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ABOUT THIS MANUAL 

For practical reasons this manual is written in the following way: the masculine gender is used to 

refer to both genders. The terms "school" and "Royal School" are used interchangeably to refer to 

the entirety of the educational complex (preschool, primary and High School). Where it is 

necessary to distinguish between cycles, the respective clarification will be made. This manual 

must be read and commented on by both parents and children. The slip  located at the end of the 

document must be completed and returned to the teacher guide no later than a week after having 

received and read the manual. Forms delivered  with this document are of utmost importance for 

the record of your child. If you have not received them, please immediately notify your son´s  

teacher guide. It is important to be have this manual at all times, since it is an excellent tool to 

clarify any questions that may arise with regard to our institution in terms of regulation, 

evaluation, promotion and sanctions. 

PHILOSOPHY 

In our country every day is more frequent the diagnose of children with attention deficit, who do 

not perform as well as others at the same  school level. One of the most severe problems 

encountered in this environment is that many parents visit psychologists, psychiatrists or 

neurologists due to their children school failure,  or due to the behavioral issues and management 

that parents and teachers have in relation to the child. In general, children with attention deficit 

have a normal or higher intelligence quotient; However, their academic performance is not as 

good expected. This is mainly because they are unable to organize themselves properly to respond 

at the right time for the demands required by the formal system. Education in the strictest sense 

of the word is intended to form. Because of this reason it is necessary to contemplate the 

differences between children, and to use them to their benefit, not as an obstacle. Royal School is 

an educational institution focused mainly on children suffering attention deficit or hyperactivity. It 

arises as a response for these and other children who have not been able to perform successfully 

in a traditional formal system. It includes the characteristics of each child and helps them to 

perform according to their real potential. The philosophy of the institution is oriented to the use of 

100% of the potential of each child, adapting educational methodologies (not the programmatic 

content) in order to allow them to achieve the maximum development level. To that end, we  seek 

to promote aspects such as: research, reading, response justification, group discussion, the 

development of the personal opinion, works by specific goals and respect for individual 



differences; all of this under the strict regulations of respect, values and behavior. In general 

terms, we can assure  that Royal School aims to provide a comprehensive, individualized, and 

bilingual education to hyperactive children, with attention deficit or normal or above-average IQ 

(bright children) with the support of professionals in the pedagogical and psychological areas. 

ADMISSION POLICY 

The Royal School admission policy is based on a number of factors such as: past performance, 

interview with the child/young person and his parents and Placement Tests in the cases deemed 

necessary. When an Admission test is required, there will be a charge of  ₡ 2.500.00 (two thousand 

five hundred colons) for this concept. Parents should fill out the registration slip,  show the Birth 

Certificate of his son, Score Card of the student in previous institutions (if applicable), two recent 

photos, Vision test, hearing test and Vaccination Record. Subsequently and no later than calendar 

month, must deliver in the office the rest of the documentation required to complete the record. 

CHAPTER ONE: THE RIGHTS AND DUTIES OF STUDENTS.  

Article 1: The Uniform. 

All students must wear the  uniform as follows: (Uniforms samples are available in the institution): 

1 - Official and Gala  is used all day Monday and all Assembly or official act 

Pants (1 ° - 11 °) or grey Bermuda(Pre)  (men) placed at height of the waist or hip without showing 

the underwear. It is forbidden the use of pants  whose hems are dragging or are torn as well, or 

pants of a fabric make or color different from  the school uniform. Skirt (the use of dark tights 

under skirt is recommended) or uniform grey skirt-pant (women) to the waist or hip  without 

showing the underwear. May not be used folded, without waistband or open in waist. Skirt with 

design, may not be used, or with  fabric make or color different from the school uniform. Skirts 

must have the same length, shall be not less than the distance of 14 cm measured from the center 

of the knee up, front and back. White shirt with stitch and shield on the shirt pocket (1st - 11th) 

which length must be sufficient so skirts are always on the inside waistband, either skirt or pants 

to prevent tickets for inappropriate use of the uniform. Blue vest with shield on the left side on the 

chest (1st - 11th), which must cover the waistband either on pants or skirt. Pre - T Shirt with Logo, 

Polo Shirt and grey socks,  (men), white socks (women), black leather shoes (school or High School 

style).No high heels are allowed). School Jacket with the logo embroidered,  black belt (men). 

Special and official acts) All men must be submitted with full grey uniform long pants (men) with 

hem properly stitched,  vest fully buttoned. All women must be submitted with full grey uniform,  

skirt (women) and fully  buttoned vest. 

  



2 – Daily Uniform is used from Tuesday to Friday  

}  

The ONLY change is the shirt,  no vest is used,  Polo type white shirt for  the  preschool  (1st - 6th 

yellow) (7 ° - 11 °) blue. Gray shirts may be used only during the 2016.  Length must be sufficient 

so skirts are always at least 10 cm below waistband either skirt or pants to prevent tickets for 

inappropriate use of the uniform. 

3 - Physical Education Shorts and a t-shirt with the logo of the institution 

White socks, black tennis shoes. 

4. For laboratory: the white coat and lenses are an indispensable part of the uniform of laboratory 

and  protection. The student who does not bring the white coat will lose the laboratory session, 

will be recorded as absent and should work in theoretical practice in the classroom of detention 

during these lessons. 

It is mandatory that both clothing and shoes are in good condition with good personal 

presentation, expected at an educational institution. Students must enter and leave the institution 

with full and proper uniform regarding the day of the week, (Monday =Official, Tuesday Friday= 

daily,  physical education uniform, according to schedule). It is strictly forbidden to change clothes 

inside  the institution. Those who show themselves with incomplete uniform, will not enter the 

classroom, and will be sent to the classroom of Detention (because they may not enter the 

classroom). Further, they should be returned  home or wait for that parents to bring the correct 

uniform to change into. This fault will be recorded as an Unexcused absence that equals 5 points 

less in the  conduct grade. Leaving the institution without full uniform will be warned in the same 

way in the conduct grade. Students should wear black leather shoes (not tennis shoes) properly 

polished, both with the official or daily uniform. Tennis shoes  are not permitted with this uniform. 

The vest should be properly used at all times during and after-school. Shirt  must be inside the 

pants or skirt with the official uniform. Both men and women can wear a white shirt, short sleeve 

T-Shirt or tie rods (t-shirts with eye-catching designs or other colors are not allowed) under the 

official uniform shirt. It is strictly forbidden to remove the shirt or uniform shirt and staying with 

the white T-Shirt. A Cap is to be worn only during recess and physical education. Either rolled up 

sleeves and pants are not allowed. All parts of the uniform of the student must be identified with a 

name or brand that distinguishes them from their peers´. Lost uniforms will be picked up and 

returned to their owners, who must pay a fine of 1000.oo colons per piece. During the week of 

exams, the students  who show up with incomplete uniform or incomplete uniform regarding the 

day of week, cannot be tested and will be returned  home. The test will be cancelled and will not 

be replaced under any circumstances. The fourth Unexcused absence or warning because of the 

uniform shall be punished with suspension by one week and homework. If this punishment 

matches the week of exams, the student will lose the right to file them and 50%  will be assigned 

as a grade in each one of the tests failed to be taken.  



ARTICLE 2: THE HAIR AND ACCESSORIES. 

Accessories such as tails and earrings (an earring in each ear), as well as the use of long hair is 

(below the neck of the shirt) reserved exclusively for women. In both men and women, the hair 

must be properly washed and clean, so do not cover you the face or visibility. It is strictly 

prohibited the use of fancy dyes (fuchsia, green, purple, etc.) for men and women during the 

school day. Students will not be allowed access to classes if they come to school with dyed hair 

using fancy colors. Because of this reason, there will be a call home, to request the student to be 

picked up, or, if the student is traveling  alone,  will be asked to return home on their own means, 

and generated by this situation, absences will be recorded as Unexcused. The haircuts that are 

considered appropriate to an educational institution are traditional. Both men and women can use 

a watch, a chain and a bracelet, providing  that these are discrete and are under the responsibility 

of the user. Men must properly shave every day, otherwise, their access to the institution will be 

prevented, and will be recorded as Unexcused absence. The use of Piercing, retainers, tattoos and 

any attachment of body piercing is strictly forbidden within the institution, and therefore within 

school hours. The nails of women may only come painted with gloss or discrete colors (skin, pink 

or similar) any other color you are prompted removed to enter classrooms otherwise there will be 

a call home so that they may be picked up. Any accessory collected during the school year, will be 

returned only with the final grade of the course in December of the same year.  

ARTICLE 3: THE VALUABLE GOODS. 

It is forbidden to students to bring to the institution valuable items such as jewelry, toys, IPOD 

/PSP or any other electronic equipment since the Royal Educational Complex-  Royal   School is not 

responsible for damages or losses of these objects. Will be sole responsibility of the parents to 

ensure that their children do not bring to school articles of value since classes will not be 

suspended or be used instructional time to find valuable things lost, regardless of their value. In 

this sense, the institution and teachers will not assume any responsibility or accept any type of 

claim either by students or parents. The use of IPOD, tablets, skateboards and other equipment or 

non-academic material is strictly prohibited during class hours. All of these will be confiscated and 

returned at the end of the school year (December). The use of cell phones is forbidden, during  the 

hours of 7 am-3:10 p.m.; If the cellular phone its switched on, its use or manipulation (keeping it 

out of the backpack, locker or pockets) will cause the confiscation of the device,  and it will be 

returned until the end of the school year with the delivery of the Quarter III Score card. The use of 

computers and earphones within the class shall be governed by the teacher, so that students are 

obliged to have them closed or shut down until the Professor indicate that it is fine for them to use 

it, subsequent to the introduction and explanation of the work topics which will be done through 

the projector that exists in each class and complemented by  the board, the mimeo and tablets. 

The use of earphones is only restricted to the moment where the teacher indicated that they 

should use them for the actual lesson, then they should save them in the locker or backpack. To 

wear hung earphones when not authorized by the teacher, will involve the automatic confiscation 



of them for 1 month, the first time, for 2 months the second time, and the third time, until the end 

of the year. 

MONEY 

The care and handling of money within the institution (7 am to 3:10 pm) is the sole responsibility 

of the students as well as the eventual loss of it, so school does not assume responsibility or 

accept claims for this concept.  

 

ARTICLE 4: RESTRICTIONS. 

1. regarding the presence  of animals in the institution: 

a. It is forbidden the entry and permanence of any kind of animal to the school facilities. 

b. Should any non-authorized animal enter the facilities, it will be released out of them. 

c. The only situation in which animals will be authorized within school premises, will be for 

academic reasons requested by  a teacher, for which reason students must have a permit 

previously written by management. 

2. About visits from third parties: 

a. It is strictly forbidden to have visitors on the premises of the school throughout the school year.  

b. The High School reserves the right to allow access to any person who is not a student or a 

parent. 

c. It is strictly forbidden entering classrooms in the schedule academic labor (7 am-3:10 pm), in the 

case of any person who is not a regular student or a Teacher of the school. Parents may enter the 

premises and go straight to the office where will call  the teacher or student they are looking for. 

d. Graduate Students are allowed to access to the facilities, providing a Professor authorized them 

to enter and become responsible for the duration of their visit to the institution. If the graduate 

student is already inside the institution during teaching day, cannot interrupt lessons or teachers 

who are teaching, even though the graduate student may stay in the common areas, like the 

cafeteria, multipurpose lounge and patios. The High School reserves the right to allow access to 

any person who is not a student. 

3. About  Express service orders for food:   

Due to control and security issues, it is strictly prohibited access to the educational center of 

Express catering. Students may bring their food in properly labeled containers and cutlery, and on 

the facilities, there  will be microwave ovens to warm them up, or else, parents can bring food to 



the students, as long as they delivered it in the office of the Secretary. It is strictly forbidden for 

the security officer to receive any material, container, food, etc. The delivery of them must be 

done  personally by every parent or guardian within the premises in the office of Secretary. 

 4. About the romantic scenes: 

The Romantic  scenes between students within the school's facilities are strictly prohibited. The 

first time, a warning would apply as a 3 points ticket in the conduct grade and shall be considered 

basis for recidivism. Recidivism in such conduct will mean suspension for three days the first time, 

a week the second time, 15 days the third time, and a moth for the fourth occurrence  or more. 

 ARTICLE 5: ABOUT DAMAGES 

Damages (understood: abuse, partial, total damage, rupture, writings, spots, signs, symbols, 

names or any other damage) caused by any student facilities as well as the material belonging to 

the institution or its staff (desks, chairs, lockers, tables, whiteboards, glasses, sports equipment, 

computer equipment, rental books, sports uniform etc.) will be immediately notified his parents, 

who would be responsible to cover the cost of repair or replace them in one period of no more 

than 8 days.  

ARTICLE 6: ON BOOKS, SUPPLIES, AND MATERIALS.  

Students who wish so, can order books, supplies and materials needed for the school year in the 

institution. Otherwise, they will have to pick up in the office the list of materials that are required 

to bring the first day of lessons. Books and materials owned by the High School provided to them 

or rented through the school year, must be returned in perfect condition by the day that applies 

the quarterly review of the third quarter of each subject. The Student will be asked for a deposit 

over them. In the event of loss of the materials,  there will be a charge with the cost of the 

materials, as if they were new and in case of abuse or deterioration shall pay a penalty 

proportional  to the cost of the damage. The cost of the books not returned by the due date, will 

be charged to the account and this fine must be cancelled prior to collecting the annual grades. 

Students are responsible for the caring of their supplies, materials and books. If they are left lost 

or poorly placed they will be collected and to recover them, the student must pay a fine of ¢ 500 

each. The lockers are available to students in perfect condition at the beginning of year, so any 

damage caused by improper use of the same will be automatically charged to the account of the 

student. The use of padlocks on lockers is mandatory both to prevent the  loss of materials and 

books, and damage to them, so those  who do not use lock must carry their books back and forth 

from school to  home daily. It is important to highlight that the last day of school all students must 

take both lock and belongings home, since, due to the maintenance routine, any lock will be cut 

and discarded. 

  



ARTICLE 7: ABOUT ABSENCES. 

If the student cannot attend classes by reasons of force majeure it is important to justify their 

absence by phone the same day,  and in writing the first day that students return to classes, 

because each Unexcused absence represents 5 points less in the conduct grade. In the case of 

absence during the week of exams, it justified only by a medical certification the first day the 

student attend lessons. Any other excuse type will not apply and the examine lost  will not be  

replaced, so the grade assigned will be 50% each. The replacement cost of each test will be 

5.000.00 colons, and  must be cancelled by the parent in the office to complete the corresponding 

ticket, so the exam replacement would be scheduled. Travel Permissions  during examinations will 

be awarded only for those who requested them a month in advance. The date of the tests must be 

agreed with the teacher guide using the  programming slip which is delivered at the office, after 

the payment of the corresponding cost per test to be replaced. In this case, the student is 

responsible for the  preparation for the exam on their own since it will not be present in the 

reviews and tutorials designed for this purpose. In the case of absence for any  scheduled 

Extracurricular activities in the school calendar, it will be justified only by a medical certification 

the first day after the activity in which the student would attends lessons. Otherwise shall be 

considered Unexcused absence which it represents 5 points less in the conduct grade. Each 

Unexcused absence represents 5 points less on the conduct grade. 

ARTICLE 8: ABOUT THE PERMISSIONS FOR LESSONS REMOVAL. 

If the student needs to retire during the school day, parents must send an authorization in writing 

in the red notebook, alternatively by Fax or email to ana@royal.ed.cr  or marta@royal.ed.cr. 

Permits  will not be  received on loose sheets. This authorization should detail the reason, time 

and date of the absence. If the parents are not to pick up the student, name, number of identity 

and relationship of the person picking the student up must be specified. If the permission specifies 

that the student must leave with a partner,  same procedure must be followed, indicating which  

partner will be leaving with the student. This document should be delivered in the office before 

noon. It is the responsibility of students to catch on with the matter which lost by this absence. 

Teachers will be available at the time of club/tutoring to clarify any doubt if the reason for the 

absence or withdrawal has properly documented medical or health source. In case of illness during 

school hours, if this is the case, School  will call home and whomever comes to pick up the student 

must fill the slip authorizing the departure of student in the office. In order to go home with some 

partner, permission must contain the same information above and include that the student must 

travel on the school bus. This permission will be subject to the following conditions: 

     To be written on the red notebook 

 To be filed in the office before 9:00 am 

 To Cancel at Office before 12: 00 m the corresponding amount 

mailto:marta@royal.ed.cr


The breach of any of the above will void the permission so that the student must return to his 

home on the usual way. It is strictly forbidden to use the school bus service on a special way if the 

due process  has not been fulfilled prior to 12:00 noon. 

SECOND CHAPTER: THE INSTITUTIONAL SERVICES. 

 

ARTICLE 9: ON INTERNATIONAL PROGRAMS.  

Royal School encourages its students to participate in international exchanges and to take part in 

different activities that allow them to interact with individuals from other cultures. To do so, 

Exchange programs are offered with several schools around the world. Interested parties may 

request more information in the office. 

ARTICLE 10: ABOUT THE SERVICES IN CASES OF ACCIDENTS AND DISEASES. 

A. INSURANCE 

It is mandatory  for all students to enroll on the accident insurance policy  for students of the INS. 

This insurance covers the student in the entire country, 24 hours a day, 365 days a year and offers 

the following coverage: 

 Medical expenses due to accident. 

 Permanent disability due to accident. 

 Accidental death. 

The insured enjoys free medical choice, and policy operates under the reimbursement system, i.e. 

once incurred expenses,  bills must be filed to the INS, fill out the claim form for benefits,  and the 

medical expenses would be reimbursed on a  70% or 80% of the expense amount. The term of the 

contract is for a calendar year, renewable in February. The cost of the student insurance  policy for 

Royal School students will be 25.000.00 (twenty-five thousand colons per year) payable with the 

month of February monthly payment. The form with the basic information of each of the students 

should be filled as soon as possible since validity  of the policy subject to payment and the updated 

information of each student. 

B.MEDICAL EMERGENCY  

Royal School offers, without additional cost to the parent service of medical emergencies within 

the institution. This coverage does not cover participation in sports activities outside our facilities. 

Similarly, it will offers to the parents, if they wish, to enroll their children to the emergency 

medical service with coverage 24 hours a day, through the school at a cost of ¢ 82.500.00 yearly, 

or ¢ 7.500.00 colons monthly. 

 



C. DISEASES / DISCOMFORT 

When an Student shows symptoms of disease, the School will immediately locate their parents. 

Therefore, it is mandatory to file a telephone number where  to locate a family member quickly in 

a situation of this kind. In case of disease or frequent discomforts parents must indicate, provide 

and authorize the use of the drug indicated for your child. If students show minor illnesses, 

preferably medications will not be given to them, however alcohol, antiseptic spray, and 

acetaminophen is used in cases that are considered necessary (minor pain / small cut /light  fever). 

If the student is allergic to any medication, the parent should report it to the institution. It is 

essential that parents complete the informative form of suffering of children at the beginning of 

each school year. 

 ARTICLE 11: ABOUT CLUBS AND TUTORIALS. 

Clubs and tutorials are given in normal hours and are therefore mandatory. Students have the 

freedom to choose the club or tutoring that better suits their ability and interest. However, 

mandatory tutoring will be assigned to those students needing reinforcement in certain subjects. 

These students must attend mandatory tutoring as long as the Evaluation Committee or the 

Professor considers necessary. At the beginning of each quarter, students will receive a list of 

clubs, among which they can choose. Students should choose carefully the clubs that want to 

attend, since once the registration period is closed, these will be mandatory and may not be 

removed or changed during the quarter. Assistance at the beginning and end of each club or 

tutoring will be taken. Each Unexcused absence will be assessed with 5 points less in the conduct 

grade. Specific clubs that require special materials or external teachers, may involve an additional 

cost which will be previously informed to parents, in order  to confirm if they  agreed in the 

registration of your child (ren). Tutorials on Friday  afternoon will be convened by the Professor of 

the subject in which the student has not fulfilled properly work during the week, or when 

considered appropriate to give a review. These announcements are mandatory compliance. In 

case that the  reason is to catch up with  work, if the student does not attend, that tutoring will be 

assigned a 50% on the notes of individual work of that week. In the event of a review requested by 

the teacher, if the student does not attend or stays behind at that subject, that student will lose 

the right request tutorials in review or exam week.  

ARTICLE 12: ABOUT EXTRACURRICULAR ACTIVITIES. 

Royal School has extracurricular activities for all students and teaching staff of the institution 

during the school year 2016 obligatory attendance and participation: 

1 Sports day 

2. Science fair 

3. Sports and Cultural Festival 

4. Family day 

5. Children's day 

6. Civic week 



7. Torch Race 

8. September 15th  Parade 

9. Closing ceremony 

10. Celebration of children and the elderly 

11. Feast of joy 

 

In order to carry out these activities already defined and referred to within the school calendar, 

this year will be charged an annual fee of ¢ 78.000.00 (seventy-eight thousand colons) which will 

be charged to the account of each student from February onwards and which should be 

completely cancelled for before 15 July of the current year, either in a single payment or by 

monthly payments. Some of the activities are not included in this fee since they are organized by 

the Student Government: 

1. The Grandpas day 

2. Pet day 

3. Cultures fair 

ARTICLE 13: ABOUT PARENT COMMITTEE. 

Parents committees are formed in order to facilitate and streamline communication between 

these and the teaching and administrative staff. Parents who conform the Committee do so 

voluntarily and are responsible for different functions such as the Organization of sales of 

bakeries, bingo, activities to raise funds with a specific purpose and graduation. 

ARTICLE 14: ABOUT LUNCH AND DINING SERVICE. 

Lunch for students in preschool through sixth grade is from 11:45 am. to 12:15 pm. Seventh to 

eleventh year students will have lunch break from 1:25 p.m. to 1:55 pm.  In the Multipurpose 

room there is a designated  place where all students must place their lunch boxes or food properly 

identified and labeled with name and Grade at the beginning of each day. It is strictly forbidden to 

carry and drink water, or any liquid or food in classrooms. This shall be punished by a ticket of - 5 

pts., to any student who bring food or drinks into the classroom whether he/she are consuming 

them or not. Students can bring cold lunch or they can heat it on the microwave oven.Only food 

for students in preschool and first grade will be warmed up, however is the responsibility of each 

one of the students bring their own cutlery, and to put away  and bring their own containers which 

must be properly labeled in order to be able to identify them easily. Microwave ovens will be 

available only to heat up lunch in the time that corresponds to each level. To use them for 

warming up packets of popcorn, bakeries, or others will not be allowed. The Cafeteria sells snack 

and hot lunch service to those who want it so. Lunch services should be contracted previously. 

Students who bring their own lunch must leave it in the cabinet corresponding to each grade in 

the morning before classes. Lunch containers as well as flatware used must be properly labeled 

(name and grade). The School does not have cutlery to provide students who are not enrolled in 



the dining room service. It is recommended that food and salads are not mixed in a pot to be able 

to heat so seamlessly. It is established that: 

 the lunch containers will be warmed up by the students using the available microwave 

ovens  in the multipurpose room, on the time assigned to them for lunch. 

To avoid any mishap, no lunch or snack can remain in the classroom during teaching hours (7-3:10 

pm). 

 

 ARTICLE 15: ON THE STUDENT ID CARD AND THE IDENTITY OF THE CHILD AFTER THE AGE OF 12.  

ALL students must apply for an ID card that must be used when ordering sporting goods or 

materials and books in the library at beginning of year.  11th Grade students will have to carry this 

Id Card and  identity card (as the case may be) in good condition, since these are essential to file 

for national tests. For the year 2016 we will prepare an Id card for the use of the School. The cost 

of this Id Card is $35.00 (thirty five Us dolars) which must be cancelled upon request the 

document. This ID card will have the picture of the student and the logo of the school. If students 

lose their Id Card, must report it and request a new one covering the indicated cost again. 

ARTICLE 16: ABOUT TOILETS AND THEIR USE. 

Students may use the bathroom before and after lessons, during the breaks and lunch hours. It is 

strictly forbidden to leave class to go to the bathroom. The bathrooms will be closed during school 

hours. Any exception must be  specified in the red notebook  and authorized by management. 

ARTICLE 17: ABOUT THE USE OF LOCKERS  

Students who wish so can rent a locker at beginning of year. Lockers rental can be canceled in 

annually or monthly. Lockers must be kept closed with a padlock (preferably in combination). All 

students must provide their teacher guide a copy of the key or padlock or your locker 

combination. Is the responsibility of students who leave open his locker, for all the material that is 

in it; the School will not be responsible for loss of objects that are lockers that are not properly 

closed. Each student is responsible for the care and the order of his locker. The institution reserves 

the right to open and inspect lockers at any time that necessary. Periodic reviews will take place in 

the course of the year. A penalty will be charged for forcing the lock or any damage done to the 

lockers. 

 ARTICLE 18: ABOUT THE USE OF TELEPHONES.  

Students may not make or receive phone calls except in cases of emergency. These calls will cost 

¢100.oo,  and must be previously authorized by the management and carried out only by the 

teacher guide. It is strictly forbidden to have the cellular phone turned on inside the institution - 

whether in class or recreation, as well as the use of SKYPE. If the cell phone  is turned on during 



the School day, from 7:00 am to 3:10 pm, it will be to seized and saved until the end of course 

cycle, and will be returned to parents on the day of the delivery of end-of-course score card. In the 

case of Skype, the application will be removed from the computer. 

Note: If it was seized for the first time (not during the school year but since joining the institution 

and a one-time only occurrence), student, by request of himself and the parents of the child, may 

perform work during a week with opening hours from 3:10 - 5:00 Monday to Thursday and Fridays 

from 1:30-4:00. At the end of this week the telephone will be returned to the parent, making clear 

that this rule cannot be applied ever again. 

ARTICLE 19: ABOUT THE USE OF THE MESSAGE BOARD NEWS / "BULLETIN BOARD" 

The function of the "bulletin board" is to put within the reach of students information and the 

most important news of the institution. Students my also use of this Board to announce events 

such as sales of pastries, raffles, parties, etc. 

ARTICLE 20: ABOUT FUND-RAISING AND SALES OF PASTRIES / "BAKE SALES". 

Activities to raise funds (sales of pastry / raffle / bingo) must have specific purposes and must be 

previously approved by the Principal. Pastry sales are allowed when they are intended to raise 

funds for a particular project. They can be organized by students or parents committees. Sales will 

be made exclusively on Fridays, for the previously agreed weeks. 

ARTICLE 21: FIELD TRIPS . 

Field Trips in addition to having a recreational purpose, have a profound educational value for 

students. These trips have an academic assessment and are held under the supervision of the 

teaching staff of the institution. Field Trips seek to increase the assimilation of knowledge through 

the Association of learning with the experiences of the students. In this way, students learn in a 

fun and interesting way. In order to avoid the problem of collecting permits whenever an activity 

of this kind, a general authorization will be requested. Where some parents wish to approve each 

output, should say so in the space allocated for this purpose in the form which will be sent in the 

red notebook. 

ARTICLE 22: ABOUT THE ASSEMBLIES. 

Once a month there is an Assembly to inform the students events and important news. This 

meeting starts at 7:10 a.m. and lasts approximately 15 minutes. At the beginning of every 

Assembly, we will salutes the flag and sing the national anthem and the anthem of the School. 

Dates for scheduled assemblies will be available on the "bulletin board". Every morning, we will 

sing the national anthem, the  School anthem, and a prayer is made to thank a new day. Lack of 

respect in this Act will involve ticket - 5 pts in conduct. The reiteration of this fault may be 

punished with a suspension ranging from 2 days to a week. 



ARTICLE 23: ABOUT THE HOLIDAYS. 

Each quarter we will  celebrate the birthday  for students who had  their birthday on that quarter. 

We will call for the collaboration of the parents of these students in order to make a small party so 

their children may celebrate and share with their peers in school and High School. It is strictly 

forbidden to celebrate birthday at a time other than holiday quarterly. 

THIRD CHAPTER: THE EVAULATION SYSTEM  

 

ARTICLE 24: ABOUT THE EVALUATION OF ACADEMIC PERFORMANCE.  

The performance and progress of students will be assessed  constantly. This can be assessed both 

in written or oral form. Teachers can apply short tests (quizzes) as often as they wish and these 

tests should not necessarily be announced. The subjects taught by the institution are classified in 

academic and special and both are equally important for the curriculum of the institution. 

Academic subjects are: Mathematics, Science, Spanish, Social Studies, Oral & Written 

Communication, Civics, Reading Phonics, Grammar,  Vocabulary. After 9th year, matter 

Mathematical Logic will be added, and the field of Science will be replaced by: Physics, Chemistry 

and Biology. After 10th year, in addition to all of the above, the following will be delivered: 

Philosophy, and Psychology. The following are the so-called special materials : Arts, Music, 

Religion/Moral, Computer Science, Physical Education, and French. Each quarter will have a 

minimum of 2 written tests for each academic subject (1 partial and 1 quarterly) dates and 

sequence are detailed in the school calendar and 2 test, 1 written and 1 practice in the special. The 

written tests of special subjects are to be held the week prior to the basic materials in the 

corresponding lesson time. The matter of partials is not cumulative, except in the case where so 

indicated by the teacher. Quarterly exams evaluates all matter seen in the quarter. Matter to be 

evaluated is explained, practiced and reviewed in class, however it is important that students 

review this at home for tests. From the first cycle qualifications are number from 0-100. The rules 

of evaluation for the various cycles are as follows: 

Detail Cycle I 
 

Cycle II 
 

Cycles III and IV 

Written tests  
Partial 
Quarterly 

Quizzes (3 minimum) 
 

55%  
15% 
 25%  

15% 
 

65% 
 20%  
27%  

18% 
 

70%  
20%  
30%  

20% 
 

Individual work 

 

15% 

 

10% 

 

15% 

 

Group work 
 

20% 
 

15% 
 

10% 
 

Concept 
 

10% 
 

10% 
 

5% 
 



Total 
 

100% 
 

100% 
 

100% 
 

 

To approve special matters, regardless of the cycle, the evaluation standards are as follows: 

Written tests 

 

25% practical theoretical 15% = 40% 

 

Individual work 
 

20% 
 

Group work 

 

20% 

 

Quizzes 
 

10% 
 

Concept 
 

10% 
 

Total 
 

100% 
 

 

ARTICLE 25: ABOUT THE PROMOTION. 

To win the year and move to the next level, the student must obtain a minimum of 80% in 

conduct. The student who does not comply with this requirement shall perform Compensatory 

work of conduct as appropriate. The student who fails  a maximum of 4 subjects, will have the 

right to two calls. If the student fails more than 4 subjects or disapproves any material in the 

second call, must repeat the year. In order to pass the year, it is essential that the averages of all 

the materials of the third quarter as well as annual averages are equal or above the minimum 

established for each cycle. Minimum notes required to approve different cycles are as listed 

below: 

Cycle 
 

Minimum Note 
 

I 

 

65% 

 

II 
 

70% 
 

III 
 

75% 
 

IV 

 

80% * 

 

 

The Requirement for promotion in the matter evaluated by means of national tests for levels that 

file such evidence, will be consistent with the minimum existing grade for promotion  for the 

Ministry of Public Education. However, in evaluated matters at the institutional level the note of 



promotion will be indicated in the table above. To be able to provide proof of high school, 

students must have passed the community service prior to August of grade 11th. The school 

participates in the Marine Turtle Protection project during 1 week. The School is the coordinator 

for this activity. 

Regarding the conduct grade, we will follow these rules: 

Students who get less than 80 on  conduct grade, must  work on a conduct compensatory 

assignment, consisting of 30 hours of community service, which will be coordinated by parents 

with (shelters, nursing homes, or other) institutions that will coordinate with the educational 

institution. They will  send a certificate of compliance to the School. After the end of each quarter, 

students who need to work will have a maximum of 15 days calendar to comply with such a 

requirement, otherwise will be not received in the institution until they  comply with the 

assignment. Students who are repeated offenders in the conduct grade, less than 80, will perform  

a compensatory conduct task, consisting of 60 hours of service to the community, which will be 

coordinated by the parents at (shelters, nursing home, or other) institutions that will coordinate 

with the educational institution and will  send a certificate of compliance to the School. After the 

end of each trimester, students who need to work will have a maximum of 15 days calendar to 

comply with such a requirement, otherwise will not be received in the institution until they comply 

with the assignment. The student who get less than 80 on conduct grade on 3 occasions  will not 

be accepted by the institution for the following school year. 

ARTICLE 26: ABOUT HIGH SCHOOL GRADUATION EXAMS. 

Royal Educational Complex School is an institution that is recognized and accredited by the 

Ministry of Public Education and therefore, its students are required to take examinations of 

eleventh year corresponding to national tests applied annually by the Ministry of Public Education. 

The institution prepares students for these exams in the course of the school year through 

mandatory tutoring free of charge; However, it is important to review the matter at home. 

Cycle 
 

Minimum Grade  

 Approves testing of materials 

 

Other Matter 

11th 
 

70% 
 

80% 
 

 

ARTICLE 27: ON THE RESEARCH WORK. 

Research work presented for any material must comply with the requirements and regulations set 

forth in the brochure which will be sent to each student in the workshop that on that subject will 

be taught to all students, both for Primary  and High School during the first month of the present 

calendar school year. For jobs that are not delivered before 12:00 m on the due date,  will get a 



grade of 50%, and still must finish the job before Friday of that week, otherwise it will be left to 

finish it on Friday from 1:30-3:10 pm. Papers must be delivered printed personally to the teacher 

of each subject and can be sent via e-mail to each teacher´s email, with dominium royal.ed.cr 

before noon, on the  deadline for submission. This format will be the basis for the qualification of 

all the works of research and lectures. 

ARTICLE 28: ABOUT THE SCORE CARD. 

Student performance is reported formally three times a year by the qualification card. The parent 

will take the original home and sign a copy of this card at the time of review and comment it out 

so it is in the record of each student. At the end of the school year the annual score card properly 

stamped and signed for the purpose of legal validity. The parents will sign a copy  for the record. 

Each parent is individually managed to be able to clarify any questions or concerns that may arise. 

If you need more personal information, parents can make an appointment with any of the 

teachers who will be available to answer any questions. Score card may only be withdrawn by 

parents. Under no circumstances will be delivered to the student. Where parents are unable to 

attend the meeting, may pick it up after the date of delivery or authorize in writing a family 

member to do so. In these circumstances, if you need to speak with a teacher must make an 

appointment. 

ARTICLE 29: ABOUT THE REPORTS FOR HOME / "RED BOOK". 

Students are tested daily by a report of conduct in aspects such as: uniform, respect, attitude, 

participation, material and work in class. The parent or guardian must sign every day this report 

and make sure that this will go back to the teacher guide the next day. In the event that the 

student fails to deliver red notebook to parents for 3 consecutive days, will be the responsibility of 

the parent to contact the school and request information about tickets or possible problems with 

the red notebook at school. Any news or information that the school wants to inform parents or 

vice versa, will be made through the red notebook. For this reason, it is important that this book is 

reviewed and signed every day, without exception. All the information that you send in the red 

notebook is considered received and reported whether or not it is signed by the parent. If case  for 

some reason the conduct sheet or any message that parents send it is not reviewed promptly by 

the teacher guides, must notify as soon as possible to the School administration. 

The website of the www.royal.ed.cr institution has up to date information, updated monthly as 

well as a copy of the school calendar. It is the responsibility of each student to deliver in the first 

lesson of each day the red notebook to the professor who teaches this lesson. It is the 

responsibility of this Professor to deliver in office all of the collected notebooks and slips (pt - 1) 

relevant for undelivered books. In the event that the student does not bring his red notebook for 3 

consecutive days, it will be notified by telephone to parents and the student may not enter the 

institution until the  red notebook is brought back. 

 



 ARTICLE 30: ABOUT THE LEVELS IN THE TEACHING OF ENGLISH LANGUAGE.  

In order to match the needs of each student and to better serve their individual differences, Royal 

School has divided in 3 the English groups per block (A, B and ESL). The goal for this task is to teach 

this second language in a better personalized manner and at a pace more accordingly with each 

student performance. For the school year 2016 English levels are as follows: 

 - Pre A-ESL - 1° A - ESL - 2 ° - 5 ° a-b - ESL - 6 ° to 8 ° a-b - ESL - 9 ° - 11 ° a-b – ESL 

 

CHAPTER FOUR. ABOUT THE FINANCIAL AND INSTITUTIONAL ADMINISTRATIVE SYSTEM. 

 

 ARTICLE 31: ABOUT THE REGISTRATION. 

Tuition is charged once a year and its payment ensures the student its placement for the following 

school year, the same amount is not refundable under any circumstances. The internal registration 

is made between July 15 and August 15. Students who do not confirm the registration or perform 

the respective procedure within the prescribed period, shall not be guaranteed placement for the 

following year as registration opens for new students. 

ARTICLE 32: ON THE MONTHLY PAYMENT. 

Royal School collects 12 consecutive monthly payments (February 2016 to January 2017) a year 

which should be canceled during the first 15 days of each month. After this date will be charged a 

fine of 10% over the balance for each month in arrears from the 16th day of every month. 

Those parents who will not enroll their children for the following school year (2017), as well as 

students of 11th year this year 2016, should cancel the pending January 2017 monthly in order to 

receive appropriate transfer documentation or the title of Bachelor's degree respectively. If you 

want documentation in December must cancel the month of January prior to the 10th day of that 

December, to allow enough time to prepare the required documentation. (The same time: 8 days 

after canceling all pending accounts with the institution and complete the appropriate form.) You 

can perform payment through any of the following options: 

 Bank deposit or Banco Promerica: cc 11600103001109441 – Complejo Educacional  Royal 

- Colons 

 National Bank: 100-01-000-192993-4 - Mirta Brito de la Cuesta 

 Direct payment in our facilities 

The checks can be issued on behalf of Complejo Educacional Royal, S.A. For each returned check it 

will be charged  a fine of ¢ 5.000.00 (five thousand colons) for whomever used it to pay for tuition. 

If during the school year, more than 2 checks are returned, the school reserves the right of not to 



receive further checks during the course. The amounts of monthly payment and registration, are 

subject to annual changes. 

ARTICLE 33: ON THE USE OF THE PASS / "PASS". 

During the school hours, no student can be found outside the classroom without a "pass". The 

"pass" is a tool used by the teacher only in cases of emergency. Any student that is outside  the 

classroom in school hours without the respective "pass", shall be punished with work and extra 

schedule (1:30-5:00) on the following Friday after  the sanction . (No justification is considered 

valid to get out of the classroom without the corresponding "pass"). The student who is caught 

with a "pass" that has been reported as lost by a teacher, must be presented with their parents at 

the institution the following day to report the anomaly. If the student does not come accompanied 

by their parents will not be allowed access to the classroom and  will be returned home. The 

sanction will be defined at the time by the teacher guide, Department coordinators and the 

Principal. 

ARTICLE 34: ABOUT CARE DUREING BREAKS. 

A minimum of two teachers will be responsible for supervising breaks every day. Any complaint or 

problem that arises during breaks must be reported immediately to supervising teachers. The list 

of the teachers responsible for the  breaks may be seen in the "bulletin board". 

 ARTICLE 35: ABOUT THE DURATION OF THE SCHOOL YEAR. 

 Royal School divides its school year into three quarters. The promotion is annual. Below are the 

dates of beginning and end of each quarter to the year 2016: 

QUARTER                      BEGIN            END 

I                             8 / 9 10 February   20 may 

II  23Mayo    2 September 

III  5Setiembre    9Diciembre 

At the end of the first and second quarter students will have a week's break. 

QUARTER    RECESS WEEK 

I     16-22 – may 

II     29-04 - August/September 

 

 



ARTICLE 36:  ABOUT THE SCHEDULE. 

Schedule in preschool (maternal, pre kinder, Kinder and preparatory) is 7:00 - 3:10, as well as 

primary and secondary except for Friday, when all students will leave at 1:30 p.m. At this time, the 

staff meeting will take place. Parents must be punctual when bringing and picking up their 

children, since at 6:30 a.m. and 4:30 p.m. and Friday after the 2:00 p.m., no trained staff  will be 

available to supervise them. 

ARTICLE 37: ABOUT PUNCTUALITY. 

Students should be on time, when entering to class in the morning and after every break. The 

teachers will check on attendance at the beginning of each lesson. Three late arrivals (from 1 

minute after the bell) equals a unexcused absence (-5 PTS. in conduct). The student remains 

registered as absent (- 5 pts in behavior) if the student enters class 5 minutes or more after the 

bell. Every late arrival both in the morning and after each break is equal to - 1 pt. on the conduct 

grade. 

FIFTH CHAPTER: ABOUT THE DISCIPLINARY PROCESS. 

 

 ARTICLE 38: ON THE USE OF TICKETS. 

 Warnings for disciplinary misconduct will be made through the use of tickets which will deduct 

points in the conduct grade of the students along with some other restrictions in accordance with 

the following: 

 -The first ticket or break restriction 

 -The second time, ticket and break restriction 

 -The third time Friday or Saturday depending on the case 

 -The fourth time is punishable as serious disrespect. 

ARTICLE 39: ON THE SEVERITY OF THE DISCIPLINARY FAULTS AND THEIR PUNISHMENT.  

Disciplinary faults by students are classified into difficulties of first level, second level and 

difficulties of third level, and sanctions to them will be delivered accordingly  with the gravity of 

these, in accordance with the following parameters:  

DIFFICULTIES OF FIRST LEVEL: WARNINGS 

Mild disrespect 

 Romantic  manifestations 

 To ignore a direct order from any member of the teaching staff: 

 Breach any regulations contained in this Regulation for the first time. 



 Shirts out of the waistline 

 Use of incomplete uniform 

 Raise the tone of voice to a superior, discuss with a teacher or ignore any order. 

 Out of the classroom without exit pass 

 Contact / physical friction 

 material, physical or moral damage to the property of others or third parties (land).  

 Offensive Arguments 

 Insults, used on third party comments, offensive words, gestures or written references 

containing offenses or disrespect for others. 

  

DIFFICULTIES OF SECOND LEVEL WARNINGS 

1. Serious disrespect 

2. Physical assault 

3. Direct offenses 

Suspension during one week and minimum note on conduct. 

Accordingly to the discretion of the Faculty Council and the Evaluation Committee: 

 Break Loss 

 Overtime (Friday 1:30-5:00) 

 Extra work (Saturday 8:00 - 5:00) 

 

DIFFICULTIES OF THIRD LEVEL/ WARNINGS 

1. Recidivism of serious disrespect 

2. Physical assault recidivism 

3. Direct offenses recidivism 

CHEATING / COPYING  

The fact of copying or "cheating" is regarded as serious misconduct, both for the one who copies 

and the one to lets the other one copy, and therefore the penalty will be the same for both. Copy, 

give information to a partner or to allow a companion to copy during a test, automatically equals 

50% on the test and 50% on the note's conduct of the quarter in which the fault was made. In the 

event that a student is copy from a companion or plagiarize a research or similar work, both must 

do it again and  will be graded them based on the minimum grade. 



DETENTION 

The arrest is a measure that is taken when the student does not comply with what was agreed in 

terms of discipline, materials, late arrivals, conclusion of a job, etc. The detention is conducted 

during the lunch breaks in the classroom designated for this purpose. Student who is sent to 

detention should carry out all the work assigned by the teacher and deliver it at the end of the 

break the assigned person in charge. Students who do not complete the task allocated during this 

period should conclude it either the next day with opening hours from 3:10 - 4:00 pm or later the 

following Friday from 1:30-3:00 pm. The student must request and deliver the work to the teacher 

who assigned it. Students who complete their work before the end of the period of detention 

must remain in the classroom. The responsible Professor will give the student  extra work. 

Whoever is submitted to arrest and fails to show up, fails to deliver the complete work or have not 

finished it, must remain in the institution next Friday until 4:30 p.m. 

SIXT CHAPTER: ON THE SCHOOL BUS SERVICE AND ITS REGULATION. 

 

ARTICLE 40: ON THE BUS SERVICE 

The institution offers a bus service that can be hired by those parents who request it. The routes 

and the amount to cancel must be previously agreed in the office. The waiting time will not exceed 

1 minute in each door. After this, the bus will leave  and is the responsibility of the parents to bring 

the children to school. It is recommended to keep the house door open or wait at the door for 5 

minutes before the time set by the driver. The general regulation for buses, will be delivered the 

first week of classes, through red notebook for the students who hire this service. 

Suspension for 15 days and 50% on note's conduct. (If it is exams period loses the right to perform 

the tests and is assigned 50% on each) 

ARTICLE 41: ON THE RIGHTS AND OBLIGATIONS OF STUDENTS USING THE BUS SERVICE. 

 It is  students obligation, for those who use the bus service, comply with the following rules: 

1. Be punctual in the morning at the door of the house when the bus is coming to pick it up. 

Buses may not take more than 1 minute at each stop to meet schedule, avoiding the risk 

of speeding  to meet established schedules. 

2. It is strictly forbidden to leave or pick up students in any place different than the one 

established on the route for this purpose, as well as to wait on the way in order to deliver 

things that might have been left forgotten or pick them up on the road. 

3. It is not allowed eating or drinking soft drinks on school transport. If on violation of this 

rule,  school transportation seats get dirty, shall be the responsibility of parents to bear 

the cost incurred for the cleaning of seats. 



4. All students are responsible for being in the area of transport  5 minutes after hit the bell 

at the most, since to comply with established schedule buses should check out School  no 

later than 10 minutes after the departure time. Additionally, this prevents accidents with 

students running through the transport area to reach a bus  which is taking off or to 

traverse the departure area when other buses are coming out. Students who do not 

report to the bus when called upon will lose the bus and will be the responsibility of the 

parents to pick them up at the school before 5:00 pm, time in which the facilities are 

closed. 

The bus service may be suspended   (1st time offense, 1 week / 2nd time, 1 month / 3rd time for 

the rest of the school year) to: 

a) Any student who put his hands out the window despite repeated calls of care of the 

carrier, Assistant or teachers. 

b) Whoever yell, insult or throw objects through the windows of the bus to disrespect traffic 

rules and the integrity of passersby. 

c)  Whoever commits physical or verbal fights in school transportation. 

d) Whoever disrespects a direct order of the person in charge of school transportation. 

Students that do not use this service regularly but some time need to use it, must notify the driver 

previously and cancel at the office the established fee, whenever the students needs the service. 

The office will provide the student with the ticket for bus access, with the printed date and time. 

The ticket must be cancelled prior to 12:00 noon or they may not ride on the school bus. The 

driver reserves the right to take it depending on the available space and the requested route. This 

is the reason why consultation is to be made  on space before you cancel the ticket at the office.  

CHAPTER SEVEN: ABOUT CERTIFICATIONS, TRANSFERS AND RERUNS OF TITLES. 

 

ARTICLE 42: ON THE REQUEST OF CERTIFICATIONS AND TRANSFERS 

The institution offers the service to extend to a certification of notes, registration, conduct, 

transfer or other request, by  previously filling the corresponding form and paying for the amount 

indicated on that form, according to the required procedure. In any case, any certification is 

delivered within a period of 8 business days and upon delivery of the corresponding official stamps 

by the interested party. If the document is ready on shorter period, the applicant will be informed. 

ARTICLE 43: ON THE REINSTATEMENT OF TITLES 

The institution offers the service of replacement of titles. In order to follow due process,   the 

corresponding form must be filled out, and pay the corresponding amount for the transaction. It is 

the responsibility of the interested party to carry out the corresponding procedure according to 

the law. This process will be delivered in writing to the person concerned within  no more than 8 



days subsequent to the application calendar. Once completed the process, the corresponding 

certificate will be issued and will be sent to the  corresponding MEP´s section, on a period not 

greater than 8 days. The applicant shall be notified  that the title is available for retirement in one 

non greater term to 8 calendar days after receiving it in the Royal Educational Complex fully signed 

and authenticated by the relevant Department of MEP. 

I have read and carefully studied this manual and am aware of all regulations governing at Royal 

School. I have discussed this with my (s) child (ren) and (they) we both respect and accept these 

provisions. 

 Name of the student_________ _ Grade___________  

| Signature and identification of the parent, Signature and ID Number  of the mother.  

(If Responsible signing instead, please indicate so) 

 

 

SUMMARY OF THE SCHOOL CALENDAR 

The School calendar rarely changes throughout the year. Changes that may arise are strictly 

subject to the Ministry of Public Education. Please make use of this calendar  to schedule their 

trips and vacations. 

LESSONS START DATES 

First quarter February 8-9-10 

Second Quarter May 23rd 

Third quarter September 5th 

 

PARENT MEETINGS 

First Time Students February 1s t 

Regular Students February 2nd. 

 

SCORE CARD DELIVERY  

First quarter May 25th and 26th 

Second Quarter September 7th and 8th 

Third Quarter December  13th and 14th 



 

HOLIDAY PERIODS 

Holy Week 21st to 27th 

1s t. Quarter break  May 16th to 22nd, 

 Half  Year Break July  1st  to  17th 

2nd Quarter  Recess August 29th to September 4th 

End of School Year, December 14th. 

 *(Dates for Tests are subject to changes due to MEP Scheduling) 

MEP Tests, December 14th 

11th Year July  27th July MEP tests: Writing and Spelling from November 1st to November 8th  

 

SPECIAL ACTIVITIES 

 Sports day       March 19th 

 San José day        March 19th 

 Battle of Santa Rosa Anniversary battle Santa Rosa   March 20th. 

 Holy Week        March 21s t to 27th 

 Juan Santamaría day       April 11thl (holiday) 

 Aborigine day       April 19th 

 Book day       April 21s t1 

 Secretary  day       April 26th 

 Labor day       May 1st  (Holiday) 

 Science Fair         June 15th 

 Farmer´s day       May 15th 

 Sports /Cultural Festival     June  15th,16th,17th and18th 

 Tree day       June 15th 

 Father´s day        June 12th 

 Counselor´s day      June 17th 

 Music´s World day     June 21th 

 Family day       July 30th 

 Annexation of Guanacaste    July 25th   (Holiday) 

 Virgin of Los Angeles day     August 2nd (Holiday) 

 Mother´s day       August 15th (Holiday) 

 Children´s day        September 9th 



 Civic week       September 9th to 15th 

 Typical Fair / March of Lanterns    September 14th    

 Independence Torch day     September  14th 

 Independence day - Parades     September 15th 

 International fair and Civic Act of Cultures  October 14th  

 Meeting of Cultures day     October 12th (Holiday) 

 National Week of Prevention and Risk    October 17th to 21s t  

 United Nations day     October 24th 

 Institutional Bingo      May 28th 

 Christmas Tree Lighting     November 10th 

 Costa Rican Democracy day    November 7th  

 National Pavilion (Flag) day     November 12th  

 Costa Rican School day      November 10th 

 Teacher´s day        November 18th  (Student Holiday) 

 Christmas Party - Children and Elderly (Christmas) December 5th 

 School Year Closing Ceremony –    December 6th 

 Feast of Joy       December 7th 

 Graduation day      December  9th 

 

Attendance for all the special activities is mandatory without exception, the absence to each one 

of them is recorded as Unexcused absence and equals 5 pts. less in the conduct grade of the 

corresponding quarter note. 

 

ACADEMIC COURSE SUMMARY 

School days: Monday thru Thursday  7:00-3:10 (11 lessons)  Friday:  7:00-1:30 (9 lessons) 

Total: 200 school days 

 

WRITTEN EXAMS / ACADEMIC 

QUARTER   PARTIAL I   QUARTERLY 

I    March 14th -18th  May 2nd -13th 

II    June 24th  to 30th  August 12th to 26th  

III    October 3rd  to  7th   December 21s t  to 2nd  

  



WRITTEN TESTS / SPECIAL SUBJECTS 

QUARTER  WRITTEN TESTS 

I   May 2nd  to 6th  

II   August 12th to 19th  

III   November 21s t -25th  

FORMS  

These forms must be completed and delivered immediately to the teacher guide. Families that 

have more than one child in our institution must complete only one form. If you wish to request 

some clarification or differentiation in terms of permissions or medicines for your children, please 

clarify so in the blanks for this purpose. 

 2016 DATABASE 

# ID 

student 
 

Student 

name 
 

Student 

last name 

Nationality 

 

age 

 

Date of 

birth 
 

Year 

 

e-mail  

 

Repeating 

Yes – NO 

         

         

 

HOME 

Address: 

 Province:_____________Canton:____________ district:__________ detail: _____________  

MOTHER: 

Name_________________ Profession_______ #Home_______ #Office______ #Cell___ #Fax___ 

Marital Status________ e-mail_________  

FATHER 

Name_________________ Profession_______ #Home_______ #Office______ #Cell___ #Fax___ 

Marital Status________ e-mail_________  

RESPONSIBLE  

  Relationship to the Student:________________________ 

Name_________________ Profession_______ #Home_______ #Office______ #Cell___ #Fax___ 



Marital Status________ e-mail_________  

I do request  for the privacy of my phones   Yes____ No______  

MEDICATION 

In case of minor pain, light cut and light fever I authorize use of the following medications: 

Acetaminophen_____ Alcohol______ Antiseptic Spray_____ Ant allergic_____ Dorival________ 

None ___________Other_________ 

If your child(ren) suffer (s) any allergies or chronic disease specify it below and indicate the drug 

used. If the student has any condition for which he/she should go to the toilet in less than 70 

minutes periods, please send us relevant medical certificate. 

If your child(ren) takes (n) any medications regularly indicate it below. ____________________ 

______________________________________________________________________________  

 

FIELD TRIPS 

________I hereby wish to authorize each trip individually.  

________ My child can attend all the Field Trips organized by the institution. 

 The above authorization applies to all my children Yes____ No____ Specify _______________  

TRANSPORTATION 

Please specify below  the form of transportation to be used by your child (ren) 

am           pm  

_____   ________                                        Walking 

_____   ________                                       School Bus (Route____________________) 

_____   ________                                       Private Bus 

_____  ________                                       Private Automobile 

If I can´t personally pick up my children, I herby authorize:______________________ 

____________________________________ 

Relationship with my children is_________________________________________ ___  

Other (Specify)___________________________________________________________  



I hereby authorize my child(ren) to walk out from the institution on non-school hours, before 7:10 

a.m. or after 3:10 p.m. Yes ______ No _______ Signature_______________________________  

Note:  

In order to walk out from the institution during school hours, the parent  should send previously 

explicit  permission in writing previously to the office, within the hours 7:00 am and 12:00. 

 

 I want to hire the bus service provided by the institution:  

No_____Yes______ # of students travelling on the bus ___________  

Time of day that I will use this service:    ___Morning ___Afternoon ____Both 

Adress_______________________________________________________________________  

_____________________________________________________________________________ 

INSURANCE 

I hereby acknowledge that the amount of INS insurance policy for each of my children will be         

¢ 25.000.00 (Twenty five thousand colons) 

MEDICAL EMERGENCY 

 I hereby acknowledge of the amount of the Emergency Medical Service with 24 hours coverage, 

will be ¢ 7.500.00 (Seven thousand five hundred colons) monthly or  ¢82.500.00 (Eighty two 

thousand five hundred colons) Yearly. 

 I herby would like to request 24 hr emergency medical coverage card: No__ Yes___  

Monthly payment ______________Cash____________ Charge to monthly tuition 

Payment________ 

PAYMENT FOR EXTRACURRICULAR ACTIVITIES 

I hereby acknowledge of the amount of the annual of extracurricular activities for the year 2016  

will be ¢78.000.00  for each of my children and that will be charged to my account as of February, 

with a deadline to cancel it until July of this year.  

GRADUATION PAYMENT 

Royal Educational Complex will perform a single event in Graduation a year so that students in 

High School - Sixth - Ninth and Eleventh Year, will graduate at that event, accordingly to 

programming on school calendar (subject to modification prior notice to parents). The amount 



receivable by graduate and guests is defined at the only meeting for this topic has in the year and 

that will be held the day Wednesday March 2nd  , 2016 at 6:30 pm. Those parents who do not 

attend the meeting will give approved automatically by the agreements made hereby so  claims 

will not be accepted. The payment of the defined amount will be divided into 6 payments to be 

charged to the amount to be paid monthly and must be paid in American Dollar Currency ( $) 

between the months of March - April - May - June - July and August. 

Guests must be confirmed no later than  the month of September and their fee must be cancelled 

more no later than November 15th. 

SCHOOL ID CARD 

I hereby wish to  request School ID card: 

 ($35.00 per student)  Yes___  No_____  # of Id Cards______  

Total Payment___________ Cash_________ Charge to my account_______________________  

 

LOCKERS 

I hereby wish to request locker(s) for my child (ren): Yes___ No____ 

Yearly ¢ 35,000 _______Monthly ¢ 4.500.00_________ # of lockers_____ (maximum 2 per 

student)  

Payment: Yearly______ Monthly______Amount_______  

Mandatory Optic Fiber  $8 Monthly__________  

 

DINING ROOM 

I hereby would like to request the service of dining room which cost is ¢ 63.000.00 Monthly that 

will be charged  to my monthly account. Yes___ No____  

 

I have received the institutional rules, the school calendar and forms. I hereby commit my self to 

read and study this Ruling with my child(ren) and to return signed the slip at the end of the 

document, no later than a week from this date. 

________________________________   ________________________________ 

Mother Signature and ID    Father Signature and ID 


