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But blessed is the man who trusts in the Lord,
Whose confidence is in Him.
He will be like a tree planted by the water
That sends out its roots by the stream.
It does not fear when heat comes;
Its leaves are always green.

It has no worries in a year of drought

And never fails to bear fruit.”
Jeremiah 17:7-8
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Part |. Philosophy and
Foundations (ACSI Standard 1)




Chapter 1. Foundational Statements

It is the aim of the School administration to accomplish the purpose and ends of the school. The ad-
ministration will do this by developing and maintaining a secondary school program based on philos-
ophy, pedagogy, policy, and practice which are in accord with the Word of God. The School's program
of studies is to be global in perspective and permeated with a Christian worldview.

Purpose

The purpose of RFIS (as established in the RFIS constitution) is to enable missionary families to
continue their God-given assignments in Central Africa confident that their children’s educational
needs are being met.

RFIS was established to serve the children of SIL members and the missionary community in central
Africa. As capacity allows, RFIS will also serve the extended expatriate community and Cameroonians
whose educational needs can be met.

In order to remain faithful to our purpose and mission, we desire to see RFIS flourish as an international

school serving missionaries, expatriates and nationals while maintaining a Christ-centered education
and environment that will empower students for global engagement.

Mission
In that light, RFIS endeavors to accomplish the following ends:

Students prepared for the next stage of life.

1. Students who are sincere followers of Christ.
1.1. Students who have a foundational understanding of the Bible.
1.2. Students who apply biblical principles and a biblical worldview to all aspects of life.
2. Students who are well-balanced and set healthy priorities.
3. Students who are educationally qualified.
3.1. Students who are qualified for further education in their passport countries.
3.2. Students who have the skills to be life long learners.
4. Students who understand, respect and adjust appropriately to other cultures.




Chapter 2. Core Values
Christian World View

The Association, defined in chapter 7, believes that truth is best understood as we view God’s world
in the light of God’s Word.

» The Association promotes activities and relationships based on Biblical principles and values.
» The Association mandates that all aspects of the curriculum be taught from a Christian perspective.
» The Association requires the study of the Bible as part of the School's curriculum.

International Perspective

The Association intentionally mandates an international perspective which provides an environment
valuing curricular, pedagogical and linguistic diversity.

» The Association mandates an international curriculum.

» The Association recognizes the multinational origins of the students attending the school and, there-
fore, seeks an international atmosphere rather than giving preference to any one particular national
culture.

* Although English is the primary medium of instruction, the Association commits itself to the teach-
ing of the grammar and literature of languages other than English.

» The Association encourages a culturally diverse faculty.

Sense of Community

The Association strives for unity in Jesus Christ while valuing cultural and linguistic diversity.

» The Association recognizes the diverse origins and unique nature of the students attending the school
and, therefore, seeks to create an atmosphere of love, acceptance and unity.

» The Association is non-political in nature.

» The Association will show no racial bias.

Service

The Association serves those who serve and, therefore, endeavors to develop an attitude of service in
its students and community.

* The Association encourages engagement with its physical and socio-cultural environment in
Yaoundé¢ and Cameroon and seeks to promote understanding across cultures and nationalities.

Diverse Program of Studies

The Association seeks to provide a diverse program of studies including academics, practical and fine
arts and athletics.




Chapter 3. Statement of Faith

All School Board members, administrators, and teachers are required to state in writing their agreement
with the following statement of faith:

* The divine inspiration and consequent authority of the whole canonical Scripture.*
* The doctrine of the Trinity.

* The fall of man, his consequent moral depravity and his need for regeneration.

* The atonement through the substitutionary death of Christ.

* The doctrine of justification by faith.

* The resurrection of the body, both in the case of the just and the unjust.

» The eternal life of the saved and the eternal punishment of the lost.

*Note: This includes their being free from all manner of error in the original manuscripts.

Statement on Marriage, Sexuality, and Gen-

der

Because of the increasing public discussion and legal attention being given to gender, sexuality, and
marriage issues, Rain Forest International School has provided this Statement on Marriage, Sexuality,
and Gender. In order to preserve the health and integrity of RFIS, and to provide a biblical role model
to the RFIS faculty, staff, students, and community, it is imperative that all persons working at RFIS
in any capacity, including volunteers, agree to this Statement on Marriage, Sexuality, and Gender and
agree to not promote contrary behavior or beliefs among the school body.

We believe that every person must be shown compassion, love, kindness, respect, and dignity. Any
behavior or attitudes not displaying these qualities are to be rejected, as they are not in agreement with
Scripture or the Spirit of Christ. (Luke 6:31; Gal. 5:19-23)

We believe that God's design for marriage is that God joins one man and one woman in a single and
exclusive union. (Gen. 2:24; Matt. 19:4-6) We believe that God intends sexual intimacy to occur only
between a man and a woman who are married to each other. Any form of sexual intimacy outside of
marriage is sexually immoral and is sin against God. (Ex. 20:14; 1 Cor. 6:12-7:9; Heb. 13:4; Rom.
1:26-27)

We believe that God wonderfully and immutably created people as either male or female in conformity
with their biological sex. These two distinct yet complementary genders together reflect the image and
nature of God. (Gen. 1:26-27; 2:18-25)

We believe that God offers forgiveness, restoration, and healing to all who confess and forsake their sin,
seeking His mercy and forgiveness through Jesus Christ. (John 3:16-18; 1 John 1:8-9; 1 Cor. 6:9-11)




Chapter 4. Code of Ethics

All RFIS staff members are required to abide by the following Code of Ethics. They must indicate
via their signature on the policy checklist or their contract of employment their intention to abide by
the code.

All staff members at RFIS are expected to model Biblical values and maintain professional standards
as they interact with colleagues, parents and students.

In everyday relationships staff will strive to interact cooperatively, courteously, and respectfully.
Internal problems are to be discussed only with the individual parties involved. Principles from
Matthew 18:15-18 should be followed to involve only those necessary to resolve a problem.

Staff will strive to be exemplary in conduct and speech.

Staff will work to promote unity and cooperation in the school.

Staff should be careful not to let their personal relationships with parents influence their treatment
of students. They will not treat one student differently from another, nor speak inappropriately with
outsiders about school-related matters.

Private information (including scholastic records) about students may not be shared with anyone
outside of the RFIS professional community without the parents' written permission.

All staff members are expected to respect the customs and laws of Cameroon.

In addition to these moral obligations, all staff members at RFIS are also required to commit to the
following standards.

Staff should try to be sensitive to the international character of RFIS and TCK (Third Culture Kid)
issues by avoiding generalizations such as “when you go back home” or “We Americans,” etc;
terminology that might cause miscommunication in this setting.

Staff should be careful to use illustrations, examples and allusions which will be understood by all
of the students or to give any necessary background information; and, show respect for and interest
in the students’ countries of origin and give them opportunities to talk about their cultures.

Staff should endeavor to incorporate Cameroonian culture into the curriculum, which is a major
goal at RFIS.

All RFIS personnel shall adhere to the RFIS Code of Ethics. If the Code is not followed, the case will
be reviewed by the school administration or the administration of the sending mission as appropriate;
the person concerned will be expected to follow the directives given as a result of the review.




Chapter 5. Philosophy
Philosophy Statement

RFIS holds to a Christian worldview and maintains that reality begins with the one and only true triune
God; Father, Son, and Holy Spirit. God speaks to us through His Word by the power of the Holy Spirit
and thus the written Word of God will be used as a filter through which all other sources of truth are
passed. Creation also reflects God's attributes and is worthy of study within this context. The School
believes that all truth is God's truth and is worthy of being pursued through reason as well as through
revelation.

The guiding principle for the RFIS community is that humanity has the responsibility to love God with
our whole hearts, souls, and minds and to love our neighbours as ourselves. We are to worship God,
to be good stewards of all that He has created, and to do everything for His glory.

The School believes that the lives of all students can be enriched through a personal relationship with
Jesus Christ. Students will explore the invitation Christ is giving to humanity and will experience the
support of the community as they freely determine their own response to this invitation. In recognition
of the diverse student body, no student will be required to affirm faith in Jesus Christ nor to worship
Him unwillingly. Yet, it should be understood that students come to the community to benefit from a
Christian education and its environment which includes attendance in chapel services. Out of respect
to the others in the School, no student should intentionally violate its values and commitments.

RFIS is committed to the intellectual, physical, emotional, social and spiritual development of the stu-
dent, with a primary focus on the shaping of personal values based on Biblical principles and academic
preparation for a variety of post-secondary options.

RFIS appreciates the individuality of its students and the various cultural backgrounds they contribute
to the School, encouraging them to value and build on the multicultural experience of our community.
The School attempts to provide an international atmosphere rather than give preference to one particu-
lar national culture, thus preparing the students for future transition into an increasingly global society.

RFIS endeavors to use its local physical and sociocultural environment as a resource for the students’
education and personal development.

RFIS believes that a partnership between the family and the School is essential for the healthy devel-
opment of the child. Open and regular communication between parents, teachers and administration
is expected.

Review of Philosophy

The Philosophy Statement of Rain Forest International School shall be made available to each staff
member and parent of students in the School. The Philosophy Statement shall be reviewed annually
at the teacher orientation and in closing week. The School Board will review the philosophy at their
first or second meeting in order to remind everyone that all school programs must be consistent with
the Philosophy Statement.

Suggestions for revision of the Philosophy statement may be submitted to the school administration at
any time. They will be forwarded to the school board for their consideration when the board reviews
the Philosophy statement.

Non-Discrimination

The School admits students of any race, color, national or ethnic origin with all the rights, privileges,
programs and activities generally accorded or made available to students at the School. It does not
discriminate on the basis of race, color, national or ethnic origin in administration of its educational
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policies, admissions policies, tuition assistance programs, athletic or other school-administered pro-
grams, nor in the hiring of teachers or administrative staff. Students are eligible for admission if it is
believed that the School can meet their particular needs. However, the School is not adequately staffed
to educate students with significant learning disabilities, physical or mental handicaps or emotional
problems. The Admissions Committee may deny entrance to applicants whose needs cannot be ade-
quately met.

The School reserves the right to establish single-sex activities, such as athletic teams and musical
groups, while attempting to provide equal opportunities for both boys and girls in those areas.

It is the policy of the School to observe applicable regulations of the Cameroonian Ministry of Edu-
cation that may pertain to fair educational opportunities for all students.

Host Country Relations

Although the Cameroonian Ministry of Education exercises no direct control over the educational
policies or the curriculum of RFIS, the School seeks to foster positive relationships between RFIS and
the Ministry, as well as with other government authorities, agencies and educational institutions.

RFIS will observe the requirements of all applicable Cameroonian laws, and its employees are expect-
ed to do the same.

All expatriate staff members are expected to show sensitivity to the customs of Cameroon, as their
host country, and to follow applicable rules.

RFIS students are encouraged to contribute to the community through educational and cultural pro-
grams, athletic events and exchanges, and community service.

Community Involvement in Decision Making

While it is understood that the authority to govern RFIS remains with the Board, the School believes
that community participation in the affairs of the School is essential if the School is to sustain the level
of educational excellence our students deserve. For that reason, all members of the School community
are encouraged to express ideas and concerns to the appropriate School personnel.

Association

Twice each year, an Association meeting will be held for moral owners Mo present and discuss current
concerns of the School. At the second semester meeting, association members will elect the School
Board. They may also be asked to vote on amendments to the constitution.

Parent Teacher Fellowship

When there is a motivated parent to head it up, RFIS also has a Parent Teacher Fellowship (PTF). At
this point, there has not been any official PTF meetings, nor is there an official structure, as parents
have been uninterested in developing an official structure. Some parents have worked together to
provide food at tournaments and to organize various teacher appreciation activities. They have helped
raise funds for projects outisde the normal school budget, for example, the shelters at the soccer field
for the team benches.

In addition to moral owner participation through the Association and parent participation through the
PTF, the School also encourages individual parents who are qualified in a given field to contribute
their talents to the School and its programs. From time to time such persons may be invited to act as
resources or advisers to the School.

'The members are the leadership of partner organizations and expatriate members and leadership of other evangelical mission agencies in
Central Africa.
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Students

The School believes that students should have opportunities to take responsibility for their own edu-
cation. Therefore, students are encouraged, in keeping with their level of maturity, to make decisions
related to their own educational programs.

Students will also have the opportunity to participate in policy development through class or school
organizations, such as the Student Council, which offer practice in self-government and serve as fo-
rums for the expression of student ideas. Student opinions will be considered in setting policies that
directly affect student programs, activities, privileges, and responsibilities.




Chapter 6. General Information

Description

RFIS is a day school. (In the past, partner missions have provided hostels near the school where some
of the students live during the school year.) English is the medium of instruction. RFIS primarily uses
American instructional materials and Advanced Placement (AP) courses are offered based teacher
availability, qualifications, and student interest. The school offers American-style transcripts.

History

Planning for the school began at the 1987 conference of the members of SIL in Yaoundé, Cameroon.
The mission of SIL in Cameroon requires a long-term commitment, which often keeps expatriate
families overseas for many years. SIL members determined to establish an international secondary
school by September 1991, to help them balance their God-given responsibilities to their children and
to their linguistic and Bible translation ministry in Cameroon. Since 1991, Rain Forest International
School has grown from less than 20 to over 100 students in some years.

In August 2001 the Evangelical Covenant and the Evangelical Free Church Missions, under the name
Evangelical Covenant International Partners (ECIP), joined with SIL as a partner in governing and
developing the school. RFIS expanded at that time to include grades seven and eight. In January 2005,
Cameroon Missionary Fellowship (CMF), consisting of World Team, North American Baptist, and
Baptist General Conference, became a third partner with SIL and ECIP.

In 2004, a 6.5 hectare piece of land (16 acres) was purchased in Nkoulou on which to build a new
campus with larger, purpose-built classrooms. RFIS moved in June of 2010. The new school campus
does not yet have all the facilities we hope for, but in time we hope to finish the building of our sporting
facilities and complete a theater and other specific purpose buildings.

A growing school necessitated a growing staff. We thank the Lord for our teachers, most of whom
have left their homelands to teach our children, serving with us under the supervision and care of
international Christian mission organizations, trusting God for their financial support.

Since the beginning we have prayed for the students who study here. We believe that as adults they will
be able to say with a mixture of gratitude and pride that they attended Rain Forest International School.

The school plays a vital role in the work of missions in Central Africa. Because of RFIS, members of
many missions have continued their work in Central Africa during their children's secondary school-
ing. Because RFIS exists, it is possible for missionaries to commit themselves to long-term projects,
like the translation of the New Testament into an African language, knowing that they will not have
to abandon a project when their children are ready for secondary school. The school also provides this
same education for other children who demonstrate a desire for the type of education offered, subject
to the availablity of space and the school's ability to meet their educational needs.

School Identifiers

The GOLDEN CAT is the official school mascot.
The official school colors are GREEN, BLACK, and GOLD.
The School emblem is the RAIN FOREST TREE.

The School Verse is JEREMIAH 17:7-8 "Blessed is the man who trusts in the Lord, whose confidence
is in him. He will be like a tree planted by the water that sends out its roots by the stream. It does not
fear when heat comes; its leaves are always green. It has no worries in a year of drought and never
fails to bear fruit."
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Location

The school is located in the village of Nkoulou, on the outskirts of Yaoundé.
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Chapter 7. Status
Legal

School Ownership

SIL Cameroon (SIL), affiliated with SIL International of Dallas, Texas, USA, is the legal owner of all
temporary and permanent structures on the campus of Rain Forest International School and the prop-
erty on which they are located, unless otherwise specified, as in the case of rental, lease or cooperative
agreements. All such agreements must be approved by the SIL Entity Committee.

Partner Missions

Though Rain Forest International School is legally owned by SIL Cameroon and operates as a depart-
ment under the SIL Cameroon Branch, it is administered by several partner missions. Financial in-
vestment in the campus itself as well as the ongoing responsibility to provide teaching staff have both
been part of a shared initiative by the school's partner missions. Partner missions include SIL, CMF
(Cameroon Missionary Fellowship, a partnership between North American Baptists, Inc., Converge
Worldwide, and World Team), and ECIP (Evangelical Covenant International Partners, a partnership
between the Evangelical Free Church of America and the Evangelical Covenant Church).

Recognition in Cameroon

Rain Forest International School is recognized by the Ministry of Education of Cameroon as a lay
Private School under law No. 87/022 of 17 December 1987, fixing the rules and regulations governing
private educational activities in Cameroon.

Accreditation

Rain Forest International School has been accredited with the Association of Christian Schools In-
ternational (ACSI) (www.acsi.org) and Middle States Association of Colleges and Schools (MSA)
(www.css-msa.org) since 1997. Accreditation is maintained through periodic reaccreditation evalua-
tions.

Association

The school board and moral owners have established an Association to ensure that the voices of Moral
Owners are heard, and as a forum for the discussion and approval of constitutional changes.

The duration of the Association is unlimited. At any time the Entity Committee of SIL may dissolve the
Association if it judges such action to be in the best interests of SIL. A memorandum of understanding
has been signed by all the partners to direct changes should any of the partners wish to withdraw their
partnership.
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Chapter 8. Governance

The School is governed by a Board with certain positions designated for partner organizations and
other positions open to the moral owners of the School. In 2002, the School Board adopted John Carv-
er’s Policy Governance model. This means that the administration of the school is free to determine
the policies and practices of the school within the broad parameters established by the Board. Teachers
are seen as an important part of many of the decisions made by the administration. All Board members
must acknowledge Jesus Christ as Savior and Lord and be in agreement with the RFIS Statement of
Faith and Philosophy of Education. SIL is the legal holder of the School’s statutes and the legal owner
of the School’s facilities. All RFIS Association and Board actions may be reviewed and approved or
revised by the SIL Cameroon Branch Director, acting within the confines of Executive Limitations.

School Board

Composition of the Board

The School Board will consist of seven to nine voting members as follows:

* | member selected by each Partner Organization

* 4 members elected at large from the Association

* | member appointed at large from the Association by the Board Chair
* The school director will have a non-voting seat on the board

Qualifications of Board Members

Each member of the School Board shall:

* belong to the Association

» acknowledge Jesus Christ as Savior and Lord

* be in agreement with the statements of purpose, philosophy, core values and statement of faith of
the School

* be willing to give their wisdom, energy and time to the good functioning of the Association without
remuneration

* be parents of students who will be enrolled at RFIS for at least one year of their Board term

The appointed member does not necessarily need to have a student enrolled in the school.

An Association member whose primary assignment is to RFIS is not eligible to hold a position on
the Board.

Responsibilities of the Board

The areas of responsibility for the Board include the following:

* Act as a trustee of the collectively-held values of the owners.

» Engage a qualified and competent director

* Monitor the Director on achievement of the Ends and compliance with Executive Limitations
* Monitor its own compliance with Board/Director Linkage and Governance Process policies

Authority of the Board

Members of the board exercise authority only as they take action at a duly convened, official meeting
of the Board of Directors.
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Chapter 9. Leadership

God is the leader of RFIS. The School administration seeks to continually listen to God's leading in
decision-making and vision setting.

The Director

Director Role and Responsibilities

In his/her role as Director of RFIS, the School Director reports to the School Board. As an individ-
ual member of a mission, the Director reports to a member of their mission's Branch Administration
designated by their leadership. Should there be a difference of opinion between SIL Branch Admin-
istration and a policy of the School Board, the School Director shall follow the direction of the Board
until the SIL Entity Committee can resolve the difference. The School Director is responsible for the
recruitment and management of the School’s professional and non-professional staff.

The School Director is responsible for:

1. achieving the Board stated Ends while staying within the Executive Limitations

2. the activities and programs of the School in relation to its stated purposes and orientation.

3. the day-to-day functioning of the School as it relates to educational, financial, parent, and student
issues.

4. overseeing the development and functioning of the School facilities.

5. the recruitment and management of the School's professional and non-professional staff.

6. the School calendar, curriculum standards, extracurricular activities and budget.

The Administrative Team

In order to more easily enable balanced input into administrative decisions, the director will form an
administrative team, which will meet regularly to address concerns, initiatives and policy discussions
that arise. The administrative team may change from year to year but often includes the director, fi-
nance manager/director of administration and finance, academic director, athletic director, other di-
rectors, and the guidance counselor.
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Chapter 10. Finances

School Fees

Application Fee and Registration Deposit

There is a non-refundable application fee for new students of 25,000cfa. This is waived for missionary
students.

Upon acceptance, a non-refundable registration deposit of 50,000cfa must be paid within two weeks
of acceptance to hold the student's place. Their enrollment is not guaranteed until this deposit has been
paid. The deposit is waived for missionary students. The registration fee will be applied against the
first semester tuition.

Tuition

Individual tuition rates are set in USD by the School Administration annually in keeping with the
board policy that tuition may not increase by more than 5% in one fiscal year or 10% in any three-
year period. The annual tuition rate in cfa will be calculated based on the SIL exchange rate at the
start of the school year. Special consideration may be taken in a year when there is a drastic change
in the exchange rate from the previous year.

Payment Schedule

All tuition for each semester shall be payable within the first 30 days of the semester unless parents
make arrangements for another payment plan with the Finance Office. The school will authorize a
request for paying a semester's tuition in five monthly payments.

The terms and conditions for payment must be fully and promptly met. In the event that the terms of
any payment plan are not met by their due dates, the student(s) may be removed from the school at
the discretion of the Director.

Tuition payments for SIL students may be automatically deducted from their family accounts unless
another payment schedule is requested by the parents and approved by the Finance Manager. A normal
payment schedule would be 4-5 payments per semester. SIL families can also elect to pay tuition in
one payment per semester.

Past Due Accounts

* All tuition accounts must be paid in full before a child can re-enter the school each semester unless
an exception is granted by the school director.

» No progress report shall be provided for students with a past due tuition account at the time progress
reports are issued.

* No final report card or grade transcript shall be provided for any child whose tuition bill has not
been paid or for whom satisfactory arrangements have not been made as stated above.

* No child who has an outstanding tuition balance shall receive a diploma from the school until pay-
ment is made in full.

Refunds

Students who leave School before the end of a semester, for reasons unforeseen at the time they paid
their tuition, will be refunded partial tuition depending on the length of time they were enrolled in
the School.
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 Students are considered enrolled until all school texts, locks and other property have been returned
to the school.

* Twenty percent of the semester fee is non-refundable.

* The remaining 80% of any fees paid will be refunded based on a daily prorated basis.

* Generally, students who withdraw more than 12 weeks into the semester will not receive any refund.

* No refunds will be issued when student withdrawal is the result of expulsion.

Tuition Reduction and Financial Aid

In general, RFIS has three tuition levels: Regular, Mission, and Partner Mission. Unless the sole source
of family income for an applicant is through a Christian mission organization, they will be admitted
at the Regular tuition rate.

RFIS is willing to offer financial aid to qualifying families based on the following criteria:

* A complete financial application submitted which details the family’s income sources and expenses
that can be verified annually.

* An application may only be considered AFTER a student has met the regular requirements for
admission to RFIS.

* Students receiving financial aid must maintain a GPA of no less than a 2.5 on their academic record.

* Application must be made yearly by 1 March to be considered for the upcoming school year.

* Financial aid awards are dependent on the financial resources available to RFIS in a given year.
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Chapter 11. Student Government
Documents

Student Council Constitution
PREAMBLE

We, the students of Rain Forest International School, in order to promote better understanding of the
democratic principles of self government; to promote good citizenship among students; to provide
wholesome activities for the student body; to stimulate and develop a positive attitude in the relation-
ships of students, staff, administration and all concerned in the general welfare of the School; to estab-
lish pleasant and more convenient conditions on and around the School premises; and believing that

1. It is the Lord's will that we have a Christ-centered education
2. We should be examples of a Christ-filled life to the community,

3. Christian fellowship is conducive to Christian growth, do hereby ordain and establish this Consti-
tution for the Student Body of Rain Forest International School.

ARTICLE | - NAME & MEMBERS

Section 1 - Name

The name of the above-mentioned will be the Student Body of Rain Forest International School.

Section 2 - Members

The members of the organization will be students at Rain Forest International School in grades seven
through twelve.

ARTICLE Il - COLORS, EMBLEM

Section 1 - Color

The colors GREEN, BLACK, and GOLD will be designated as the official school colors.

Section 2 - Emblem

The emblem will be a RAIN FOREST TREE.

ARTICLE Ill - STUDENT GOVERNMENT

The Rain Forest International School Student Government will consist of a central Student Council
which functions directly under the Constitution and governs the Constitution, Student Body, Class
Representatives, and Classes.

ARTICLE IV - STUDENT COUNCIL ADVISOR

There will be a Student Council advisor appointed by the School Director to act as a liaison between
the Council and the School Administration. All activities sponsored by the Student Council must meet
with the approval of the advisor. It will be the duty of the advisor to plan and suggest dates for all
social events sponsored by the Student Council, subject to approval by the School Administration.
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ARTICLE V - STUDENT COUNCIL

Section 1 - Purpose

The purpose of this organization will be to develop attitudes of, and practices in, good government;
promote harmonious relationships through-out the entire School; provide a form of student expression
and provide an orderly direction of student recommendations for educational changes.

Section 2 - Members

There will be a student council made up of the officers of this organization, plus elected representatives
from each class, grades nine through twelve, one representative from grades seven and eight combined,
and one student representative at large. All members have voting privileges.

Section 3 - Duties of the Student Council

A. To develop and adopt such by-laws as may be necessary, to implement the constitution.

B. To create, authorize, supervise, and coordinate committees for the specialized activities and services
sponsored by Student Council.

C. To consider, then pass or reject, properly petitioned policies, and changes recommended by the
students and teachers.

D. To present properly proposed constitutional amendments to the student body.

Section 4 - Quorum

Three-fourths of all Student Council must be present to vote at a Student Council meeting. The Pres-
ident will only vote to break a tie.

Section 5 - Procedures

Parliamentary procedures will be followed at all times.

ARTICLE VI - STUDENT BODY OFFICERS

Section 1 - Election

The officers of the student body will be persons elected by the students of grades seven through twelve
at the time of fall elections.

Section 2 - Term of Office

Term of office will be one school year.

Section 3 - Qualifications of Student Body Officers

All officers must be members of the student body at Rain Forest International School at the time of
their election; the president must have attended one semester previous to the elections.

» All officers must maintain a scholastic average of 2.0.

All student body officers must be in grades 10-12 during their term of office.

» The president of the Student Council must be in grade 11 or 12 during his/her term of office.

Section 4 - Duties of Student Body Officers

A. The President
1. It will be the duty of the president to preside over all Student Council meetings according to
approved parliamentary procedures.
2. It will be the duty of the president to appoint chairpersons of various committees within the
Student Council, subject to the approval of the Student Council.
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3. It will be the duty of the president to enforce decisions made by the Student Council.
B. The Vice President
1. It will be the duty of the vice-president to perform the duties of the president in the event of the
president's temporary absence.
C. The Secretary
1. It will be the duty of the secretary to record the minutes of all Student Council sponsored activ-
ities and all Student Council meetings.
2. It will be the duty of the secretary to keep files of the records of all committees and their activities.
3. It will be the duty of the secretary to keep a record of attendance at all Student Council meetings.
D. The Treasurer
1. It will be the duty of the treasurer to manage the finances of this organization, keeping a record of
all receipts and expenditures made by this organization, and to be prepared to present a financial
report to the Student Council.
2. It will be the duty of the treasurer to prepare and submit plans for the financial betterment of
the Student Council.
3. It will be the duty of the treasurer to ensure the proper management of the Student Store.
4. It will be the duty of the treasurer to oversee class treasurers.

ARTICLE VIl - THE REPRESENTATIVES AND THEIR
DUTIES

Section 1 - Class Representation

Each class will be represented in Student Council.

Section 2 - Representative-At-Large

The student body at large will elect one representative to the Student Council. This student must be
taken from grades nine through twelve.

Section 3 - Term of Office

The term of office of the representative will be one school year.

Section 3 - Duties of Representative

It will be the duty of the Student Council representatives to truly represent the opinions of their class
to the Student Council and bring relevant information to the class about matters discussed in Student
Council meetings. The representative at large should represent the welfare of the whole student body.

ARTICLE VIil - REMOVAL FROM OFFICE

Any officer or representative found liable for removal from his/her position, for reasons other than his
academic standing, will be removed by a petition of one-third of the members of the body to which he/
she is responsible and two-thirds of the Student Council. In this situation the president will be included
in the vote. Any committee member found liable for removal may be removed from the committee by
agreement of the advisor and the chairperson.

ARTICLE IX - REPLACEMENT OF OFFICERS AND
REPRESENTATIVES

Section 1 - Removed from Office

If any officer or representative is removed from his/her position, either voluntarily or involuntarily,
he/she will be replaced by election of the student body as soon as is reasonably possible.
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Section 2 - Unable to Fulfill Office

If any student body officer or representative is unable to fulfill his office or is no longer in attendance
at Rain Forest International School, he/she will be replaced by the Student Council, except in the case
of the president, who will be replaced temporarily by the vice-president until a new president can be
elected in the same way the former president was chosen.

ARTICLE X - THE POWER TO VETO

Section 1 - By Director

All decisions and actions of the Student Government are subject to veto by the School Director.

Section 2 - By Student Council

Any constitutional interpretation of the president may be overruled by a two-thirds vote of the Student
Council.

ARTICLE XIl - PROPOSALS AND RATIFICATIONS

Section 1 - Proposal

This constitution will be proposed by a two-thirds vote of the Student Council or by petition signed
by at least one-fourth of the members of this organization.

Section 2 - Ratification

This constitution will be ratified by a two-thirds vote of the student body which will be conducted
by secret ballot.

ARTICLE Xlll - AMENDMENTS

Section 1 - Proposal

An amendment of this constitution will be proposed by a two-thirds vote of the Student Council or by
a petition signed by one-fourth of the members of the organization.

Section 2 - Ratification

An amendment to this constitution will be ratified by at least a two-thirds vote of the student body
by secret ballot.

ARTICLE XIV - BYLAWS

This constitution will be implemented through the Bylaws. Any change or addition to the Bylaws will
require a two-thirds vote of the Student Council.

Student Council Bylaws
ARTICLE | - STUDENT BODY OFFICERS

Section 1 - Nominations

» Candidates will obtain a petition from the office and must obtain the signature of at least 20% of
the Student Body.
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* One of the signatures on the petition for nomination must be that of the nominee.
* No candidate may withdraw after he has been nominated.

Section 2 - Election

* Elections will be held within three weeks after the school year starts.
* Elections will be conducted by secret ballot.
* A majority of the voters will be necessary for election.

* In case no one of the nominees receives a majority vote, a second vote will be taken between those
two nominees receiving the highest number of votes.

* These elections will be conducted by the advisors selected by the Director of the School.

ARTICLE Il - CLASS REPRESENTATIVES

One representative from each class grades nine through twelve, one representative from grades seven
and eight combined and a representative-at-large will be elected within the first three weeks of the
first semester.

ARTICLE IlIl - COMMITTEES

Section 1 — Chairmen

The chairpersons of all Student Council committees will be appointed by the student body president,
subject to the approval of the Student Council.

Section 2 - Term

The appointment of chairpersons and members of all committees will in no case be considered to
extend beyond the school year in which they were appointed.
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Chapter 12. Enroliment

Maximum Enroliment

The current RFIS facilities have a capacity of 130 students. Priority for enrollment will be given to,
students from the missionary community. RFIS welcomes the opportunity to serve additional students
who can benefit from RFIS’s program.

It is the goal of the RFIS board and administration to enroll students who will not jeopardize the
accomplishment of the Ends or the Christian atmosphere of the school. Therefore, the admissions
process increasingly seeks to evaluate commitment to and willingness to abide by the Christian values
of the school.

As RFIS continues to grow, the total number of students in attendance at RFIS will not be allowed to
exceed a ratio of 20 students to every full-time equivalent (FTE) teacher. Regular academic class sizes
may not exceed 30 students per teacher for core-subject instruction.

When accepting new students, consideration will be given to ensure that the influx of new students
into a grade level is not overwhelmin the existing students in that grade level.

Admissions

Since the School was established to meet the needs of the mission community, priority in admissions
is given first to children from partner missions and secondly to children from other Christian mission
agencies.

The School also welcomes the opportunity to accommodate additional expatriate and national students
who can benefit from our program when space is available. So, third priority is given to other children
living in or around the Republic of Cameroon who can demonstrate they will directly benefit from
the type of education being offered.

As aresult of these admissions criteria, students often include the children of missionaries, diplomats,
foreign business workers, development personnel, local businessmen, Christian workers, and govern-
ment officials.

The Admissions Committee will supervise the enrollment process and act on all applications. As part
of the enrollment process, at least one parent must sign a statement acknowledging that they have read
the School Handbook, support the educational philosophy of the School, and agree to have their child/
children educated within this framework. This includes participating in and passing religious studies
classes each semester. Parents will be encouraged to explain to their child/children the ethos of RFIS,
guidelines for student behavior, the purpose of chapel, and course and graduation requirements.

When an application is complete, it will be reviewed by the Admissions Committee. The committee
chair will contact the applicant with the admission decision. In contested cases, the decision of the
Director is final.

Application Documents

The application packet of documents will be updated annually by the guidance office and with the
approval of the director. These packets will be available digitally via the school website or upon re-
quest from the secretary (rfis-secretary@rfis.org) or guidance office (rfis-guidance@rfis.org) and hard
copies will be available upon request in the reception.

Application Packets include:

* Application for Admission form
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* Waiver of Liability/Publicity Authorization
 Health Record

» Parental Statement/Student Statement for acknowledgement of having read the family handbook
and willingness to abide by and support the ethos of the school

* Permission to Release School Records — provide a copy of the most recent report cards or transcripts
from the previous two years of school; if the student is a secondary student, all secondary report
cards or transcripts should be provided; also provide a description of the grading policy for each
school attended

* Two Student Evaluations to be completed by former teachers in English
* Character Reference from a pastor, mentor, or youth worker
* RFIS school year calendar

In addition to completing documents in the packet, applying students/parents will also need to provide:

« Birth certificate or copy of passport stating date of birth.

Admissions Requirements for Placement of Students
into Grades 7-11

Before enrollment at RFIS, students must meet certain expectations. Each applicant will be considered
on an individual basis.

* Students will normally be twelve (12) to seventeen (17) years of age.

* Adequate proficiency in standard western English to receive instruction speak, and submit course-
work at a level adequate for success at the grade level for which applying.

* Intellectual capacities such that the school's resources are adequate to meet their educational needs.

* Previous educational experience equivalent to Grade Six in the United States or Year Seven in
England.

* Ability to meet financial obligations.
* Family interview with a member of the administrative staff and/or admissions committee.

Qualified students from partner organizations are guaranteed admission. Other qualified applicants
will be considered on a space-available basis.

Admissions Requirements for the Grade 6 Transition
Program

* Students will be considered for admission to the Grade 6 Transition Program on an individual basis.

* Students will normally be eleven (11) years of age (exceptions will be considered providing they
will turn 11 during the first quarter of the academic year — generally late October).

» Families of all prospective students will be expected to complete an interview with a member of
the administration and/or admissions committee.

* Adequate proficiency in standard western English, basic mathematics, reading, and writing to sub-
mit coursework at a level adequate for success at the 6th grade level.

* Previous educational experience equal to the completion of primary school. (Moyen 2 with CEPE
in the Cameroon Francophone system, Class 6 in the Cameroon Anglophone system, or Primary
6 in the Nigerian system.)

* Ability to meet financial needs.

Admission to the Grade 6 Transition Program does NOT imply automatic acceptance into the regular
RFIS grade 7-12 program. During the final quarter of the grade 6 program all students will be expected
to undergo academic testing, a family interview, and to repeat some aspects of the application process
to be considered for admission into the regular RFIS accredited program
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Admission Procedure

The completed application packet must be submitted along with a 25,000 cfa non-refundable applica-
tion fee before the school can determine eligibility. All documents must be completed in English or
accompanied by an English translation.

Students and parents will have an admissions interview with a member of the administrative staff and/
or admissions committee.

Students whose first language is not standard western English and those whose families primarily
speak a different language at home will be required to write an English proficiency exam.

At the discretion of the Director and/or Admission Committee, students may be required to demon-
strate academic proficiency in other areas through further admission tests.

Applicants are strongly encouraged to submit applications by 30 January to allow time for their review
and consideration as well as any appropriate examinations. After that date, the Admissions Committee
will review applications as needed and as able.

Upon acceptance, applicants must pay a non-refundable registration fee of 50,000 cfa in order to re-
serve a place for the school year. If this is not paid, the applicants place may be given to other students
who are waiting. If the applicant attends RFIS, this money will be applied to your first semester tuition.

Late Admissions

In a situation where it seems necessary, valid or justifiable in the eyes of the admissions committee,
students may be admitted to RFIS after the beginning of school with a transfer grade from another
appropriate learning situation. Staff will be provided with a rationale to explain the late admission
decision. However, if such a situation is necessary, families are strongly advised to plan for their
student to start attending classes at the beginning of an RFIS quarter. Please keep the following in mind.

* Students who are admitted at the beginning of a quarter will be expected to join in with classes and
do all assignments as given.

* Students who miss time at the beginning of the quarter will be expected to make up the work that
they have missed in that quarter; on rare occasions, depending on the class and the circumstances,
in consultation with the parents, students may also be required to make up one or two assignments
from the previous quarter.

+ Staff will not be expected to write the student a special exam. Generally, staff will mark the final
exam questions related to the material covered during the quarters for which the student was present.
If, during exam preparation, staff realize that it is not possible to test a student on only a portion of
the material, they can apply to the administration for an exemption for that student.

* If there are minor gaps in student learning, teachers will help the student to catch up. However, if,
in order to succeed, students need to learn many of the concepts that were covered in quarters when
they were not registered at RFIS, it is the responsibility of the family to arrange for extra help. It
is not expected that the teacher will re-teach to the individual student all of the concepts learned
in their absence

Before making a final decision, the admissions committee will find a way to determine if the stu-
dent’s admission would have too great an impact on teacher stress.

Non-Discrimination

The School admits students of any race, color, sex, national, or ethnic origin to all the rights, privileges,
programs, and activities generally accorded or made available to students at the School. It does not
discriminate on the basis of race, color, sex, national, or ethnic origin in administration of its educa-
tional policies, admissions policies, tuition assistance programs, athletic, or other school-administered
programs, nor in the hiring of teachers or administrative staff. Students are eligible for admission ifit is
believed that the School can meet their particular needs: however, the School is not adequately staffed
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to educate students with significant learning disabilities, physical or mental handicaps, or emotional
problems. The School reserves the right to exclude students whose needs cannot be adequately met
and authorizes the Admissions Committee to exclude students on that basis.

Appeal

An applicant may appeal a denial of admission by writing a letter including new information that was
not submitted with the application to the Director for review of the decision. The Director's decision
will be final.

Visitors

The School welcomes visitors, however due to security risks, visitors must have an appointment or be
approved by the administration before entering the property. Visitors are expected to check in at the
gate with valid identifcation and then proceed to the School office to check in further. If parents would
like to observe classes, they are encouraged to notify the office 24 hours in advance so that teachers
can be consulted. Chapel sessions are open to visitors with prior approval from the administration.

If an RFIS student wishes to have a visitor for a day, they may do so with the advance permission of
the administration and their teachers. If the visitor plans to participate in Physical Education classes,
they need to bring a letter from their parents stating that they have permission to participate.

Prospective Mission Students

Once a year, towards the end of second semester, there is a day for JLS and Greenhouse 6th graders to
visit RFIS. We run a special program for them which includes attending some middle school classes,
having a tour of the school, learning how to use a combination lock and meeting various school staff
members. This visit is generally organized by the Guidance Office and a committee of volunteers.

Occasionally other mission families may wish to give their child the opportunity to experience life
at RFIS before they are ready to apply to the School. Application for such a visit needs to be made
at least three weeks in advance. With the permission of the administration and the agreement of the
teachers, such students in grades 7-10 may visit for up to two weeks free of charge. The child must
turn a completed Emergency Medical form in to the office. The child will not be issued textbooks or
a locker and may not participate in intramurals or other extra-curricular activities except for attending
community events as a friend of an RFIS student.
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Community Relations Goals

Establishing and maintaining positive public relations is the responsibility of the School Board, the
administration, the teaching and non-teaching staff, and the students as well.

All members of the School staff and the students are expected to project a positive image of the School
and to act in an ethical manner. The School encourages a policy of active, open communications
between the School, the parents, and the community at large, and will seek ways to contribute to the
community, as well as, make use of community talent and resources in the School’s program.

The school-community relations program shall be such that the community is informed about the
educational program of the School.

Community and Parent Involvement in School Affairs

All parents may express ideas, concerns and suggestions about the School to the School Administration
and staff. This may be done in writing or in person.

The School encourages individual parents who are especially qualified because of their interests, train-
ing, experiences, or personal characteristics to contribute their talents to the School and its programs.
From time to time such persons may be invited to act as resources or advisers to the School.

Internal Communication

School/Parent

Prior to the start of school, an orientation meeting will be held for all parents to present information
and discuss goals and plans for the year. At this meeting information is distributed regarding who to
contact about various aspects of school life, including e-mail contacts. Teachers are expected to attend
and should take this opportunity to interact with parents with a view to getting to know them and their
families better.

Course syllabi distributed at the beginning of the year include contact information for parents to contact
the teacher.

Communicating with parents on the academic progress of students should take place throughout the
school year when there are matters of concern or particular successes to report. This communication
may be by email, letter, or telephone, and the Guidance Counselor should be copied on the commu-
nication or notified. Teachers are also asked to set a schedule of updating grades and making these
available to students every two to three weeks throughout the semester. As soon as a student's grade
drops below a C-, a teacher must notify the parents, guardians, and the Guidance Counselor.

Complaints & Grievances

Complaints of any nature, instructional or behavioral, should be submitted to school personnel for
resolution. Concerns about classroom issues should go first to the teacher involved. If a concern is
not resolved at this level, an instructional concern should be referred to the Director; a behavioral
concern should be referred to the Assistant Director. If a difficulty is not resolved at this level, it may
be referred to the School Director. If the Director does not resolve the complaint it may be referred
to the School Board by addressing it to the Chair of the Board. Every effort will be made to give all
parties a fair and unbiased hearing.
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Constructive criticism of the School, its program, and its employees is welcome when it is motivated
by a sincere desire to improve the quality of the School and to help the School do its work more
effectively. The administration, the staff and the School Board will listen attentively and courteously
to parents and interested citizens who have a concern or complaint about the School or its people and
will seek to respond to such concerns or complaints in a spirit of openness and willingness to improve.
If the expressed concern involves another staff member, the individual should stop the conversation
and direct the parent to first talk with the staff member involved.

Anonymous complaints will not be considered.

Teachers should listen attentively and courteously to parents and interested citizens who have a con-
cern or complaint about the school or its personnel and should respond to such concerns or complaints
in a spirit of openness and willingness to improve.

Staff members who have complaints and/or grievances are encouraged to bring those to their super-
visor. Every attempt will be made to give a fair hearing to the one making the complaint. If non-
teaching staff are not satisfied by the supervisor’s response, they may appeal to the Director. However,
if the complaint cannot be resolved on that level, the staff member has recourse to the SIL Director
of Human Resources who will become involved to make sure that all procedures have followed the
Cameroon Labor Code.

If a mission member has brought a grievance to the Director and considers that he or she has not
received a fair hearing, an appeal may be made to the School Board to determine if the Director has
made a reasonable interpretation of Board policy.

Student Grievance Procedures

The School wishes to foster students’ development in self-discipline and intelligent decision-making;
however, the persons in charge have special responsibilities that can be carried out only if their au-
thority is accepted, respected, and supported by all.

If a complaint or grievance should arise, it ought to be resolved at the level at which it arose: between
the student and the teacher or other School staff, as necessary with the help of the Director. In all cases,
student complaints should be dealt with courteously and promptly, preferably within two school days
after the student raises the question. Care should be taken to help students recognize the appropriate
means through which to express their grievances and how to do so respectfully.

The School trusts its personnel and wishes to support their actions so that they can perform their work
free from unnecessary or negative criticism and complaints. In general, complaints are best resolved at
the level where they arise: between parents and teacher or student and teacher at the classroom level.

In the event that a grievance cannot be resolved in the above manner, the grievance may be handled as
follows: The student or parent shall file a written request, which states the basis of the grievance, with
the Director. The Director may initiate a discussion on the basis of this request. If the grievance is not
settled after being filed with the Director, the aggrieved person, may at any time subsequent to fourteen
days after filing with the Director, file the grievance with the Chair of the School Board requesting
that the Board review the grievance. The Board or a committee appointed by it shall determine within
thirty days whether a formal hearing involving all parties concerned shall be held. While this process
is pending, the policy or action being appealed shall be enforced except if it is modified by order of
the School Director.

Complaints Related to Curriculum or Materials

The School supports a spirit of free inquiry and sees education as a guided exposure of young minds to a
wide variety of facts and ideas. At times these facts and ideas may be considered controversial by some,
and it is true that professional personnel have the responsibility of presenting such “controversial”
issues with care, tact and objectivity. The curriculum and instructional materials used in the School
are chosen with professional care. However, opinions may differ about the appropriateness of certain
curriculum offerings, library books, or instructional materials. From time to time, an individual parent
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or a group of parents may take exception to such things as a particular class, or book and feel that
there are substantial reasons to remove a book from the library or alter the contents of a course. Any
staff member receiving such objections will try to resolve the issue informally. It is sincerely hoped
that this is how most objections can be handled.

If, however, a parent’s objection remains, he/she may challenge instructional materials or course of-
ferings by taking the matter to the Director of the School. The Director may convene an ad-hock com-
mittee, made up of teachers and other persons as deemed appropriate by the Director, to consider the
instructional materials or course. The person filing the complaint may be invited to take part in the ad-
hock committee’s discussion, and to present their views in detail.

The Committee or the Director (if they prefer not to convene such a committee but wishes to address
the problem themselves) will render a decision within two weeks after the initial complaint was made.
If the complaining party is not satisfied with the decision he/she may appeal to the Board.

At the discretion of the Administration, access to challenged materials may or may not be restricted
while the matter is being resolved.

Teacher/Parent Conferences

Parents may request conferences with teachers at any time, however, a form is sent home for this
purpose at the end of each reporting period. It is up to teachers and parents to arrange a time and
location that is convenient for both parties. The goal of these conferences is to find a way to help
students continue to excel or to put changes in place that will help the student to improve. Parents may
also request conferences to address questions they have regarding instruction or curricular content.

Communication with Partner Missions

Partner missions are notified of current trends, concerns and activities through their representative on
the school board.

External Communication

Local Community

RFIS is committed to maintaining good relationships with the surrounding community. For this rea-
son, the administrative officer works to keep us informed of current activities and expectations in our
surrounding community. When possible, we also work together with them on projects to help improve
the community, such as building the bridge and providing easier access to water. The administrative
officer or another member of the RFIS administrative team has also represented RFIS at various com-
munity functions. RFIS invites local officials and community leaders to attend special RFIS functions
such as our 20th Anniversary.

Academic Community & Associations

Relations with Professional Organizations

The School encourages continued growth of its staff and is open to sponsoring in-service training
sessions as qualified instructors become available. RFIS is an approved center for giving continuing
education units (CEU) towards ACSI certification. Memberships in professional associations may be
included in departmental budgets if desired.

Regional and International Associations of Schools

It is the practice of the School to maintain memberships in both regional and international associations
of schools for the benefit of the School's students, administrators, teaching staff, and Board members.

29



Communication

For example, the School is a member of the Association of Christian Schools International (ACSI)
and is recognized as an examining center for the College Board.

The School participates actively in inter-school association affairs. School staff and Board members
in particular are encouraged to take part in appropriate conferences, meetings, workshops and similar
opportunities for sharing and development.

Relations with Accrediting Agencies

It is the policy of Rain Forest International School to maintain accreditation with the Association of
Christian Schools International (ACSI) and the Middle States Association of Colleges and Schools.

The School will carry out periodic self-study and self-evaluation programs, and request accreditation
visits from visiting teams as necessary to maintain our status as an accredited school.

Cameroon Government

RFIS wishes to maintain the excellent relations that have existed between the School and the
Cameroonian government and its agencies.

Although the government exercises no direct control over the educational policy and curriculum of
the School, it is the policy of the School to foster positive relationships with educational authorities
in our host country in order to ensure that our students will benefit as much as possible from the
educational and cultural resources of the community they live in. In turn, the School and its students
should contribute as much as is feasible to the community through special programs and exchanges.

The requirements of Cameroonian laws (where applicable) will be observed - especially with regard
to locally hired personnel.
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General Student Services

Mail may be delivered to students through the RFIS mailbox at the SIL mail room: (Students Name)
Rain Forest International School S.I.L. - B.P. 1299 Yaoundé, CAMEROON.

Students should be encouraged to think about career options during their secondary school years and to
begin preparation for their chosen areas of interest. The School provides exposure to career options and
information on career areas. Career guidance includes helping students prepare for entrance to post-
secondary education. The school library contains bulletins or prospectuses from numerous colleges
and universities in North America and Europe and materials designed to aid students in their selection
of and applications to colleges. In addition, the guidance office conducts informational meetings for
students who plan to apply to colleges and universities and provides information regarding the stan-
dardized testing required of applicants to most of these institutions.

In the light of our international population, every year the subject of Third Culture Kids (TCKs - please
see the Director if you would like more information) and transition must be addressed through letters
home, special assemblies and after school meetings. RFIS will also provide students with various
transition opportunities and traditions.

Course Registration

RFIS students register for courses through the Guidance office at the end of the previous semester or
upon acceptance.

Standard courses may be added to a student's schedule no later than the end of the second week of
classes. Semestered courses may be added no later than the end of the first week of classes for the
semester. Standard courses may be dropped until the end of the third week of the semester. Semestered
courses may be dropped until the second week of the semester. Students who wish either to add or
drop classes MUST have the approved form signed by a parent, fully completed and turned in to the
guidance office before they change the classes they are attending.

Student Records

Accurate records shall be maintained for all students attending the School. A hard copy of student
records will be kept in a locked fire-proof cabinet in the Guidance office. An electronic copy will be
kept in a secure file on the school network. A backup will be kept off campus. Final transcripts will
be filed with ACSI from whom they can be requested.

Parents(s) or guardian(s) of students have the right of access to information about their children in
School record-keeping systems. Former students of adult age (18 years or older) have the same right
of access to information about themselves.

Professional School personnel have the right to view student records. Others may view or obtain copies
of student records only after securing written parental or former student permission.

Parents, legal guardians, or former students may challenge the content of these records to correct or
amend alleged inaccuracies. In the event that a consensus cannot be reached they have the option of
attaching a statement giving their perspective. If a parent asks to see his/her students file the request
must be given with enough notice for the Guidance Counselor or School Director to purge the file of
any confidential information pertaining to another student.

Surveys, questionnaires, and study proposals that are submitted to the School by outside organizations
or individuals and that involve student data must be referred to the Director for review, recommenda-
tion, and coordination.
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No records or transcripts of departing students will be released unless all School fees have been fully
paid, and unless any charges assessed for damages to the School have been settled to the School's
satisfaction. The parents of students who transfer to another school will be given an official transcript
in a sealed envelope to hand deliver to the next school. No other information is sent unless requested by
the parent. If the new school requests further information it will be sent if RFIS has parent authorization
for release of information to the identified school.

Students who withdraw from RFIS will be provided with a transcript and transcripts will be sent, on
request, to the school to which application for transfer is being made.

RFIS Transcripts

All students receive an RFIS transcript based on the credit system. One unit of credit is granted for
successful completion of a course that is normally scheduled for the equivalent of at least three regular
class periods per week for a full school year. Successful completion of a course is considered to be
any grade above a U, however, a higher grade may be required in a course or on a semester exam to
proceed to the next course. Courses that meet fewer times each teaching cycle will receive less than
one credit. Semestered classes that meet at least 6 times per week will also receive one credit.

Academic Credit

Credits are awarded according to the Carnegie system, as follows:

no less than thirty class hours in a year = one quarter credit

no less than sixty class hours in a year = one half credit

no less than one hundred and twenty class hours in a year = one credit

Teaching Assistants (TAs) may receive .5 credits per year (.25/semester). The supervising teacher will
make a rubric/chart which will be used as an evaluation tool in order to determine a pass or fail for the
TA. RFIS will accept a total of 1 credit for TAing even if it is transferred in from another school. TA
credit can only be used as subject credit if RFIS does not offer another class in that subject area that
the student has not already taken. All other TA credit will be considered elective credit.

Grade Marking System

RFIS grades are recorded by semester so that one grade normally represents a half credit of work.

Components that comprise a final semester mark may include continuous assessment by the teacher
(homework, class work, quizzes, unit tests, class participation, etc.), and a final project and/or a final
examination. Weights given to these components vary according to the syllabus for the course prepared
by the teacher. Most courses will have final exams at the end of each semester except when an external
exam is given in that semester for the course.

RFIS uses a marking system of A, B, C, D, U, I, CR, NC, as described below.

A Achievement of all learning outcomes at a level that exceeds the expected curricular standards

B Achievement of most learning outcomes at a level that meets the expected curricular standards

C  Achievement of a good number of the learning outcomes, but with a few below the expected
curricular standard

D  Achievement of many learning outcomes at a level below the expected curricular standards.

U  Failure to achieve most of the learning outcomes at an acceptable level, with much remediation
required

I Incomplete: insufficient amount of work completed at the time of the report

CR Credit: acceptable completion of an ungraded course

NC No credit: insufficient achievement of course objectives for credit on an ungraded course

RFIS calculates students' GPAs (Grade Point Average) on a 4-point scale. AP courses will be granted
weighted status in figuring of GPA.
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Regular Courses
A 4.0
A- 3.7
B+ 3.3
B 3.0
B- 2.7
C+ 23
C 2.0
C- 1.7
D+ 1.3
D 1.0
D- 0.7
U 0.0
AP Courses
A 5.0
A- 4.7
B+ 43
B 4.0
B- 3.7
C+ 33
C 3.0
C- 2.7
D+ 1.3
D 1.0
D- 0.7
U 0.0

Credit for Courses Taken in Middle School

In general, courses taken during Middle School will not receive academic credit. Algebra I and French
may be exceptions as outlined below.

Starting with the 2024-2025 academic year, high school credit will be given for Algebra I taken in
the 8™ grade at RFIS in the same manner as it would for a high school student, including inclusion
in calculation of cumulative high school GPA. Transfer or homeschool credit will be handled as it
would be for any other high school level course. However, as with all students taking the class at RFIS,
students will also be required to demonstrate mastery of the content by passing the previous year’s
Algebra I final from RFIS with at least a 70% to progress to the next level course.

Starting with the 2024-2025 academic year, and the realignment of the French curriculum, high school
credit will be granted for French courses taken at RFIS during 7™ and/or 8 grade in the same manner
as it would a high school student, including inclusion in the calculation of cumulative high school GPA.

Starting with the 2024-2025 academic year, incoming students who test into French 3 or above may be
granted academic credit for up to one year of lower French upon the successful completion of French
3 or higher at RFIS. For example, if a new student tests into French 3 and successfully completes that
course, they will receive credit for both French 2 and 3, meeting the World Language requirement for
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the RFIS College Preparatory Diploma. This additional credit will be recorded on their transcript but
NOT calculated into their cumulative GPA.

Acceptance of Credits from Outside RFIS

Transfer from Other School

Records from all secondary schools previously attended will be evaluated when students apply to
RFIS. Should any questions arise regarding work completed at a previously attended school, RFIS
reserves the right to require a student to take a course listed as having previously been taken.

RFIS accepts credit from other schools upon receipt of an official transcript. Grades from North Amer-
ican schools will be included in a students cumulative grade point average. When these schools use
differing systems of credits, the student transcript will be evaluated by the Guidance Counselor to
determine the number of transfer credits to be granted.

Transfer from Home School

In order to evaluate the student's high school work for transfer credit from home school, special stip-
ulations apply.

The following requirements apply when students who have been taught at home using a non-accredited
curriculum through any part of grades 9-12 apply for admission to RFIS.

The student's parent or legal guardian must provide RFIS with the following information:

* An outline of the course material covered in each subject.

* The name of the textbook(s) used in each subject.

+ A list of the objectives for each course.

» A written description of how the course objectives were met

A transcript of the student's performance in any grade, nine through twelve.

In cases where the school does not deem either the material provided by the parents or the portfolio
from the student sufficient to meet equivalent course objectives, the prospective student will be re-
quired to pass an RFIS semester exam for each course in question.

The maximum number of credits that may be earned from home school is ten, normally five credits
per year. (Under ordinary circumstances, credit will not be granted for more than the equivalent of two
years of high school done through home school.)

Credit for courses taken at home will be granted on a credit/no credit basis rather than on a graded
basis and will not affect the RFIS grade point average.

Admission to a student who has been schooled at home will not be granted until all his/her previous
applicable school work, from grades 9-12, has been evaluated by RFIS teaching/administrative staff.

Placement in all classes will be made on the basis of the student's previous record and the assessment
of the School, which may include placement tests. This initial placement is tentative and the School
may advise a change of class after the student's abilities have been thoroughly observed.

Online/Distance Learning

This policy refers to courses taken WHILE ENROLLED at RFIS. For transfer of online credits while
NOT attending RFIS, see the policy on "Acceptance of Credits."

We recognize the tremendous opportunities presented by online programs to supplement RFIS course
offerings. However, to meet the expectations of our accreditation, any online or distance coursework
taken while enrolled at RFIS, must be taken through accredited Christian educational institutions.
Such coursework must be approved in advance by the RFIS guidance office for the course to appear
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on the RFIS transcript and count towards RFIS graduation requirements. Such courses will only be
approved to supplement school offerings, not in place of RFIS courses.

Accreditation is non-negotiable, but parents can appeal and request approval for courses from secular
institutions. See the guidance office for appeals process to meet ACSI requirements.

As with transfer credit, for any course serving as a pre-requisite to an RFIS course, students must
demonstrate mastery of the necessary skills before progressing to the next course in the sequence,
generally through the RFIS final exam for the comparable course.

Grades for online courses meeting the above requirements will be included in the figuring of student's
cumulative GPA on their final transcript but not in consideration for internal academic awards.

Providing either the 25% or 50% rule described under Graduation/Diploma Requirements will still
be met, grade 11 and 12 students completing approved online coursework may count some of that
towards their minimum required enrollment 2.5 credits per smester.

» Grade 11 students completing approved online coursework must still be enrolled in at least 2.0 RFIS
credits (of the required 2.5) each semester.

» Grade 12 students completing approved online coursework must still be enrolled in at least 1.5 RFIS
credits (of the required 2.5) each semester.

Dual Enroliment Courses

Dual enrollment courses must fit within the overall RFIS policy regarding online coursework. The
number of credits and if a course will be granted weighted status for student GPA will be evaluated
on a case-by-case basis. For example, if the one semester university level course covers the content of
a year-long RFIS AP course (such as Calculus), the student will receive 1 full credit on the 5.0 scale.
However, if the dual enrollment course is not comparable to anything taught at RFIS, it may receive
0.5 credits per semester on a 4.0 scale.

Graduation/Diploma Requirements

Some graduation requirements may be earned through Work Study or Independent Study.
Academic credit may not be earned for babysitting or extra-curricular activities.

The credit system as defined in the section entitled RFIS Transcript is used to determine eligibility
for graduation from RFIS. Credits toward graduation are normally earned only in grades nine through
twelve. For students to receive an RFIS diploma, they must with rare exception attend RFIS for at
least two years, including their entire twelfth grade year. To meet the requirements of our accrediting
agency, at least 25% of a student's high school credits must be earned from RFIS courses during their
last three semeters in attendance in order for an RFIS diploma to be issued. Because of our unique
situation, ACSI has agreed to waive the 25% rule, providing a student earns at least 50% of their total
high school credits required for graduation through RFIS courses.

There are 3 Diplomas that are awarded at RFIS.

The following chart illustrates the course selection and minimum number of credits required for each
diploma awarded by RFIS. Descriptions of each diploma follow the chart.

Table 14.1. Graduation Requirements

Subject Areas General Studies College Preparatory Honors
Religious Studies (a) 4 4 4
English 4 4 4 (b)
Social Studies 2 3 3
Mathematics 2 3 3
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Science 2 3 3
Foreign Language 1 2 3
Physical Education (c) 4 4 4
Electives 3 2 4(d)
TOTAL CREDITS (e) 22 25 28

* (a) One Bible credit must be earned for each year a student attends RFIS.

* (b) For transfer students whose first language is not English, two of these credits may be earned in
their first language. One credit of English must be taken at RFIS each school year of attendance.

* (c¢) One half credit is earned for each semester that a student attends RFIS.

* (d) Three of these electives must be additional Social Studies, Mathematics, Science, English, or
Foreign Language study.

* (e) Those students who do not attend RFIS all four years and are therefore unable to take Religious
Studies and, possibly, Physical Education will be required to earn credits in other subject areas such
that the total number of credits is equal to the requirement for one of the three RFIS diplomas.

While at RFIS, students must take a minimum of two and one-half credits each semester, with one
and a half of those being academic courses. Academic courses are normally those which have written
final exams or lead to external examinations.

Community Service:

* As arequirement of their Bible courses, students must complete eight hours of community service
each year of attendance in high school at RFIS in order to graduate. At least half the time spent
on Community Service projects each year must involve interaction with and be of service to the
host culture.

General Studies Diploma

General Studies Diploma - The General Studies program prepares students for admission to junior
colleges, community colleges, and less competitive four-year colleges.

College Preparatory Diploma

College Preparatory Diploma - The College Preparatory program prepares students for acceptance to
major colleges and universities in the United States and Canada. Some institutions of higher education
in Europe may also view this program favorably. To earn a College Preparatory Diploma the student
must have a cumulative grade point average of at least 2.3.

Honors Diploma

Honors Diploma - The Honors program is a college preparatory program requiring additional courses,
some of which may have additional requirements. To earn an Honors Diploma the student must have
a cumulative grade point average of at least 3.3.

Testing

Internal Tests

Teachers will generally give a final examination at the end of each semester. These examinations are
comprehensive, covering the facts, skills, and concepts studied during the entire semester (December)
or school year (June). Twelfth grade students will have final exams. These need to be completed before
they leave for their senior class trip. In a class where there are both 11th and 12th grade students, it
may be necessary to have two versions of an exam. Grade 11 students need to take their final exams
during the scheduled exam week. AP classes are an exception since the students will already have
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taken the external exam in lieu of a final. Students who do not take the external exams will need to
take a semester final in these courses.

It is important to introduce middle school students to final exams, but in a limited capacity. Courses
granting high school credit (ie French and Algebra) should follow their department’s regular require-
ments. Other middle school courses will typically have an exam either first or second semester. (Gen-
erally Social Studies and Science first semester and Math and English second semester, though adjust-
ments can be negotiated between middle school teachers.) These scores are typically counted within
the percentage already established for tests in that course rather than a preset percentage, but often
as double the value of a regular tests. Teachers should consult their department curriculum guides to
determine the percentage of a middle school final exam.

External Tests

RFIS is approved by the College Board for administering Advanced Placement (AP) Examinations,
the PSAT and SAT (www.collegeboard.com).

Advanced Placement Exams

Advanced Placement courses are normally offered to students in grades eleven and twelve. Students
who choose to take the AP examinations will be required to obtain a parent's signature and submit a
deposit for each exam when they register.

AP courses provide students with the opportunity to obtain credit in high school for first-year North
American college-level courses. Students who take these courses are encouraged to sit the exams.
Students in these courses who choose not to take the exam will sit a final exam in the subject as in
other classes. A good grade on the exam may earn a course credit at many universities in the United
States and Canada and some schools in Europe.

AP teachers need to ensure that they are working within the guidelines set by the College Board. They
are responsible for keeping up to date with policies and procedures set by the College Board. This
includes obtaining an approved audit document for their course. AP teachers are encouraged to seek
professional development opportunities that will enhance their ability to teach AP level courses.

Pre-requisites for AP courses are available from the guidance counselor who, with the course teacher,
will help students determine their eligibility to undertake an AP course in a given subject area.

In addition to the course syllabus, AP teachers need to give students a "letter of agreement". The letter
should include information regarding the expectations for students taking the course and consequences
related to those expectations. The letter should include a statement of our AP course policy that students
must maintain a C grade or higher to remain in the course, except in extenuating circumstances when
special arrangements are made with the teacher.

PSAT/SAT Exams

As an approved College Board testing site, both PSAT (Preliminary Scholastic Aptitude Test) and
SAT are administered on the RFIS campus. Students may arrange through RFIS to take the PSAT at
RFIS. Registration for the SAT exam must be completed online through the College Board's website
(www.collegeboard.com).

Registrations will be facilitated by the Examinations Officer or designee.

RFIS can help facilitate online registrations if payment issues occur.

Educational Psychologist Testing

Once a year, RFIS, in cooperation with the Greenhouse, will attempt to arrange to have a visit by
an educational psychologist. Testing for learning disabilities and other areas of concern will be done
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on the recommendation of teachers with parent permission. The results of these tests will be used in
writing Learning Plans for those who require them. Diagnosed challenges can also be used to apply
for special accommodations on external exams such as the SAT and AP exams.

Academic Probation

Students are expected to maintain a passing level in the subjects in which they are enrolled. When this
is not the case, the Director or their designee will consult with parents, teaching staff, and student to
see what steps can be taken to improve the student’s performance. In the case of prolonged failure
to achieve a passing level, the school reserves the right to determine if the student will be able to
continue at RFIS.

Any high school student who earns one or more Us or two or more Ds (and any middle school student
earning one or more Ds) at the conclusion of a quarterly grading period will be placed on academic
probation for the following grading period by the Guidance Counselor. Terms of the probation will
be worked out by administration on a case-by-case basis. In general, a conference will be held with
parents, the child’s teachers, the Guidance Counselor and possibly the student to determine what re-
medial measures should be taken.

Teachers will be notified of all students on Academic Probation to ensure additional support and in-
tervention is provided during Study Hall. Probationary students should be assigned to a seating loca-
tion in Study Hall that ensures minimal distraction and social interaction while also enabling teacher
support and/or encouragement as needed.

Remedial measures may include, but are not limited to:

» Parents may be asked to make sure student is picked up immediately at the close of each day’s
classes.

* Students on Academic Probation may be excluded from extracurricular activities such as sports,
worship team, and clubs. Members of student council may be asked to resign for the period of
probation.

» Student may be required to schedule a regular meeting time for extra help from a qualified person
in the subject area they are failing.

After 4 weeks, the Guidance Counselor will review the academic status of each student.

» Ifall grades are a C- or higher, the probationary period will be considered a success, and measures
will be lifted.

+ If any grades are lower than a C-, the student will continue on Academic Probation through the
remainder of that quarter.

If a student on probation has not made adequate progress to improve his/her performance, the school
reserves the right to determine if the student will be permitted to continue at RFIS.

Following the removal or withdrawal from the school for academic reasons, a student may re-apply
and be considered for re-enrollment after one academic year only if evidence can be presented to
convince administration of the likelihood of dramatic improvement.

During the last marking period of the school year, the academic situation of any student who is on
academic probation will be reviewed by the Director, Guidance Counselor, and the applicable teachers
to determine if the student will be permitted to return to RFIS in the following school year.

Following removal or withdrawal from the School for academic reasons, a student may apply to be
re-enrolled on academic probation if the following conditions are fulfilled:

* the student has attended another school for one full semester.
* the student has completed a full academic load for the semester.
* the student has achieved an acceptable academic record.
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In the case of prolonged failure to achieve a passing level, the school reserves the right to determine
if the student will be able to continue at RFIS.

Course Failure and Credit Recovery
Grade 6 or 7

Not passing a semester of 1 core academic course (English, science, math, humanities)

» Depending on teacher recommendation, school administration will discuss and decide if promotion
to the next grade level will be allowed on a probationary basis.

+ If promoted, and all grades are C- or above at the end of first semester probationary year, student
can be removed from academic probation.

* Any failing semester grade in an academic core course during this probationary year will require
student to repeat or withdraw. Therefore, we encourage parents to consider benefits of initially
repeating rather than progressing into a probationary year.

Not passing a semester of two or more core academic courses

 Student will generally be required to repeat or withdraw.

Grade 8

Not passing a semester of 1 core academic course

* If student was not on academic probation more than one quarter during grade 8 and core teachers
agree that student is generally prepared to continue, school administration may choose to promote
student to grade 9 on academic probation.

Not passing two or more core academic courses

 Student will generally be required to repeat or withdraw.

High School

Because of the nature of such a small school (some courses offered in alternate years, others needing
to be scheduled at the same time as required courses for other grade levels, etc.), it is rarely possible
for students to repeat a course at RFIS.

Courses failed will receive no credit but will be listed on a transcript/permanent record and be included
in the calculation of student GPA (Grade Point Average). Any high school student with one failing
grade (U) or 2 D’s at the end of a semester will begin the following semester on Academic Probation
if allowed to continue at RFIS.

Any failed courses, especially for Grade 9 and 10 students, may limit a student’s options to continue
at RFIS because of course scheduling limitations. In such cases, it may be impossible for students to
meet graduation requirements without additional online coursework at the family’s expense.

Any course specifically required for graduation (such as English or Bible) will need to be retaken at
the family’s expense before the beginning of the next academic year.

Students who fail just one semester of a two-semester class may not need to repeat the class if the
average percentage of the 2 semesters results in a passing grade.

Courses taken for credit recovery must fit within the overall RFIS policy regarding Online Learning
coursework. Grades for courses that have been retaken will replace the failing grade only when it is
an exact replacement.
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Academic Counseling

In consultation with the Guidance Counselor, students choose their courses in May/June for the suc-
ceeding school year. Parents must approve their child’s choices. The Guidance Counselor is available
to help students choose courses that will enable them to follow their desired career. On occasion, ca-
reer counseling may be available.
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The purpose of extra-curricular activities is to offer students an opportunity to explore interests and
discover gifts and talents that may not be developed in a classroom setting. Participation in extra-cur-
ricular activities provides students with the opportunity to practice decision-making skills, time man-
agement, and balance.

The School reserves the right to establish single-sex activities, such as athletic teams and musical
groups, while attempting to provide equal opportunities for both boys and girls in those areas.

Extra-curricular activities are approved by the Administration and shall be supervised through the
appointment of advisers and coaches.

Students may choose to participate in a wide variety of extra-curricular activities. While all are enjoy-
able, it is recommended that students choose between them in order to avoid becoming overcommit-
ted. Parents and students should work togther to carefully consider what choices will reinforce the
development of well-balanced and healthy priorities.

Student Government

In order to develop an appreciation for democratic processes and an awareness of their interdependence
with others in the world, the students will elect a Student Council. The council will take responsibility
for specified areas of the school activities and will represent the students and their concerns to the
school administration.

Members of the Student Council include officers elected by the student body. The offices of president,
vice president, secretary, treasurer, and representative-at-large are elected by students in grades 7-12.
One representative is also elected from each grade (7-12). Elections for Student Council officers and
class representatives are held within the first three weeks of school. All officers and class representa-
tives must maintain a scholastic grade point average of 2.0. Student Council officers must be in grades
10-12 during their term of office. The president of the Student Council must have attended RFIS one
semester previous to the elections and must be in grade 11 or 12.

The Student Council Constitution is available upon request and is saved on the School network.

Extra-Curricular Activities

Staff members are encouraged to sponsor extra-curricular activities, ensuring that the activity is ap-
proved by the administration. The staff member’s main assignment should be considered when taking
on extra-curricular activities.

Small Group

The main objective of the school’s small groups is to help meet the school’s first end to have “students
who are passionate about Christ.” Small groups are an opportunity for students to study the Bible in a
less formal manner than in their required Bible class. A second objective is to have students get to know
their teachers who lead small groups in a different way than in the classroom, building relationships
that should make students who participate to feel more comfortable going to an adult for mentoring
outside of the classroom.

Participation in Small Groups is optional, but no other activities will be scheduled on campus during
the time set aside for Small Groups.

Student Athletics

RFIS will also strive to provide the opportunity for its students to engage in athletic competition outside
of RFIS. When necessary staff and resources are available, RFIS will field various teams.

41



Student Activities

Participation in a team teaches students many valuable lessons about relating to others, accepting au-
thority, persevering through difficulty, demonstrating humility, and exercising good leadership. Par-
ticipation in RFIS athletics should be a fun experience that teaches students about good sportsmanship
and enables them to develop new skills and a greater understanding of team dynamics. While we would
like to win as many games possible, we desire to keep this goal subordinate to our other aims.

Athletic teams most frequently include soccer, basketball, and volleyball for both boys and girls.
If you wish to coach a team, please contact the Athletic Director.

A physical fitness exam within twelve months of the start of school or a physical fitness waiver will
be required of any student who chooses to participate in organized extracurricular athletic activities.

Clubs

Each year's schedule and available staffing presents its own unique challenge to such extra curricular
groups as clubs. Sometimes several years may pass with no formal clubs. In other years, a time may
be created within the schedule for all students and teaching staff to pursue the development of clubs
that reflect their interests. New clubs may begin upon the approval of the administration. A plan must
be submitted which includes the club's purpose, the name of the adult sponsor, the intended meeting
time, and any club requirements.

The Director may ask staff or community members to help sponsor one of these clubs, or, if you wish
to start something new, please ask the Director.

Student Publications

The School encourages students to express their views in School-sponsored publications, but they must
observe rules for responsible journalism. This means that libelous statements, obscenity, defamation of
persons, false statements, political statements, material advocating racial prejudice, hatred, violence,
the breaking of laws or School regulations, or material designed to disrupt the educational process,
will not be permitted.

The School also encourages School-sponsored publications as an educational activity through which
students can gain experience in reporting, writing, editing and an understanding of responsible jour-
nalism. The sponsors of student publications have a responsibility to review the contents of these pa-
pers before publication and to assist students in improving their skills and modes of expression, and
to recognize material that is in poor taste, misleading, false, ill-advised, prejudiced, or even libelous.

Review of the content of School-sponsored publications prior to publication is not censorship, but
part of the educational process. It can be pointed out to students, as it frequently is to professional
journalists, that a publisher (in this case, the School) enjoys freedom to determine what it will and
will not publish.

However, the students’ right to speak freely within the parameters set above should be seriously con-
sidered and protected. For that reason, the emphasis in the publication should be on review, not on
“official approval”; any decision by a School official to withhold approval must be based on the stan-
dards set forth in the first paragraph of this policy.

School Sponsored Events

All school-sponsored events are to be approved by the school administration two weeks prior to the
event and are to be planned under the guidance of a staff advisor. Only dance which meets the require-
ments of the RFIS dance code is allowed at RFIS events.

Community Events

All proposed community event activities must be submitted to the Director or his/her designee in
writing two weeks before the event. Forms for this purpose are available on the network under staff/
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public/forms. Events scheduled and added to the agenda before the start of the school year do not need
to be approved but the supervising teacher does need to complete the Event Checklist form in order
to make sure that everything needed is available.

In general the school will not have more than one community event per calendar month. Most com-
munity events are hosted by the 11th and 12th grade classes. Middle School, ninth and tenth graders
normally hold low-key events as they are assigned often in conjunction with a school performance.
Typically the senior class plans the first community event (September), Valentine's Day, and Novem-
ber. The 11th grade class plans the October and January events, and March if scheduled.

Normally the students do not seek to raise funds by the solicitation of gifts, but rather through hosting
community events. Class events should aim to provide a service, such as providing food. The sale of
goods and services at fair prices is the preferred method of fund raising for student activities. This
could include special dinners, sale of student services, etc. No high pressure tactics may be used. The
funds should be designated for a specific use related to the function of the organization. In no case
will cash prizes be offered at fund raising events.

Only dance which meets the requirements of the RFIS dance code is allowed at RFIS events.

All class events must have prior approval from the administration and must be put on the school
calendar well in advance of the event if they were not already placed on the calendar at the beginning
of the year. The Event Approval form must be turned into the administration at least two weeks prior
to the event.

All community events must end by 9:45 pm so that students can be home by 10:30 pm.

Other community events include Carnival which is sponsored by Student Council. In general RFIS
does not schedule events or extracurricular activities during external testing season.

Visitors at End of Year Events

Frequently, alumni or former students return for a visit around the time of graduation. They are gen-
erally allowed to visit the campus and attend classes. Staff will receive notification of their presence
and have the freedom to refuse them entrance to class if so desired.

These students, with only extremely rare exceptions, are not allowed to attend Banquet as they have
not been in attendance at RFIS during the current year.

Those who were previous members of the graduating class:

+ will not be allowed to attend the Senior Class Trip and the preceding lock-in as this changes the
flavor of the class and makes it difficult for those with divided loyalties to build and maintain
relationships, adding a complexity to the festivities that has great potential for long-term hurts.

» with extremely rare exceptions, will not participate in the graduation ceremony or the Staff Recep-
tion, except that they will be allowed to recess with the graduates.

Since the Baccalaureate Service, the Parent Open House, and the all-night parties after Banquet and
Graduation are not RFIS school functions, those in charge of the events should be consulted for per-
mission (in the past, permission has been granted for all of these activities).

If you have questions about the reasons for these policies, please feel free to discuss them with the
Director.

School Celebrations & Awards

Two annual programs are held: one for the middle school and one for the high school to celebrate
achievement. Students who are part of the 6th grade program will either be celebrated separately or
as a part of the regular middle school program.
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The goal of Middle School Celebration is to celebrate all of the students focusing on character rather
than elevate some students above others. Details about Middle School Celebration can be found in
the staff drive. The middle school teachers work together to prepare for this end-of-year event with
oversight and approval from the administration.

The High School Celebration involves all professional staff as they work together to discuss and
vote on award recipients. Scholarships from universities have sometimes been announced at the High
School Celebration. Details about High School Celebration logistics are on the staff drive.

The awards and their descriptors have been developed and refined over a number of years. While there
have been numerous discussions regarding the practice of giving awards, at RFIS we have decided
to recognize outstanding accomplishment in a variety of areas. Previous discussions, can be found on
Staff/special activities/Awards/awards philosophy discussion.

Athletic Awards

Athletic Letters Student athletes may earn an athletic letter in a sport if they partici-
pate for two years on a senior team and participate in at least half of
the matches in the year the letter is given. Specific requirements are
outlined for those who would like to earn a letter in weight lifting or
cross-country.

Athlete of the Year One award is given to a female student and one to a male student for
outstanding performance in the RFIS athletic program.

Sportsmanship Award Given to the student who has demonstrated true sportsmanship in the
heat of athletic competition; it may be given to both a male and a
female.

Academic Awards

IGCSE Certificates IGCSE Certificates are presented from the Guidance Office after
being sent from the Cambridge Examining Board. They are given
to students who passed any IGCSE exam (grade above a U).

Honor Roll Certificates An Honor Roll certificate is given to any student who obtains a
GPA of 3.5 in the given year. A High Honor Roll certificate is
given to anyone who obtains a GPA of 3.8 in the given year.

Highest GPA Award The Highest GPA Award is given to the student in each class who
obtains the highest grade point average during the school year.
Students must have been at RFIS the whole school year in order
to qualify for an academic award.

Bible Memory Award Given to those students in 9/10 Bible and in 11/12 Bible who
have done superior work in Bible memory during the school year.

Special Awards

Award for Artistic Expression These awards are given to students who have enriched the RFIS
community by demonstrating a high level of involvement and
effort in promoting artistic expression, made substantial im-
provement in the practice of their art, and given outstanding
performances in their chosen field.

Valedictorian The valedictorian is the graduating senior with the highest cu-
mulative GPA. They must have attended RFIS for at least 2
years.
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Salutatorian The Salutatorian is a graduating senior chosen by the graduat-
ing class to give the farewell address at graduation. They must
have attended RFIS for a minimum of 2 years, demonstrate
strong moral character, be respected by students and staff, and
speak well in front of groups. They should also be of high acad-
emic standing and faithfully endeavor for academic excellence.
The RFIS teaching staff must approve the choice but will honor
the choice made by the class unless the criteria are not met.

Character Awards

RFIS Award This award is presented to a student who, out of love for Jesus
Christ, has enhanced the harmony and vitality of RFIS. Demon-
strating the fruit of the Spirit listed in Galatians 5:22-23, this
student evinces purity in their words and actions, has a strong
desire to be mature, and willingly accepts discipline. This stu-
dent looks for ways to help others and relates to others in a kind,
gentle manner. They are patient with others who are struggling
or with whom they disagree, and are loyal to family, friends,
and school. Thus, by word and by example, this student has
been an inspiration and encouragement to students, teachers
and staff.

A student may receive the RFIS Award only once during his or
her career at RFIS.

Award for International Under- Awarded to a student who is a good representative of their own

standing country, with a positive attitude towards the life and culture of
others, able to converse in at least two languages, a contributing
force in the life of the school, with the ability to bring differing
people together into a sense of community, thus furthering the
cause of international understanding.

This award is intentionally not related to Christian witness. In
the past non-Christians have won this award. Being a represen-
tative of your own country will necessarily be colored by the
student’s TCK experience. A student may receive this award
only once during his or her career at RFIS.

Servant Award This award is given to those students who lead in demonstrating
an attitude of service, who are quick to help others, and whose
actions show they are thinking more of the needs of others than
of their own (e.g. they are quick to help clean up or when they
see a need).

Leadership Award This award is given to those students who display exemplary
leadership qualities at RFIS. For this award, consider someone
who is positive in any area of school life--both in and outside of
the classroom and in extra-curricular activities, who perseveres
in their leadership role, and who, by their attitudes and actions,
encourages others to follow in a positive way. Consider some-
one you would be willing to follow.
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The safety of the whole child is very important at RFIS. Our student care office is charged with over-
seeing the emotional health of students.

Child Safety Training

Each year staff and students are reminded of the definitions of child abuse. Staff are required to take an
annual child safety training course and are given detailed steps to follow in responding to allegations
of abuse. Staff are also trained in ways to protect themselves and students by taking precautions in
their own interactions with students.

Emotional Difficulties

Many students are faced with emotional struggles. These can be triggered by a variety of things in-
cluding change, academic pressure, social pressures, unmet expectations and perfectionism.

Suicide

If a student reports suicidal thoughts, parents will be notified and appropriate action taken. Such action
may include regular counseling, a non-suicide contract or referral to a psychologist or counselor in
Cameroon or the student's passport country.

Often suicidal students are reported by a staff member who has noticed symptoms in behavior or in
student writing, a fellow student in whom the person has confided, or another concerned member of
the community. Such reports are made to the student care coordinator who will assess the situation
and inform the RFIS director if there is a concern. If the concern is warranted, the RFIS director, in
turn, reports to the SIL director or the director of the student's mission.

In the event of a suicide of one of our school community, RFIS will arrange for post-event counseling
for students and staff, both as a group and as individuals.

Self Harm

Some students determine to take control of the amount of pain they experience by seeking to harm
themselves in some way. Such behavior is symptomatic of more serious issues and is treated as such
by the student care office. Similar steps are followed as in the case of suicide.

Depression

Many people in transition struggle with depression. This is also true of some RFIS students. Students
are often identified by concerned teachers or parents who are familiar with the symptoms of depression.
The student care office is informed, investigates, and takes action appropriate to the severity of the
case. If the depression is severe, the parents will be informed, and the student may be referred to a
counselor or psychologist. In less severe cases, the student may be required to meet weekly with an
adult who can help them to manage or overcome the feelings and help to watch that the situation does
not deteriorate.

Post Event Counseling

RFIS students who undergo a traumatic event are encouraged to seek post event counseling. This may
consist of a single debrief with a trained member care debriefer or may include more ongoing care
arranged by the student care office.
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Accident

In the event of a serious life-threatening or fatal accident in our community, RFIS will arrange for
post-event care for affected students and staff.
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Chapter 17. All Staff

Recruitment

The responsibility of recruiting teachers lies in large part with the home offices of the partner mis-
sions. However, all staff members are encouraged to provide names of potential teachers to the School
Director for the purpose of providing information regarding Rain Forest International School to such
persons. Teachers may be recruited locally and will be screened by the School Administration. Locally
hired teachers are recruited, screened and hired by the RFIS administration team and interview panel.

The teachers of Rain Forest International School provided by partner organizations must be in agree-
ment with the RFIS Statement of Faith and be willing to look to God for living and transportation
expenses. RFIS will endeavor to maintain a staff which:

* is multinational

» possesses the necessary professional skills

* is prepared to instruct a multicultural class, as well as advise, encourage, and motivate individual
students

RFIS may also employ local teachers who, except for salary, meet all of the qualifications listed above.

Christians are sought for instructional and non-instructional staff positions. Successful applicants are
not only Christians but are well qualified in their field or quick-learners. Initiative, a willingness to
work cross-culturally, and the ability to speak English are all factors that are considered. Each job will
have a different skill set required for success and will also match a category found on the Tertiaire 11
pay scale provided by the Cameroonian government.
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Chapter 18. Child Protection

Child Protection Information

Normal, healthy, human relationships between adults and children include expressions of proper care
and affection. Adults working with children are encouraged to provide a warm, supportive, nurturing
environment. In their physical contact with children, adults will seek to meet the child’s normal phys-
ical and emotional needs. Supportive nurture is always to be guided by biblical standards of morality,
ethics and prudence. Child abuse is a general term to describe inappropriate, immoral, and/or unethical
behavior by an adult toward a minor under 18 years of age, or of one child toward another child where
there is a difference in power based on age, or physical, intellectual or emotional capacity. Child abuse
is recognized under four categories: Physical Abuse, Emotional Abuse, Sexual Abuse and Neglect.
Child abuse can be perpetrated with or without the consent of the victim. It can occur in a one-on-
one encounter or in a group setting.

RFIS staff seek to promote an atmosphere where students know adults can be approached if they have
any concerns about any aspect of safety. If an RFIS student experiences or suspects abuse, they should
report it to a teacher or the RFIS Director. A disclosure of abuse will be taken seriously and will be
reported to the SIL Director and may be investigated by the SIL International Response Team.
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Chapter 19. Volunteers

RFIS welcomes the assistance of volunteers. Volunteers must be willing to uphold the standards and
policies of the school. They should be mature adults of good character and sympathetic to the values
of the school.

Roles and Responsibilities of Volunteers

Parents of students and other interested members of the community are encouraged to help as volun-
teers for various school functions. The following are possible areas of involvement:

* driving and supervising outings - field trips, overnight student trips, etc.
* advising and supervising class activities - socials, fund-raisers, etc.

* supervising in library or auditorium in absence of staff.

* tutoring students in particular courses.

* teaching a special class or course of special interest.

 coaching a sports team.

* helping with music and drama productions.

Occasional Volunteers

Volunteers who will be working alongside an RFIS member of staft should be informed of the school’s
end statements, schedule, transport policy (if appropriate) and dress code, as well as other information
pertaining to their responsibilities as a volunteer. The RFIS member of staff must take responsibility
for the volunteer and may not leave students alone with the volunteer.

It is imperative that occasional volunteers, like other school visitors, sign in at the school office and
sign out when they are leaving the campus. Staff working with volunteers must inform them of this
policy.

Regular Volunteers

Regular volunteers such as substitute teachers, library assistants, sports coaches and exam proctors
who, in the course of their work, may work alone with students, must complete the online Child Pro-
tection Course and then read and submit a signed copy of our Child Protection Policy, Code of Ethics,
Statement of Faith and Transport Policy. It is the responsibility of the RFIS staff member for or with
whom they are working, along with the RFIS Administration, to ensure that this paperwork is com-
pleted. The signed policy statement sheet should be filed in the volunteer's folder in the personnel files
in the school office.

Background checks or the equivalent (in case one cannot be obtained in their country) will be required
of regular volunteers. For missionary volunteers, we will seek confirmation from their sending agency
that background checks have been done and the volunteer is fit to work at RFIS. In some cases,
volunteers will be required to sign a form noting any criminal convictions, driving violations or child
protection convictions. Volunteer drivers should be aware that for child safety reasons they should not
drive only one student and should plan routes accordingly.
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Chapter 20. Curriculum

The School provides a secondary education comparable to grades 7-12 in the American system,
Cinquieme - Terminale in the French system, and Years 8-13 or Form 2 — Upper Sixth in the English
system for students normally from ages 12-18. Starting in 2023, a transitional 6th grade program was
introduced to help incoming Cameroonian students adjust to and prepare for RFIS education, behav-
ioral, and cultural expectations.

Basic Curriculum Design

The curriculum is designed with the goal of preparing students for further study outside Cameroon.
Therefore, it is intentionally international in nature. In general, courses follow a North American course
of study and the language of instruction is English.

The curriculum documents include the purpose and content of each course, class, or program. For each
unit of instruction, suggestions are provided from previous teachers regarding possible activities that
may help to meet objectives, examples of past cross-cultural integration, and advice for successful
integration of a Biblical worldview.

The school recognizes the individual nature and needs of each student. Teachers attempt to meet these
needs within the structure of the normal classroom setting. "Individualizing" does not imply a separate
program for each student but rather a means of looking at the student individually within the framework
of the total classroom is a part of our philosophy; that is, we attempt to assimilate students of all levels
of ability into the regular classroom with other students of similar age.

Provision for the Needs of Students across the Ability
Range

At RFIS, students are not generally grouped according to aptitude; therefore there may be a wide
range of ability in any given class. Classes are generally small, however, and teachers are able to give
more attention to the needs of individual students than is possible in most schools. The Admissions
Committee is authorized to not admit students whose educational needs might call either for specialist
teaching the School cannot provide, or for a disproportionate amount of teachers' time.

Strategies for helping students who struggle academically and who display unusual ability are found
in the curriculum guide. Extra tutoring for courses taught at the School may be provided for students at
their request. Teachers may not charge a fee for tutoring students (in their classes). The help offered is
an expected part of their position as teacher. The Learning Support specialist (when available) assists
teachers in assessing and evaluating students’ progress and makes recommendations to teachers on the
appropriate curriculum and teaching modifications needed for students. Forms for data gathering and
referrals can be found at Staff/Academics/Learning Support. The referral procedure will be explained
as need is expressed.

Academic Integrity in Course Curriculum

As an academic institution, we seek to provide instruction that demonstrates integrity, develops critical
thinking, and encourages intellectual growth. As an international organization that both employs and
serves individuals from diverse educational backgrounds, we recognize the need to explicitly address
institutional expectations regarding academic integrity and to actively teach the skills necessary to
meet those expectations. As a Christian organization, we desire to create this explicit understanding
in a manner that demonstrates grace while also holding both staff and students to a high standard of
integrity.

In its most basic form, academic integrity is about honesty. We expect students and staff to honestly
acknowledge the source of ideas, work, and words and report data honestly and accurately. This in-
cludes, but is not limited to
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* Claiming credit for ONLY your own original thoughts and words.

* Providing appropriate citations that give credit to the sources of both words and ideas. The lack of
citations implies a claim to original work.

» Reporting data/results accurately.

* Collaborating with other students on a given task only to the extent specifically approved by the
teacher for a particular assignment.

* Not submitting the same or overlapping work in multiple courses without the explicit permission
of the teacher.

See the Discipline Section for how to address breaches in academic integrity.

Academic Freedom

RFIS supports the concept of academic freedom for the instructional staff. "Academic freedom" is
defined as the right of qualified scholars, in their own fields of expertise, to pursue the search for truth
in its many forms and to make public their methods and findings. In a school setting, academic freedom
also means the right of teachers to encourage discussion of controversial questions in the classroom
while developing in students a love of knowledge and a desire for truth.

RFIS expects issues to be presented in a fair and Christ-honoring manner. Teachers should keep in
mind the level of maturity of their students and their need for guidance in arriving at balanced views.

Academic freedom is not absolute and must be subject to the following constraints:

» The expression of academic freedom does not extend beyond the standards of good taste and be-
havior characteristic of a Christian philosophy of life.

» The exercise of academic freedom must not violate the laws or regulations of our host country.

» Teachers may discuss controversial questions in the classroom, provided that they are presented in
a fair and Christ-honoring manner. Teachers should respect the level of maturity of their students
and their need for guidance in arriving at balanced views.

» Teachers are expected to recognize the limitations of their own experience and expertise.

« It is important to take into account that Christians do not all reach the same conclusions on many
topics and that a dogmatic stance on the part of the teacher can put the student in a difficult conflict
with parental beliefs and training. Sensitivity in addressing these gray areas is required.

» Teachers must comply with the guidelines for instructional resources under Curricular Resources
and also the considerations listed under Textbook Orders.

* The School Director may require a teacher to desist from further instruction in or discussions about
subjects which he/she perceives to be contrary to the students' best interests.

Academic Freedom and Religious Instruction

All students at RFIS are required to take the Bible/Religious Studies classes offered each year. In
addition, teachers in all academic disciplines are expected to teach their classes from a Christian per-
spective. While teachers may reasonably expect their students to understand a Christian perspective
on any given issue, teachers may not require students to adopt a certain perspective. Students have
the right to hold whatever beliefs they choose, and they are also afforded the right to express those
religious beliefs without fear of ridicule or academic penalty. This academic freedom of the student
does not eclipse the responsibility of teachers to challenge their students to develop a balanced and
rational perspective on all issues. Learning occurs best in an atmosphere of openness, honesty and
mutual respect, where students can interact with the truth of the Christian faith while under no acad-
emic compulsion to believe a certain way.
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Textbooks

Issuing of Textbooks

Textbooks are issued to students, who should ensure that they protect them from excess wear, damage
or loss. Students will be charged for damaged or lost textbooks.

Textbooks will be issued according to the instructions of the Library staff.

Most books will be issued covered with either plastic covers or clear contact paper.

Special Emphasis

Each year, time will be set aside to offer school-wide instruction on sexual values, substance abuse,
self-awareness, or life skills in a rotation. Generally this has been done in the context of a single
"Special Emphasis Day" focused entirely on the topic or a "Special Empasis week" with a revised
schedule that allows the topic to be addressed each day.

Though responsibility for planning and organizing generally rests primarily with the chaplaincy and
Bible department, they are encouraged to include the rest of the teaching staff in that process and are
required to get approval from the administrative team.

Sexual values: While the staff of RFIS acknowledge that the primary responsibility for sex education
lies with the parents, we believe that the School should support the parents by teaching students respect
for human sexuality. As staff is available, we will offer courses to all grade levels, focusing on sexual
values as presented in the Word of God. Information on AIDS and other sexually transmitted diseases
will also be offered.

Substance Abuse: The abuse of alcohol, drugs and tobacco constitutes a danger to young people's
physical and spiritual development. As staff is available, the School will educate students in the con-
sequences of using these substances while striving to create a climate in which students feel free to
seek information or help related to substance abuse. The focus of the drug awareness day will be on
making wise choices.

Self-awareness: Many emotional difficulties stem from a lack of self-awareness and understanding of
who we are in Christ. RFIS will educate students in various aspects of self-awareness with a focus on
hearing from people who have overcome various struggles.

Life Skills: Many students have difficulty learning the basic skills for living on their own - budgeting,
goal setting, time management, etc. RFIS aims to give students training and opportunities to develop
these practical life-time skills. The emphasis of this day will be on learning how to biblically address
the practical needs of independent living.

Cultural Diversity

RFIS is an international school. Though the majority of RFIS students have historically come from
North America, students also come from various countries in Africa, Europe, Asia and Australia.

Incoming students should be aware that they will need to develop cross-cultural communication skills
in order to succeed academically and socially at RFIS. Intercultural literacy (understanding those who
are culturally different from ourselves) is important for all members of the school community, and
each member is expected to make an effort to improve in this area of learning for life.

Incorporation of Cameroonian culture into the curriculum is a major goal at RFIS. Teachers are strong-
ly encouraged to take advantage of the local environment as a resource for the students' education
and personal development. Field trips and guest speakers are two obvious ways in which staff might
expose students to Cameroonian culture, but staff are encouraged to find other creative ways too.
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Curriculum for all courses is expected to include evidence of cultural integration in every unit.

In addition, students are given opportunities to share features of their own cultures in order to develop
pride in their own countries, while cultivating an open-minded understanding of the cultures of others.
Students involved in extra-curricular activities and engaging in projects with and on behalf of the local
community will benefit from the cultural experience.

Staff should not speak negatively about Cameroonian or any other culture. When speaking of an aspect
of any culture which they do not appreciate, they should take care to balance their comments by noting
positive aspects of the culture or by acknowledging the negative aspects of their own.

Third Culture Kids

A Third Culture Kid (TCK) is a person who has spent a significant part of his or her developmental
years outside the parents’ culture. The TCK builds relationships to all of the cultures, while not having
full ownership in any. Although elements from each culture are assimilated into the TCK’s life expe-
rience, the sense of belonging is in relationship to others of similar background." (The Third Culture
Kid Experience, Pollock/Van Reken, 1999, p 19)

TCKs are people who find their identity neither in the cultures of their parents nor in the cultures in
which they are living, but rather in the “third culture” of others like them. Even our Cameroonian
students might be considered TCKs because of the strong influence that the international school com-
munity has on them. Very few of our students consider their country of origin to be home. Teachers
should try to be sensitive to this and avoid generalizations such as “when you go back home” or “We
Americans,” etc.

RFIS seeks to address transition issues of all segments of our community at regular intervals through-
out the year. Information is also available from a variety of other sources including www.interaction-
international.org. Sources cover issues such as transition and other TCK issues. The following publi-
cations are just a few of the many books and journals that can help you better understand TCKs. Many
of them can be borrowed from the staff library on the bookshelves in the staff room (The TCK Experi-
ence: Growing Up among Worlds, David C. Pollock and Ruth van Reken, Intercultural Press, © 1999;
Letters Never Sent, Ruth van Reken, Indianapolis © 1986; Raising Resilient MKs, Ed. Joyce Bowers,
Association of Christian Schools International, © 1998 - a comprehensive one-volume collection of
the best and most current thinking on a wide range of topics dealing with the nurture and education of
missionary kids). These resources assist people who have responsibility for MKs: parents, teachers,
school administrators, and caregivers.

56



Chapter 21. Discipline

The Director or designee is responsible for setting and enforcing rules of behavior and for coping with
behavior problems as appropriate to the students' feelings and needs.

Classroom Management

Control of student behavior, class organization and classroom expectations is called classroom man-
agement.

At RFIS, discipline is the responsibility of each individual teacher with support from the administra-
tion. It is the goal of RFIS to teach students that there are different behavioural expectations in different
cultures and settings. The ability to remember and distinguish between various expectations increases
as the student progress through school. Therefore, middle school teachers at RFIS maintain common
standards that are included in their syllabi and outlined during middle school orientation at the begin-
ning of the year. At the high school level, each teacher outlines the expectations and procedures for
classroom management in their class syllabus.

In dealing with student behavior in the classroom, teachers can always be assured of support from
the Director for reasonable rules set within the framework of the overall policies applying to con-
duct. Conversely, teachers are expected to treat each student with respect, courtesy and consideration.
Teachers may respond to misbehaviour in a number of ways including seat changes, removal from
the classroom, notifying parents, lunchtime detentions, behavioural contracts, and referral to the Dis-
cipline Director.

Students have the right to be told clearly what the rules are and they have the right to appeal to higher
authority if they feel they have been dealt with unfairly or have not been given an objective hearing. It
should, however, be pointed out to students that directions must first be obeyed and may be questioned
later. The people in charge of the School must have the authority to carry out their tasks for the benefit
of all concerned, and it is for this reason that the Director and the professional staff have the task of
setting specific guidelines for discipline and punishment in the School.

Several expectations for student behaviour are common to all. RFIS students are expected to demon-
strate respect for themselves, others and property, be prepared and on time for class, participate to the
best of their ability and hand assignments in when they are due.

Discipline Categories and Consequences

Breaches of discipline shall be dealt with using measures which appropriately meet the seriousness of
the offense. Disciplinary measures in order of severity are:

Category 1 Offense Minor disturbances that prevent classroom order and instruction.

Consequences - Offenses may result in additional work, detention, note
home, Student-Director conference, or other measures deemed appro-
priate by the teacher.

Category 2 Offense Activities and attitudes that show a lack of respect for authority or fellow
students. Frequent and repeated violations of Category 1.

Consequences - Offenses may result in Student-Director conference,
Parent-Director conference, in-school suspension, disciplinary proba-
tion or other measures deemed appropriate by the Director.

Category 3 Offense Violation of governmental laws. Activities or patterns of behavior that
seriously threaten the safety of the student or classmates. Activities or
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patterns of behavior that show gross lack of respect for authority or prop-
erty. Activities or patterns of behavior that violate Biblical moral codes
of conduct. Frequent violations of Category II.

Consequences - Offenses may result in suspension or expulsion.

Explanation of Consequences
Additional Work

Detention

Note Home

In-School Suspension

Out-of-School Suspension

Probation

Expulsion

Work assignments done before or after school.

A disciplinary measure which requires a student to remain in
a supervised area of the School at lunch or outside of normal
School hours. Parents must be notified about out of school de-
tentions.

A report of misconduct to be signed by a parent and returned
the following day.

Removal of a student from the classroom. Student is still re-
sponsible to complete assignments given in class. An in-school
suspension is not considered an unexcused absence.

A disciplinary measure which requires the student to stay away
from School for one to five school days as determined by the
Director. A out-of-school suspended student cannot return to
School until a conference is held with the Director, the stu-
dent, and the parent or guardian. An out-of-school suspension
is considered an unexcused absence. The student will not re-
ceive credit for work due during the out-of-school suspension
and will be issued "zeros" in the gradebook.

A disciplinary measure which is a warning to the student and
his parents that any further breaches of discipline within a de-
fined period will result in suspension or expulsion. Probation
is invoked when a student has a serious problem and gives the
student an opportunity to correct his/her behavior.

Expulsion is the required withdrawal of a student from the
School.

When a student is expelled, a date of withdrawal from school
will be set and the withdrawal procedure followed. An expelled
student should not be on school property following expulsion
for any reason (school related or not) without prior permission
from administration and accompanied by a parent/guardian es-
cort.

Expulsion will be noted on a student's offical transcript, no
credit will be granted for unfinished courses, and no tuition re-
fund will be granted. Parents will be directed to possible online
credit recovery options.

A student may apply to be considered for readmission on a pro-
bationary basis providing:

* They have successfully completed a full academic year in
good standing at a comparable educational institution.

+ Evidence is presented to administration of behavioral and/or
academic improvement.
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» The student could still be reasonably expected to meet RFIS
graduation requirements.

Student Conduct

Students are to conduct themselves in a way that reflects Biblical values. In everyday relationships
students need to interact cooperatively, courteously and respectfully. Honesty in word and deed will
be expected at all times. Sensitivity to one another’s feelings and needs should be cultivated. In short,
we need to practice the Lord’s teaching to treat others as we would like them to treat us.

The School works for an educational environment that seeks to stimulate and encourage each student’s
intellectual curiosity and discipline, and that fosters in each student a sense of self-worth and respon-
sibility for their own work. The School practices a policy of non-discrimination.

Each student has the opportunity and the right to use the School as a means for self-improvement
and individual growth. In so doing, students are expected to conduct their activities in such a way as
to assure other students the same opportunities without serving to restrict or otherwise inhibit their
individual and collective rights. It is the right of the School authorities to prescribe and control student
conduct in the School. In exercising this right, the Director, working with the staff and with the stu-
dents, will attempt to follow the procedures set forth by administrative regulations pertaining to the
various aspects of student rights, student conduct and student discipline.

Interrogations and Searches

The Director will make every reasonable attempt to notify parents prior to permitting any person
from outside the School - including law enforcement officials - to question or detain a student. In
no circumstances will a student be questioned or detained without the presence of either a parent or
a School official. All School property is under the control of the School officials, and a search of
School property - including but not limited to lockers - may be made at the discretion of the Director,
or his representative, if a reasonable suspicion arises that items considered illegal, disruptive, or a
general nuisance to the educational process are being kept at School. School officials will search a
student’s person only if there are clear indications that a student has harmful substances, weapons,
explosives, or other dangerous contraband in their possession, and if such possession constitutes a
clear and imminent danger to the safety and welfare of the student, of other persons, or of School
property. Personal searches will be made only in the presence of two adults of the same sex as the
person being searched and a written report will be made to the parent.

Public Display of Affection (PDA)

Genuine feelings of affection may develop between students.

There should be no physical display of affection toward a member of the opposite sex on school
grounds or during any school-sponsored event. Nor should there be excessive physical display of
affection between members of the same sex in order to show respect and sensitivity to others. No form
of sexual harassment, verbal, graphic, or physical will be tolerated. In all relationships students need
to interact cooperatively, courteously, and respectfully.

Teachers should encourage students to conduct themselves in a way that reflects the RFIS philosophy
and ethos. Staff members who find students in violation of the PDA policy must warn students and
report the violation and the consequences to the discipline director or assistant director. Repeated
violoations reflect clear lack of respect for authority and the schools' behavioral expectations and
therefore may be considered a category 2 or 3 disciplinary offence.
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Student Dress Code

Rationale

Created in God’s image, our bodies are gifts from God, His workmanship,1 given to bring glory to
Him. We are called to “offer [them] as a living sacrifice, holy and pleasing to God.”? Part of this is a
choice to “not conform to the pattern of this world,” in many aspects of our life, including our body
image and standard of modesty. We recognize that each generation and each culture will interpret these
statements differently and make no claim to be presenting the only standard of modesty. We pray that
as our students continue to grow in Christ and as they move beyond our walls, that they will make
wise decisions in the future (clothing and otherwise) that reflect sensitivity to the era and cultures with
which they interact, a godly respect for themselves as children of God, and generous consideration
for those around them. In no way do we claim that these guidelines are THE definition of ‘modest’ or
‘moral,” but in a diverse and continually changing environment such as RFIS, guidelines are needed
that fit well within what would be considered appropriate by all, offending none.*

In the preparation of our students for the next stage of life, it is also important to help them develop
an awareness that different types of clothing are appropriate in different circumstances.

RFIS students and staff are expected to groom and dress neatly, cleanly, modestly, and appropriately
when on campus and for school-related activities both on and off campus.

General Dress Code

In preparation for legal expectations in much of the world, and often for safety reasons, footwear is
required at all times during the school day -- from the 1st period bell to the last period bell -- and at
all times inside buildings and other structures (i.e. the Industrial Arts area and gym complex)

To avoid any inaccurate implications of covert military connections and in respect to the current
Cameroonian government regulations, all forms of camouflage and military fatigues are not allowed.

In respect to the wide range of political opinions within our own community and others who may
visit our campus, words and images on clothing should not represent support for or opposition to any
specific political candidate.

In an effort to “[build] others up according to their needs” and avoid “unwholesome talk,™ care should
be taken to ensure that words and images on clothing are not vulgar or offensive.

In the reflection of a standard of modesty and sensitivity well within and sometimes at odds with that
of the world at large, the desire to create positive learning environment, and the development of an
enforceable standard, the following guidelines have been established.

* Undergarments should be completely covered by clothing.

* Dresses and skirts should at least touch the knee in both front and back (and remain in a reasonable
proximity to that when attending to normal school activities).

* Hemlines of shorts for both ladies and gentlemen and slits in dresses or skirts should regularly rest
within 10 centimeters of the crease at the back of a bent knee.

* In order to minimize the possibility of offense caused by tight clothing, all trousers and shorts,
unless loosely fitting over private areas, should be paired with shirts long enough to cover those
areas. This applies to both ladies and gentlemen.

* Leggings and spandex are NOT considered trousers or shorts, but may be worn under shorts and/
or skirts if desired for increased warmth or modesty

+ Shoulders/straps must be at least 3 centimeters wide, and the majority or outline of shoulder blades
should not be exposed (for example: racerback tops).

1Ephesians 2:10

Romans 12:1

3Romans 12:2a

41 Corinthians 8 (Though this passage clearly refers to something other than clothing, the general theological principle applies.)
5Ephesians 4:29
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* Personal attention should be taken to ensure normal movement is possible without exposing midriff,
low necklines, undergarments, etc.

» Even if considered fashionable, all torn, ripped, or ragged clothing should be reserved for contexts
such as painting or manual labor.

Chapel Dress

One day each week will be designated for chapel. In order to demonstrate respect and to recognize
that different attire is required for different occasions, students are expected to dress more sharply
and with special care on Chapel day. Ladies and Gentlemen are expected to wear dress shoes and
dress clothes that are well within the general dress code but reflect a higher and more formal standard
than other days. In light of that, the following additional guidelines apply.

* In recognition of traditional expectations in many settings, ladies are expected to wear skirts or
dresses and gentlemen dress trousers and a collared or button-down dress shirt or dressy Cameroon-
ian shirt.

 Jerseys, printed shirts, jeans, sports shirts or shoes, hiking boots, flip-flops, etc are not permitted
as Chapel dress.

* Because students are expected to remain in chapel attire until lunch time (except for individual
classes which may require changing), it would be wise to also consider practicality. (For example,
if high-heels are too high to walk in, other chapel-appropriate shoes should be brought as well.)

Physical Education and Athletic Activities

All RFIS students take a physical education class each semester. All students are expected to wear
athletic shorts, a t-shirt, and athletic shoes with socks for physical education class and after-school
athletic activities. Shorts and t-shirts are available for purchase in the school office. To allow full
participation, special consideration should also be given to appropriately supportive undergarments.
Because clothing worn for vigorous physical activity is likely to no longer be appropriately clean for a
classroom environment, students are expected to shower and change into clean attire before attending
other classes. In acknowledgement that different types of clothing are appropriate for athletic activities,
the following exceptions to the general dress code apply.

 Shorts may be mid-thigh length (as measured along inseam from knee to crotch).

* Sleeveless shirts and tank-tops cut similarly to RFIS sports uniforms may be worn.

* At a swimming pool, boys may wear shorts style swim trunks and girls may wear a modest one-
piece suit or tankini that covers the midriff at all times. If a swimsuit does not cover the midriff or
bust adequately, then a colored tank or t-shirt should be worn over the suit.

Please note that athletic wear that does not conform to the general dress code may not be worn outside
of PE class or Athletic practices.

Banquet and other Formal Events

As with all RFIS community events, students and staff are expected to remain well within the gener-
al dress code and present themselves in a manner that appropriately represents the school. Because
Banquet is the most formal RFIS event of the year, students and staff should be at least as dressy
as chapel attire, though skirts/dresses are not necessarily required. Formalwear is welcome but not
required. Because ‘formal’ attire often conforms to different standards of modesty than that which
would be acceptable in a business or educational setting, the following exception to the general dress
code is allowed:

» Dresses with spaghetti straps are allowed

Please remember that these are still school events, so the goal should be ‘classy’ not ‘sexy.” There-
fore, anything entirely figure-hugging, plunging necklines, bare backs, and strapless dresses are not
appropriate. Because much of what society identifies as ‘formal’ is also inappropriately revealing for
our context, ladies are encouraged to bring dresses to a female member of administration to approve
in advance.
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A Note to Community Members

Out of respect to RFIS staff and students, we request that community members spending time on
campus during the school day also submit to these standards in recognition that this is a place of
business and an educational institution.

Enforcement of Dress Code

Students are expected to adhere to the dress code. Parents are urged to assist the school by monitoring
their children’s conformity to the dress code so that dress does not detract from the instructional setting
or process.

Teachers are asked to help monitor the students’ conformity to the dress code. If a teacher believes a
student to be in violation of the dress code, he or she should have a quiet word with the student and,
where possible, give the student the opportunity to rectify their dress code infringement by changing
into appropriate clothing before returning to class. Please emphasize heart matters over legality. When
a teacher speaks to a student, he or she should report the incident to the Assistant Director by email or
to the person in charge of monitoring dress code so that further steps can be taken if necessary. This
person will make the final decisions and will communicate expectations to parents where needed.

It is not possible to anticipate all clothing possibilities; therefore, questions involving subjective judg-
ments must be left to the discretion of the teachers and administration. However, parental involvement
in enforcing the dress code before children leave home is crucial to their success in meeting expec-
tations.

Dance Code

Dance is intended to be pure and very beautiful when the heart is committed to glorifying God as
David's was. At RFIS, dance is allowed. However, the musical content may not be suggestive, sexual
or related to societal culture that dishonours God (including animistic rituals, fertility dances, or prison
or drug culture). Likewise, if a dancer's actions are designed to attract or seduce, they are inappropriate.
Dance moves that are deemed to be sexual, provocative, crude or violent in nature are not permitted
because they do not glorify God. Such movements would include pelvic thrusts, hands near the crotch,
outlining the body with the hands, shimmying (especially girls), hands moving over another person's
body, or purposeful shaking of the buttocks to draw attention to that part of the body. (Since we cannot
outline every type of inappropriate move, students and staff will be asked to be sensitive to one another
and not include actions that others would find to be offensive or sensual.) Dancers must ensure that their
clothing remains appropriate the entire time they are dancing. For example, the movements should not
expose skin or underwear. RFIS staff will ask dancers to cease any dance that could be interpreted as
inappropriate. Dance which does not bring these unacceptable ideas to mind is appropriate no matter
what culture it comes from. RFIS encourages dances from a variety of cultures and historical eras.

Technology Usage

RFIS provides several options for student technology use, including a Kindle and an iPad that can
be checked out from the library. Students have access to school computers in a variety of situations
all intended to contribute to their academic growth. There are also times when the use of personally
owned technology may be considered appropriate. Teachers are expected to teach and model the wise
use of technology. Each academic year the school will publish a clear policy regarding the use of
school owned and personal technology.

Violation of Academic Integrity and Plagia-
rism

As an academic institution, we seek to provide instruction that demonstrates integrity, develops critical
thinking, and encourages intellectual growth. As an international organization that both employs and
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serves individuals from diverse educational backgrounds, we recognize the need to explicitly address
institutional expectations regarding academic integrity and to actively teach the skills necessary to
meet those expectations. As a Christian organization, we desire to create this explicit understanding
in a manner that demonstrates grace while also holding both staff and students to a high standard of
integrity.

In its most basic form, academic integrity is about honesty. We expect students and staff to honestly
acknowledge the source of ideas, work, and words and report data honestly and accurately. This in-
cludes, but is not limited to:

* Claiming credit for ONLY your own original thoughts and words.

» Providing appropriate citations that give credit to the sources of both words and ideas. The lack of
citations implies a claim to original work.

» Reporting data/results accurately.

* Collaborating with other students on a given task only to the extent specifically approved by the
teacher for a particular assignment.

* Not submitting the same or overlapping work in multiple courses without the explicit permission
of the teacher.

All breaches of academic integrity should be considered serious and be addressed both through disci-
plinary action and academic interventions.

Initial Offense (if clearly unintentional)

* Classroom teacher will conference with student(s) involved to evaluate the seriousness of the of-
fense and determine the degree to which student understands the situation.

* If determined to be clearly unintentional, classroom teacher will meet with student to help them
better understand expectations and guide them through an opportunity to redo the assignment for
full or partial credit.

 The situation and a summary of actions taken will be clearly documented by the classroom teacher in
written communication to administration, parents, student file, and centrally held academic integrity
repository.

Substantial or Secondary Offense:

 Classroom teacher, in cooperation with the Director or their designee, will evaluate the seriousness
of the offense.

 Director or their designee will assign appropriate disciplinary action (e.g. parent conference, deten-
tion, suspension, etc).

* Classroom teacher will determine appropriate academically corrective actions (e.g. receive zero, be
required to redo for partial credit, complete additional assignment that addresses misunderstanding
of expectations, etc).

* Academic counseling will be provided to ensure student understanding of the seriousness of offense
and how to avoid future infractions.

» The situation and a summary of actions taken will be clearly documented by the Director or their
designee in written communication to parents, student file, and centrally held academic integrity
repository.

* Any repeated violations of academic integrity expectations may be considered grounds for suspen-
sion or expulsion.

* Classroom teacher in cooperation with the Director or their designee will evaluate the seriousness
of the offense.

 Director or their designee will assign appropriate disciplinary action for at least a category 2 offense
with consequences equal to or surpassing the initial offense and including a joint conference with
teacher, student, administration, and parent.

* Classroom teacher will determine appropriate academically corrective action equal to or surpassing
that given for initial offense.

* Academic counseling will be provided to ensure student understanding of the seriousness of offense
and how to avoid future infractions.

 The situation and all actions taken will be clearly documented in written communication to parents,
student file, and centrally held academic integrity record.

63



Discipline

Study Hall

During class periods when students are not assigned to a specific course, they will be assigned to Study
Hall. This is a time for students to work on homework, prepare for tests and quizzes, get caught up on
missing assignments, etc. Each academic year, the school will publish a clear policy regarding study
hall expectations.

Attendance

Any classroom period includes student participation as well as direct instruction by the teacher. Gen-
erally, it is impossible to “make up” this experience; therefore, the School requests the support of
parents in ensuring their children’s punctual attendance.

The school office must be notified when a student is not on campus. No student will be released from
School early without valid reason. Only written or emailed notes from a parent or guardian will be
accepted. No student will knowingly be released into the hands of persons unknown to the School
without specific, written permission from the parents.

When departing for or returning from an absence, a student must go to the office with a signed note (or
phone call or email) from a parent or guardian stating the reason for the absence. It is the role of the
school administration rather than the parents to determine if an absence shall be considered excused
or unexcused.

Family trips should not be planned when school is in session. If a family trip or other planned absence
is necessary during school, the school needs a minimum of two weeks notice. Parents need to write
to the director to request that an absence be excused. If the request is granted, the secretary will be
informed that the student will be requesting an Excused Absence form. The instructions on this form
must be followed in order for missed work to be accepted. Assignments may need to be completed
prior to the absence to receive credit.

Normally students who have had a fever or have vomitted in the last 24 hours should not be in school.
Please contact the school if your child has a fever and is due to sit an external exam.

Students who are absent from school may not participate in after- school activities, i.e. they may not
stay home sick and then play in the sports game/practice, go to canteen night, intramurals, a community
event, or Banquet. PE students who expect to participate in sports after school must also participate
in PE that day.

Students who miss more than four consecutive periods in a day will be considered absent for that day
unless special arrangements have been made ahead of time. Since absences from school are disruptive
to the learning of both the absent student and other students, absences must be kept to a minimum.
Students who are absent for more than 20 days during a semester will normally not receive credit for
that semester, although extenuating circumstances will be considered.

Attendance is taken each period by the classroom teacher.

All absences and tardies are recorded on the SIS (FACTS). Teachers are to report student absences and
tardies as well as record them in their own attendance book or sheet. Teachers should post absences
and tardies on the SIS in a prompt manner during the class period or as soon as possible after the
class has finished.

Class advisers should take attendance at class meetings and submit the information on the SIS.

Excused Absence

Excused absences may be granted for illness, medical appointments, family emergencies, death or
serious illness in the family, or upon the request of the parents. When the student returns to School he/
she must bring a note (phone call or email) from a parent or guardian to the School office explaining
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the nature of the absence. Even with parental permission, the school reserves the right to judge whether
or not to excuse an absence.

Students are responsible for finding out what work they have missed, and teachers will allow a rea-
sonable time for making up tests and completing homework assignments.

Unexcused Absence

In the case of absences which are unexcused, the student will receive a grade of zero for exams or tests
given and work collected on the day of the absence; teachers are not expected to give extra help in order
for students to catch up, and a parent/teacher/student conference may be requested. Absence for the
purpose of completing course work which is given as a long-term assignment is deemed unexcused.

Early Dismissal

A student who needs to be released from school before the end of the day must bring a signed note
(email or phone call) from a parent or guardian stating the time and reason for the early dismissal.
Alternatively, the parent may sign the student out at the office in person. Before leaving the campus,
the student must sign the register in the office. If returning to school the same day, the student must
come to the office upon arrival and sign the register again.

With parental permission, students may leave school early in the afternoon if they have completed
all classes and school activities for the day. These students may not linger on campus or return to the
school for the rest of the school day.

Tardiness

Late Arrival to School

As we prepare students for the next stage of life, we want to encourage them to be punctual. Teachers
are encouraged to give positive reinforcement for punctuality in their classes. They should remind
students that good attendance and punctuality may be mentioned in applications and references, so
it is definitely in their best interest. We seek to do this by example and also by having consequences
for tardiness.

A student arrive to school less than 10 minutes late should go directly to their class and receive a tardy
from the teacher.

A student arriving to school more than 10 minutes after the beginning of classes must report to the
office with a note from a parent or guardian stating the reason for the late arrival. Failure to provide a
note will result in the tardy being unexcused until a note is provided and evaluated by an administrator.
The receptionist should collect the note and the student should sign the late arrival book. On arriving
in class the student should follow the teacher’s directions for late entry to class.

Tardy to Class

At RFIS teachers are responsible for outlining how the tardy policy will be enforced in their classes.
Teachers need to inform their students at the start of their course of their expectations for students
who arrive late to class.

Chronic Tardy

If teachers notice a student is chronically tardy to class, they should inform the Director or their de-
signee as soon as possible so that it can be determined whether the behaviour is indicative of a broader
problem.
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As needed, the Assistant Director will arrange for a tardy detention for one to three hour(s) on Friday
after school or on Saturday morning, usually from 8h00am. An assigned teacher will supervise deten-
tion, and students will be given constructive work to do during the detention. A detention notification
letter will be sent home for the student and parents.

Chronic tardiness is considered a Category 2 discipline issue.

Student Automobile Use

Students who drive automobiles to School must park them in the designated parking area for the
school day. Students may not drive their vehicles during the school day and may not give rides to other
students without the express written consent of both sets of parents.

Controlled Substances

Although Scripture does not speak directly to the problem of drug abuse, it does instruct individuals
in the maintenance of healthy lifestyles and avoidance of harmful indulgences and excesses. We be-
lieve that any non-medical involvement (i.e. consumption, procurement, provision) with controlled
substances or material generally acknowledged to be harmful to an individual’s physical, spiritual or
psychological health is inconsistent with the Christian lifestyle.

Use and possession of tobacco, alcoholic beverages, narcotics, stimulants, barbiturates, suppressants,
hallucinogenic drugs, marijuana or any harmful substances on the School campus, its immediate en-
virons, or at School-sponsored activities are forbidden.

Any student who violates this policy shall be immediately suspended.
This is a Category 3 offense.

Teachers who see a student violating this policy should confront the student immediately and bring
the situation to the attention of the Director or their designee. Suspicions (without actual observation)
that a student is violating the policy should immediately be taken to the Director or their designee.

Weapons

The possession of a weapon by a student, staff, or visitor (except law enforcement or military) on
school grounds, or during school-sponsored events, threatens this safe atmosphere and will not be
tolerated.

No student, staff member or visitors shall possess, use, or distribute a weapon when on school grounds
or during school-sponsored events. Students who become aware of a weapon being brought to school
or on school property or during a school sponsored event must immediately notify an adult staff mem-
ber. Students should not, however, pick up or transport the weapon.

In the course of their work, staff members may use some tools that might otherwise be construed as
weapons.

A weapon means any object, device or instrument designed and used as a weapon. No person shall
use articles designed for other purposes (i.e., belts, combs, pencils, files, scissors, etc.), to inflict bod-
ily harm and/or intimidate and such use will be treated as the possession and use of a weapon. Any
instrument used to threaten another person shall be considered a weapon.

The policy applies to a school building, school grounds, school activities or trips, school vehicles,
school-contracted vehicles, the area of entrance or departure from school premises or events and all
school-related functions.

Possession means having a weapon on one’s person or in an area subject to one’s control in a school
location.
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Any staff member who brings a weapon, as defined above, to school may be terminated from school
employment.

RFIS will not tolerate the possession, use, or distribution of weapons by students. Thus, the conse-
quences for students possessing, using or distributing weapons shall include:

1. Confiscation of the weapon.

2. An investigation conducted by the School Director or School Director’s designee.

3. If a student is found to be in possession of a weapon for any reason other than an oversight of the
school policy, the student may expelled from the school.

4. Immediate notification of parent and guardian.

The RFIS policy on the possession, use, or distribution of weapons by students is not meant to interfere
with instruction or use of appropriate equipment and tools by students. Such equipment and tools,
when properly possessed, used, and stored, shall not be considered in violation of this policy. However,
when authorized instructional and work equipment and tools are used in a potentially dangerous or
threatening manner, such possession and use will be treated as the possession and use of a weapon.

In order to ensure a safe and orderly learning and working environment, RFIS maintains a strict
weapons policy. In addition to reading the Handbook, students will be informed during the first week
of this policy. No student may possess or distribute a weapon or object having the appearance of a
weapon on school grounds or at school-sponsored events. Parents and students may inquire of the

EEINT3

school administration for definitions of “weapon”, “school grounds”, and “school-sponsored event”.

Student Pregnancy

It is the policy of the School administration to deal with each pregnant student on an individual basis.
To make a general policy to govern the spectrum of issues in these cases would be ineffective. Each
case will be judged on its own merit and the following items will be taken into consideration:

« attitude (one of repentance or hostility or fear, etc.)
* home support

* academic performance

« contractual fulfilments (home, school)

* discontinuance of sexual sin

* other

Certain privileges will necessarily be denied, but pregnancy in and of itself will not automatically
exclude a student from completing her studies at RFIS. Likely, on going mentoring with an adult
will be required for students who stay to complete their studies. It is the goal of the school to both
pronounce truth and demonstrate grace.

This same policy also applies to any student who has fathered a child.

A teacher who learns that a student is pregnant should notify the Director. (If the student has confided
the information herself, the teacher should tell her that the Director will be notified.) When dealing
with such a case, you should try to manifest the compassion of Christ. This is a Category III offense,
but we will always attempt to use redemptive discipline.

Fighting Policy

In order to ensure a safe and orderly learning and working environment, RFIS maintains a strict fighting
policy.

Students involved in any fighting (physical contact with malicious intent), or threat of violence, either
verbal or non-verbal, on or off school grounds, will be required to report to the School Director or the
Director’s designee. After investigation of the incident, the students will receive discipline appropriate
to their involvement. This could range from a warning to a suspension for the first offense. A second
offense will result in an automatic suspension and a third offense will result in expulsion.
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Intimidation, Harassment and Bullying

RFIS believes that all students have a right to a safe and healthy school environment. The staff and
community have an obligation to promote mutual respect, tolerance, and acceptance as we value the
diversity that we have as God's image bearers. We seek to cultivate acceptance and understanding in all
students and staff to build each school's capacity to maintain a safe and healthy learning environment
that is God-honoring.

RFIS does not accept behavior that infringes on the safety of any student. A student shall not intimi-
date, harass, or bully another student through words or actions. Intimidation, harassment or bullying
means any gesture, written or verbal expression, electronic communication, or physical act that a rea-
sonable person should know will harm another student, damage another students property, place an-
other student in reasonable fear of harm to the student's person or property, or insult or demean any
student or group of students in such a way as to disrupt or interfere with the education of any student.
Intimidation, harassment and bullying include, but are not limited to, a gesture or gestures, or written,
verbal (such as teasing or name-calling), or physical acts (such as hitting or shoving), or electronic
communications including deliberate, systematic social isolation or manipulation. Such behavior is
specifically prohibited.

RFIS expects students and/or staff to immediately report incidents of intimidation, harassment or bul-
lying to the assistant director. Each complaint should be promptly investigated. This policy applies to
students on school grounds, while traveling to and from school or a school-sponsored activity, during
the lunch period, and during any school-sponsored activity.

Teachers should discuss this policy with their students in age-appropriate ways and should assure them
that they need not endure any form of intimidation, harassment or bullying. Students who engage in
these behaviors are in violation of this policy and are subject to disciplinary action up to and including
expulsion.

The procedures for intervening in intimidating, harassing or bullying behavior include, but are not
limited, to the following:

» All staff, students and their parents will receive a summary of this policy prohibiting intimidation,
harassment and bullying at the beginning of the school year, as part of the family handbook and/or
information packet and as part of student orientation.

* The school will strive to always keep a report of intimidation, harassment or bullying and the results
of any investigation confidential.

» Staff who witness acts of intimidation, harassment or bullying shall take immediate steps to inter-
vene when safe to do so.

* People witnessing or experiencing intimidation, harassment or bullying are strongly encouraged to
report the incident; such reporting will not reflect on the target or witnesses in any way.

» If an investigation indicates that intimidation, harassment or bullying has occurred, remedial mea-
sures and appropriate corrective actions shall be applied.

* Ifthe complainant student or the parent of the student feels that appropriate resolution of the inves-
tigation or complaint has not been reached, the student or the parent of the student should contact
the RFIS Director or follow the grievance procedure.

 The school prohibits retaliatory behavior against any complainant or any participant in the complaint
process.

Intimidation When teens or adults treat someone in particular ways with a goal of caus-
ing them to feel fear and shame and, thus, submission. Intimidating a per-
son can come in many forms,including tactics such as, yelling, the silent
treatment, crying, threats, emotional blackmail, a guilt trip, confrontation
or verbal abuse that can establish dominance.

Harassment Harassment is any continuous pattern of intentional behavior that takes
place on school property, on a school bus, or at a school-sponsored func-
tion, which:
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Sexual Harassment

Bullying

Cyberbullying

Degrades or shows hostility toward an individual because of the indi-
vidual's characteristics, associations, social or economic status, or abil-
ities including but not limited to: race, creed, religion, color, sex, sex-
ual orientation, family status, marital status, disability, age, nationality,
ancestry, place of origin or receipt of financial assistance, or because
of retaliation for opposition to prohibited discrimination.

Creates an intimidating, hostile, or offensive work/study environment
through graphics, written, spoken or non-verbal communications in-
cluding comments, voice mail, email, jokes, slurs, bullying, gestures or
negative stereotyping.

Constitutes physical violence, restraint, coercion or a threat to the health
or safety of a student or associate; and/or interferes with an individuals
ability to complete her or his work or study.

Sexual harassment is specifically prohibited and defined as unwelcome
sexual advances, requests for sexual favors, or other verbal or physical
conduct of a sexual nature inappropriate in the work or study environment.

Examples of sexual harassment include, but are not limited to:

Demeaning and/or derogatory communication about ones gender.
Staring, pinching, touching or blocking the movements of another per-
son.

Unwelcome sexual comments, innuendoes, or jokes about ones dress
or body.

Sexual horse-play or pranks

Sexually explicit displays or distribution of pictures, materials, or ob-
jects in the work/study area.

Offering or implying a reward or threat concerning work/class assign-
ments, performance review, discipline, promotions, or other terms or
conditions of employment in exchange for sexual favors

Unwelcome amorous advances, sexual propositions, or obscene ges-
tures.

Obscene letters, phone calls, e-mails, or unwelcome words or com-
ments with sexual meanings.

Unwelcome repeated social contact.

Non-consensual sexual contact.

Bullying is unwanted, aggressive behavior among school aged children
and teens that involves a real or perceived power imbalance. The behavior
is repeated, or has the potential to be repeated, over time.

Bullying includes actions such as:

making threats

spreading rumors

attacking someone physically or verbally

deliberately and systematically excluding someone from a group

Cyberbullying: includes electronic technology or the use of electronic
communication on school computers, networks, forums and mailing lists
in the manner described in the definition of intimidation, harassment or
bullying.
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Grade Marking System

RFIS grades are recorded by semester so that one grade normally represents a half credit of work.

Components that comprise a final semester mark may include continuous assessment by the teacher
(homework, class work, quizzes, unit tests, class participation, etc.), and a final project and/or a final
examination. Weights given to these components vary according to the syllabus for the course prepared
by the teacher. Most courses will have final exams at the end of each semester except when an external
exam is given in that semester for the course.

RFIS uses a marking system of A, B, C, D, U, I, CR, NC, as described below.
A Achievement of all learning outcomes at a level that exceeds the expected curricular standards
B Achievement of most learning outcomes at a level that meets the expected curricular standards

C  Achievement of a good number of the learning outcomes, but with a few below the expected
curricular standard

D  Achievement of many learning outcomes at a level below the expected curricular standards.

U  Failure to achieve most of the learning outcomes at an acceptable level, with much remediation
required

I Incomplete: insufficient amount of work completed at the time of the report
CR Credit: acceptable completion of an ungraded course
NC No credit: insufficient achievement of course objectives for credit on an ungraded course

Please note: Teachers reporting on pass/fail classes should use ‘CR’ / 'NC' (to coordinate with the
transcript program) rather than ‘P’ and 'F".

Effort Grades

In addition to assigning grades to the achievement of course objectives, teachers are also asked to
assign a grade for effort, according to the following scale. Please read the descriptors carefully. Effort
grades must be based upon observations made directly by the teacher, as listed below, not on assump-
tions made as a result of secondary evidence. The usual effort grade will be a two; only rarely is it
expected that a student will receive a one or a three.

Effort grades are noted on Report Cards and Progress Reports to give parents and students an indication
of visible signs of effort.

1 OUTSTANDING EFFORT: Exceeds classroom expectations
+ Assignments thoroughly completed on time
+ Excellent classroom participation
+ Seeks assistance and offers it to others when appropriate
+ Consistently on task
» Comes to class with appropriate materials
» No unexcused absences or tardies

2 GOOD EFFORT: Meets classroom expectations
+ Assignments completed on time
» Willing classroom participation
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+ Seeks assistance when appropriate
+ Consistently on task
* Generally comes to class with appropriate materials

3 UNSATISFACTORY EFFORT: Fails to meet classroom expectations
+ Assignments incomplete or late
 Inappropriate classroom participation
* Does not seek assistance when needed
* Frequently off task
* Comes to class without appropriate materials

Report Cards and Progress Reports

FACTS allows parents to view their children's grades on demand, and weekly grade updates are
emailed to parents by the system.

Teachers are expected to contact parents whenever a student is missing many assignments and/or when
their grade drops below a C-.

Report cards are issued twice each year, once at the end of each semester. Progress reports are issued
approximately every quarter. Transcripts contain a permanent record of all semester grades received
at RFIS and are used to forward grades to other secondary schools or institutions of higher learning.
School records will be released only after all student fees have been paid. Parent access to the FACTS
Family Portal will be turned off for at least a week prior to each official progress report or report card.

Homework

Sensitivity to Student Workloads

Teachers should consider the entire course load students carry and plan their assignments accordingly,
making sure that all homework contributes to the accomplishment of the course's instructional objec-
tives. Homework should be reviewed and recorded promptly, and included as part of the student's
progress evaluation.

Homework for any one High School level course should not exceed an average of 90 minutes per week
for a standard class. For AP courses, the maximum average is 6 hours per week.

Middle School classes do much of their work during class time. Some homework should be expected,
but it should be closer to an hour per week on average for a standard course.

To ensure that students are not overburdened, teachers are required to record tests and the due dates
for major assignments on the calendar in the teachers’ desk room, making sure that students do not
have an excessive load on any given day. High School students should not be expected to write more
than three tests or major assignments per day. Middle School students should not have more than two
tests or major assignments due on the same day.

Students are expected to complete all assigned homework. To accomplish this, it is helpful for teachers
to communicate assignments in advance because students must learn to plan necessary study time.
Students are encouraged to record their homework assignments in their agenda. It is the student's
responsibility to seek additional clarification when needed.

Only AP classes may assign homework over school breaks.

Make-up Work

Teachers should allow a reasonable time for making up tests and completing homework assignents
after an excused absence. A general guideline is one day for every day missed, but staff should take
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Extra

into consideration the circumstances and give grace when needed. However, students are responsible
for finding out what work they have missed.

After an unexcused absence, teachers are not expencted to give extra help in order for students to
catch up. The student should be given a zero on any tests given or work wcollected on the day of the
unexcused absence.

Credit Work

Extra work is not permitted for the purpose of artificially inflating grades. Teachers may allow students
to demonstrate their understanding by repeating an assignment or doing work which extends their
knowledge beyond what is required for the course.

Required Materials

When requiring students to have particular materials for class and home use, teachers should only ask
for materials that are available locally. Calculators for advanced math classes may be an exception
and may be purchased through the school office subject to availability. Arriving to class unprepared
may result in an unexcused tardy and /or impact a student's effort grade.

Examinations

Teachers of core academic courses must give a one to two hour comprehensive exam or a project at
the end of the first semester. All courses that conclude at the end of the first semester will have a
comprehensive exam. Teachers will also give a two hour examination at the end of the second semester
unless the course is externally examined. These examinations will be comprehensive, covering the
facts, skills and concepts studied during the entire school year. Twelfth-grade students will have final
exams, which they will write before going on their year end class trip.

Teachers who feel an alternate form of comprehensive assessment is more valid need to make a re-
quest by the middle of the semester to the Director or their designee, in writing, outlining an alternate
assessment and the reasons it is more valid than an exam.

Middle School students will generally write only 3 exams each semester: French both semesters,
Science and Humanities 1st semester, and Math and English 2nd semester. These can by adjusted upon
agreement with the Middle School team except that students must still take Math at the end of 2nd
semester as it is used to evaluate their readiness for the next level.

Conferences

RFIS aims to work in partnership with parents to monitor the needs and progress of individual students.
To this end, teacher-student or teacher-parent conferences may be held whenever the need arises. Such
conferences help the teacher better understand the needs of individual students by giving students
the opportunity to communicate their points of view. This is crucial if the teacher is to help students
evaluate their own strengths and weaknesses and set specific goals for progress.

Response forms are sent home with Progress Reports and Report Cards to give parents an opportunity
to request conferences with specific teachers. However, parents are welcome to schedule a conference
with teachers at any time.

Report all parent conferences to the Guidance Counselor.
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RFIS works very diligently to help meet the needs of students. Due to the small number of students
and the inconsistency in availability of teachers, RFIS cannot commit to offering the same selection
of courses each year. However, as an administration and staff, we will meet as many student needs
as possible.

Schedule & Course Load

During grades 9 and 10, most students follow a prescribed program of studies, with little choice of
electives. Part of the program for grades 11 and 12 is prescribed, but students have a greater choice
of elective courses. These programs of study are designed to ensure that students take the courses
needed to meet requirements for a diploma from RFIS. It is the task of the guidance counselor, and
at times the Director and teachers, to help students choose the program of study and course load most
suitable for them.

While at RFIS, students must take a minimum of 2.5 credits each semester with at least 1.5 of those
being academic courses. Academic courses are normally those which have written final exams or lead
to external examinations.

To meet the requirements of our accrediting agency, at least 25% of a student’s high school credits must
be earned from RFIS during the last three semesters in attendance. Because of our unique situation,
ACSI has agreed to waive the 25% rule, providing a student earns at least 50% of their total high
school credits required for graduation through RFIS. Providing one of these percentages will still be
met, grade 11 and 12 students completing approved online coursework may count some of that towards
their minimum required enrollment of 2.5 credits per semester.

» Grade 11 students completing approved online coursework must still be enrolled in at least 2.0 RFIS
credits (of the required 2.5) each semester.

» Grade 12 students completing approved online coursework must still be enrolled in at least 1.5 RFIS
credits (of the required 2.5) each semester.

Questions about the schedule or the workload of a particular student should be taken to the Guidance
Counselor.
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Grade 6 Course of Studies

Beginning in 2023, a transitional 6th grade program was introduced to help Cameroonian students
adjust to and prepare for the educational, behavior, and cultural expectations of an international ed-
ucation at RFIS. Students will receive intensive exposure to western academic English through the
study of all core subjects: Bible, Mathematics, Science, Social Studies, Language Arts, and Physical
Education. Students will be required to meet identified academic standards and a continued admissions
process to be admitted to the regular RFIS program for 7th grade.

Middle School Course of Studies (Grades 7
and 8)

The course of studies for grades 7 and 8 are intended to prepare students for high school level academic
demands at an international high school such as RFIS. All courses will focus both on academic content
and individual study skills.

In general, individual courses taken during 7th and 8th grade do not receive “credit” in a manner that
will be reflected on final academic transcripts issued at graduation. However, students are able to earn
high school academic credit in Algebra I and French as outlined in school policy.

Social Studies, Bible, and English

Together, these courses explore the relationships between human history, geography, literature, and
the application of the Bible to earlier time periods and our own times. Students will be challenged
to develop their own writing style and voice as they gain understanding of their relationship to the
world in which they live.

Social Studies alternates between Ancient (especially non-western) Civilizations and (more recent)
Western Civilization.

English should explore literature (aligned with the social studies content when possible), essay writing,
grammar, creative writing, and public speaking.

Historically, the Bible curriculum was quite closely tied to the social studies curriculum, but we are in
the process of redesigning that curriculum to focus on more practical Biblical knowledge and thinking.

(Note: At this level, Bible is only scheduled for about half the time of a regular academic class)

World Language

Middle School students are placed in French courses according to their ability unless it is determined
that they need additional support with western academic English. Students whose ability is beyond
French 3 will not be placed in a class due to the mature content in upper level courses.

Science

Generally 7th grade students will take Life Science (cells, heredity, evolution, ecology, and diversity
in the living world) and 8th grade students will take Physical Science (scientific processes, energy,
motion, the nature of matter, chemical reactions, and waves). In years with low enrollment, these could
be offered in alternating years with 7th and 8th grade students together.
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Mathematics

During 7th and 8th grade, students will build on basic math concepts and be introduced to pre-algebra
and algebraic functions. Emphasis will be on real-life application. When schedule and staffing allow,
advanced students may take Algebra I in 8th grade at the discretion of administration.

Physical Education

Physical Education is required each year with instruction in individual and team sports as well as
lifetime physical fitness.

Computer

Grade 7 students will focus primarily on keyboarding skills with an introduction to the use of word
processing. Grade 8 students will continue to work to improve keyboarding proficiency while also
developing skills necessary for the knowledgeable use of a word processor and spreadsheets as well
as an understanding of digital citizenship.

Practical and Fine Arts

Practical and Fine Arts courses such as drama, choir, music, construction, foods, and textiles are of-
fered as personnel are available. When staffing allows, focus will be on practical arts and fine arts
in alternating years.

High School Course of Studies (Grades 9-12)
Bible

All students are required to complete a Bible course during each semester they attend RFIS. Students
explore the Bible to find its application both to the original recipients and to our contemporary setting.
Bible 9/10 alternates between an Old Testament and New Testament survey course. Grades 11 and
12 each have one defined semester and one that is more flexible. Grade 11 students spend one semes-
ter exploring the “Historical Foundations” of modern Christianity and 12th grade students examine
contemporary issues and worldviews in a semester of “Faith Beyond.” The other semester for these
two years has included such courses as How to Study the Bible, Christianity in the Arts, Ethics, etc.
This flexibility allows the opportunity to take advantage of the expertise available within our extended
community.

English

All students are required to complete 4 years of high school English for any diploma type. Grades 9 and
10 courses will emphasize the English language (grammar, composition, and oral communication), and
literature (British, American, and African). Upper level (11th and 12th grade) courses will emphasize
world and modern literature and more advanced language and rhetorical skills. When possible, AP
English Language and Composition and AP English Literature and Composition will be offered.

World Language

All students are required to complete at least one year of French and are encouraged to pursue more.
In general, RFIS will offer French 1-3 and AP French as an absolute minimum with an additional
upper level French option (such as Translation) when possible. Students are normally expected to
complete French 3 before pursuing other languages. Other languages will be offered based on interest
and availability of qualified personnel.
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Science

All students are required to complete two years of science. 9th and 10th grade students will be en-
rolled in Biology and Chemistry respectively. Students desiring a College Preparatory or Honors level
diploma are required to take at least one more year. Courses offered at the 11/12th grade level vary
from year to year based on the availability of qualified staff, but efforts are made to have at least one
“regular” and one “AP” option each year. This might include AP Biology, AP Chemistry, Physics,
AP Environmental Science, etc.

Social Studies

All students are required to complete two years of social studies. 9th and 10th grade students receive
Geography and Modern World History respectively, though in years with low enrollment, these could
be offered in alternating years with 9th and 10th grade students together. Students desiring a College
Preparatory or Honors level diploma are required to take at least one more year of Social Studies.
Courses offered at the 11/12th grade level have varied widely depending on staff availability and
expertise but have included US History, Comparative Government, AP European History, African
Studies, Economics, AP Economics, etc.

(Note: Because Geography has now been adopted as the regular 9th grade curriculum, World Geog-
raphy will no longer be offered as an option at the 11/12th grade level. Efforts should be made in the
coming years to explore the possibility of adding Psychology and/or AP Psychology.)

Physical Education

Physical Education is required each year with instruction in individual and team sports as well as
lifetime physical fitness.

Computer Studies

New high school students will be asked to demonstrate keyboarding and word processing skills that
meet the required standards. Students who do not meet the standards will be required to take a Com-
puter Applications or Keyboarding course during their first semester at RFIS. Elective courses may
include AP Computer Science, Graphic Arts, Yearbook, Webpage Design, etc. as qualified personnel
are available.

Fine Art

Concert Choir (open to all students) and Chamber Choir (selected by audition) are sometimes offered
in succeeding semesters. Private instruction in vocal and instrumental music will be offered when
qualified instructors are available. Drama will normally be offered in the second semester. When it is
possible to schedule them at different times, other drama and music courses may be offered. Otherwise,
there will be only one semester of music and one semester of drama scheduled to limit competition.
Other courses, such as Art, will be offered as qualified personnel are available.

Practical Art

Elective courses in practical living skills such as Food, Textiles, Construction, Small Engines, Auto
Repair, Yearbook, Photography, and Drama Tech will be offered as qualified personnel are available.

Mathematics

All students are required to complete two years of high school level mathematics. Students desiring
a College Preparatory or Honors level diploma are required to take at least one more year. Typically
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students will take Algebra I in 9th grade, Geometry in 10th, Algebra II in 11th and PreCalc in 12th.
However, when scheduling and teacher availability allow, advanced students may start this cycle ear-
lier by taking Algebra I in 8th grade. Likewise, courses such as Personal Finance, AP Statistics, and
AP Calculus may be available from time to time as additional options for 11/12th grade students.

Mother Tongue Studies

A mother tongue studies (MTS) program was initiated in the 2007-08 school year to prepare non-
native-English speakers for the next stage of life. As personnel allow and students express interest,
RFIS will offer MTS for each language community that provides approved curriculum and a teacher
providing we have the facilities.

The Mother Tongue Studies program at our school is intended to prepare non-native English speakers
more completely for their next stage of life by giving them the opportunity to learn in their first lan-
guage and to learn about the history, culture, and language of their passport culture.

Work Study

In order to recognize work or study done outside of the curriculum currently offered at RFIS, students
attending RFIS may apply to obtain .25 credit per semester for such work. This work/study would nor-
mally be of a nature that fits within the purpose and philosophy of the school and something that would
be offered were it within the means of the school to do so. It is the intent of Rain Forest International
School to encourage each student to develop those abilities in which they have an interest. It is to this
end that we offer this opportunity. Guidelines for the work/study are available in the guidance office.

Independent Study

Students attending RFIS may participate in approved independent study programs. These usually in-
clude a curriculum guide, readings, and tests graded by a supervisor. The student must be regularly
accountable to a supervisor professionally qualified in that area of study and must keep a record of time
spent on the course. All independent study courses must be approved in advance by the RFIS Director
and Guidance Counselor. The maximum number of credits which may be earned in this manner is two.

Independent study versions of existing RFIS courses must be at an academic level and grading expec-
tations comparable to the classroom version of said course and should meet the expectations of the
RFIS curriculum guide.

For independent study courses outside the RFIS curriculum, the following guidelines also apply:

» The work proposed for credit must fit within the purpose and philosophy of the school.

* A description of the course must be given in writing, including an explanation of how the student
will be challenged to consider the material from within a Biblical worldview.

* Credit will be granted on a credit-no credit basis and will not affect the grade point average.

Students as Teacher Assistants (TA)

Students are encouraged to seek opportunities to develop responsibility, accountability, and vocational
skills. Working as a Teacher's Assistant is one way of meeting these objectives. It also provides the
teacher/supervisor with a broader basis for writing a student recommendation.

Students will only be allowed to serve as a Teacher’s Assistant for courses they have already com-
pleted successfully. They will earn 0.25 credit per semester, graded on a Credit/No Credit basis. The
supervising teacher must submit a list of expected responsibilities to the guidance office for approval
prior to the enrollment of any student as a TA and create a syllabus to be signed by the student and their
parents that outlines these responsibilities just as would be expected of a normal academic course. The
supervising teacher is expected to provide appropriate supervision for the assigned tasks.
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Music Lessons

In years that a music teacher is available, requests for instrumental or vocal music lessons may be
made through the music department. Lessons can be taken for credit or independently. If for credit,
a contract will be established clearly defining lesson, performance, and practice time expectations.
(Historically, this has included a weekly ~30 minute lesson, ~100 minutes per week practice time
logged, and performance of two pieces of contrasting styles for 0.25 credits/semester on a credit/no
credit basis rather than for a letter grade).
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Chapter 25. Information Technology
(IT)

Internet

To keep the internet system working well please follow these guidelines when you want to access the
Internet at RFIS.

Internet Use Policy

Each school year guidelines will be published outlining expectations for the use of school-owned and
personal technology.

All staff and students must read and sign the Internet Use Policy annually.

79



Chapter 26. Library

Collection

The library offers material in a variety of formats to RFIS students and teaching staff for class and
personal use and is staffed by dedicated personnel who are ready and willing to assist you. The RFIS
library is well stocked, and there are six computers in the library that may be used to search the col-
lection or complete schoolwork.

The notes below will help orient you to the RFIS library. Please follow the library procedures carefully.
We hope you enjoy the resources available to you. Please note that you will be responsible for the cost
of replacing lost or damaged items.

Policy
Library Hours

The library is open Monday through Friday except holidays. Hours vary from year to year and will be
posted. The library is also often open several weeks throughout the summer.

Fines

Students will be required to pay for any library books lost or not returned to the library. Fines will be
assessed for late materials. Staff will be required to pay for lost or damaged material.

End-of-the-year reports, recommendations, transcripts and diplomas will not be released until all li-
brary materials are turned in and all library fees are paid.

Concerns About the Collection

The school is ready to address any written concerns or objections that library users may have. When
such a concern is presented, the LMS and the School Director will review it. If it is deemed valid, the
Director will rectify the matter, which may mean withdrawing a work from the shelves. Otherwise,
the Director will explain clearly to the user why the work in question is considered appropriate.

Equipment

Computers

The library has several computers available for student use in the library and a few available for teacher
checkout.

Textbooks

Textbook issuance information will be provided at orientation.

Textbooks will be issued to students as they are needed and must be returned to the school after use.
It is the responsibility of the student to keep the books neat and undamaged. If any textbooks are
not returned or have been excessively damaged or marked, the student will be required to pay the
replacement cost of the books.

Textbook Fines: Students are responsible for keeping their textbooks in approved areas of the campus.
Students should not leave textbooks or library materials outside, in mail boxes, or in any other location
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where damage might occur. Textbooks and library book found in unapproved locations will be returned
to the library, and students must pay a 500cfa fine to retrieve their books.

If you need other texts for class during the school year, please make arrangements directly with the
LMS. Generally, students will need their IDs in order to be issued textbooks.

At the end of each school year, students are responsible for returning all textbooks in good condition.
Failure to do so will result in fines or replacement costs according to the following scale. Fines must
be paid to the school office before the student to whom they are assigned may receive their report card.

If abook is damaged but can still remain in circulation for the next school year, fines will be as follows.
Paperbacks:

» Repairable damage - 3000 cfa

* Minimal, but unrepairable damage - 5000 cfa

* Significant unrepairable damage - 10,000 cfa

* Significant damage to books less than 3 years old - 20,000fa

Hardbacks (regardless of thickness):

» Repairable damage - 5000 cfa

* Minimal but unrepairable damage - 8000 cfa

» Significant unrepairable damage - 15,000 cfa

» Significant damage to books less than three years old - 25,000 cfa

Books that are lost or so badly damaged that they need to be removed from circulation will be charged
the following for replacement and processing.

» Paperbacks - 35,000 cfa

 Thin hardbacks (less than 2 cm) - 50,000 cfa

* Thick hardbacks (2 cm or more including the cover) - 75,000 cfa

* AP books less than 4 years old regardless of thickness - 100,000 cfa

End-of-the-year reports, recommendations, transcripts, and diplomas will not be released until all text-
books are turned in and all library fees are paid.
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Chapter 27. Crisis Plan

Emergency Procedures

Emergency procedures are outlined in detail in the Emergency Response and Crisis Policy Manual.
At the beginning of each semester Staff members will review emergency procedures (lock down,
emergency evacuation, relocation). Staff will review the procedures with students once a semester
procedures will be held for the entire school. In teacher orientation each year staff members will be
trained to handle emergency and disaster situations.

Activation of Crisis Plan Measure

The plan calls for the school Director to initiate all procedures.

If the School Director is not on campus or not available, then the Assistant Director, or if they are
unavailable, the senior staff member in the office shall take on that responsibility.

During an emergency, many things happen all at once. So remember that this plan provides guidelines
for an emergency. Common sense and good judgment are also part of the plan.
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Chapter 28. Safety and Health

Communicable Diseases

Students may attend school if their disease is not readily communicable. The School reserves the right
to prohibit the attendance of a student whose disease is highly contagious.

School policy shall be the same for all serious communicable diseases such as herpes, HIV-infection
or AIDS, infectious hepatitis, meningitis, tuberculosis, typhoid*, etc. This will be based upon current
knowledge about known risk factors and modes of transmission and reflect concern for individual
as well as group welfare within the School community. Age-appropriate education on communicable
disease, including HIV and AIDS will be presented to students as resources permit.

While the School will endeavor to reduce the risk of its students acquiring a communicable disease,
the School will accept no legal liability for anyone acquiring a communicable disease. The School will
make every effort to ensure each person's privacy and keep records confidential, but School personnel
will be informed of particular cases as needed.

A student known to be infected with a serious communicable disease will not be admitted or permitted
to continue attending the School without the unanimous approval of a screening committee composed
of the student's physician, the School Director and a consultant chosen by the School Director. The
screening committee will periodically review the cases of both those students who continue to attend
School and those who have been excluded but who, because of a change in their condition, might be
permitted to return.

*Upon having any of the following diseases, a child must have written consent from either a physician
or health department to return to school, or be subject to school office approval for re-admittance:
Chicken pox, mumps, whooping cough, measles, or pneumonia.

If a student has one of the following diseases the administration must be informed so that proper
precautions can be taken to protect the spread of the disease to others: ringworm, pink eye, scabies
or impetigo.

Students who have a fever, should generally be kept home from school.

Student First Aid Services

At the beginning of each school year all students are asked to fill in the information on an "Emergency
Care Form" which includes the name and directions to the hospital or clinic to which the parents desire
the student to be taken in case of an emergency. When students apply to the School, they are also
given a health record form, with brief medical history and name and phone number, if applicable, of
person(s) to be contacted in the event of an emergency. It is the responsibility of the student and their
parents to see that this information is on file. In case of serious illness or injury, this information may
be used before consultation with the family.

RFIS teachers will be notified if the students in their classes have chronic medical conditions such as
asthma, heart conditions, or neurological disorders.

In case of minor illness or injury, students should report to the school office for treatment, and may
rest in the school reception area or health room until they feel better.

Should a student be injured during the course of the school day, a staff member with training in first-
aid will administer the appropriate level of first aid using the supplies available at school. Should a
student become seriously injured or ill, he/she may be transported to a nearby clinic for treatment while
parents are being contacted. All expense related to illness or injury is the responsibility of the parents.
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Medication

At the beginning of the school year, parents are asked to complete a form indicating what types and
quantities of medication may be given to their child in the course of a school day. This information is
posted in the first aid cupboard for easy access by the staff dispensing pills.

A student who has a headache or other minor ailment requiring medication (e.g. Acetaminophen,
Ibuprofen, aspirin, Benedryl) should report to the office. The secretary or other staff member will
dispense the appropriate medication in accordance with the posted information. A student who has not
completed and turned in the required form may not receive medications.

The staff member dispensing the medication must record the information regarding the date, type and
quantity of medication given and the name of the student on the appropriate forms stored in the first
aid cabinet so that trends or misuse can be easily spotted.

Legal Regulations

All students are insured through the school's Activa Insurance policy.

Immunizations

All students and school personnel are normally required to have the following immunizations:

* MMR (measles, mumps, rubella)
 Diphtheria

* Meningitis (repeat every 3 years)
* Polio

» Typhoid (repeat every 3 years)

* Yellow Fever

A record of these immunizations and tests with the dates administered must be submitted to the School
no later than day 15 of the school year. A delay may result in the individual being excluded from
School until the immunizations are completed.

Students and school personnel are strongly encouraged, but not required, to be vaccinated against
Hepatitis A and Hepatitis B (series taken at 0, 1, and 6 months). Testing for Tuberculosis is also
recommended if they have not received a BCG immunization.
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Chapter 29. Food/Nutrition Services

Students may carry a lunch to school or purchase a hot lunch in the Canteen. Soft drinks and snacks
may also be purchased. Students should not eat lunch in classrooms unless accompanied by a teacher.
No food or drink should be taken into the Auditorium.

Canteen

To order lunches from the Canteen, students must sign-up during the prior week. Chit Cards must be
purchased to pay for lunches or other canteen purchases. Money is not accepted in the Canteen. Egg
sandwiches or fried egg and plantains can be ordered the same day desired by writing on the list of
names before 11:00am.

Each day during the lunch hour, students who signed up for lunch should report to the staff who are
handing out lunch tickets and crossing off the designated amounts on canteen cards. Once a ticket has
been received, the lunch can be picked up at the dispensing window. When finished eating, diners
should take their dish and fork/spoon to the table outside the Canteen, throw out any trash and rinse
the dish and utensil.

Nutrition Standards

RFIS desires to serve food that is nutritious and gives energy to growing bodies. Therefore, canteen
lunches consist of starchy foods, protein and vegetables. Portion sizes are usually generous.
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Chapter 30. Facilities
Facilities--Physical
Library Building

The downstairs of the building provides ample space for all library needs. It also has a small classroom
generally reserved for ELL support and a variety of offices including chaplain, counselor, and librarian.
It includes two conference rooms and an internet research room as well as a large space for study
hall use.

The upstairs of the building is home to classrooms numbered 1-4, including an art room with adjoin-
ing storage for supplies. Other storage spaces nearby are designated for drama supplies and textbook
storage. The computer lab, next to the IT offices, has 20 computers for student use.

The senior lounge is an area dedicated to the use of grade 12 students. Upon approval of the adminis-
tration, the seniors may decorate this area. No other students may access this area.

Auditorium

Chapel, Assembly and presentations are held in the auditorium. There is a moveable stage that can
be extended for productions. A projector is permanently hung. An electronic piano is stored in the
auditorium. Generally choir, music and drama classes meet in the auditorium, so there is a storage area
designated for the use of the music department.

Administrative & Endersby Science Building

The administration and staff share space in the upper level of the building. The school reception area
contains a seating area, cashier's office, and a variety of administrative offices.

The teachers' desk room holds twenty teacher desks and two conference rooms. Each desk has access
to book shelves. Teacher resources are stored in the conference rooms and in eight filing cabinets near
the desks.

The staff lounge and staff work room are for the use of all staff. The lounge houses a refrigerator, a
microwave, a myriad of mugs and various other coffee and dining needs. The work room is the home
of the photocopiers and printers as well as supplies such as file folders, pens, markers, envelopes and
SO on.

The lower level, the Endersby Science Block, consists of two laboratory spaces, one lecture room and
the preparation room. All of the classrooms have projectors available. Windows between the lecture
room and the labs allow for teachers to supervise groups of students at work in both places. Classroom
8 is general classroom located behind the science classrooms.

The science building was named after Mr. Clem Endersby who taught sciences at RFIS for 10 years.
When he passed away it was determined to name the building in his memory to commemorate the
tremendous impact that Mr. Endersby had on RFIS students.

Middle School, Grade 6, and Domestic Arts

The middle school consists of classrooms 9 and 10, the middle school locker area and two washrooms.

While not all middle school classes take place in these rooms, nor are they exclusively used for middle
school classes, the grade six, seven and eight students feel a sense of ownership for this area of the
school. A picnic table and benches in their locker area give them space to be away from the older
students if they so choose.
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The domestic arts room is designed to house four complete kitchen areas. Currently more stoves,
fridges and cooking utensils are needed to fulfill the design. It also contains an area for teaching tex-
tiles. This has been the primary home to the technical side of our drama department, occasional elec-
tive courses, and many community events. With the permission of the domestic arts teacher, following
outlined procedures and policies, this room may be used by staff and students for class or community
events. Arrangements must be made with the domestic arts teacher and/or DTS well in advance of
the event.

Pavilion & Canteen

In the Canteen kitchen meals are prepared for staff and students. The canteen kitchen is off limits to
everyone except authorized personnel. It may not be used for community or class events without the
express consent of the canteen supervisor well in advance.

The rooms attached to the kitchen serves as a second staff lounge and the two attached storage areas
have been used primarily for music storage, practice rooms, or storage for the gas grill.

The pavilion area adjacent to the Canteen holds several picnic tables and is used by staff and students
to eat lunch.

Prayer Chapel

Next to the pavilion is a quiet spot for prayer and reflection called the prayer chapel and prayer garden.
This chapel was designed by Philip Vernon, a former student, and his architecture professor. It may
be used by individuals or groups. It has been the site of many mentoring sessions and prayer retreats.

Sports Changing Rooms

Changing rooms, toilets and showers are provided near the court for student use after PE classes or
sporting events.

Gym Complex

The gym complex provides sheltered space for physical education classes, sporting events, and many
RFIS community events.

The open area is home to multiple covered courts for basketball, volleyball, pickleball, etc., and a
large climbing wall. The building itself houses one large classroom, an office area, a concession stand,
storage for both RFIS community events and the Physical Education Department, and a large weight-
room. [There are also plans to add full locker room facilities in the future.]

Lower Sports Courts

A cement court is lined for two basketball courts (with room for a third full size court in the other
direction), three volleyball courts, five badminton/pickleball courts and one handball court. The court
is also frequently used for school dances and other community events.

Sports Fields

RFIS has two soccer fields, one is a full sized field and the other undersized. An area near the smaller
field is also used for softball and a variety of other activities in PE class.

Industrial Arts

The recently roofed industrial arts area (or shop) is used for construction and small engine repair
classes. It is also the maintenance and building development center of the school. Containers that form
the building's walls are used for storage of a variety of school supplies.
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School Grounds

The goal of the grounds keepers at RFIS is to create an environment that is not only beautiful, but also
provides examples for agriculture, geography and biology classes. Every plant has a story. RFIS is
indebted to Roy Danforth and Paul Noren for their horticultural experience and advice as well as the
seeds or seedlings for the grass and most of the other plants.

Vegetation includes varieties of fruit trees, palm trees, rainforest plants and flowers.

Facility Security

Student Lockers

All school property is under the control of the school administration. If a reasonable suspicion arises
that items considered illegal, disruptive, or of a general nuisance to the educational process are being
kept at the school, a search of school property, including but not limited to lockers, may be made at
the discretion of the School Director or his/her representative.

Each student is issued a locker and lock at the beginning of the school year in which to store their
valuables. Theft has been a problem at times. Please remind students that the School cannot be held
responsible for lost or stolen items that were not properly secured. For this reason, students may not
exchange locks, combinations or lockers.

We suggest that lockers be locked at all times, especially at the end of each school day and over
weekends. Feel free to lock any lockers that you notice open at these times.

Lost locks will cost the student 5,000 FCFA.

General Facility Information

Use of Facilities

Requests by any individual or organization for use of School facilities must be submitted to the DTS.
Permission is needed for long-term use as well as one-time use.

Permission is granted for each school year. If you used the facility last year, don't assume that the same
room is available this new school year at the same time and day.

Students are not allowed on campus without adult supervision.

Clean Up After Use

When you have finished using the facility, you are responsible for all cleanup.
This includes:

1. Tables and chairs should all be returned to where they came from and placed in the same order
they were previously in.

2. Sweep any floors as needed.

3. Trash and compost should be in their correct containers, covered, and secured.

ID Cards

These cards serve as your RFIS Library/ textbook card.
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Each student is issued one ID card early in the school year.
This ID serves as the official identification card for all Cameroonian students.

A fee will be charged for any replacement ID cards.

Limited Access

Students are not allowed on the roofs of buildings, or on the roofs of containers.

Neither students nor children are allowed to be in RFIS buildings or on campus after hours except
with adult supervision. This includes the sports fields.

School Bells

The bell system marks the progression of the RFIS school day. In addition to the bells to begin and
end each class period, there are also bells at:

7:15am - Let's you know the time and that the bells are working.
7:25am - Gives the students a 5S-minute warning before the start of period 1.
5-minute warning bells before the end of break and before the end of Iunch.

5:15pm - Sports practice should have ended and students should be leaving campus.
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Chapter 31. Transportation

All arrangements for travel to and from school must be made by the parents or guardians of the students.

Drop-Off and Pick-Up: The school grounds will not normally be open to students before 7:00 AM
(7h00) or after 5 PM (17h00) unless there is a school sponsored event or specific alternate arrangements
have been made. Please arrange for your student to be dropped off or picked up during these hours.
Habitual offenders may face substantial monetary consequences. Missing school days because of travel
schedules should be avoided. Smooth transitions and exams can be adversely affected by absences on
school days especially at the start and end of semesters.

Transportation of Students

With official identification papers, RFIS students may travel to and from field trips, athletic events
and official class functions in buses hired from bus companies for the purpose, SIL vehicles or partner
mission vehicles driven by the coach, another teacher or a designated parent.

Students may also travel with other teacher or parent drivers. Only with parental permission may
students travel with designated family drivers (chauffeurs). Licensed students may drive themselves
to and from events. Students may not travel with other student drivers without the express written
consent of both sets of parents.

If a vehicle carrying RFIS personnel or students is involved in an accident, the staff person on site
will report the incident to the School Director or designee. The parents of the people involved will be
notified as soon as the Director or the Crisis Management team deems it to be appropriate. Commu-
nication with the media and broader RFIS community will be handled by the Director or the Crisis
Management team as they deem it to be appropriate.

Transportation of Students for School Activi-

ties

Private vehicles used to transport students for school activities shall be in good repair and meet
Cameroonian insurance and vehicle registration requirements.

Parents and teachers will be asked to complete a transportation form at the beginning of the year
indicating their willingness to drive and a commitment to keep vehicle insurance, registration, and
repair current; these forms will be kept on file in the office with a copy being given to the athletic
director.

Parents will be asked to complete a transportation form at the beginning of the year indicating their
preferences and these forms will be kept on file in the office with a copy being given to the athletic
director.

General standards

» If a heavy rain begins while transporting students, the driver shall pull over and clear the road and
wait till the rain stops. If it is a light rain or mist, then the drive may continue to drive but at a
reduced speed.

* At no time will the driver stop, for rain or any other reason, if the vehicles(s) can not be completely
pulled off the roadway.

* While driving with two or more vehicles on the same outing there shall be a lead vehicle that will
set the speed for the entire group.

» Vehicles on the same outing shall not pass each other.
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Driver qualifications

All drivers for school events shall have current Cameroon driver licenses in accordance to the size
of vehicle being driven and shall be experienced drivers.

Vehicles shall be in good repair and have current vehicle insurance and registration according to
Cameroon law.

Students are not allowed to drive other students on school events.

Public or Hired Transportation

Public vehicles used to transport students for school activities shall be recognized quality public
transport providers.

When possible, RFIS shall provide a pace vehicle that will lead the public transportation vehicle.

A written contract between RFIS and the public transport vehicle shall specify that they will follow
the pace vehicle.

If a pace vehicle cannot be provided, a written contract shall indicate that RFIS will provide a staff
member who has the right to instruct the driver with regard to his/her driving performance, speed
of vehicle, and inform him/her of our standards about passing/no-passing and stopping during a
heavy rain.
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Chapter 32. Spiritual Growth
Spiritual Retreat

Every year three-four school days are set aside for the purpose of Spiritual Retreat. There are several
goals for this designated time:

1. Spiritual growth and renewal of students and staff.

2. Relationship building between students.

3. Increased school unity and cultural understanding.

4. Applying learning abilities to non-traditional subjects in a unique setting.

The middle school retreat will normally be held at RFIS and students will return home at the end of
each day. This retreat is normally focused on community service and evangelism. It is planned by the
Middle School Team Leader with the help of the teachers assigned to middle school retreat. (With the
introduction of the grade 6 program in 2023-24, a decision was made to continue middle school retreat
as a 7/8th grade experience for now. The grade 6 students were incorporated into an age-appropriate
field trip day within the larger Middle School retreat, but most of the retreat itself was reserved for
the older students while the grade 6 students were given those days off. If/when the grade 6 program
becomes a permanent part of the RFIS program, a discussion should be continued regarding the degree
to which these students can and should be included and how the retreat itself would need to be adjusted
to younger students.)

The high school retreat will normally be held off-site either at a hotel, Bible school or retreat center
deemed to be suitable by the Retreat Coordinator. The Retreat Coordinator will run any unusual ideas
past the director for final approval. The Retreat Coordinator is a member of the high school staff who
agrees to take on the responsibility in addition to their regular teaching load. Often students are also
involved in planning.

Both retreats include sessions for a special speaker. This speaker should be someone known to the
school or highly recommended by staff members. The speaker must have a background record check
on file. Normally, RFIS does not pay travel expenses for a speaker who comes from out of Cameroon.
Sometimes churches have put together teams of people who have come and provided both a worship
team and a speaker in addition to organizing many other aspects of the retreat.

Chapel

Once a week the school will meet together for a chapel time. All staff and students are expected to
attend, visitors are welcome. This is an opportunity for us to fellowship together and worship God as
a community. Students who do not profess a faith in Jesus Christ are not expected to participate as
if they did, but they are expected to follow the directions given by the leader for standing and sitting
and to demonstrate respect for all presenters.

Chapel speakers will be arranged by the chaplain and may include RFIS staff, members of the com-
munity or others who are recommended. The Chapel speaker will be given clear guidelines governing
the length of time they will be given, the international nature of our student body, reminders that not all
students are Christians and any doctrinal limitations. Altar calls will not normally be given in Chapel,
but students may be encouraged to make a decision for Christ and talk to a staff member.

Chapel will normally be organized and run by the RFIS Worship Team. On very rare occasions, Chapel
time may be used for another purpose such as International Day or Student Counsel Elections.

Assembly

Each morning all staff and students gather for a 15 minute assembly. The goal is to spend time together
in the Lord's presence. During this time, the director or designee makes morning announcements.
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Announcements are requested by completing the blue announcement form stored in the photocopy
room. Assembly time and responsibility are allocated differently from year to year. The Director will
inform of the plan at the beginning of each academic year.

Small Groups

Small groups meet every Thursday for 45 minutes - 1 hour following the end of classes for the day.
No other activities may be scheduled during this time.

The main objective of the school's small groups is to help meet the school's first end to have "students
who are sincere followers of Christ". Small groups are an opportunity for students to study the Bible
in a less formal manner compared to their required Bible class. A second objective is to have students
get to know the adults who facilitate small groups in a more personal way, building relationships that
should make students who participate feel more comfortable going to an adult for mentoring outside
of the classroom.

Participation in small groups is voluntary. Students indicate their interest near the beginning of the year
and may also choose certain people they would like to have in their group. The Chaplain is responsible
to arrange groups and recruit leaders. Once groups have been formed, new members may be added at
the discretion of the group and their leader.
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Chapter 33. Community Service

Community Service

Students must complete a minimum of eight hours of community service each year of attendance in
high school in order to graduate. At least half the time spent on Community Service projects each
year must involve interaction with and be of service to the host culture and must be approved by the
Community Service advisor or the school administration. Although classes may use events to fund a
service project, service projects should not be primarily a matter of giving money.

The following criteria apply:

At least four hours of qualifying community service must serve those from outside the school (RFIS)
and mission (any mission) community, and the remaining hours may serve those from within these
communities

» Note 1: Working with a national translator would count as interaction with Africans and takes
precedence over the school/mission factor

+ Note 2: A village project at parents’ assignment counts as long as it involves direct interaction
with Cameroonians or nationals of another African country - the host culture and community.

Qualifying community service projects should not interfere with the local economy. If in question,
get administrative approval.

If in a home country or country of service other than Cameroon, cross-cultural interaction with
Cameroonians or other internationals qualifies.

In grades 9 to 11, completion of 8 hours of community service for the given year will count for
15% of the Bible class grade

In grade 12, one must finish the final 8 hours that year in order to graduate.
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