
 

 

SECTION VII -CODE OF CONDUCT 

Trustworthy and responsible student behavior is an essential part of MASIS educational purpose. In view of that, the 
school has developed a Code of Conduct with input from all stakeholders. This Code of Conduct endeavors to 
maintain a safe environment so students are able to learn, feel respected, and develop accountability for their own 
behavior and academic progress. Because MASIS strives as a school that supports students’ academic and self-
discipline growths, students are expected to behave in a way that the rights and privileges of others are not violated, 
comply with the rules established by their teachers, as well as with all related School policies and procedures. MASIS 
Code of Conduct not only applies to students on school grounds, but also while attending any school-sponsored 
activity, or for any reason that may interfere with the general well-being of the school. Infringement of MASIS Code 
of Conduct may result in disciplinary actions depending upon the implication of the violation and previous 
disciplinary record. The Code of Conduct Plan consists of two elements: the Classroom Teacher Discipline Plan and 
the School-Wide Expectations and Discipline Plan. 

I- Classroom Teacher Discipline Plan 
 

The classroom is the decisive educational area of the school setting. Each teacher will establish the rules, 
consequences, and procedures for his or her classroom. The School expects students’ behavior and attitude 
in the classroom to reflect the importance and seriousness of learning.  Minimum expectations for all classes 
are: 

 Attend everyday -unless you are ill or have a valid reason for not being present in class 

 Arrive on time and be seated in your assigned seat before the bell rings 

 Be prepared for class with all materials required for class that day 

 Be attentive while the teacher is talking 

 Be an active participant, but in an orderly and respectful manner 

 Turn work in on time 

 Be responsible for your learning and behaviors 

 Be polite 

 Demonstrate care, respect, and consideration for school property and the property of other 
 

II- School-wide Expectations and Discipline Plan  
 

a. Students/ School Staff Relationships - Students and school staff have a right to work and study in an 
environment of mutual respect conducive to teaching and learning.  It is the students’ responsibility 
to respect school authority, their physical well-being, and their property. Therefore, students shall 
refrain from intentional and persistent noncompliance of class norms, disregard to authority, or 
outbreaks directed at members of the school staff, as well as damage to/ or theft of school staff 
members’ personal property. A student who does not comply may face an out-of-school suspension, 
expulsion, and possible recommendation for police referral. 

b. Students’ Responsibility - The following expectations for student behavior offer the framework for a 
safe, well-ordered, and respectful teaching-learning environment. If these are not met, the student 
may face disciplinary action. 

1. While in the school buildings students need to: 

 Obey all School policies and abide by the Student Code of Conduct  

 Be courteous to fellow students, staff, and visitors  

 Respect the rights and privileges of other students and school staff  

 Follow directions from school staff  

 Cooperate with staff in maintaining school safety, order, and discipline  

 Meet school standards for grooming and dress code 



 

 

 Respect the property of others, including school property and facilities  

 Refrain from vulgarity, profanity, obscenity, lewdness, and indecency  

 Maintain a clean campus at all times 

 Do not chew gum on school grounds 

 Do not bring a guest during school hours, unless you have permission from the School Director 

 Always display appropriate and respectful behavior during school events and activities 

 Do not bring prohibited articles. Refer to the list below. 

 Do not engage in inappropriate public displays of affection in school or school related activities 

 Walk quietly while using the hallways  

 Keep the restrooms clean and germ-free by flushing, placing waste in the containers, and not wetting 
the floor. 

2. During lunch and while in the playground students need to: 

 Follow staff directions and play within the boundaries of the playground 

 Do not go inside the buildings unless you are authorized by a teacher 

 Keep hands, feet, and/or objects to yourself while playing 

 Avoid arguments and disputes when playing with friends 

 Use respectful language and manners when addressing peers and adults 

 Don’t throw dangerous things 

 Use playground equipment safely as directed by staff 

 Come in immediately when the bell rings  

 Do not leave school grounds without obtaining administrative permission 

 Place all trash into the trash container 

 Care and protect MASIS playground and green areas 
 
 

3. Prohibited Articles - The following articles are not permitted on school grounds,  

 Chewing gum 

 Toys or pets 

 Articles used for gambling 

 Electronic devices such as electronic games, lasers, Smart Watches,  

 Hats or caps (inside the school building).  

 Fire crackers and/or fireworks  

 Weapons of any kind 

 Cigarettes, alcohol, or any form of drugs 

Referral to the School Director 

a. Positive Behavior - When a student is referred to the School Director for good behavior/work as part of the 
Teacher’s Classroom Plan, the student will receive a verbal praise and/or a special certificate. 

b. Inappropriate Behavior- When a student is referred to the School Director, for inappropriate behavior, the 
student may receive one of the following consequences depending on the circumstance and severity. 
1. Verbal and or written reprimand 
2. Disciplinary Referral to the file 
3. Conference with Parents  
4. Loss of privileges 
5. Restitution of article if needed - repair or replace objects 
6. In-School or Out-of-School Suspension 
7. Expulsion 

 
 



 

 

Disciplinary Consequences 
 
The School Director may apply or not these consequences to students from Preschool through Second Grade after 
proper counseling and all other efforts have been exhausted such as conduct modification and evaluating social 
emotional development and possible referral of the case for professional advice. 
 
A student merits a disciplinary action when his/her behavior is not in accordance with school’s policies.  
 
Minor offenses will always be handled by the teacher in the classroom. On the other hand, major offenses will be 
handled by the teacher at the moment of the incident, but he/she may request the intervention of the Counselor, the 
School Principal, and/or the School Director. In contrast, severe offenses will be handled directly by the School 
Director and/or the School Principal.   

A. Minor Offenses 
1. Noncompliance with classroom rules 
2. Unjustified classroom tardiness 
3. Noncompliance with the use of uniform  
4. Distract or interrupt classes 
5. Lack of class material 
6. Excessive talking without permission in class 
7. Gum chewing in school 
8. Littering 
9. Misbehavior in the halls, playground, cafeteria, bathrooms, or school activity  

10. Not returning signed notices of concerns within three days after receiving it 
11. Noncompliance with use of locker norm.  

 
Sanctions to the infringement of these rules: 
 
A student commits a minor offense when he/she does not comply with any of the above rules. The sanction will be 
given in accordance with the type of offense and the frequency with which it is committed. The teachers are 
responsible for handing out these infractions, always adhering to the philosophy of the school and/or the norms 
established for these purposes. 

 

 1stoffense -Verbal warning 

 2ndoffense - Notice of Concern sent home and a phone call to parents  

 3rdoffense - Notice of Concern requesting a meeting with parents.  

 Recurrent offense – will be consider a major offense, referral to the School Director  
 

B. Major Offenses  
1. Repeating minor offenses for the third time 
2. Forging a signature 
3. Activation of emergency alarm 
4. Truancy 
5. Unlawful use of Internet  
6. Inappropriate public display of affection 
7. Use of inappropriate language or gestures 
8. Spreading rumors 
9. Defiant or disrespectful behavior 
10. Deceitful behavior (false accusations) 
11. Unauthorized calls-Dialing 911 while in school 

 
 
 



 

 

Sanctions to the infringement of these rules 
 
All offenses will be dealt with immediately, Parents/Guardians will be notified, and a conference with the School 
Director will take place.  During the conference the Parents/Guardians will be presented with the facts of the 
incident, the consequences, and the manner in which the school will deal with the infringement to avoid a recurring 
incident.  

 1stoffense-Notice of Concern sent home, meeting with parents and student. 

 2ndoffense- In-school suspension and a behavior contract. 

 MASIS reserves the right to increase the level of the offense depending on the nature of the violation 
and the number of previous interventions. 

 
C. Severe Offenses  

1. Repeating major offenses at least two times. 
2. Academic dishonesty (cheating/plagiarism). 
3. In possession of prohibited items (refer to list). 
4. Leaving school grounds during school hours without permission. 
5. Withholding information or evidence regarding any situation that involves the school or its community. 
6. Harassment (bullying, cyber bullying, constant verbal aggression threatening, extorting). Refer to 

Bullying Policy at our web page. 
7. Participation in gang related activities 
8. Proven theft 
9. Carrying weapons of any kind and/or inflammable (fire crackers), toxic or harmful materials 
10. Smoking on campus or vicinity of school grounds or during any school activity. 
11. Participating and or using any kind of smoking device such as a pipe or vaporizer. 
12. Using, selling, distributing or buying any smoking, alcoholic or controlled substance material or 

equipment in school grounds or its vicinity. 
13. Use of alcoholic beverages within the school grounds or its vicinity. 
14. Use, being under the influence, sale or distribution, or help in any of the actions mentioned of a 

controlled substance. 
15. Being accused or serving a sentence for having violated local laws. 
16. Verbal or physical aggression towards a school staff or another classmate (fighting). 
17. Disrespecting other classmates, teachers, administrators or other school personnel. 
18. Vandalism of school furniture or sports equipment, or to the school campus. 
19. Defiance towards an authority. 
20. Actions against public decency. 
21. False alarms (Bomb threat). 
22. Slander or defamation of character towards another classmate or school staff. 
23. Arson. 
24. Vandalism or pranks to school premises, the student must make full restitution of the cost of repairs. 

 
The sanctions for these violations will be at the discretion of the School Director. One or a combination of the 
following sanctions to the infringement of these rules may apply: 

 In-School Suspension 

 Out-School Suspension 

 Conditional Re-admission  

 No Re-admission 

 Expulsion  

 Notify local Law Enforcements and/or Departamento de la Familia de Puerto Rico 
 
 
 
 



 

 

Definition of Terms 
 

1. Notice of Concern - The Notice of Concern is a way for teachers to communicate with parents. It is sent at 
any time when teachers see that a student is not behaving or performing as expected and indicating areas 
in which the student may be having difficulties. When a Notice of Concern is sent home, 
Parents/Guardians need to sign and return it to the teacher the following day. In the Notice of Concern 
the teacher may have requested a conference to discuss the issue at hand and offer specific suggestions 
to improve the student’s academic and/or disciplinary difficulty. If this is the case, Parents/Guardians 
need to contact the Main Office and make arrangements to meet with the teacher. 
 

2. Academic Probation - Academic Probation is not a punitive classification. It is designed to encourage 
students to: 

 Pass all subjects attempted in order to reach academic excellence; 

 Be able to participate widely in extracurricular activities;  

 Work up to capacity in all endeavors   

Therefore, at the end of a semester, a student with two grades of 65 or below, or who has less than a 2.00 
grade point average (GPA) will be placed on academic probation for the following semester. Student is 
allowed to be on academic probation for two consecutive semesters, at which time parents are advised to 
withdraw the student from the school. If a student continues on a probationary condition by the third 
semester, he/she will be automatically withdrawn from the student roster for the following school year. 
Students placed on academic probation must achieve a 2.00 GPA during the probationary semester and 
show sustained academic improvement. 

3. Disciplinary Probation- A student may be placed on a Disciplinary Probation if he/she has incurred in any 
offense that merits an automatic behavior probationary status. This will become effective immediately 
and will continue through the following quarter. If a student maintains a Disciplinary Probation for two 
consecutive quarters, the school reserves the right to deny re-admission for the following school year. 

 
4. Conditional Re-admission - The student’s future enrollment will be established by a disciplinary contract 

that will describe his/her new status within the school. The student that does not comply with the 
provisions of the disciplinary contract may be automatically expelled from school or not be re-admitted 
for the next school year. 

 
5. Disciplinary Contracts- The school reserves the right to place a student on a disciplinary contract if a need 

arises - A student who does not meet the conditions established in the disciplinary contract will not be 
readmitted the following school year. This student cannot request readmission in the subsequent years, 
nor may he/she come for summer school. 

 
6. In-School Suspension- In-school suspension is carried-out in school. The student is not permitted to 

attend classes during that day. He/she will be in an area specifically assigned for this purpose under school 
staff supervision. The suspended students will receive assigned work related to the one in the classroom. 
The day will count as an unexcused absence, thus receiving a “0” on all assignments and assessments due 
that day. The amount of days of the suspension will depend on the offense. If a student reaches a total of 
two (2) In-School suspensions during the same school year, he/she may be placed on a disciplinary 
contract during the current year and it will be carried over to the following school year.   

 
7. Out-School Suspension- Out-school suspension is carried-out at home. The student is not permitted to 

attend classes during this day. The day will count as an unexcused absence, thus receiving a “0” on all 
assignments and evaluations due that day. The amount of days of the suspension will depend on the 
offense, with a maximum of five (5) days. If a student reaches a total of three (3) Out-School suspensions 



 

 

during the same school year, he/she may be expelled from school or not readmitted the following school 
year.  

 
8. Expulsion- This sanction could be given immediately or at the end of the school year, depending upon the 

severity of the offense. A student, who for any reason is expelled from school, will not receive refund of 
the tuition. MASIS reserves the right not to enroll for subsequent school years a student who was 
expelled. 

9. No Re-admission- MASIS reserves the right not to enroll a student who has committed a severe offense 
against the school or the school community, who has violated repeatedly the school Code of Conduct, or 
who has been expelled from school. 

 
10. Disciplinary actions, In-School, Out-School Suspensions or expulsions decisions- The final decision of any 

disciplinary action, In-School, Out-School Suspensions or expulsions rely on the School Director. This 
actions and remedies are clearly explained and are the school internal procedures to deal with many 
situations and avoid referring the cases or situations to the Government authorities such Family Affairs 
Department, Police or Department of Justice. The school reserves the right to refer any case to the 
respective authorities in case parents do not abide to the consequences established in our manuals and 
contract.  

 


