data of authorized people to withdraw their 

children from the institution, when necessary. 

 

15. Provide written justification about the absences or late arrivals of their children, 

so that they can present evaluations and work within the time allowed. 

 

16. Communicate verbally or in writing, in advance to the respective coordination, 

when you need to pick up your children before the end of the school day.

 

17. Promote responsibility of their children, avoiding bringing them materials 

(supplies, tasks, money ...) during school hours. 

 

18. Stay at school only if you are doing some management and / or performing some 

service or function. For this purpose you must request a visitor's identification at 

the main reception. 

 

19. In case parents need to contact their child during school hours, they must do so 

through the school reception. They will only be able to call their children by cell 

phone during recess hours and school dismissal times. 

 

20. To be responsible for the damages caused by their children to the school’s facilities 

(infrastructure, equipment, furniture, materials) or to the materials of their 

classmates. 

 

21. To be responsible for the damages caused by their children to the integrity of any 

of their classmates (bullying, sexting, cyber-bullying). 

 

22. Do not allow your children to have pornographic material of any kind. 

 

23. Do not attack verbally or physically other students, teachers and members of the 

educational community. 

 

24. Do not invade the privacy of the teachers by recording audios and / or videos, or 

taking pictures with the cell phone. 

 

25. Respect and comply with traffic signs in the school’s parking lot and treat people 
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in charge of traffic with courtesy. 

 
26. Do not carry firearms and weapons in the facilities of the school and make sure 

that if for some reason, their children have bodyguards or armed guardians, they 

do not either. 

 
27. Do not show up to school in a state of intoxication or under the aftermath of 

alcohol or other drug ingestion. 

28. Sell any item or collect money within the school without proper authorization. 

 

29. Assume with responsibility the fees established by the school: 

 

➢ Solvency of payment of monthly payments is required to receive report 

cards of academic and attitudinal progress, and request certificates. 

➢ Monthly payments must be canceled in the corresponding month. It may be 

canceled from the first to the 18th of each month. Due to late payment, a 

surcharge percentage is established. 

➢ In case of desertion from the institution, it must be notified in writing to the 

respective administration and coordination, as well as cancel the services 

until the date of the withdrawal. 

➢ Once the enrollment confirmation process has been completed, if a student 

withdraws before beginning the school year there will be no refund of the 

corresponding fees. 

 
30. Support the School’s Emergency Plan by complying with the established 

regulations. 

 

31. Respect the communication channels and procedures established by the school 

when having concerns, suggestions, queries or difficulties. 

The Teresian School provides opportunities for participation and interaction for 

parents and / or guardians; who should feel free to contact teachers, coordination, 

administration or direction to discuss suggestions that favor communication in the 

learning community, thus contributing to the dynamics and strengthening of it. 

Within the framework of respect and healthy climate and having as a priority the 

training of students, the repeated breach of the school’s code of conduct manual by 

parents or the seriousness of the breach will be cause to study the suspension of 

enrollment. 
 

 

 

 

 



 

 

Code of Conduct Manual 

Teaching, administrative and service personnel rights 
1  

Rights: 

 
1. Receive support in the execution of the specific functions according to their 

position and in the processes of their professional practice. 

 
2. Participate in the processes of planning, execution and evaluation of the 

projects and programs of the school, as required. 

 
3. Participate actively in the processes of the school’s continuous improvement 

using the established mechanisms. 

 
4. To be listened in a timely manner and receive support from the corresponding 

areas in the concerns related to students, parents or other members at school. 

 
5. Receive a fair, dignified and cordial treatment from all the members from the 

Educational Community that ensures respect to the good name and honor of 

the person. 

 
6. Request and obtain the corresponding permissions according to the teaching 

career law, the current labor law and the policies and procedures of the School. 

 
7. Elect and be selected to be part of the Teachers’ Council, after having one year 

of working at School. 

 
8. Receive human, spiritual and pedagogical training to improve their teaching 

practice and their work performance. 

 
9. Participate in all activities programmed by the School that contribute to self-

care. 

 
10. Participate actively in their self-evaluation and in the co-evaluation of their 

professional performance for their continuous improvement. 
 

 

 

 
1 The duties and rights referred to the pedagogical and didactic are only applied to the teaching staff. 

 

 

11. Be recognized in their teaching performance through incentives provided by 

the school, which will be attached to their file. 
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12. Receive the necessary educational means to carry out their functions and the 

development of plans and programs of study. 

 
13. Receive timely communication from Human Resources on the benefits or 

agreements signed with companies or other institutions. 

 
14. Receive the salary and other recognitions according to what is established in 

your employment contract. 

 
15. Receive relevant and adequate communication when ending your 

employment contract. 

 

 
Teaching, administrative and service personnel duties 

 
1. Know and get identified with the Mission, Vision, Values and Beliefs of the School. 

 
2. Guide their educational practice according to the Teresian Educational Model. 

 
3. Train students in Christian values and those from the country, putting them 

into practice in all their formative actions. 

 
4. Encourage the development of the sense of transcendence in oneself and in 

students. 

 
5. Participate actively in the pastoral, academic, formative and extra-curricular 

activities of the School. 

 
6. Maintain timely communication with your students and parents; through the 

established official media. 

 
7. Maintain good behavior in accordance with the decorum and dignity of their 

position, inside and outside the school. 
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8. Provide respectful, fair and courteous treatment to students, parents and other 

people from the school. 

 
9. Abstain from smoking, consuming intoxicating beverages, within the the 

school and in public places. 

 
10. Abstain from using drugs or narcotics inside and outside the school. 

 
11. Submit documents or reports requested by the school with punctuality, 

precision and quality. Non-compliance with the established times may affect 

the fluidity of the institutional processes. 

 
12. Promote healthy relationships and do not exercise any type of abuse to the 

students: psychological, emotional, physical, sexual (physical or virtual) or 

exercise power inappropriately. 

 
13. Inform on time when knowing about any psychological, emotional, physical or 

sexual abuse (physical or virtual), or inadequate exercise of power. The 

complaint of one of these acts on students prevails over professional secrecy. 

 
14. Maintain professional ethics avoiding bribes, manipulation and abuse of power 

with any member of the educational community. 

 
15. Abstain from using the cell phone to make calls, send messages or access social 

networks during the educational event or any educational activities. 

 
16. Make proper use of social networks and do not publish inappropriate personal 

photos for a school teacher. 

 
17. Plan and prepare classes and academic activities with the required quality, in 

accordance with the Teresian Educational Model. 

 
18. Submit punctually: annual plans, didactic sequences and other materials that 

are requested by the pedagogical companion or coordinator. 

 

19. Incorporate in the teaching practice the action-reflection-action 

methodology in a permanent way. 
 

20. Guarantee their self-training and permanent updating in their professional 

field, in the pedagogical and methodological approaches of the Educational 
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Model and in educational technology. 

 
21. Participate actively in the different activities organized by the school and in 

planning and evaluation meetings. 

 
22. Comply with the workday and academic assignments according to the 

established contract and the demands of the school. 

 
23. Be an example of attendance and punctuality in all the activities you must 

participate. 

 
24. Show medical proof or formal justification (letter or mail), in case of being 

absent to work. In the case of teachers, planning must be assured to their 

pedagogical companion. 

 
25. Ask the coordinator for permission to leave or being absent at school for health 

reasons or personal emergencies. 

 
26. Be responsible for the proper use, maintenance and safety of the equipment, 

materials, laboratories and rooms in charge. 

 
27. Maintain work environments clean and ordered and make good use of 

resources. 

 
28. Move diligently to the meeting points assigned by the School, in the event of 

a loss or simulation, keeping the order and discipline of your group at that time. 

 
29. Abstain from eating food and chewing gum in classrooms, laboratories, library, 

halls and chapel. 

 
30. Be at school sober and without having previously ingested any alcoholic or 

hallucinogenic substance.

 

31. Inform students and parents promptly and regularly about the status of 

the students’ study and learning processes. 
 

32. Use email and the platform determined by the School as a means of 

communication with parents, students and the educational community. 

 
33. Show excellent personal presentation, wear uniform in optimal conditions and 

the identification card of the school.  
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34. Ensure punctuality, correct use of the uniform, good personal presentation, 

order and respect in the classes and other activities that are under teachers’ 

charge. 

 
35. Comply with the recess duty and disciplinary companionship to students 

during civic acts or other events scheduled by the school. 

 
36. Carry out a monitoring and supporting plan for students who have difficulties 

in their school life. 

 
37. Respect the individuality and pace of student learning. 

 
38. Stay with preschool and elementary students in the principal entrance and 

remain in the place until their parents / guardians pick them up. 

 
39. Abstain from making personal sales within the school. 

 
Failure of the duties by the teachers, established in this School’s Code of Conduct 

Manual, is classified as minor, serious and very serious faults. 

 

 
Minor faults: 

 

- Non-compliance of any of the duties, except for those considered serious or 

very serious, is considered a slight fault. 
 

In case of a minor fault, a follow-up process will be carried out by the immediate 

person in charge, as the case may be: pedagogical companion / coordination. A record 

of companionship and improvement in the teacher's file must be kept. After each 

semester the evidence of the improvement will be reviewed together. 

 
Serious faults: 

 

- Repeat 3 times a slight fault. 

 
- Disrespect any member of the educational community. 

 
- Emotionally or verbally mistreat any member of the Educational Community. 

 
- Practice abuse of power with any member of the educational community. 
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- Do not respond for the proper use, maintenance and safety of equipment, 

materials, laboratories and rooms under custody. 

 
- Misuse of social networks and publish inappropriate personal photos for a 

school teacher. 

 
- Take any technological equipment from the school without the authorization 

from the management team. 

 
- Refusing to participate in the different curricular and extracurricular activities 

organized by the school. 

 
- To be absent to work without giving written notice through the institutional 

email to their coordination and pedagogical companion and without providing 

the orientations or learning activities of the corresponding groups for the day 

of the absence. 

 
- To be absent without justification and without authorization from the 

corresponding areas may affect teachers’ salary. 

 
- Inform through phone or mail of an absence and do not submit any justification.

 
- Go to work with alcoholic breath.

 

 

- Smoke inside the school. 

 
In case of a serious fault the principal will hold a meeting with the teacher. The teacher 

will be given a memorandum that will be kept in the file. 

 

 
Very serious faults: 

 

- Repeat a serious fault. 

 
- Consume intoxicant drinks inside the school. 

 
- Go to school in a regular and high drunk state. 
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- Exceed the consumption of alcohol in public places.  

 
- Use drugs or narcotics inside and outside the school. 

 
- Accept bribes from students, parents / guardians, in order to approve students 

academically. 

 

- Physically mistreat any member of the school. 

 
- Harass verbal, emotional, physical, labor and sexually (virtually or 

physically) to any member of the institution. 

 
- Carry knives and firearms within the school. 

 
If the teacher repeats a very serious fault the general direction will cancel the teacher’s 

contract.  
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X. ANNEXED 1 

 

 

 

ACADEMIC PROCEDURE FOR ATTENTION TO STUDENTS WITH 

JUSTIFIED ABSENCES 

 

Absences are considered excused only with the approval of the corresponding 

coordinator. Absences will be justified in the following cases: for reasons of illness, 

academic, cultural, sports, pastoral activities that have been previously authorized by 

the School, justified reasons of force majeure. 

 

Unjustified absences are considered all those that do not meet the above criteria. 

 
● A slight absence is considered an unjustified absence and if it recurs again it 

becomes a serious fault. 

 
● Trips, within the period of classes, are not authorized by the school, since they 

imply a loss of valuable learning time and a consequent possible academic 

unevenness. 

 
● The School is not responsible for the academic leveling or reprogramming of 

activities or evaluations that have been carried out. 

 
 

In the case of duly justified absences from one to three days. 

 
● The absence is justified by the parent or guardian to the corresponding 

coordination, during the first three days. The justification must be sent in written, 

explaining the reason and dates of absence. 

-  In case of absence due to illness of more than three days, it must be supported 

by a medical document. 

 
● Parents / guardian agree that the student will comply with all academic tasks 

assigned during the absence.
 

● The student, once he / she returns to his / her school activities, will 

present his / her pending activities within a period no longer than 5 days after 

having justified his / her absence. 
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In the case of long medical absences. 

 
● Medical absences of more than three days are given when the student does not 

attend classes because of a sickness, or when they have to perform a necessary 

health procedure. 

 
● The absence is justified by parents or guardian to the corresponding coordination, 

within the first three days of illness. The justification must be sent in written, 

explaining the reason and dates of absence and supported by a medical document. 

 
● Parents / guardian agree that the student will comply with all academic tasks 

assigned during the absence. 

 
● The School will give a prudential time so that the student is leveled on the 

fundamental subjects, assignments and evaluations. This information will be given 

only after justifying the absences; The evaluation activities can be sent through 

email weekly or when the student comes back to school (if it is necessary). The 

coordinator will inform the corresponding teachers through email and will share a 

work schedule to be completed by them. 
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School year: ___________________               Coordination: __________________   

Student’s name: _____________________  Grade and section: _______      

Dates of absence:  _______  
 

 
 

Subject Teacher Activities Reprogramming date Observation 

     

     

 

 

✓ In the case of a long medical absence (serious situations), the coordinator will 

have a meeting with the teachers to create a leveling plan (coordinator will 

send a copy of the plan to the Pedagogical Companions involved and General 

Direction). In the plan, the fundamental learning will be a priority for the good 

progress of the process, taking care of two activities for each day maximum.  

 

 
General Objective of the Plan 

 
 

Prioritized 

subjects 
Prioritized 

objectives 

Activities, 

strategies and 

resources 

Date Observation 

     

     

 

✓ Only in very exceptional cases such as long serious illnesses, teenage 

pregnancies, accidents with severe sequelae and strict rest; will be allowed, for 

medical reasons, to finish the school year early. This is a very serious matter 

and it is not recommended. For this the representatives will have a meeting 

with the Coordination and the Direction. 

 

 

 

In the case of absences for academic, cultural, sports and pastoral activities. 
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● Absences for academic, cultural, sports and pastoral activities occur when the 

student is participating inside or outside the institution in an activity organized by 

the school or on behalf of the school. In this case, field trips, participation in 

campaigns, sports, cultural and artistic performances organized by the school are 

included. Official student participations are also included on behalf of the city, 

department or country, duly documented. 

 
● This type of absence is correctly justified and allows students to present their 

learning activities by updating themselves, as long as they are presented during 

the agreed deadlines in dialogue with each teacher and coordination. 

 

✓ In the case of being an activity sponsored by the institution, it will be 

authorized by the school. The person responsible for coordinating the activity 

must issue a written or electronic document to the coordinator, with the reason, 

the list of students, dates and hours of the absence. The Coordinator will send 

the information by mail to inform the teachers whose classes are affected. The 

affected activity will be made up by the student in dialogue with the teacher of 

the subject. 

 

✓ In the case of being an activity representing the city, department or country, 

the representatives must present an official invitation (from the organization, 

sponsor) certifying the participation. Only the official document (delivered 

BEFORE the absence) can justify the absence. That document must explicitly 

specify the type of student participation. 

 
 

In the case of absences for trips that have been approved. 

 

Trips within the class period are not authorized by the school, as they imply a loss of 

valuable learning time and a consequent possible academic unevenness.
 

Parents should take into account the School Calendar when scheduling their 

trips, thus preventing their children from being affected in their school performance. 

 
● In special cases, the coordination of the corresponding level will approve the 

request for trips taking into account the criteria established by the School. (for 

residency update, for medical check-up abroad, for continuation of studies, for 

grief, for work management of parents) 

● In all these cases, parents must request permission in written in advance 

(minimum one week before the trip). They must present or attach support for 
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the reason of the trip. The permission must be approved by coordinator. 

● According to the time of travel a procedure will be followed as established for 

short excused absences (one to three days) or long excused absences. 

 

If the permission of absence does not meet these requirements, it is considered 

unjustified and the student automatically loses the right to rescheduling and evaluation 

of activities. 

 

 
 

Managua, February 11th, 2019 




