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MEMORANDUM  
 
To:   All parents of CAIS primary students (K – G.6) 
From:   Mr. A. Enns, Headmaster/Principal 
Date:  10 November 2006 
Re:   Primary Parent-Teacher Interviews on November 23 and 24 
  
 
Please note the following information regarding primary parent-teacher interviews: 
 

Interview Dates and Times  
 

�  K3 – G.6: Thursday, 23 November 2006 from 4:00 to 8:00 p.m.  
�  K3 – G.6: Friday, 24 November 2006 from 8:30 a.m. to 12:30 p.m.  
�  K3 only: Friday, 24 November 2006 from 1:15 to 4:00 p.m. 
�  G.1U: Due to the illness of Miss Unger, G.1U interviews will be scheduled upon her 

return. You will be notified later of dates and times. 
 
Scheduling of Interviews 
 
If you wish to schedule interviews with teachers, please phone Mrs. Lee at the School office 
(2713 3733) who will schedule appointment times for you. Please state the names of the 
teachers with whom you are requesting interviews and your preferred times for interviews 
with each. 
 
Scheduled Breaks 
 
Teachers have a scheduled break for rest and refreshment from 5:45 p.m. to 6:30 p.m. on 
Thursday, March 23.  
 
Interview Lengths  
 
15 minutes is allowed for each interview. Arriving at interviews punctually and taking no 
more than the allotted time will ensure that interview schedules are not disrupted, thus 
avoiding delays for others waiting to speak to teachers. If you require more time to discuss 
issues with teachers, the School will be pleased to assist you in scheduling interviews with 
them on alternate dates and times (please see Mrs. Lee in the General Office to make such 
arrangements).  
 
Interview Locations  
 
A directory will be provided for parents at the main entrance upon arrival. 
 
Availability of Teachers  
 
Several teachers who teach both in primary and secondary will be available only at certain 
times of the day due to teaching commitments in the secondary or other obligations. Please 
refer to the chart below for details: 
 

Teacher Times Available 
Mr. Best Thurs. Nov. 23, 4:00 – 5:45 p.m.; Fri. Nov. 24, 9:45 – 10:15 a.m.  
Mrs. Cha Thurs. Nov. 23, 4:00 – 5:45 p.m.; Fri. Nov. 24, 9:45 – 11:30 a.m. 
Miss Choy Thurs. Nov. 23, 4:00 – 5:45 p.m.; Fri. Nov. 24, 9:45 –  10:15 a.m. 
Mr. Gibson Thurs. Nov. 23, 4:00 – 5:45 p.m ; Fri. Nov. 24, 8:30 – 10:30 a.m.  
Mr. Hauser Thurs. Nov. 23, 4:00 – 5:45 p.m ; Fri. Nov. 24, 8:30 –  9:30 a.m. 
Mr. Stroud  Fri. Nov. 24, 8:30 a.m. - 12:30 p.m. 
 

 



MEMORANDUM 

 
To:  All secondary students and secondary parents 
From:  Mr. A. Enns, Headmaster/Principal 
Re: Student Discipline Protocol 
Date: 10 November 2006 

 
 

Student Discipline Protocol 
 (Implemented: 09 October 2006) 

 
The purpose of the Student Discipline Protocol is to facilitate the development of mature and 
responsible student behavior by holding students accountable for irresponsible actions. The 
information that follows is intended to clarify the consequences for student behaviors that are 
not compliant with the guidelines and rules of the School as laid out in the Student Handbook 
and Parent Handbook. It is not practical nor is it intended that this document to be exhaustive. 
Rather, it is hoped that the underlying principles can be communicated through the provision 
of examples.  
 
1. Definitions / Penalties 

 
Please note that the penalties indicated within the first three (3) definitions below assume 
that each case is a first instance. While individually, some of the violations and infractions 
may seem insignificant, it is important to note that repeated offences, regardless of the 
definition, may underscore a more serious attitude of disobedience and disrespect that is 
not acceptable within the School and that can result in serious consequences including 
suspension or expulsion.  

  
Breach of School Rules 
�  This includes offences regarded as very serious in nature (alcohol & drugs, smoking, 

swearing/profanity, fighting, overt opposition to authority, vandalism, defamation, 
theft,  gross or sexual misconduct) 

�  Maximum penalty: expulsion 
�  Minimum penalty: detention (s) 

 
Serious Violations 
�  These include violations such as disruptive classroom behavior, truancy, inappropriate 

usage of school computers, inappropriate social behavior (e.g. inappropriate boy/girl 
relationships, excessive noise in the hallways, horse-play) 

�  Maximum penalty: suspension 
�  Minimum penalty: detention (s) 
 
* Depending upon the gravity of violations, these could be relegated upwards to a ‘breach 
of school rules’ (see above) or downwards to a ‘minor infraction’ (see below).  

 
Minor Infractions 
�   These include use of non-English, chewing gum, dress code violations, food  / drink 

violations, unlocked locker, grooming & jewelry violations, and so on 
�   Maximum penalty: detention 
�   Minimum penalty: recorded violation 
 
Mobile Phone / MP3 (and similar)/ Electronic Games 
�  First offense: loss of device for one school day 
�  Second offense: loss of device for one week 
�  Third offense: loss of device for one month 
�  Fourth offense: loss of device for the balance of the academic year 



 
*Note: In each case, the loss of device also means the loss of privilege to be in possession 
of a similar device on school premises for the effective dates of loss. 
Lates 
�  Lates for school or lates for subsequent classes are counted equally. 
�  The first three (3) lates will collectively result in one (1) detention. Thereafter, each 

subsequent late will result in one (1) additional detention. 
�   Other consequences for habitual tardiness are specified in the secondary Student 

Handbook and Parent Handbook. 
 
 Notice of Absenteeism 

�   A Notice of Absenteeism is regarded as a mandatory admission slip for school 
attendance on the day following an absence or a late. 

�   Each failure to return a Notice of Absenteeism on the due date will result in a 
detention. 

 
2. Reporting Offences 
 

Any breach of school rules or serious violation will be reported to the administration 
using a Discipline Referral Form. Any other infraction  will be reported to the 
administration on a Discipline Referral Slip. 
 
The inappropriate use of mobile phones (and other electronic devices/games) will result 
in immediate confiscation. The name and grade of the user will be affixed to the device 
and submitted to the office within the same day. 
 
A student who is late will normally be sent to the General Office for a late slip which 
serves as an admission slip for the class for which the student was late. 
 

3. Management of Offences 
 

While the context and specific details of any breach of school rules, serious violation, or 
infraction will be considered by the administration, some general guidelines regarding 
normal administrative responses follow: 
 
i.) Any combination of three (3) infractions will result in one (1) detention. 
ii.) Three (3) detentions will result in a letter to parents informing them of the incidents 

and warning that, without a change in behavior more serious consequences will 
follow. 

iii.)  An additional three (3) detentions (i.e. a total of six (6)) will on the sixth instance 
instead precipitate a half-day (1/2 day) in-school suspension. 

iv.)  A further three (3) detentions (i.e. a total of nine (9)) will on the ninth instance result 
in a one (1) day out-of school suspension. 

v.) And so on …   
 

 



 


