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MISSION STATEMENT

Keystone Academy is a new model of education in China. It blends distinctive traditions in eastern, western, and international
education, creating a new world school with a liberal arts program that is academically outstanding. All our endeavors are framed
by five shared Confucian values: compassion, justice, respect, wisdom and honesty.

At Keystone, we embrace a world that is dynamic and ever-changing. We learn from and we learn for this enterprising, global,
and diverse community.

Our keystones are:

* bilingual immersion in Chinese and English;
* building character and community throughout our residential setting;
» promoting Chinese culture and identity in a world context.

Our ambition is to share successes generously and to learn from failures bravely, to open our'doors to many, and to engage fully
with the world of education, and the world at large, beyond our gates.

Our students are hungry for opportunity, bold in their thinking, and creative in theirinstincts. They are encouraged to become
expansive in their dreaming, determined in their actions, collaborative in their teamwork, and humble in their achievement. They
learn to be stewards of the environment and to be at ease with otherness.

Our teachers are passionate about learning, rigorous in their standards, and inspirational in their methods. They are respectful
listeners, attentive caregivers, interrogative thinkers, compassionate mentors, and world-minded citizens.

Our graduates will possess the intellectual, cultural, and ecological fluency to navigate gracefully the colleges, careers, and
communities of their choice. They will know how:to apply their emotional intelligence, character, and zest for learning to help
develop and improve the communities in which they live.



SHARED VALUES

Each member of the Keystone Academy community - parents, students, teaching and support staff - is expected to act in ways that
show respect, compassion and consideration for others and to provide a safe and healthy learning environment for all. Membership
in the Keystone Academy community offers unique privileges and also implies shared responsibility. In an atmosphere where safety,
trust and belonging are our goals, we create a strong community partnership through a collective sense of values and traditions. Al
community members affirm the Five Shared Values and these core principles provide the foundation for our behavior and interactions.

REN 1> COMPASSION

Individuals are not completely autonomous; we are social beings who derive identity from our interactions with each other. We recognize
the interdependence of communities and cultures. We act with kindness, understanding and empathy in our relationships with others.
We value the quality of our connections, and care for the emotional, physical and spiritual health of self and those around us. We act
with a generous spirit and make a positive difference in the communities in which we live and learn.

Y1 L JUSTICE
We act rationally and fulfill our responsibilities courageously and with determination, steadfast in our integrity and sense of balance. We
resolutely uphold justice for all. We are compassionate stewards of our community, of humankind, and of our world ecology.

LI #L RESPECT

We value the norms and expectations for social behavior in our community and beyond. We base our interactions and relationships on
respect, reverence, equality and a desire to serve and better understand each other. We possess a sense of duty and compassion
towards family, community and our ever-changing world.

ZHI1 % WISDOM

We accept the wisdom of others while diligently pursuing personal enrichment and knowledge. Wisdom guides us to make the right
decisions in life. We use intuition, intelligence and reflection to seek higher meaning and we employ our introspective abilities to
understand the human heart and condition. We carry forth our knowledge to lead and serve in ways that benefit the common good.

XIN fi HONESTY

Honesty and trust are the building blocks of every community. We rely on good intentions, the honoring of commitments and authenticity
in each and every interaction. Our community members tell the truth, act with integrity and live up to the highest of expectations. We
will be self-governing, accept responsibility for our actions and lead by example.



COVENANT OF SHARED VALUES

Keystone Academy’s Covenant of Shared Values reflects our commitment to each other and our community. The covenant reads:

As a member of the Keystone Academy community | am committed to the Five Shared Valuues. These virtues orient my behavior, guide
my actions and inform my sensibilities. By signing this covenant | promise to:

REN

i

L

ZHl

XIN

Treat others with respect, compassion, and dignity, value inclusivity and respect cultural differences.
Uphold justice and equity, and take a lead in defending the rights of others.

Bring honor to self; family and the good name of the Academy in all / do.

Commit to the pursuit of knowledge and have the wisdom to seek guidance.

Be honest in all matters and encourage others to do the same.

Before matriculating each academic year, new community members sign this covenant at a special opening ceremony.

Specific behavioral expectations that support and clarify the Five Shared Valuues of Ren; Yi, Li, Zhi and Xin follow:

Members of the Keystone Academy community are expected to be open and honest in all communications. A timely response
to questions and concerns is a priority.

Keystone Academy does not tolerate behaviors that harass.or bully and will not stand for such. Any personal harassment
based, for example, on race, gender, age, grade, disability, religious affiliation, or sexual orientation is considered a violation
of respect.

Keystone Academy is a drug and tobacco free community. Possession of illegal substances and smoking are not allowed on
the school grounds at any time. It is expected that all community members will take responsibility for the enforcement of this
expectation.

Membership in this community is a privilege, not a right. Unwillingness or the inability to ascribe to the Five Shared Valuues is
cause to question the appropriateness of one’s membership in our community.



Whether you are reading this Handbook as a student, parent, or member of staff, it is the responsibility of all community members at
Keystone Academy to become familiar with its contents. Although the information contained in this Handbook is intended to cover the
many situations that might arise in our community, it is inevitable that rules, policies and procedures cannot cover every possibility. The
school reserves the right to add or modify policies, procedures and rules contained in this book as deemed necessary.

Ultimately, the wellbeing of our school community depends on all of us embracing the spirit of our policies, procedures and rules by
demonstrating goodwill and exercising sound judgment.

What do we expect from our students?

Academic seriousness: complete assignments, participate actively and strive to do your best each day.

Good citizenship and a sound moral compass: contribute to a safe and positive school culture by being kind, courteous and
aware of the needs of others.

Personal responsibility: care for yourself by developing healthy habits and making good decisions.

Ability to take risks and seize opportunity: seek challenge each and every day.

What do we expect from our parents?

Moral support: uphold the school’s expectations at home.

Parenting in partnership with the Keystone staff: cooperate with the Academy personnel and help make the Keystone experience
one to be proud of.

Communication: trust that teachers and administrators want the best for your child-and voice your questions and concerns to
the appropriate school person.

Financial support: settle accounts in a timely manner.

What do we expect from Keystone teachers and administrators?

(are: we treat each student with respect and are attentive to his/her needs.

Partnership with parents: we trust that parents value Keystone's educational practices and promise to cooperate and
communicate fully in an effort to see each child succeed.

Professionalism: we prepare thoroughly for each class and assignment and seek opportunities for professional growth and
development.

Communication: we respond in a timely fashion and seek ways to involve families in the educational process at Keystone.



SCHOOLWIDE DEFINITION OF LEARNING

At Keystone Academy, learning is a life-long journey rooted
in heritage, outward in perspective and framed by our five
shared values.

Learning encompasses the discovery of new knowledge, skills
and understanding, allowing for inquiry, creativity and connec-
tions in a local and global context.

This journey empowers our learners to develop character and
fosters a joy of learning in experiences that occur both inside
and outside the classroom.

Effective learning in Primary takes place when:

* | am excited about my learning
* | feel secure and supported in my learning journey
* | have goals and feel challenged

* | learn from my mistakes and | can take risks

* | know how | am learning

* | work with others to reach my goals

* | take ownership of my learning

* | make connections between learning, myself and the world

Effective learning in Secondary is:

* Dynamic and challenging

* Holistic and balanced

* Inclusive and personalized

* An individual pursuit as well as a collaborative process
» Varied and contains different approaches

* Focused on process, as much-as outcomes

* Experiential, where connections are made to real life

* Committed to character.and community
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STUDENT LIFE-A Reference for Day & Boarding Students

The Advising System & Adult Support

Our school is infused with multiple ways to connect, on a formal and informal basis, with the teaching and support staff. Students and
parents are encouraged to develop connections with many adults in the Keystone community. Our multi-layered system of support helps
students manage the many decisions and tasks they face each day. Students have frequent and meaningful interactions with classroom
teachers and coaches, dorm parents, the Deans of Residential Life, Division Heads and the Deans of Students. While students may
come to know many adults on campus, a more formalized connection is forged with the advisor.

The Advising System provides a mechanism for students to cultivate a strong relationship with an adult mentor who is then responsible
for the development of a meaningful educational plan and experience at Keystone Academy. Formal advisor meetings are scheduled
weekly and informal meetings are arranged as needed.

Al middle and high school students, day and boarding, are assigned an advisor. This advisor may be assigned based on a student’s
academic schedule and is usually one of their classroom teachers or an adult who lives on the hallway in their dormitory. The advisor
sees each advisee (a student assigned to an advisor) throughout the school day, or in the evening, as is the case for our boarding
students. Students can discuss matters of concern, academic or otherwise, with the advisor. It is.expected that a mutual trust will
develop between the two. Students should make extensive use of their advisor to discuss schoolwork.and personal issues. The advisor
will help set, and periodically re-examine, personal goals according to each student’s interests, strengths, and past performance. The
advisor is responsible for helping with course selection and the tracking of graduation requirements.

Each advisor has seven to nine advisees, depending on the grade level. The advisor is primarily responsible for ensuring that all
advisees and families experience these quintessential elements of Keystone Academy community life:

*  Students feel valued and have a sense of belonging.

*  Students grow academically, socially and morally.

*  Students establish meaningful and frequent connections with adults and peers.

*  Parents have a source for direct communication with-the Keystone Academy teachers and administrators.

A student who wishes to speak to his or her advisor. or-another supportive adult on campus should be aware that any discussion which
reveals a life-threatening situation or indicates a danger to his or her own, or another student’s health cannot be kept confidential.

The advisor is the parental substitute while'students are at school during the day, or living away from home, and communicates directly
with parents when such conversations are needed. The advisor is the first point of contact, and parents and guardians should feel
free to call upon the advisor when they have questions or concerns. We seek to establish a meaningful three-way partnership between
student, parents and advisor. Open and direct communication is an essential component of this partnership.

If conversations with the advisor are not able to resolve an issue, parents will be advised to contact another adult on campus for further
assistance. Those adults might include classroom teachers, the Deans of Residential Life, the Deans of Students or Division Heads.

Advisors communicate with parents often. Advisors will report on details about student involvement in the community, service learning,
and progress, in particular in cognitive and affective learning skills, along with any other comments advisors may feel are helpful and
valuable to record for an individual student.

Classroom teachers provide academic monitoring and guidance. Through the lessons students have in the classroom, teachers will
come to know student strengths and weaknesses, and will keep in touch with advisors, the Deans of Students, and the Center for Student
Development regarding academic, social, and emotional development. Teachers may at times want to hold individual conferences with
a student to discuss schoolwork and progress; a student or parent may also request such a conference, at times outside scheduled
teacher-parent meetings, if they feel that would be helpful.

Making the change to life at boarding school is best described as being a process of transitions. These transitions might include living
away from home for the first time or learning how to meet the increased demands that come from a change in academic standards. For
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all of us, living in a more communal arrangement requires patience, honesty and the ability to ask for help and support when needed.

The dorm head and dorm parents reside with their families in private apartments on each floor of the dormitories at Keystone Academy.
Affiliated dorm parents, who live on and off campus, will complete the dorm parenting team and share in the responsibility to supervise
students during dorm hours on the weekdays and weekends, during study hours, at dorm meetings, for room inspections, lights out
and after hours.

Dorm parents make sure that life on the hallway is running smoothly. Issues that arise in the course of community living happen from
time to time and will be dealt with swiftly and firmly. Dorm parents ensure that there is harmony and a persevering level of respect
towards all in residence. When matters of discipline arise dorm parents involve the advisor and Deans of Residential Life.

Dorm heads take the lead in presenting our residential curriculum to students during hall meetings in the dorm. The residential
curriculum focuses on the simple question of “What do we want our students to have learned by living here at Keystone Academy?”
The program is designed to develop independence, healthy communication, empathy, connection with others and self-awareness. Each
student will have a residential report of progress each term.

The Deans of Residential Life, and the Deans of Students are members of the Student Life Office who.work directly with advisors and
dorm parents to monitor the academic, social and emotional progress of students. They work closely-with-advisors, dorm parents, and
teachers to ensure that each student has a personal plan for growth and development.

Center for Student Development

In addition to Advisory Teachers and other classroom teachers, Keystone employs a multi-disciplinary team of professionals to provide
learning, language, and counseling services to our students. Individual students, teachers or parents may reach out for support if a
student is in need. These services are all located in the Center for Student Development (CSD).

The CSD faculty is made up of Learning Specialists, English as an Additional Language (EAL) Specialists and Socio-emotional Counselors.
This group of faculty is highly trained in specific areas of child development, differentiation, and instructional strategies. CSD specialists
provide academic interventions and practical, research-based strategies to be incorporated into the classroom or individual sessions
with students. CSD partners with the Deans of Students, advisors, Grade Level Leaders, and dorm parents to provide the best support
for student success.

The Center for Student Development collaborates with Keystone community stakeholders (teachers, parents, students, and
administration) to promote diversity, inclusion, and acceptance by empowering and supporting all students to reach their full potential
in an ever-changing and global world. The main objective of the CSD is to facilitate the capacity for all Keystone students to reach
their fullest potential and highest success. When needed, students are referred to the CSD for consultation, observation, assessment,
support, and guidance. Outside specialists/organizations may be considered, when necessary, in partnership with parents.

Recess Policy

Play is the highest form of research.
Albert Einstein

Recess at Keystone Academy is considered part of a student’s academic support plan. Article 31 of the UN Convention on Rights of the
Child states children have the right to play. We value our children’s social and emotional health. Which means that recess is a necessary
break in the day for optimizing a child’s social, emotional, physical, and cognitive development. In essence, recess should be considered
a child’s personal time, and it should not be withheld for academic or disciplinary reasons.

Students who have time to play outdoors or have unstructured play time are often more attentive and are more successful at cognitive
tasks during their school day. There is a direct correlation between recess and improved focus and motivation. Therefore, we do not
exclude students from recess for punitive reasons or academic performance in the classroom. Classroom discipline policies should be
based on mutual respect, trust, the Five Shared Values, IB- Learner Profile, classroom norms, essential agreements, etc. Recess is not
used as a bargaining tool to get our students to do what we want.



If a student is having challenges or difficulties performing appropriately at recess, the MS Deans of Students and MS office will work with
these students on a case-by-case basis. The intended aim of recess is to support our children in class.

Recess is. ..
. Time for students to be outdoors
. Dedicated play time
. Time to collaborate
. Physical activity
. Social

Recess is not. ..
e Atime to catch up on work
. A time to complete a quiz or test

Play is fundamentally important for the success and happiness of Keystone Middle School students.

Service Learning

All students are expected to participate in Service Learning as part of their Keystone Academy experience: Keystone places great value
on the learning and outcomes of providing service to others. Developing sound habits of heart.is asimportant as habits of mind. With
this as our aim, the Academy is committed to providing numerous opportunities for our students to work for the benefit of others, locally,
nationally and internationally. Opportunities are available through students’ grade level groups as well as our weekend programming
for students to explore the benefits of serving others. We encourage students to initiate these opportunities as well through the Office
of Student Life.

All students are required to participate in service both within the Keystone community as well as outside of school. These experiences
must be documented and include a reflection on the experience, in order to take full advantage of the learning opportunity.

It is our intention that students will, as a result of being in service to others:

. Increase their awareness of others and commit themselves to projects of compassion and dignity.
. Undertake new challenges and experience some dislocation while developing new skills.

. See the value in improving their capacities for planning, organizing and collaborating.

*  Become aware of global and localiissues and the needs of others.

Special Ceremonies and Traditions

Keystone is dedicated to establishing and maintaining special events. Gathering as a community happens frequently and with purpose.
We begin our school year with the Matriculation Ceremony, in which new students and their parents commit themselves to Keystone
Academy and our Covenant of Shared Values. At the same time, the school makes a promise to these families and formally welcomes
them.

Throughout the school year, morning meetings and weekly meetings are held by advisory group, grade level, and division. These are
opportunities for our community members to share messages that are important to them as well as important in a global context.

Other special events and traditions include but are not limited to fun community celebrations such as our May Community Fair or House
competitions.

The House System

Upon entering Keystone Academy each member of the community is placed in one of five Houses (a term referring to a body of people
and not an actual house or dorm location). Students remain with their House for the duration of their education at Keystone. The Wu
Xing Elements, represented by Metal (Jin), Wood (Mu), Water (Shui), Fire (Huo) and Earth (Tu) will play prominently in a House's identity
and sense of pride.
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The House System enables a cross section of adults and students to interact in friendly competitions and become more familiar with
others across grade levels and school divisions (primary, middle and high schools). Day students, boarders, teaching and support
staff are represented in each House. The House System facilitates a sense of belonging, and encourages cooperation, team building,
friendship, mentoring, dynamic play and healthy competition.

Houses participate in a variety of friendly competitions throughout the school year. Age-appropriate activities are carefully chosen to
highlight the strengths of each child. In a community that values mentoring, the House System is a valuable link for older students to
buddy with younger students. Adults will face the same competitive challenges as their student Housemates and will be on hand for
every event to participate, monitor, support and guide.

In the future, sons and daughters of Keystone alumni will be placed in the same house as their parent(s). The pride of joining a House
that has represented your family in previous generations will add to the deep sense of loyalty that comes from being a House member
at Keystone Academy.

Experiential Learning Program

We believe that a vibrant Experiential Learning Program (ELP) is essential to overall student learning. Our ELP is an integral part of our
curriculum, and consists of experiences both inside our classrooms as well as beyond our classroom walls. Such opportunities focus on
leadership development, service, teamwork, connection and character building and are organized.ona regular basis.

Two pillars of the ELP are the fall Outdoor Education Program and the spring trip to another part of China, connected to grade level
curriculum. Both of these are mandatory for all of our students in relevant grade levels to attend. The school covers the cost of the
fall Outdoor Education Program, while parents pay the cost of the spring excursion.

Only under exceptional circumstances would a student be excused from one of these experiences. In the case that there is a parent
concern about his or her child’s participation, the parent would meet with-a.review committee. The review committee, overseen by the
Executive Head of School, would determine accommodations aiming to allow full and inclusive participation in the experience.

Safety is our primary concern within the program. In the.case that a student poses a risk to himself or others, he or she may not be
permitted to attend the trip. This decision will be made in consultation with the Executive Head of School, Division Head, and Deans of
Students. Under these circumstances, no payment would be expected from the family.

Global Trips and Round Square

In addition to required experiences described above, Keystone offers a myriad global trips during school breaks. The purposes of these
trips may be global awareness, cultural immersion, service, or other curricular focuses. Additional experiences are offered through
the Round Square organization, offering students opportunities to visit other schools and conferences within the vibrant Round Square
network that now comprises 200 schools worldwide. Costs for these experiences are paid for by families.

Field Trips

In order to capitalize on the abundant learning opportunities offered in and around Beijing, students may attend off campus trips
related to their classes or activities. In most cases, transportation and costs of these trips are covered by the school.

Whenever Keystone students travel off campus, it is expected that they will behave in the same responsible and respectful manner in
which they would conduct themselves on campus. All relevant school rules are in effect. Permission, health, and behavioral expectations
are reviewed prior to student participation in trips.

Safety statement

Keystone Academy takes the safety of all its participants as the number one priority. All trips follow a Risk Assessment and Management
System (RAMS). The RAMS is a dynamic process that is designed with all stakeholders to minimize the risk to all participants to an
acceptable level. Faculty and students involved with providing or leading trips are trained in RAMS and how to cope safely and effectively
with risk.
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Participation Statement
All students are expected to participate in ELP, OEP, Service Learning and field trips as these are considered an integral part of our
curriculum.

Keystone Activities Program

The Keystone Activities Program (KAP) is an essential part of the educational philosophy and experiential practice of Keystone
Academy. KAP is integral to the varied opportunities that we offer and is consistent with all that we do in other aspects of Keystone life
and learning. The skills, values, and attitudes that are learned inform the character and community building that is so important for
our students.

Learning by doing, in such a variety of ways, build confidence, encourages risk-taking, reduces the fear of failure, feeds imagination,
nurtures compassion, and promotes problem solving.

*  In KAP sports, students discover the joy of playing on a team, the demands of performing as an individual, and the serving
opportunities that go with this. Students also develop fundamental skills, the value of commitment, and perseverance.

*  Inhobby and club activities, students learn interests and develop passions that might become lifelong explorations.

* Inthe arts, students grow as creators of beauty, and practitioners and producers of substance.

*  In service learning, students come to understand that compassionate habits of heart are as fuffilling as intelligent habits of
mind, and crucial if communities large and small are to flourish.

*  Instudent-led KAPs, students have the opportunity to share their interests and-passions with the school community and grow
as leaders.

Keystone Activities Program Requirements

Interests and offerings might vary from semester to semester, but we believe every student can find opportunities to get involved and
try something new. We expect all day students to participate in a minimum of 2 KAPs each semester, while boarding students in grades
7-10 must participate in 3 KAPs each semester, including one physical activity. Grade 11 students must participate in 2 KAPs each
semester. Grade 12 students must participate in one KAP first'semester and KAP is not compulsory in second semester. Attendance is
recorded and students are expected to attend all their KAPs.

Keystone Activities Program Exemptions

Students who have demonstrated commitment-to an athletic or performance-based activity not offered at Keystone, may apply for a KAP
exemption at the beginning of each semester. Students must come to the KAP office to request an exemption. Exemptions are granted
on a limited basis. Parents are responsible for transportation to and from outside activities.

Athletic Facilities
Keystone Academy has state-of-the-art fitness facilities available to students during supervised activity times each day, including on the
weekends. Our athletics facilities consist of:
A multi-purpose gym (38m*36m) that can be used as:
*  Or 2 standard Basketball courts.
*  Or 8 Badminton courts.
e Or 2 Volleyball courts.
e Or 2 Netball courts.
*  Or 2 Handball courts.

A second gym (35m*20m) with as much versatility as the larger gym that can function as:
*  One standard Basketball court.
e Or 2 practice Basketball courts.
*  Or 4 Badminton courts.
e Or 1 Volleyball court.
e Or 1 Netball court.
*  Or 1 Handball court.
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Other Facilities
*  Aneight-lane swimming pool.
*  Anindoor (150m) and outdoor track (400m).
*  Two 11-a-side football fields.
*  Five 7-a-side football fields.
»  Seven squash courts.
*  Three Tennis Courts.

SCHOOL DRESS

Underlying our requirements for school dress is the desire that students take pride in themselves and have respect for the scholarly
nature of our community. At all times, Keystone students will dress in a manner appropriate for the school activity in which they are
participating and adhere to the spirit of school dress. With this in mind, we ask that students not alter or embellish school dress items.
Additional school dress items may be purchased as desired throughout the school year.

While it is the student’s responsibility to dress in accordance with our school dress standards, it is the.responsibility of teachers to
enforce and monitor student participation and adherence. 1st period teachers are responsible for menitoring students’ uniform.

All school dress pieces (as indicated below) are purchased from the Academy. Students are permitted to mix and match our school dress
items, maintaining a look that leaves a positive impression on other community members.-Please adhere to the following limitations on
our mix and match philosophy:

School Dress is the term used to describe several categories of dress at the Academy.

e (lass Dress: Outfit worn for daily classroom instruction on school days from 7:45am until the last class has ended.
»  Formal Dress: Outfit worn for formal Academy events, both on and off campus, and for presentations.

*  Warm weather dress is encouraged to wear on suggested dates: August — October 31 and April 1 —June.

*  PHE Dress: Outfit worn for participation in physical education, Wushu and Dance classes.

*  House T-shirts: A House specific t-shirt worn for participation in House activities.

*  (asual Dress: Clothing worn after the school day ends and on weekends.

*  Special Dress should be approved by Student Life, for example sports, drama, leadership, ... outfits.

Class Dress- Girls and Boys

ltems in Class Dress, Formal Dress and Physical and Health Education are required to be purchased in the school uniform shop. New
students must purchase a predetermined package, which contains the minimum articles a student should need. Students are strongly
encouraged to buy additional items of their choosing.

All students must wear the following:
*  Navy blue pants
»  Navy blue shorts (suggested: August-October 1, April 1-June)
*  Long or short sleeved polo shirt
*  Black or white shoes

Students may wear the following over their formal and class dress:
*  Heece Jacket
*  Knit v-neck sweater
e  Mock-neck sweater (grey, red, blue)
*  Mandarin jacket

13



Formal Dress:

White or striped dress shirt

Formal dress pants or formal dress skirt
Formal dress blazer

Black or white shoes

Physical and Health Education:

PHE Shirt

PHE Shorts

Sweat top

Sweat pants

Note: PHE uniforms, including the zip-up sweat top, are not acceptable as class dress.

Warm and Cold Weather Class Dress

School-issued shorts may be worn suggested from August through October and April through June.

The mock-zip sweater, fleece jacket, knit v-neck sweater, mock-neck sweater and mandarin jacket are the only acceptable
articles to be worn over the school polo shirt in the academic buildings.

The PHE hooded sweatshirt and personal non-Keystone sweaters and sweatshirts are not permitted as class dress.

Shorts may not be worn with socks above the knee. Students may wear black, navy,-orwhite tights under their skirts and
shorts.

Shorts and skirts may not be rolled.

Other School Dress Considerations
To the general criteria of elegance and simplicity, we add here a request for an.appropriate degree of modesty and good taste. Clothes
in disrepair (including but not limited to holes, tears, or stains) should not be worn as part of school, casual, or formal dress.

Casual Dress

1.

Tops must cover the back and shoulders and connect with and cover the waistline of pants, shorts or skirts if not tucked in.
Necklines should be high enough to cover the chest fully. Tops that are sleeveless are required to have straps at least 5¢cm in
width.

2. Shorts, skirts, and dresses must be reasonable in length, for example, skirts must be beyond the fingertips.

3. Undergarments may not be visible at any time.

4. Sleepwear or underclothing may not be worn as outer clothing outside of the dormitory hallway, including the dining hall.

5. Avoid clothing printed with-language or graphics that may be deemed offensive or inappropriate.

Footwear

1. Shoes worn with class dress must be black or white. They must have a closed toe and closed heel. Low boots may be worn.
High heels over 5cm are not permitted.

2. Bare feet are not permitted. Flip-flops or sandals that only attach at the toe may be worn for casual dress, but never for Class
Dress.

3. Suitable shoes are required for PHE lessons (sneakers). No sandals allowed.

4. When wearing Formal Dress, students are required to wear black leather shoes.

Hair and Outer Appearance

1.
2.

Hair should be neat and clean at all times.
Hats are not to be worn indoors.

Physical Health Education (PHE) Sports Uniform Policy

Students purchase a Keystone Academy sports uniform including a pair of shorts, a shirt, and a sweatsuit and are expected to wear
this outfit for PHE classes. Day and boarding students are expected to use the gymnasium changing rooms to dress in their Keystone
Academy sports uniform at the start of their PHE lesson. After a lesson, students are expected to change back into school dress when
returning to classes or lunch.
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Students are required to wear correct PHE uniform during PHE classes, including non-marking sport shoes that provide adequate
ankle support. Sport team uniforms or parts of Keystone sport team uniforms are not part of the PHE uniform and cannot be worn for
classes. Jeans, sandals or jewelry (rings, chains, bracelets, earrings other than studs) are not appropriate attire for PHE classes. PHE
uniform infractions result in consequences in line with the school’s uniform policy.

Swimming units are a compulsory part of the PHE curriculum. Students are required to bring appropriate goggles, swim caps, costumes
and towels. School proper swimming suit are required.

To avoid loss, please make sure student names are clearly marked in all pieces of clothing.

ACADEMIC LIFE

Keystone will ask you to think deeply, to listen carefully to the ideas of your teachers and your classmates, to persist in the face of
difficulty, and to take joy in the experience of learning. Your teachers will guide you, and at the same time we want you to become a
thinker in your own right, with your own sensibilities and moral compass. As we point out in the school’s statement on Academic Integrity,
schoolwork is not only about knowing things: it is also about becoming a good and wise person.

The purpose of Keystone Academy is to prepare students for college and for life. Their preparation takes place in the classroom,
outside the classroom, and beyond the formal walls of our institution. Student growth, maturity, understanding and college readiness
have their foundation in a comprehensive academic education. The following section explains the processes and structures in place at
Keystone, which nurture each student’s academic and personal achievement.

Keystone Academy Academic Integrity Policy

Keystone Vision
At Keystone, we learn from the world, and we learn for the world. Three traditions inform us, five values inspire us, and three keystones
guide us.

Keystone Academy blends distinctive traditions in.eastern, western, and international education. Our five values are:
Ren 1 Compassion; Yi X Justice; Li L Respect; Zhi 25 Wisdom; Xin {5 Honesty Our three keystones are:

Our three keystones are:
»  Bilingual immersion in Chinese and English.
*  Building character and community throughout our residential setting.
»  Promoting Chinese culture and identity in a world context.

Academic Integrity

The shared values of all members of the Keystone Academy community — students, parents, teaching and support staff — remind
us that we agree to “act in ways that show respect, compassion, and consideration for others.” These core values, rooted in the
Confucian Tradition, call us to become our best selves. Academic work affords us the opportunity to develop not only our knowledge
and perseverance, but to embody our community’s values of Li (Respect) and Xin (Honesty) in very practical ways. Academic integrity
is likewise integral to the IB Diploma and IB Middle Years Programmes. Students are taught and expected to be “principled” learners
who take advantage of the learning opportunities which can only be fully embraced when a student does work which is authentically
his or her own.

Keystone's policy on Academic Integrity supports the growth and learning of students, and the cohesiveness of the academic community.
We believe that upholding the highest standards of academic honesty and integrity is the work of the whole school, including students,
teachers, library staff, parents, and administrators. This document outlines the complementary roles and responsibilities that each
group has in order to ensure:
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*  Students understand clearly the importance of academic honesty, and are equipped with the tools necessary to produce
academic work of high caliber.
»  The integrity of the Keystone community, and the development of the character of individuals who comprise it.

A Definition of Academic Integrity
To act with Academic Integrity is to produce work that is authentically your own, while also acknowledging the contributions and ideas
of othersthat are not your own, including the use of Artificial Intelligence.

Students and teachers alike create original work, often in collaboration with others, and always in conversation with ideas, concepts
and forms that have come before. We often take in information and apply ourselves earnestly to practice that information (lianxi) as the
first step in developing deep and refined mastery (jing). Over time, we develop insight that combines our own response to material with
that of previous thinkers, our classmates and our teachers.

The greater academic community of which Keystone is a part demands that students, in all their work, honestly represent their own
achievement in mastering material, and acknowledge forthrightly where and when they are building on the ideas of others. This virtuous
honesty (xin) is at the heart of the academic notion of integrity — to show outwardly understanding that one has worked to develop
internally, and to give due credit and respect (li) to those who have collaborated in that process. Academic work is not only about
knowing things: it is also about becoming a good and wise person.

Academic integrity extends beyond the classroom setting. Students must be honest and accurately represent the origin of all of their
work. This includes, but is not limited to: college or application essays, presentations in-school meetings, or other competitions and
activities outside of the traditional academic context.

Roles and Responsibilities: A Partnership of the Whole Community
Keystone Classroom Teachers:

»  Teachers guide students in developing skills to help students act with academic integrity and avoid academic malpractice.

* Intheir written course overviews and in classroom discussion, teachers are explicit about their expectations for academic hon-
esty and what that looks like in their subject area. Those expectations are shared among colleagues, and clearly communicated
to students, parents, and administrators.

»  Teachers model good practice in citation and attribution in the preparation of class materials, and they instruct their students
in these techniques.

»  Teachers scaffold skills as appropriate and follow processes in order to provide opportunities for consistent communication
through challenging work.

»  Teachers are consistent in.their expectations of academic integrity for all elements of coursework, including homework, tests,
papers, and presentations.

»  Teachers address issues of academic malpractice in a forthright and timely manner.

»  Teachers remain open to conversations with their students about course expectations and deadlines, establishing a supportive
classroom dynamic along with maintaining high expectations.

Keystone Library Staff:

»  The library staff collaborates with classroom teachers to develop research strategies and citation skills appropriate to each
discipline area.

*  The library staff teaches inquiry habits and research skills that support academic integrity.

»  The library staff engages in a partnership with school administrators, program coordinators, classroom teachers and PTA to
develop training sessions and activities, to clearly communicate and support expectations of academic integrity.

»  Library staff stays current of new developments and criteria for research and citation, communicating any updates to staff and
students.

Keystone Parents:
»  Parents familiarize themselves with the academic integrity policy of Keystone in order to support their children in accordance
with our expectations.
*  Parents talk with their children about the implications of academic integrity.
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Parents affirm their children’s original ideas and efforts and nurture curiosity and passion for learning.

Parents encourage children to submit their own authentic work as outlined in the community handbook.

Parents allow their children to make mistakes, to find their own voice, and to embrace the challenges of academic work: this
is the process that results in deep and abiding learning.

Keystone Students:

Students submit work that represents their own authentic ideas and skills, using appropriate citation and references for attri-
bution.

Ask questions of their teachers, librarians, and parents if they are unsure of citation requirements or their responsibilities as
members of an academic community.

Follow processes and structures of academic classes in order to provide themselves with opportunities to work with teachers
through difficulties.

Accept that academic work is often difficult, and that struggle and perseverance is central to the development of their under-
standing and their character, even if it does not result in the grades they had hoped for.

Use self management strategies in order to effectively complete assignments in the allotted time period.

Refrain from any form of academic malpractice, even when they feel under pressure.

Never put classmates in the compromising position of having to overlook or contribute to academic malpractice.
Communicate honestly and openly with parents and teachers when they are not prepared.

Keystone Primary School and Secondary School Academic Leadership Teams:

Ensure that expectations for Academic Integrity are shared, and consistently applied,’among all teachers.

Ensure that all teachers receive sufficient training and promote academic integrity as an integral part of the professional
development.

Ensure that expectations of academic honesty and citation requirements in individual courses are clearly communicated to
students and parents.

Communicate in a timely manner with parents, students, and the teacher when an incident of academic malpractice arises,
including the process for a formal school response.

Responsible for ensuring that all teaching and learning happens in accordance to the academic integrity policy.

Ensure that all relevant faculty have read and understood all citation and referencing guidelines shared by curriculum leaders
and that all department resources and support are based on these guidelines.

Ensure all necessary recourses, e.g., regulations, policies, subject guides, are easily accessible in printed and electronic for-
mat.

Informed and involved in academic malpractice issues in conjunction with the dean of student’s office.

Responsible for turning academic misconduct incidents into teaching and learning opportunities, in order to promote good
practices.

If a student is suspected of academic malpractice, as described below, teachers have a duty to undertake a brief investigation, and
report the incident to school leadership, who will investigate further. If an incident of plagiarism, cheating, collusion, duplication of work,
or other academic malpractice is substantiated, the student will be subject to the school’s disciplinary process and academic sanctions,
as outlined in the Keystone Community Handbook.

Examples of Academic Malpractice

Schools are demanding environments. We all are busy, and we all want to do well. The Internet has made resources more readily
available to us, and students can often feel pressured to attain high achievement in every facet of their lives. These facts, together, can
conspire to create situations where a student may be tempted to cut and paste material from a website into a paper without proper
citation, or glance at a classmate’s paper during a quiz — any number of shortcuts that attempt to display outwardly what is not yet
possessed internally.

Academic Malpractice includes, but is not limited to:

1.

Cheating and Collusion
a.  Giving or receiving information about the content or format of assessments in advance, or giving or receiving answers
during a quiz or test.
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b.  Attempting to gain unfair advantage by possessing and/or referring to notes, outlines, calculators, translators, etc. during
assessments, unless explicitly allowed by your teacher.

¢ Allowing one’s work to be copied or submitted for assessment by another student.

d.  Having someone else do work assigned to you.

e. Allowing outside tutors or others to create or alter the content and quality of your work without explicit authorization
from the teacher.

f. Seeking assistance from resources outside of the Keystone Community without prior authorization from your teacher.

g. Offering unauthorized assistance to another student.

h.  Using a calculator, translator, or other electronic device in a manner inconsistent with your teacher’s direction.

2. Plagiarism
a.  Knowingly submitting the ideas or work of others, including Artificial Intelligence, as your own and without proper citation.
b.  Paraphrasing without proper attribution.
¢ Using images, data, artwork, maps, videos or other audio/visual property without proper attribution.

3. Duplicating work
a. Presenting the same, or largely the same, work for credit or as ungraded homework in different classes.

Keystone classrooms are supportive environments, and we urge students to communicate openly-and honestly with their teachers
when they do not feel prepared for assessments or are unable to meet deadlines. We want our students to develop their academic
knowledge and skills in ways that also develop their good character. Acknowledging a temporary deficiency, accepting a relatively minor
consequence, and trying harder next time is much better than showing disrespect for the learning process, one’s peers, and the teacher.

Consequences of Academic Malpractice at Keystone Academy
Keystone Academy expects that students will act with academic integrity in-all of their academic work. This includes formative or
summative work, as well as drafts and final submissions. As academic.malpractice is a violation of Major School Rule 2, Honesty and
Personal Integrity, a student may experience disciplinary consequences as a result of an infraction. In serious and/or repeated cases,
a disciplinary committee will be convened to examine the case. Consequences could include one or more of the following:

i.  Ineligibility to earn credit for an assignment, course, or diploma;

ii.  Probation;

ii. ~ Suspension from school;

iv.  Separation from the school.

The following will apply to any instance of academic malpractice:

First Instance:
1. Teacher speaks with student when he or she suspects academic dishonesty.
2. Teacher reports incident to Grade Level heads Leader (GLL) and Dean of Students (DOS). GLL/DOS informs the following of
the incident: advisor, department leader and division heads.
3. Student will have a meeting with two of the faculty members listed above to better understand the circumstances regarding
the case of academic malpractice. If it is determined that malpractice has been committed, the following will happen:

a. Student must redo assignment based on criteria set by teacher, and criterion levels and grade might be appropriately
adjusted after the work is revised. A grade may be negatively affected if a student has compromised the opportunity to
adequately demonstrate his or her own understanding or has gained an unfair advantage over other students.

b.  School informs parents or holds a parent meeting;

¢ Incident is recorded in Keystone’s student information systems;

d.  Student writes a reflection to be discussed with advisor.

Second Instance:

The consequences for a second instance of academic malpractice will follow the same process as in a first instance. Additionally:
1. Parents will meet with the DOS and Division Head.
2. Adisciplinary committee meeting may be held with the student to determine further consequences.
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Third and Further Instances:
The consequences for a third instance of academic malpractice will follow the process as described above in the first and second
instances. While we understand that students do make mistakes, we also expect our students to be honest and reflective in the
opportunity to learn from these mistakes. For this reason, repeated incidents of academic malpractice put a student’s standing in our
community in jeopardy. The following will happen if a student has committed a third violation of academic malpractice:

1. Parents will be informed of the situation and possible outcomes.

2. Adisciplinary committee meeting will be held with the student. This committee will make a recommendation to the Executive

Head of School regarding consequences.
3. The Executive Head of School will make a final decision and communicate with the family.

A last word
Keystone Academy is about learning.

We make this policy statement in support of students and their development, both in the classroom and as members of a community.
It is a statement about trust, high expectations, and the structures that lead to student success, rather than mistrust and punishment.
Ensuring Academic Integrity is a collaborative effort, and vitally important to the young people who live and learn within our walls. The
success of one is the success of us all.

Related Information

*  Academic Misconduct Investigation Procedure (Community Handbook)

*  Keystone Tutor Policy (Community Handbook)

*  Keystone's Duty to Report Violations of Major School Rules to Colleges and Universities (Community Handbook)

»  Effective citing and referencing’

*  Academic Integrity (IB 2019)
[We adopt the Modern Language Association (MLA) style, American Psychological Association (APA) style in grade 10, 11 and 12 and
the Chinese citation of citing reference materials unless otherwise stated by the teacher.

Academic Support Systems

Even the most capable students sometimes need extra help, review of a new concept, or clarification of an assignment. For these
issues, the classroom teacher is the primary source for assistance at Keystone. The advisor can also be a source of support and should
be consulted if issues persist or if a student is struggling.

Extra Help and Opportunities with Teachers

Teachers are expected to provide, and may even require, extra help for students who are experiencing difficulties in their classes. It is
our hope that Keystone students.initiate and ask for additional support when they feel they need guidance with a given topic, concept
or assignment. Teachers and students will find mutually agreed upon times for extra help, after classes, during daily breaks, or in the
case of boarding students, as part of evening study hours or after dinner. Academic Revision and Extension periods are an additional
time built into our rotation in which students and faculty are encouraged to work together.

The twice-weekly Academic Revision and Extension periods, as well as KAP experiences, are opportunities for Keystone’s highly capable
students to extend their already agile minds. At various times throughout the year, Keystone teachers offer different kinds of extension
activities — like learning a new computer-assisted design program, or hearing an outside speaker, or participating in a book discussion
group not directly related to class studies, or trying a new variation on a science experiment after demonstrating strong understanding
of the initial experiment. In the KAP program, there are activities related to competitions in robotics, math, debate, and more. Keystone
wants to push each student to her or his highest potential.

Day students are encouraged to reach out to their teachers via e-mail means to elicit help when they are studying at home. Teachers are not
required to respond immediately to nightly e-mail queries, so day students must be sure to plan ahead and make sure questions are resolved
prior to leaving campus on any given school day. Current day students in grades 7-8 and their families are welcome to explore boarding options
by contacting the Deans of Residential Life if boarding accommodations are desired after the start of the current school year.
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English or Chinese Language Acquisition (ELA/CLA)

Students for whom English or Chinese is not their mother tongue might struggle initially with the dual language platform that is
fundamental to a Keystone Academy education. The intricacies of language acquisition sometimes require tutorial support aimed at
improving oral and written fluency. Students are taught methods to improve vocabulary and language skills so that they can successfully
and confidently contribute to classroom activities, complete daily assignments and socialize and thrive in an environment that values
both the Chinese and the English language as part of our daily life. The Center for Student Development may be an additional resource
for those students who are having particular difficulty in the development of their language skills.

Study Hours & Supervised Evening Study

Al boarding students are expected to use the two-hour evening study hours for completing or reviewing schoolwork. Students in good
standing may, with classroom teacher and/or dorm parent permission, use their nightly privileges to study in approved spaces (dorm
room, hallway lounges, or library). Students who require more direct and continuous monitoring may be assigned to a more structured
study experience in the main school building or on their dorm floor. Generally, dorm parents and affiliated dorm parents are available
to assist boarding students with homework questions during study hours.

Day students are encouraged to create a home environment that is quiet and disconnected (no mobile phones, television or internet
disruption) in order to complete nightly homework.

Keystone Academy Tutor Policy

Keystone Academy values the expertise and dedication of its teaching staff. Keystone Academy also values the commitment and
partnership of parents of high quality education for their children. We acknowledge that there are times when parents feel that their
child needs more assistance in academic areas and they may turn to external tutors. Although we do not encourage the use of external
tutors, Keystone Academy has laid out some guidelines for parents, teachers and.external tutors to follow.

RESPONSIBILITIES OF KEYSTONE ACADEMY
*  The school will not encourage the use of external tutors or agencies.
*  The school will not recommend any tutoring agencies or/individual tutors.
*  The school will not keep a list of tutoring agencies of individual tutors.
»  The school will not allow for any publishing or advertising of any tutoring agencies or individual tutors in school newsletters,
bulletin boards and open spaces on campus, or. anywhere else (school website, school related WeChat groups, social media etc).

DETERMINATION OF TUTORING NEEDS AND RESPONSIBILITIES OF PARENTS
»  Parents are not encouraged to-engage in the hiring of external tutors and instead, find alternative ways to support their
child’s learning in partnership with the school.
*  Parents are encouraged to communicate openly and frequently with their children and teachers to discuss areas of
improvement and growth of their children.
»  Parents are encouraged to approach and communicate openly and honestly with the Center for Student Development (CSD)
to discuss learning concerns of their children.

RESPONSIBILITIES OF STUDENTS
*  Students are encouraged to communicate with their teachers and advisors, as early as possible, when they are struggling
with their learning.
e Students are encouraged to communicate with their parents when they are struggling with their learning.
*  Students are expected to be proactive in seeking assistance from their teachers when needed and to attend extra-help
sessions, office hours, etc. as needed or when requested by their teachers.

RESPONSIBILITIES OF TEACHERS
»  Teachers are responsible for supporting all student learning by providing students timely and meaningful feedback and
communicating with parents in the event that students are struggling.
»  Teachers are responsible for meeting with the learning support teachers and counsellors, if necessary, and seeking specialized
intervention strategies.
»  Teachers are responsible for communicating academic student concerns with the Department Leader, grade level advisor/
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leader and/or dorm parents/head as needed.
»  Teachers are responsible for offering extra help opportunities for students during office hours, study sessions, etc.
*  Keystone teachers may not enter into private tutoring arrangements for pay.

RESPONSIBILITIES OF LEARNING SUPPORT TEACHERS AND COUNSELLORS
*  Learning support teachers and/or counsellors are not responsible for coordinating or recommending external tutors for
parents and students.
*  Learning support teachers and/or counsellors are responsible for liaising with the parents and teachers and developing
action plans to support students that are struggling.
*  Learning support teachers and/or counsellors are responsible for communicating with teachers when they know that a family
is making use of an external tutor.

EXTERNAL TUTOR GUIDELINES
*  Parents are responsible for coordinating the communication with the subject teachers about the tutoring arrangements for their child.
»  Parents and tutors are responsible for updating the subject teacher on the content of the tutoring sessions and the progress
of the student.
e Tutors are not to complete homework; instead they should focus on specific learning targets of the homework.
»  Tutors are not to use the Keystone Academy facilities.
»  Tutors are not to assist with any assessment tasks (formative or summative).
»  Tutors may not have access to Keystone resources or materials, unless approved by the teacher.

Keystone Academy would like to acknowledge Colegio Menor for sharing their policy with us.

Promotion and Retention

Keystone Commitment

Keystone Academy is committed to student success. We believe that any decisions made regarding Promotion, Retention and Acceleration
should be made in partnership with students and their families. where possible. We also believe that while academic considerations are
very important in making such decisions, so too are developmental and social ones.

We work hard to ensure grade placement for students that is developmentally, academically and age appropriate. Students progress
through the grade levels by demonstrating growth in learning and by meeting grade level expectations.

Keystone Academy also seeks to accommodate individuality and varying growth and development patterns of students while addressing
the need for academic support where necessary. The final responsibility for recommendations on Promotion, Retention and Acceleration
rests with the Executive Head of School and Division Heads, while decisions about students with documented learning differences are
made in partnership with families, teachers and the student, where desirable.

1. Promotion

Promotion to the next grade level for the following academic school year is the normal course of action for all students. It is, however,
expected that students meet necessary academic, social or developmental standards as set out by the school International Baccalaureate
program. The Keystone Academy Promotion policy is available in an appendix of this handbook.

Included in our Promotion Policy are requirements for our Character and Community Assessment. These are reflective projects carried
out throughout grades 10, 11, and 12 in which students demonstrate their understanding of and commitment to the shared values
of our community.

2. Retention

Retention or repetition in a particular grade is always taken seriously and is, occasionally, the right course of action for a student. The
recommendation to retain a student in their current grade level will be made if it is determined to be in the best academic, social and
developmental interest of the student.
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Keystone Academy prefers to seek or adopt intervention strategies or corrective measures to assist individual students. There may
be circumstances where the school believes that retention in a particular grade level may not be the best course of action and may
recommend withdrawal and attendance at a school with a program more suitable for the student.

In circumstances where a student may be identified as needing retention, the school will identify this as early as possible and make use
of some or all of the following in the consideration process:

*  Age and development of the student

*  Academic attainment

. Student attendance

. Student’s report card and records

. Personal/social needs of the student

. Special educational or medical/health related needs

Special Accommodations

Learning Differences

Keystone Academy is committed to making reasonable accommodations for students with learning differences so that they may
participate and contribute to the life of the school. Before accommodations are granted, the Academy, through the CSD needs complete
and recent evaluation and testing results from a qualified professional. The documentation must include a complete educational and
medical history as well as information relevant to the accommodations being requested.

Once proper documentation is received and reviewed by CSD, recommendations.on suitable accommodations will be shared with the
family. Should additional documentation be needed, those needs are communicatedto the family. If an accommodation is not granted,
the reasons behind the decision are shared with the family directly.

Short-term Physical Challenges

Short-term accommodations are granted to students who.have temporary physical problems (broken arm or collar bone, for example).
A doctor’s report should be submitted to the Health Center for review and the Deans of Students follows up with the student, family and
teachers to communicate the necessary accommodations.

Students with learning or short-term challenges are expected to participate fully to the extent they are capable. Academy standards,
rules, course loads and grade requirements are the same for all enrolled students. Questions regarding the Academy’s policies on
accommodations for disabilities should be directed to the Deans of Students and Center for Student Development.

Responses to Academic Difficulty

A certificate of graduation from Keystone Academy implies certain standards and, therefore, there exists the expectation that each
student will work to the best of their ability. Small classes, teacher and advisor attentiveness, extra help tutorials with teachers, peer
support, and nightly labs provide the framework of support available to Keystone students.

Some Measures taken in Response to Academic Difficulty
Grade-level teachers meet reqularly to discuss the academic progress of the student body, including those students who are currently
struggling.

These review meetings generate action plans that are communicated and implemented with advisors and parents, and used to support
students in their personal and academic growth and development at Keystone Academy. The Deans of Students and Center for Student
Development work together to coordinate these forums. They work with grade leaders and advisors to plan and carry out action plans
for each student. Students who fail to meet the Academy’s minimum standards, are unable to sustain appropriate effort and vigor in their
academic pursuits or whom classroom teachers identify as having academic difficulty will most likely be supported by the following measures:

Teacher Tutorial: Tutorial with the classroom teacher in the subject causing challenges.
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Study Hall: Assignment to a daily study hall and/or more supervised study arrangement for boarding students during evening study
hours.

Academic Review: Students brought forth for Academic Review are acknowledged by their teachers to be experiencing significant
challenge academically. By referring a student to Academic Review, a teacher is indicating that a student’s academic performance
is less than satisfactory and that a plan for action is needed. Academic Review is normally recommended when the following exist:
. Substantial decline in academic performance.
. Lack of engagement or commitment to the learning process.

Students placed on Academic Review remain on review status for a minimum of one semester. At the next Academic Review meeting,
students’ progress is discussed and if there are indications of marked improvement or sufficient progress, a student may be removed
from Academic Review. Students, upon evaluation by the teachers, who lack improvement are then placed on Academic Warning.

Academic Warning: This status indicates that a student’s academic performance has placed him or her in jeopardy of continuing at the
Academy. Students remain on Academic Warning for one semester or until the next Academic Review session is held. (A special session
may be called to address student concerns as deemed necessary by the Deans of Students or Division Head.) Students placed on
Academic Warning may be subject to restrictions such as supervised study hours, daily study hall or withdrawal of privileges.

If students can demonstrate improvement of the concerns that brought them to the level of Academic Review they can be removed from
this status with the expectation of continued growth and progress. Students on Academic Warning who show marked improvement can
be moved to Academic Review for further review in one semester’s time. If after that semester the teachers report continued success
and improvement, students can be removed from this status.

Students who remain on Academic Review or Warning over the course of several semesters, or who return to Academic Warning after working their
way off, may have to repeat the grade. Keystone supports students by crafting and imposing a plan of action to improve academic outcomes, but
responsibility for adhering to the plan of action and improvement in academic progress and success lies uttimately with the student.

IB Diploma students who are struggling to attain a grade of ‘3*or higher may be encouraged to become an IB courses student instead
while striving to earn the Keystone Diploma. For more specific quidelines, please refer to the Keystone Academy Promotion Policy,
available in its entirety in Appendix.

Accountablity, Attendance & Absences

Boundaries & Accountability

One of the most crucial responsibilities of the Academy is knowledge at all times of its students’ safety. One of the most crucial
responsibilities of our students.is to keep us informed of their whereabouts at all times and maintain adherence to our expectations
for boundaries and accountability.

(Campus Boundaries: The campus of Keystone Academy includes the walled in area of the Academy buildings, school grounds and athletic fields.

Academic Day Boundaries: During the academic day students should be in the academic area, the library, or the dining hall. Students
should not be on the athletic fields, in the pool, the dorms, or in an empty room without adult supervision or permission.

Boarding students may return to their dormitory after classes and are expected to follow quiet hours rules for noise and decorum.
Day students may go to the library or the student center.

Unless arriving for, or departing from campus, the pick-up and drop-off sites in front of the school building and next to the
Performing Arts Center are considered out of bounds during the school day.

Student Accountability

Our system of student accountability requires a series of checking in, checking out and passes at different times of day and night
and for varying levels of absence from school, campus and dorms. This process gives our students the proper level of mobility and
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independence and allows adults to maintain supervisory care and accountability. Students and parents are responsible for adhering to
campus boundaries and Academy protocols related to accountability.

Day students must be supervised by an adult including Keystone staff or guardians. After school, day students must be involved in KAP
or they can sign up for supervision in the Middle School Library or Student Center until 4:30. Those day students who have a 4:30
KAP will be required to be in the MS Library or Student Center during the free time leading up to KAP Day students are not permitted
in other areas after school hours unless involved in the specific programs run through KAP

On- and Off-Campus Procedures -- Checking In, Checking Out & Passes

Student whereabouts at all times is the shared responsibility of students, teachers and support staff. In the event of an emergency
we must know student locations. Therefore all day and boarding students are required to follow check in and checkout policies and
procedures.

Breakfast Check-In for Boarders
Each weekday morning between 7:00am and 7:45am boarding students should check in using their keycard and have breakfast in the
dining hall before going to school meeting or class.

Checking In/Arriving on Campus
Boarding students check in to school by 8:00am, Monday through Friday. Boarding students.must.report to school by 8pm Sundays.

Day students check in from 7:40-8:20am, Monday through Friday. They must be in the classroom by 8:00am if they are on campus.
Students who need to visit the Health Center in the morning before class must arrive there before 7:50 AM in order to be in class on time.

Checking Out/Leaving Campus
When departing campus, students must check out in the appropriate place and follow all transportation permissions that parents and
the school have agreed upon.

Boarding students are required to note their destination, time of departure and return, mode of transportation, adult supervisor and
their mobile phone number through our sign-out system before leaving campus, or on their weekend or Wednesday Dinner Passes.
Students must use their keycards to check in and out of school.

For medical appointments, boarding and day-students must follow the Health Center protocols in the Health Center section of the
Handbook.

Students leaving campus with a Keystone Academy chaperone for an athletic contest or academic commitment are not required to check
out. The adult chaperone takes responsibility to supply a full list of participants to security at the time of departure.

Class Attendance

Keystone Academy believes that daily attendance at school is an integral element in the learning process. As a dual language program
that focuses on building character and community, participating in the daily life of the classroom is essential to achieving the goals of
our school’s mission.

With this in mind, we place high value on every student’s attendance in class. The integrity of the academic program is built around the
classroom interactions, which promote critical thinking, creativity, and language development at both an individual and collaborative
level. This is where students learn to conceptualize complex interdependence between people and ideas. Thus recognizing the
essential nature of class attendance, Keystone students are expected to attend all their classes.

At least 80% of class meetings in the middle division and 90% of class meetings in high school courses are necessary in order to

receive credit for that class. Cases of excessive absence could lead to students repeating a course or an entire grade level. School
leadership will review extreme cases for exceptions.
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The school will track and record all absences, which will then appear on the quarterly report. Since not every class meets every day,
absence totals will be tracked by course. A meeting with the student, parent(s)/qguardian(s), the student’s homeroom teacher or
advisor, and the Deans of Students or Division Head may be requested if a student begins to show a pattern of excessive absences.

(lass absences due to participation in school events, extended hospitalization for serious illness, family death, and religious observation
will not be counted in the total. However, students may be denied the opportunity to participate in school-sponsored activities if they
have already accumulated too many absences.

Students must provide a medical note if they are unable to participate in PHE lessons; missing lessons impacts on students’ learning
and may impact on their summative assessments.

All students in grade 6 to 9 will participate in one swimming unit throughout the school year. Missing three or more lessons throughout
a unit will affect a student’s grade on a summative assessment due to missing too much lesson content. Students will be given the
opportunity to attend makeup lessons which will be scheduled during academic revision and extension periods to account for missed
learning in classes. As per the PHE policy, Students must provide a medical note if they are unable to participate in swimming lessons.

For unplanned absences such as those due to illness or injury, parents must call the school office on'the morning of the absence.
Boarding students who are ill must go to the health center and see the school nurse, who will notify-the office. lll students who leave
school midday must check out from the middle or high school office, with permission from the parent and Deans of Residential Life.
Absences due to medical or visa appointments follow these same notification procedures.

If there are more than three consecutive missed days due to illness, students must provide a doctor’s note. If a student is absent due
to illness, he or she will not be allowed to participate in any school activities or-events later the same day. This includes missing class
while in the nurse’s office.

Secondary students who are absent are expected to make up all work missed, and are expected to coordinate the make-up schedule
with their classroom teachers. Make-up work is the responsibility of the student and parent, and includes obtaining, completing, and
returning assignments in the agreed-to time frame.

Excused Absences
»  Consult with subject teachers and, on’occasion, Heads of Middle or High School, to negotiate work requirements during
prolonged excused or exceptional absences.

Early Departure from school (CAS related activities)

»  Students in Grades 11 or12 may leave school early (if they have no scheduled classes) to participate in CAS activities in the
wider community provided they have a letter from their parents allowing this, a note from an adult supervisor of the activity,
and written permission of the CAS Coordinator. All particulars of the activity including location, contact details and emergency
contacts must be properly taken into account before this is to take place.

Late Assessment

Assessment is designed to provide timely, specific and detailed feedback to assist in student learning. Major assessment tasks
(assignments, projects, exams, unit tests, etc.) are means by which teachers determine student progress. In order to complete this
cycle of timely and meaningful feedback, all students are required to complete assessment tasks by the date determined by the teacher
or as stated on the ManageBac calendar. Missing assignments may prompt additional requirements in order for students to complete
work. For example, if a student has not turned in a major assignment by the due date, he or she will not be granted leave until the
assignment is turned in. In some circumstances, a student will be required to attend study hall until the work is complete.

Expectations regarding make-up work
*  (Complete the assessment as soon as possible and submit to teacher either on same day or the next lesson (as agreed by subject teacher)
* Inthe case of a test, complete the test during next scheduled lesson or at a time teacher deems necessary. Collusion with other
students is a violation of the Keystone Academic Integrity policy and will be met with sanctions as outlined in the policy
*  Provide a medical certificate to explain absences for major assessments (unit tests, examinations, oral assessments,
presentations, etc.)
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*  Handin assessment on the day of returning to school (students who fail to do this will be required to attend academic revision
and evening study hall to complete any outstanding work)

e If astudent is absent for a test/mock examination (not final public exams), this needs to be completed on the day s/he return
to school. If it is an unexcused absence, then the student will receive a ‘zero’ for the exam/test. If collusion is suspected, refer
to Keystone Academic Integrity policy.

If absences continue to impact assessments in one or more subjects, the following steps will follow:

*  The teacher meets with student and parents, plus the Grade Level Leader and/or the DP Coordinator. If this is the case across several
subjects, the DP Coordinator, Grade Level leader and Deans of Students/Head of High School will meet with student and parents.

*  Anaction plan will be produced which aims to support and monitor student behavior and participation. This plan will include
indicators of success as well as consequences for repeated late assessment

*  The student will work with advisor, Grade Level leader and Deans of Students on a time management plan

*  If serious violations recur, the Head of High School and DP Coordinator will meet with parents to assess whether student can
succeed further at Keystone.

Note: For some major assessments which can only take place at a certain time or place — for example, the Group 4 project —the school
may have to submit a ‘zero’ grade if no alternative can be found. This could jeopardize an awarding of the IB Diploma.

Prearranged Absences

When middle school students know ahead of time that they will be missing two or more school days, they must fill out a Pre-arranged
Absence Form (available in the division offices) at least three school days before the anticipated absence begins. High school students
must fill out the form for all pre-arranged absences of any length. Students may not be able to make up all work, and may take grades
of zero for assessments or assignments that occur on missed days and cannot be made up. Students must meet due dates for missed
work as agreed upon with teachers prior to student absence. Attendance and-results from schoolwork and assessments influence
promotion. Families should consider the impact that extended absences and missed work may have on the student’s ability to move to
the next grade level.

Medical Leave
Students who need to be away from school for an extended period of time due to medical concerns need to apply for medical leave
through the Office of Student Life. The following steps will take place in order for a family to apply for medical leave:

1. Family meets with school leader/s to discuss the circumstances.

2. Doctor’s certificate is shared with the school, and family signs release of information giving school permission to discuss with
the doctor if necessary.

3. School will review circumstances and application and will determine conditions of leave.
Prior to student’s return; student will discuss return plan with relevant offices, in order to ensure adequate support upon return.

Students who are on medical leave may not be able to make up work missed during period of leave. In some cases, it may be necessary
for a student to repeat a grade level or complete remedial work as directed by the division office.

Late to School

A student arriving to school after 8:00am must first report to the divisional office (Middle School or High School) and receive a timed
late notice from the office staff. This late notice must be submitted to their teacher upon entering the classroom. Students must bring a
note from the parents if the tardy is excusable.

Unexcused Tardies

Students are expected to make sound choices regarding use of time and should be timely in attendance to all classes, meetings
and other school commitments. Upon the third unexcused tardy per semester, not necessarily in the same class, meeting or school
commitment, an e-mail notice is sent home to parents and a meeting may be called. Repeated tardiness negatively affects student-
learning opportunities and will lead to disciplinary consequences, such as Friday evening detention or early check-in. All tardies and
absences are recorded and have a direct relation to future housing requests and student privileges.
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Inclement Weather

There are times when weather conditions will require the Academy to modify the school schedule or even cancel school. Parents are
advised to use their best judgment in deciding whether to send their child(ren) to school when road conditions make travel to school a
greater challenge. Under normal circumstances, we will make a decision early in the morning and send notification by SMS and post a
notice on our website. The bus company works with the Academy to make decisions on whether there will be transportation schedule
changes due to extraordinary circumstances or not. Regardless of weather or cancellation, boarding students are supervised and cared
for round the clock by the residential staff.

Types of Reporting & Communication

Formative Assessment

Students receive formative written feedback twice per semester. These comments represent general indicators of academic performance
and personal engagement. They provide parents with awareness of specific issues to be addressed. The feedback allows students to
improve their standing in a particular subject before End of Semester reports.

End of Semester Reports

End of Semester Reports are issued twice a year, at the end of each semester. Subject reports contain the scores a student has
achieved for each individual criterion within that subject area (along with an indication of the maximum number available in each case),
and a final 1—7 grade for the subject overall. The report includes an outline of the course content: Statement of Inquiry, Key Concepts
and Related Concepts. At the end of First Semester a detailed Advisor Report is included that-describes the student’s contribution to
Service as Action and the growth that the student has made both personally and academically. The final semester or End of Year Report
is the same as Semester One with a final grade out of 7 for the entire year.

Advisor Reports

Advisors communicate with parents regularly. Two reports during. the” school year will specifically include details about student
involvement in the community, service learning, and progress, in particular in cognitive and affective learning skills, along with any other
comments advisors may feel are helpful and valuable to record for an individual student.

Residential Life Reports

Twice each year, boarding students are assessed in' their progress of attending to our second Keystone, “Building Character and
Community throughout our Residential Setting.” Guided by dorm parents, students create self-reflection videos, in quarter 1, showing
their growth in residential life setting, and dorm parents will write report on progress in quarter 3. Both reports are uploaded to the
student’s ManageBac page. Goal setting conversations occur around these reports in regards to active participation in boarding life
and evidence of good character and behavior.

Parent-Teacher Conferences and Student-led Conference
Parents have the opportunity to meet with teachers for conferences with the student and teacher(s) to discuss student progress in
the first semester. A student-led conference is arranged during the second semester, providing an opportunity for students to explore
directly with their parents their learning experiences in different subject areas.

Parents can also arrange to meet with teachers at other times convenient to both teacher and parent, to discuss issues of immediate
concern. Parent involvement plays an important part in maintaining student interest and morale, particularly through the difficult adolescent
years, and parents are strongly encouraged to bring any concerns or problems to their son’s or daughter’s teachers or advisor.

Course Selection Process/Drop or Add

Keystone offers a rigorous curriculum and provides students with many choices to meet their diversified learning needs. Students in
grades 6-10 enroll in eight MYP courses, and students in grades 11-12 enroll in six IB Diploma courses. Students in grades 6-10 are
required to take one course each from the eight MYP subject groups, namely, Language & Literature, Language Acquisition, Individuals
and Societies, Sciences, Mathematics, Arts (Visual & Performing Arts), Physical and Health Education (PHE), and Design. MYP Students
also study Chinese Arts and Chinese Civilization. Advisors and Grade Leaders may serve as academic counselors and can be an
important resource for counsel on course choices. Classroom teachers are asked to recommend course advancement paths based on
current classroom performance and abilities.
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Students in the middle school explore all arts courses in grades 6 and 7. In grades 8 and 9 they have an opportunity to express a
preference for which Chinese Art (wushu, visual art, music, dance) and which MYP art (visual art, drama, music) they would like to take.
The school tries to honor the first or second choice of each student.

Course Changes for Grade 11 students:
Students are allowed to make changes (to a reasonable degree and within existing restrictions) within the first two cycle of quarter 1
in grade 11. This will only be entertained if the following steps are adhered to:

»  The student has spoken to his/her current teacher, explaining why he/she wishes to change classes

»  The student’s parents provide a signed note, addressed to the DP Coordinator, endorsing such a change

*  Ina conversation with the DP Coordinator, the student can provide a sound rational explanation for the change and how it will
impact his/her learning

*  The timetable allows for this change to occur

»  The student’s timetable is not compromised in any way.

Only the DP Coordinator will be able to grant a switch in courses after all of the above has been considered. A formal notification will
then be sent to student and parents and a change will be made to the timetable.

RESIDENTIAL LIFE

One of our school’s three keystones is to build character and community throughout our residential setting. Therefore the residential
experience is a key aspect of the learning students will do in their time here. Boarding:is one of the many ways we work with students to
develop their independence, initiative, leadership, integrity, connection to others, empathy and global citizenship. Students are required
to board starting in grade 9.

Our dormitories are a student’s home away from home. Of course; nothing can replace the family, but for the time our students are
on campus, the residential program is crafted to support, guide and challenge students in many ways. Living together provides our
students with excellent preparation for college life, but deeper than that, it provides them with a sense of belonging, ownership and
involvement that are the keystones of our community. Dorm life, with its rules and regulations, provides the structure needed for
successful cohabitation, but what remains in the hearts and minds of our students is the sheer joy that comes from living with friends,
developing relationships that will span a lifetime and being a member of a small and intensely cohesive cohort of young people who
are in the prime of their lives.

Residential dorm parents live in the dorms in private apartments on each hallway. These adults will quickly get to know each student
and will provide mentoring, supervision, extra academic support and guidance. In fact, dorm parents will know study habits, routines
and if students are staying up too late! They will be there to help students adjust to campus life, to facilitate social activities and to deal
with any emergencies.

Great thought and intention is given to creating a supportive and warm environment within each dormitory and on every floor.
Experienced dorm parents make every effort to ensure that the dorm is a healthy and stimulating place to live and learn and that
students feel safe, valued and part of something greater than themselves.

We believe that some of life’s most important lessons are taught outside the classroom; that great personal discovery and enlightenment
comes from ideals that are cultivated by living in our dorms. Students are expected to take greater responsibility for themselves and
others, to live in harmony with roommates and to manage their daily schedules. Life skills such as personal hygiene, room cleanliness,
morning wake up, organizing homework completion, and following dorm protocols are all areas of growth and development for our
students. Some students will manage flawlessly and others will need greater levels of supervision and assistance. Adult guidance and
students in leadership positions (proctors and peer leaders) will help to make independent life a successful experience for all.

Commitment to Residential Life
We are fully committed to providing a vibrant and supportive environment for through our residential program. In order to fully contribute
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to and benefit from being a part of the boarding community, students must make a commitment as well. Boarding students are expected
to be on campus by 8:00 PM at the latest on a Sunday evening in order to prepare for the week. They should be on campus during the
school week with the exception of a Wednesday dinner pass. Students will not be granted permission to leave campus throughout the
week on a routine basis. Likewise, students must spend four half-weekends (Friday to Saturday or Saturday to Sunday) per semester
on campus and participate in weekend activities.

Residential Curriculum

Students who board at Keystone take part in weekly dorm meetings with hall mates and dorm parents. These meetings explore
issues of communal living, appreciation for others, diversity, character and moral development, leadership, initiative, integrity, and
balance between work and play. The school’s Shared Values inform both formal and informal learning modules in the Residential Life
Curriculum.The Residential Curriculum utilizes meetings, guest speakers, dorm council presentations, and time for reflection and fun.
Dorm meetings are differentiated by grade level.

Face-to-Face Check in

Face-to-face check in is a nightly ritual of respect and intention whereby students speak directly with their dorm parent and give their
word that they are safe and in the dorm for the night. We place great importance on this process because it exemplifies trust, respect
and responsibility.

If a student would like to go to sleep before lights out and doesn't wish to stay awake for the regularly scheduled face-to-face check in,
he or she can speak to the dorm parent on duty and let them know that they are checked in for the night and going to sleep. Face- to-
face check in can happen before it is scheduled in this situation. If the student changes his or her mind and decides to get up and leave
the dorm room, then they must let the dorm parent on duty know. Leaving one’s hallway or dorm after face-to-face check in is a major
school rule violation and will be dealt with accordingly.

Residential Boundaries
Boys are not allowed on the girls’ hallways, and girls are not allowed on the boys’ hallways. This rule applies to both day and boarding
students at all times. Violation of this rule is considered a major rule infraction and will be dealt with severely.

The Student Center Lounge and study space and the Dining Hall are locations for co-ed socializing. Students should not hang out in
stairwells or the school's basements at any time:

Security, dorm parents and boarding students are to expect visitors on the hallway only during the following times:

*  Orientation Day when boarding students are moving into their rooms.
*  During other school-wide events as indicated by the Deans of Residential Life.

Parental requests to visit children on the hallway requires prior planning and notification to the Deans of Residential Life. These
requests should be kept to a minimum as visitors on the hallway invade the privacy of other students, especially roommates.

Parents are required to see security, show identification, sign in and wear a Parent ID badge at all times while in the dormitory.

Dormitory Safety

The following items are not permitted in student rooms:

*  Candles, matches, lighters, open flame devices of any kind, and incense burning. These items are strictly prohibited in the
dorms. Failure to comply will result in severe disciplinary response.

»  DVD players, televisions, big projectors and electric blankets.

* Wi systems may be stored in student rooms, but only played/activated in dormitory lounges at the convenience and
consideration of other dorm members.

»  Electrical appliances including, but not limited to: refrigerators, rice cookers, any type of food preparation or heating element
used for cooking or heating water, hot pots, microwave ovens, sun lamps, halogen lamps, heaters, steams, irons and extension
cords.
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*  Pets of any kind, including fish.
*  Offensive posters, slogans or any item that makes racist, alcohol, cigarette and/or drug references.
*  Materials that include pornography or violence towards others or offend common sensibilities of others.

Technology

Student cell phones and laptops must be turned into technology carts during the week. Disconnecting from technology overnight is
important for students to develop healthy habits and lifestyles. Students may not have additional technology (l.e. iPads or additional
phones and laptops) in their dorm rooms. If there is a specific, academic need for additional technology, students must seek approval
from the residential life office. Hiding an additional device in one’s dorm room is dishonest behavior and will be handled as a disciplinary
matter.

Residential Life Disciplinary Responses

Each dorm floor may create its own set of responses to minor disciplinary infractions such as missed breakfast or up past lights out, but
occasionally a student must be removed from the boarding program temporarily or permanently. It is considered a privilege for a student
to be part of our boarding program, therefore some behaviors will result in separation from our community for time for reflection.

We realize that teens can make poor choices. Wise counsel and conversations help to guide the student into positive re- entry back into
the community. However, serious offenses that jeopardize the safety of the community cannot be tolerated and may result in removal
from the school.

Student Rooms & Furnishings
Dorm rooms at Keystone Academy are doubles or triples with a shared bathroom. Rooms are furnished with a bed frame and mattress,
bedside table stand, wardrobe, bookshelf, desk and desk chair.

Student rooms have locks and students are required to keep their rooms secured when unattended. It is recommend that items of
significant value be left at home, since the Academy cannot be responsible for loss or theft. Lost keycards must be replaced immediately.

Student rooms have ample space for two or three students.and their belongings. Some students come to school with a great number
of possessions, and we ask students to exercise care.and consideration when deciding what they will need at school.

Bring the basics: Two sets of sheets, a pillow;a. mattress pad and two blankets or a warm quilt for bedding. Bathroom supplies might
include: Towels and toiletries (toothpaste, soap, shampoo, lotions, etc.). To be “school ready”: One desk lamp (halogen lamps are not
allowed), an alarm clock, trash can, one power strip, broom and dust pan, a sleeping bag, and a book bag. Optional items: An electric
fan, radio, stereo, bicycle with lock; hair dryer (low voltage only) and throw rugs. Window curtains are provided in each room. Please
limit fabric wall hangings for fire safety. Posters are allowed and great care should be made to limit wall damage from nails or tape. No
painting or drawing on the walls is allowed.

Students are held responsible for the condition of their rooms and for any damage. Breakage should be reported immediately to
the dorm head or dorm parent. No greasy food, such as KFC or pizza, should be eaten in the dorm room. Soda is not allowed on
campus. As an environmentally conscious school, plastic water bottles and other similarly wasteful products are prohibited. Students
are encouraged to use re-usable bottles and utensils.

Hallway Lounges

Each hallway has a common room that is used as common space, a place for students to use at their leisure for social gatherings,
watching movies or television, sharing a snack or for study purposes. It is the responsibility of each student to maintain cleanliness of
the common areas in the dorm and to use the space in ways respectful to others.

Evening Schedules for Boarders

SUNDAY NIGHTS
5:30-7:00pm Dinner
8:00-8:15pm Face-to-face check in with dorm parent, mobile phone collection and room inspection

30



8:15-9:30pm Study Hours

9:30-10pm Study break & prep for bedtime-hallway ONLY
10pm-11pm (varies by grade level) ~ Technology Turn-in and Lights Out
10pm-8am next day QUIET HOURS

MONDAY to THURSDAY NIGHTS

5:30-7:00pm Dinner

7:00pm Dorm meetings

7:00-7:30pm Face-to-face check in with dorm parent, mobile phone collection and room inspection
7:30-9:30pm Study Hours

9:30-10pm Study Break & prep for bedtime-hallway ONLY

10pm -11pm (varies by grade level)  Technology Turn-in and Lights Out

10pm-8am next day QUIET HOURS

Room Inspection

Dorm rooms are the property of the Academy. Dorm parents, teaching staff, and the Deans of Residential Life have access to student
rooms. Upon enrolling at Keystone Academy, students and parents are deemed to have consented to this and to the rare occasion
when a dorm search might be necessary.

Students are responsible for room cleanliness. Parents and housekeepers are forbidden to come to campus to clean student rooms.
The administration and residential staff feel strongly that room organization and cleanliness is a student’s responsibility and a way to
learn independence and responsibility. Parental cooperation on this matter is appreciated.

Rooms are inspected for cleanliness each evening at 7pm by the dorm parent or proctor on duty. In order to pass room inspection,
students should:

*  Make the bed

*  Keep the desk area neat and clutter free

*  Have laundry stored in a laundry bag

*  Sweep, vacuum the floor or mop

e Empty the trash

*  Keep dressers and shelves tidy

*  Turn off electrical items and lights when not in use

*  (lean back balcony

*  Store shoes in closet

*  Tidy the bathroom

e Store suitcase on patio

When a student fails room inspection they are held responsible to clean their room and are additionally assigned a dorm chore to be
completed at 7:00pm. After completing their dorm chore they are restricted to their room for the remainder of study break.

Upon moving out of the dorm, students should take care to leave their room neat and clean. Future housing requests will be linked to
the state of cleanliness that each student took in vacating the premises. If there are damages or if a room needs to be more adequately
cleaned, in the judgment of the Student Life Office, fees will be charged to the family.

Dorm Chores
Weekly dorm chores, tasks that take about 10 or 15 minutes, are assigned by dorm parents on a daily basis. In addition to taking
responsibility to keep their own rooms tidy, each student is expected to help keep communal spaces neat and clean.

Expectations for Study Hours

On Sunday, Monday, Tuesday, Wednesday and Thursday nights there is a 2-hour study time scheduled from 7:30pm to 9:30pm for all
boarding students. Students study in their rooms, the library or in a structured study hall during study hours. At times, students might
benefit from cooperative workspaces such as hallway lounges or the library. Through a system of grade-level privileges and signing
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out with the dorm parent on duty, students in good standing will have the opportunity to manage their study needs independently by
selecting a location of study. Dorm parents supervise the entire evening.
Students who require more supervision are placed in a more structured study environment.

The following are Evening Study Hour expectations:

* Al students are expected to be in their rooms at 7:00pm and turn in their cellphones at 7:00pm. The dorm parent will come
by each room for a face-to-face check in. Once all students are accounted for, the dorm parent completes room inspection.

*  Room inspection happens each evening, Sunday through Thursday.

*  Upon passing room inspection students in good standing may request permission to sign out to the library. Grade 9-12
students may choose to go to the library for research or group work until 9:30pm, with proper permission.

»  Students may not meet in unsupervised locations on campus during study hours without special permission from the Deans
of Residential Life. This includes the gym, quad, student center, classrooms, primary school building, performing arts center,
basement, and playing fields.

*  Mobile phones will be collected at 7pm and returned at the conclusion of study hours at 9:30pm. Mobile phone use is
prohibited during study hours. It is important to remember that turning in a phone while keeping another in one’s possession
is a dishonest behavior, and will be dealt with as such.

*  Music may not be audible and earphones or headsets are required.

*  Students may not leave campus unless with a faculty member or parent.

*  Students who take a Wednesday Night Dinner Pass are required to sign-in and have face-to-face check in on their floor by
7:00pm.

Student Commitments outside of Keystone

Students are expected to participate fully in the residential and co-curricular. programs at Keystone, as they are essential to their
learning and development. These programs include but are not limited to: KAP, ELP, residential events, and special programming
associated with academic courses such as the Capstone Project or PP Exhibition.

Keystone does not encourage enrollment in extracurricular classes outside of our programs. Residential students are permitted to
leave campus on Wednesdays and weekends only, with the-assumption that they have fulfilled their other commitments.

Residential study hall may be used only for Keystone academics or co-curricular programming. This guideline applies to online
commitments as well as those that take students off campus. Please also refer to the Keystone Academy Tutor Policy on p.20 for
related information.

Study Break

At 9:30pm formal study hours-end and students have a study break. Students may use this time for socializing, getting ready for bed,
doing personal chores, continuing with their studies or calling home. Students must stay on their hallways for the break. Given the
nature of community living and the fact that some students may continue studying, students must be aware of other's needs and make
use of the hallway lounge space if more robust conversations or activities are taking place.

Quiet Hours

Students in our boarding program have the right to an environment that is conducive to study and sound sleep. While some students
may tolerate noise, roommates and neighbors might not. Quiet hours means that voices are kept low, and that physical activities such
as running, jumping, and bouncing balls are not allowed.

Quiet hours conditions are observed every evening (except Friday and Saturday) from 7pm until 8am the next morning.

Any activity that might disturb is not welcome and music is played only with earphones or headsets. Failure to comply with quiet hours
throughout the night may result in disciplinary action.

Lights Out

Many studies indicate that teenagers need at least 8 hours of sleep per night to be productive scholars and lead healthy lives. Lights
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out means that students are in their rooms, in bed, with lights turned off, and conversation ended. Mobile phones and computers are
turned in for the night. On school nights the requirements are as follows:

Depending on grade, Lights Out is between 10:00 and 11:00 pm for students up to and including Grade 11. Grade 12 students have
no lights out time.

Late Lights

In order to qualify for late lights, a student must have used his or her study hours in a constructive and meaningful manner. Receiving
late lights gives a student permission to study in the hallway lounge beyond the scheduled time for lights out. The student must make
the request to the dorm parent on duty and demonstrate the need for extra time to complete homework by 9pm. Final determination
for permission to have late lights is given by the dorm parent on duty. Grade 11 and 12 students have increased overnight laptop
privileges as earned.

The dorm parent will evaluate each student’s time management choices during the earlier hours of the evening in making a final
decision. Students should plan ahead. Asking for late lights should not be a routine request. Students have to set priorities when it
comes to work and play. While we advocate for a life full of fun, there are times when fun has to be deferred for a later time in exchange
for more responsible choices. Life is about balance and we strive to help our students master this.

Internet Hours
Internet access is available: 5:00 am to 12:00 am daily.

Weekends at Keystone

The teachers at Keystone don't stop working just because the school week ends on Friday! Our teachers provide 24-hour care 7
days a week and organize on- and off-campus activities to delight all student interest groups. Weekends include a combination of
academic, leisure, exploratory and service-related activities and trips. Students are encouraged (and required) to attend activities
on the weekends. Possibilities for weekend activities are nearly endless! There are always physical and service activities, as well as
extension activities from our classroom teachers. Students are encouraged to propose and run activities as well.

Traditional Residential Life Events on Campus

Community Dinner

The goal of Community Dinner is to provide an opportunity for members of the boarding community to sit down to a meal together and
get to know each other in a relaxed atmosphere. The meal is characterized by stimulating conversation, fun theme, good manners, and
the connection that naturally happens when friends and family bond over a meal.

Hall Meetings

On Monday night, each hallway has a meeting to prepare for the week ahead, to address any issues that occurred over the weekend and to
take part in our residential activities. Hall meetings are required and attendance is expected on time at 7:00pm to 7:40pm. Additional hall
meetings will be convened at the dorm head’s pleasing. There will be times when the entire boarding community will meet together as well.

Dorm Competitions

Occasionally on evenings, all students and teachers are welcome to socialize at special dorm events. These events provide a midweek
break where planned activities such as concerts, trivia contests, karaoke, quad games, hallway challenges, jam bands, a special snack
or a surprise event might pique teenage and adult curiosity! Attendance is not always required, but it is bound to be fun and students
are encouraged to attend. Adult supervision and participation are guaranteed.

Boarding Student Accountability

Checking Out
Travel of any sort beyond the campus boundaries, including walks/hikes, bicycling, other short trips, weekend activities or advisory
outings must always be recorded and approved.
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During the school day between 8am and 3:20pm, boarders are required to have the permission of MS/HS office in order to leave
campus during the school day. They must obtain permission and have their passes complete prior to leaving campus. Students leaving
campus for special circumstances must have parents e-mail the student life office 24 hours in advance.

Boarding students MUST apply for a leave pass, endorsed by parents and get approved by school:

When Approved by
Mon to Fri 8:00am - 5:00pm. Student Life office
Friday night, Saturday & Sunday Student Center Duty Desk/ Dorm parents

Checking In
Upon return to campus students must sign in as their first order of business.

Failure to comply with our sign in or sign out policies will result in disciplinary action. It is vital that students understand the importance
of these policies and are responsive to our methods of accountability. Students are required to keep their phones on and available
when off campus.

Evening Study Sign out

On Sunday, Monday, Tuesday, Wednesday and Thursday evenings boarding students who have approval from their dorm parent may
sign out in the Dorm Log Book to go to the library. Upon return to the dorm, they must see the.dorm parent on duty, fill in the yellow
Dorm leave Pass and sign in to the Dorm Log Book.

Wednesday Dinner Leave

On most Wednesdays, after the last commitment of the day and no earlier than 2:50 pm, boarding students may sign out to have dinner
off campus with their parents or another Keystone Academy family. In order to take advantage of Wednesday Dinner Leave the student
must submit a request to the Student Life Office by 3 pm Wednesday: Early dismissal from any school activity is prohibited.

Students who take Wednesday Dinner Leave must return to campus by 7:00pm for check in with their dorm parent. It is the student’s
responsibility to ensure that parents understand the time limitations of this school night pass. We suggest having dinner at restaurants
close to school. Students should be with their parents or.a friend’s parents once permission has been gained. Students should not leave
by themselves or go off in a taxi. Many advisors will.schedule a fun night out on Wednesday for the advisory group.

Wednesday Dinner Leave is granted only if all Wednesday commitments are met and parental permission has been obtained by the
Student Life Office.

Weekend Expectations for Check In and Check Out
On weekends, the Student Center Duty Desk is the centralized place for approving students leave pass.

The Student Center Duty Desk is located in the Student Center. If a student wishes to leave campus on a weekend activity trip, he or she
MUST have an approved pass before departure. Students MUST check out at the gate and check in on return.

Unless off campus on an approved weekend pass, all boarding students are required to be present and on time for meals and check ins.

Weekend expectations:

* Al off-campus trips on Friday and Saturday should return to campus by 10:00pm.

*  Face-to-face check in on Friday and Saturday nights with the dorm parent is at 10:00pm for all grade levels.

»  Face-to-face check in signifies that a student is in the dorm and on their hallway for the night. Leaving the hallway or dorm after
10:00pm is a breach of trust and considered a major rule violation and has disciplinary consequences.

e Students must be in their own rooms at 11:00 pm on Friday and Saturday nights. Students must leave dorm door open until
check in is completed by an adult.

»  Students in grades 9-12 do not have formal light out time.
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Weekend Sleepovers:
Boarders may request a sleepover pass for one guest prior to 8 pm Friday or Saturday evening. Guests should bring their own bedding
and not transport mattresses to other rooms.

Weekend Pass
On weekends not designated as CAMPUS WEEKENDS, boarding students may take a weekend pass and leave school after their last
commitment on Friday and return to campus and sign in to their dorm no later than 8:00pm on Sunday. (Students may request to
leave for only part of a weekend as well.) Failure to return to campus by 8:00pm on Sunday without making prior arrangements with
the Deans of Residential Life will result in a half-day campus restriction the following weekend. Please plan ahead and leave early for
school due to traffic.

Boarders must submit a weekend pass with parents endorsement in the boarding management platform whenever they will be away
from campus overnight. All weekend passes should be submitted on line by Friday at 12 noon prior to the weekend when the leave is
being requested. Students and parents must plan ahead.

Students are on their honor to provide accurate information on weekend passes. If the student is going to a friend’s house, the Student
Life Office requires an invitation from the adult host who will assume responsibility for the student’s safety and wellbeing. Hosts should
understand that the Academy expects adult supervision at all times throughout the stay of a boarding student in their home. A student
may not stay in a residence or hotel room unless an adult, at least 25 years of age, is present.

Parental permission is required for all off-campus stays and there is no exception to this rule:Without a parent and Academy approved
weekend pass the student may not go off campus overnight for any reason.

In order to use the weekend pass, the student is responsible to have met academic, athletic and dorm obligations to the satisfaction of
school. The Academy reserves the right to deny any overnight permission when circumstances compel us to do so. The weekend pass
is only good for the time and destination for which it was written and approved. Once a student returns to campus, the pass is cancelled.

Day Leave (Weekends)

On Saturday or Sunday boarding students may request to leave campus on Day Leave. One Day Leave is permitted each weekend. Day
Leave is recommended for boarding students who want to spend extended time on the weekend with family or friends during the day
or evening, but who plan to be back on campus to sleep.

Students are required to have a pass endorsed by a parent and approved by Keystone staff if they wish to leave campus.

Vacation Leave

Students are not permitted-to-leave for vacation before their last commitment on the day vacation begins. All travel arrangements
should be made with this in mind. A calendar of vacation dates is posted on the Academy website. The Academic Holiday, Vacation &
Travel Calendar should be consulted before scheduling flights, trains or other modes of transport. Absences due to early departures
or late returns may be considered unexcused absences and result in academic and disciplinary consequences.

School vacation does not require parental permission, as it is understood that the school is closing and families are responsible to make
vacation accommodations for their children. The school will provide transportation to the airport for those students who submit their
flight information in a timely manner. Students are expected to arrange their own transportation to school after holidays, and should
consult with the Student Life Office if they are in need of assistance.

The dormitories and campus close at 5pm on the day entering a holiday break. The campus and dormitories reopen at 5pm on the
dates of return from vacation. All boarding students are expected back on campus between 5:00 p.m. and 8:00 p.m. on the last day
of vacation. Permission from the Deans of Residential Life is required to return to the dorm or campus prior to 5:00 p.m. or after 8:00
p.m. on these dates.

A late return request to the boarding management platform is expected when there are any transportation delays or cancellations.
Notification of late returns to school should be sent by 3:00 p.m. on the last day of vacation.
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Prior to leaving campus for vacations students are expected to:

*Empty the trash in their dorm.

*(Clean their room, make beds, and pass room inspection.
*Turn off all lights and unplug all wall plugs.

*Close windows and doors.

Sustainability

Keystone is committed to environmental protection. To that end, we do not allow excess plastic packaging in the dorms and absolutely
no single use water bottles. Water bottles will be removed during room inspections. We provide large jugs of water on each floor.
Additionally, students must conserve energy and turn off room lights during the day and on holidays. Students should be mindful of
excessive ordering from delivery services. Take-out food is allowed only on Saturdays and never during the school day.

COMMUNITY EXPECTATIONS

To preserve order, protect individual rights and promote the general welfare of others, every community must establish rules. We
hope that by being clear about our expectations and policies we will inspire positive participation in-all-areas of school life, promote
adventuresome learning and cultivate a community where respect for self and others is at the heart of all we do.

Students take responsibility for their actions and choices on a daily basis in this community as they navigate academics, afternoon
activities, friendships, adult interactions, and a wide range of other opportunities at Keystone. Within the structure of these expectations,
broad opportunity exists for students to grow and enjoy a personally rewarding.experience.

Each member of Keystone Academy has the opportunity to make our community a better place through self-expression, self-control
and selflessness. On those occasions when the Academy’s expectations seem difficult to manage, we urge our students to consider the
degree to which they value their place here in this community. The pride one feels in being a member of Keystone Academy comes from
a shared understanding that our expectations and standards are above the norm.

School Jurisdiction
We expect Keystone Academy students to represent themselves, their families and the Academy at all times and at the highest level of comportment.

Boarding students are under the jurisdiction of the Academy once they arrive on campus at the start of the school term until they
depart campus at the end of the school term and are subject to all School Rules. Boarders who leave campus on school trips or for
day passes are still under the jurisdiction of the Academy. When boarders travel off campus and are in the presence of their parents
the understanding is that parents will supervise and guide students with decision-making and choices.

Day students are under the jurisdiction of the Academy at all times while on campus. When off campus and in the company of any
Keystone boarding student, day students are subject to all School Rules. Any behavior by a day student that jeopardizes the Academy’s
reputation or impacts safety is our concern.
Major School Rule violations have the potential to:

. Endanger the health and/or safety of the individual or others.

. Undermine the mission of Keystone Academy.

. Do damage to the reputation of the Academy.
Students who violate a major school rule should expect to face disciplinary sanctions and receive a response of restriction, probation,
or more. A student who is present when a major school rule is violated may be held responsible for complicity, and will receive, at

minimum, restriction and a letter kept on file.

Our Covenant of Shared Values and our School Rules reflect the core virtues of the Academy. Our rules and expectations arise from the
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need to maintain health, safety, order, decorum, and responsibility for the members of this community —a community where students
thrive and develop the skills, confidence and maturity required to enter young adulthood and beyond.

We believe that Keystone students are able to know right from wrong and that it is their responsibility to know our rules and expectations.
Ignorance of school rules is not an excuse for breaking rules. We expect students to use their best judgment, or to seek guidance from
adults when there is a question regarding how best to follow our rules.

We know that students will make mistakes and that they will learn best from these errors in judgment when they are supported and
encouraged by caring and influential adults, including their parents and members of the adult community at Keystone. However, there
might be situations when a family is advised to find a different school for their child.

Major School Rules
Most of the Academy’s rules are presented here, but in the absence of a published rule, each student is expected to exercise good
judgment and concern for others. Therefore, it must be recognized that the following list of rules is not all-inclusive.

Rule 1: Respect for Self and Others

Keystone Academy was founded with the explicit intention of providing a diverse learning and residential'environment for our students.
Ina school like ours there must be a high level of sensitivity and mutual respect for all. Tolerance, acceptance, openness and candor are
essential to the community atmosphere. Impinging on the wellbeing or rights of others is unacceptable. This includes insubordination
or disrespect towards the administration, teaching or support staff. Our community is based on respect for all.

Any incidents involving religious, racial, or ethnic intolerance, verbal (name calling or swearing), physical or sexual harassment, fighting
and physical injuries or threats will be dealt with as disciplinary matters. Furthermore, the Academy does not tolerate humiliating or
potentially harmful “rites of passage” or “initiations.”

Students who commit inappropriate actions towards others that are intimidating, abusive, violent or coercive, including hurtful acts
that are physical, emotional or sexual, will be considered harassment or bullying. All bullying or harassment should be reported to an
advisor, a trusted member of the teaching or support staff, or.an administrator. Matters will be handled in a manner that ensures the
rights of all parties. Those who bully — including cyberbullying, haze or harass another, or the school, may be liable for consequences
up to and including dismissal from the Academy.

Rule 2: Honesty & Personal Integrity
Our community is based on integrity and trust. Students are expected to tell the truth at all times, to represent themselves honestly and to
respect Academy policies and procedures. We believe that each student knows right from wrong and must act in a manner that is seff-governing.

Academic Integrity
Issues of plagiarism, cheating, receiving editing assistance, duplicate work submission and citation, as explained in the Academic
Life section of this Handbook, are not allowed.

Academic integrity extends beyond the classroom setting. Students must be honest and accurately represent the origin of
all of their work. This includes, but is not limited to: college or application essays, presentations in school meetings, or other
competitions and activities outside of the traditional academic context.

Curfew

Students are expected to be on time for curfew and present themselves to the dorm parent for face-to-face check in at the
designated hour. Leaving the dorm or room without permission after face-to-face check in is forbidden. Students are permitted to
exit the dorm after 6:00am in order to exercise, study in the student center lobby or eat in the dining room.

Theft

Stealing or the unauthorized use of another’s property or possessions is unacceptable. Our definition of theft includes: Using
another’s computer, bicycle, clothing, CDs, DVDs or other property without permission. Asking for permission to use or borrow,
even from a close friend, is always expected.
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Forgery

Producing a copy or attempting to produce a copy of a document or signature is in serious conflict with our expectations regarding
honesty and personal integrity. This is true for any document- the perceived level of importance (or non-importance) should not
lead a student to believe that forgery will be acceptable under any circumstances.

Unauthorized Absence from Campus, Failure to Sign in or Sign out

Accurate reporting of a student’s plans, location and permissions are crucial while students are away from home. There is never
a time or reason why a student should be off-campus or fail to return from a weekend or vacation at the appointed hour without
prior permission or proper signing out. Inaccurate or false reporting puts students at risk, is a breach of trust, and causes adults,
at home and on campus, to worry until such time as the student is located and accounted for. Boarding students are expected to
comply with all signing in and signing out procedures as described in this Handbook.

Rule 3: Drugs, including Alcohol

Keystone is a drug-free community. Any purchase, possession, distribution or use of controlled drugs, drug paraphernalia or excessive
use or abuse of any chemical substance (including prescription and over-the-counter medications) shall result in an immediate
disciplinary response.

If there is overwhelming and sufficient reason to believe that a student has been using alcohol.or. drugs, parents will be contacted by
the Deans of Students. The student will be taken to the Health Center for a health evaluation. If itis deemed necessary, a student under
the influence of drugs or alcohol will be taken to the hospital. If it is not necessary to go to the hospital, the student will need to leave
campus with a parent or guardian immediately.

A student will only be allowed back to campus after a family conference with the Deans of Students and Executive Head of School.
The student is mandated to counseling and placed on probation for one calendar year. They are expected to abide by and sign the
Academy’s “No-Use” Contract. Further behavioral incidents or refusal to cooperate with future testing requests would likely result in
dismissal from the Academy.

Positive test results warrant a disciplinary response. A student placed on probation for the use of drugs or alcohol will be held to our
“No-Use” Policy for a one-year period.

Furthermore, we expect our students to take immediate action to seek help from adults when they have knowledge of another student
who is impaired or in danger from the use of drugs, including alcohol. Students who fail to do so, thus jeopardizing the health of
another, may face disciplinary action.

No-Use Policy

When a student is held to the No-Use Policy (in response to behavior outside the school norms regarding drugs or alcohol) they are
supported by the Academy with a combination of both discipline and counseling care. A student placed on probation or restricted for
alcohol use is required to meet with the school counselor and subsequently referred for a drug and alcohol evaluation with a specialist.
The student’s parents will be notified of this referral and will be responsible for the cost of the evaluation. Additionally, the student and
parents will be asked to sign and be held to the No-Use Policy for the one-year probationary period.

Under these extreme circumstances, a written request is made to the family and student for participation in random drug testing. Drug
testing is used to support the student’s general health and safety and to assist them to live within the rules of the Academy.

If a student held to this policy is found to have used, purchased, possessed, or distributed alcohol or drugs, the student may be
dismissed from the Academy. Should the student fail to report for testing after consent has been given, or refuse to give a sample, the
student may be liable for consequences up to, and including, dismissal.

Rule 4: Unsafe Practices and Unauthorized Possessions

Keystone values safety and security, and does not allow students to put themselves or others at risk by their actions or possessions.
The following are examples of guidelines for personal and community safety:
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Fireworks
Possession and use of fireworks is prohibited on campus or on school trips.

Laser Pointers
Possession and use of laser pointers requires teacher permission and should be related to educational purposes only.

Key Cards & Trespassing

Unauthorized possession or use of key cards threatens the community’s rights to privacy and personal property. Unauthorized use
of key cards and entry into any locked area, including a dormitory room other than one’s own, or a school building, is prohibited.
Boarders shall not hang key cards outside their doors. Key cards are needed for students to access elevators, their dorm rooms, and
meals, so they should carry them on their person at all times. Lost key cards should be replaced in a timely manner.

Medications

The Academy forbids the misappropriation or misuse of prescription and over the counter medications. Misappropriation includes
acquiring drugs from any non-prescription source, including the Internet. Misuse includes taking or being in possession of medication
that has not been prescribed for a student’s personal use. All medications, prescription and over-the-counter, must be kept in the
Health Center. Only with Health Center permission and supervision may any medications be kept in the dormitory or on one’s person.
For reasons of safety and security, the Academy insists on this practice and expects students and parents to adhere to the policy.

Open Flame
A student may not light a fire on campus without specific permission and adult supervision. Lighting a flame in a residential or
school building, smoking in the dorm, lighting a candle, incense or burning matches are strictly prohibited.

Reckless Endangerment
Students may not engage in dangerous pranks or other activities that pose threats to personal safety. Examples of this include:
tampering with fire equipment, climbing outside a building above the ground floor, and jumping off ledges or balconies.

Vandalism

The purposeful destruction of school property or the property of any individual will not be tolerated. Vandalism may include, but is
not limited to: intentional breakage, graffiti, defacing any building and manipulation of computer software that impedes community
use. In addition, students are expected to'maintain all public spaces as they would their own homes by picking up trash, cleaning
one’s table after a meal, keeping feet off furniture, and using care with classroom, lounge and dorm furnishings.

Weapons

Possession or use of ammunition, guns, knives, slingshots, swords, paint guns, or other such items that could be a danger to
others are not permitted on campus. Students should be aware that possessing any object that could reasonably be perceived by
another as a weapon is a major school rule violation.

Rule 5: Dormitory Floor Boundaries
Students may not enter the dormitory floor of the opposite gender or host guests of the opposite gender in the dormitories. This
includes stepping off the elevator on a restricted floor, even for a moment.

Students may make arrangements to meet with a faculty member on duty on another dorm floor. If the dorm floor is opposite the
students’ gender, they need to make get permission and meet in the common room or hallway. Students may also seek permission to
work with each other on opposite gender dorm floors, but only during study hall and with supervision.

Meeting with a faculty member during study hall should be scheduled from 7:30-9:30pm Tuesday through Thursday or after dorm
meeting on Monday.

Rule 6: Sexual Intimacy

Students are not allowed to engage, or be found, in situations that imply sexual contact. Students should show no public displays of
affection during the school day or during school events. Students should always be mindful and respectful of the community when
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showing affection to a significant other during social time and in social space.
Rule 7: Acceptable Use of the Network

Innovation and Digital Learning Vision Statement
At Keystone Academy, we believe that digital and innovative learning will infuse the curriculum as we strive to create a new vision in
education. We envision:

*  Our students and faculty as excellent global citizens of the digital age. They will comfortably and safely navigate within the laws
of the school and the country. They will maintain the sanctity of their online presence. They will learn to keep their identities
safe, and their selves healthy. They will balance their online time and communication with physical play, work and interaction.
They will respect themselves and others at all times.

*  Our digital resources being used to modify and redefine the way students and teachers think, interact and learn. Through
innovative learning strategies, students should be able to explore new ideas and learning experiences that broaden their
perspectives.

*  Our teachers having access to current resources and tools that will enable them to teach flexibly and creatively, allowing for
personalized and collaborative learning through hands-on experiences.

*  Ourstudents and faculty are not only consumers of information but also designers and creators of information in all forms. They
will understand and embrace their cultural heritage and the arts, as well as address their social responsibility by being leaders
across all sectors of the global community. They will be empowered learners, global collaborators, creative communicators,
computational thinkers, innovative designers, knowledge constructors and digital citizens.

*  Our community connecting and collaborating with communities from all over the-world, thereby expanding our cross-cultural
perspectives and international mindedness. Our students will be students of China and the world.

The purpose of the Acceptable Use of Technology Policy is to clarify what standards are used to determine if a particular activity
constitutes acceptable use of Keystone Academy’s technological resources. Everyone within the Keystone community who uses the
school’s Network and Internet has the responsibility to do so in a responsible, ethical and professional manner.

At the start of each school year, students and adults must sign a copy of the Acceptable Use of Technology Policy in order to utilize
any of the Academy’s technologies. It is the responsibility of each member of the community to understand and abide by the guidelines
for acceptable use of the Keystone network.

Keystone Academy Information Technology Acceptable Use Policy (AUP)

All members of the Keystone community (employees and students) are expected to behave in ways that exemplify our five Shared
Values. This applies to our use of information technology as much as it does to everything else that we do, say, and use. Good citizenship
should extend naturally to good digital citizenship online & offline. Common sense and thoughtful judgment should be our keystones
here. Our information technelogy systems are provided to enhance effective learning and to facilitate positive communication. Students
consistently choosing not to comply with these expectations will be warned, and might be denied access to school information systems
and devices. They will also come under the general discipline procedures of the school.

To these ends we all agree to:

1. Comply with the laws of China. This must include any methodology to circumvent the government-approved restrictions on
Internet use in the classroom. The Keystone IT network and system must not be used for any purpose or activity that is illegal.

2. Ensure that student, family, employee, and systems data is used only for Keystone related business. Disclosing such data to
3rd parties outside of Keystone or using for personal purposes is prohibited, and will be reported to officials.

3. Ensure the security of school data by safeguarding our password(s). At no point should a password be used in sight of
another person. All Keystone Academy network passwords must be at least eight characters and contain a combination of
upper case, lower case letters and numbers. All members will be required to change their password every 12 months. It is
highly advisable to maintain different passwords for each site of login.

4. Ensure documents or data with sensitive content are set with correct permission to be read by the specific people or designated
group before sharing.

5. Maintain responsibility for school-related data. Office 365 is the official backup platform for our school devices. All data stored
directly on the Keystone provided devices is at risk of loss. Regular data backup should be maintained by user.

40



6. Understand and accept that Keystone Academy makes no guarantees of any kind that the functions or the services provided
by or through the School’s system will be error-free or without defect. Keystone will not be responsible for any related damage
users may suffer including, but not limited to, loss of data, interruption of service, or performance issues. Keystone is not liable
for legal action that might be taken by third parties owing to unauthorized activities using school-owned resources.

7. Understand and accept that the equipment remains the property of Keystone Academy, and accept that only School IT Office
can fix a school owned laptop. Keep our school provided technology in good working order, and free from stickers and decals.
In order to protect equipment, the protection cover that comes with them must not be removed. Individuals are responsible for
damage to or loss of equipment provided by the School, and details of this are to be found in “IT Policy and Flow for Repair
and Pay of Lost, Stolen or Damaged School IT Equipment”. The school is not responsible for ongoing maintenance issues due
to lack of proper care.

8. Understand and accept that the school assigns laptops to students as a learning tool. Entertainment features of laptops, such
as games or videos not related to academic purposes, should only be accessed outside of academic classes. Even then, they
should be used only after academic commitments have been met and per faculty instruction.

9. Understand and accept that you should contact IT before installing or running any non-standard software on Keystone devices,
unless pre-approved. In addition, Network and system administration settings should not be modified on Keystone devices
(e.g. the computer name). Any complications will result in IT resetting your system “back to day one”. IT will not be responsible
for any data loss during this process. If any applications or settings on a device gets deleted by:mistake, the IT Office must be
informed immediately.

10. Understand and accept that Virtual Machines, Windows, Linux, OS emulation software, etc. should not be installed on any
school owned computer without approval. In cases where it is necessary, the school can provide network based Virtual
Machine or PC on request.

11.  Take precautions to prevent the spread of computer viruses and report suspicious e-malils and sites immediately: Do not open any suspicious
links or files, or key in your username & password on unknown sites. The deliberate spreading of a virus will be considered vandalism.

12. Beresponsible for our use of the Internet, and realize that many people are using the system. If a huge download is absolutely
essential (e.g 2G of data), please schedule this during non-warking -hours, or contact the IT Office to use another circuit that
will not affect other users.

13. Understand and accept that the School will monitor network activity for security and performance reasons. In doing so,
individual privacy will be protected wherever possible and appropriate. However, the School maintains the right, only after
permission from the Executive Head of School, to-access private files on the Keystone system if this is considered necessary.

14. Conduct ourselves electronically in ways that follow community rules covering, for example, plagiarism, theft, harassment,
bullying, vandalism, cheating, etc.

15. Use online social networks with care and sensitivity. Protection of the school reputation and school community must be kept
in mind. It is important that we understand that information posted on a social networking site could potentially be viewed by
anyone, and could live forever online, even if deleted from that particular site.

16. Understand and accept that email accounts are provided for educational and administrative use. Not to use school email for
registration of personal-accounts or membership, e.g. Apple ID, Baidu Drive etc.

17. Understand and accept that Keystone e-mail should be used as the primary source of electronic communication for faculty
with students and parents. Outside of correspondence necessary for specific Keystone purposes (a field trip or activity, for
example), employees should not engage with students and parents on public social media (WeChat, for example).

18. Do not use any personal hardware or software to circumvent the terms in AUP.

19.  Return loaned IT equipment by the assigned return date.

20. Acknowledge that the School may redistribute devices as needed. Assigned devices may not be brand new.

Statement of agreement
| confirm that | have read and understood fully the above policy. | recognize that it does not cover every possible issue, and that it
is not intended to. | agree to follow the spirit and the letter of the Keystone AUP. To that end, | sign acceptance of this policy below.

Name of student: Name of parent / employee:
Signature of student: Signature of parent / employee:
Date: Date:
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Rule 8: Actions that Damage the Reputation of the Academy
It is a shared responsibility to uphold the good name of the Academy.

Rule 9: Repeated Violations of Behavioral Standards
It is understood that students might make mistakes, and it is equally understood that lessons should be learned from these lapses in
judgment. Continued failure to comply with Academy standards will be viewed as a deliberate violation to our rules.

Civility & Propriety

Inappropriate Behavior

Behavior in public places that violates propriety includes, but is not limited to: offensive language or swearing, rudeness, spitting,
littering and suggestive dancing. Violations will be addressed with a Dean’s Letter to the student’s file, and require a conversation with
the Deans of Students and/or the Deans of Residential Life, the student and his or her parents. Subsequent violations may warrant
harsher levels of response up to and including sanctions, restriction, probation, suspension and dismissal.

Tobacco & Smoking

Keystone Academy is a smoke-free and tobacco-free campus. Smoking is a serious health and safety issue. Students are not permitted to use
or possess tobacco products. Using and/or possessing electronic cigarettes or cartridges is strictly prohibited. Smoking of any kind in or around
a residential setting is a violation of a Major School Rule and may result in sanctions, restriction, probation, suspension or dismissal.

Tobacco use and smoking is not allowed at school or on any school trip or excursion.

Gambling
Gambling is not permitted on campus. The disciplinary response will be determined by the circumstance and whether it is a first or
subsequent violation.

Cars
Students may not operate or keep cars on campus or in'the Shunyi District. Day students may arrange to be dropped off and picked
up by parents or professional drivers in front of the Main School Building.

Sports Spirit
We expect our students to exhibit the highest.level of sports spirit and fair play while engaged in athletic, academic, artistic and other
competitions. Students are reminded that when wearing Keystone apparel, they are representing themselves, their families and the Academy.

School Logo

The use of the Academy’s name or logo is prohibited unless the Deans of Students and the Director of Marketing & Communications
grant permission. The Keystone Academy name or logo may never be used for personal profit or on any website that has not been
formally approved by the Academy.

Mobile Phones, Laptops, Tablets, and other Electronics & Handheld Devices
We expect our students to be “in the moment” and fully available for deep thinking, face-to-face conversation, debate and interaction.
Constant dependency on mobile phones or other handheld devices diminishes this type of community involvement and engagement.

Every Keystone student in grade 6 to 12 is issued a laptop computer. This should be the primary machine they use for their academic
work. Under specific circumstances, students may have a need for a personal device or laptop. In this case, they must fill out a “Personal
Device Application Form” from the Student Life Office. They will be asked to justify the use of the device, and agree to share permissions
of the device with our IT staff as described in the application. Only after this application is approved should a student bring the device
to school.

Mobile phones, electronics and handheld devices are not to be used at any time in the academic building, while in class, or at morning or

school meeting, in the library, dining room, gymnasium and changing rooms, Performing Arts Center, Black Box Theater or while walking
across campus. iWatches and other wearable technology, specifically with messaging capabilities, are not allowed during the school day.
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Mobile phones, electronic and handheld devices are approved for use in the following locations and at these times:
*  Dorm rooms
e Student Center after the last school activity of the day
e Gymnasium for music only
* At the gate (for pickup and drop-off arrangements only)

Accordingly, compliance with the following specific guidelines are expected:

1. Students may possess and carry mobile phones in their backpacks while on campus in the off position. No calls may be taken,
messages sent or apps used, until the student is in an approved location or unless the emergency notification system is
sounded. (All mobile phone numbers must be entered into the Academy’s emergency notification system).

2. Headphones should be used only in libraries or in classrooms when given explicit permission from a teacher. Headphones may
not be worn while walking around the academic building, in the lunchroom, or other common areas during the school day.

3. Playing of recorded music and videos is restricted to music practice rooms during the academic day unless permission has
been granted by a classroom teacher, and then only inside that teacher’s classroom.. With respect for others, music and videos
may be viewed in the Student Center or library with earphones only after the end of the school day.

Boarding students are expected to carry their mobile phones with them when they travel beyond the.campus gates. When signing out
for off-campus activities, students must provide mobile phone numbers in the event of emergency.

Inappropriate use of mobile phones or handheld devices will result in the device being confiscated and held in the Student Life Office.
For the first instance, the phone will be held in the Student Life Office until 4:30 p.m. on the same day. For a second instance, the
phone will be held until 4:30 p.m. on the following day. In a third instance, the phone will be held for 72 hours. Subsequent instances
will warrant additional consequences.

Common Language Expectation

Inclusivity is expected in conversations in public spaces. Given that we are a bilingual school, there are times when members of any
particular group might be challenged to follow a conversation based on their language skills. As a matter of respect and civility, we ask
that community members be vigilant and aware of the communication needs or limitations of others.

Bicycles, Skateboards and Scooters
Students may bring bikes to campus. When not in use, bikes should be stored and locked at campus bike racks. Students must wear
helmets when riding. Skateboards and scooters may only be ridden on the north road.

Meals & Food Delivery

The dining hall is a place to gather with friends and teachers and enjoy the comforts of a nutritious meal and good company. The dining
hall staff prepares three meals a day, seven days a week, for the boarding community. Boarders are required to attend meals each day.
Outside food delivery is permitted from Shunyi area restaurants on Saturdays only. Students should be mindful of environmental impact
and reduce waste whenever possible. Late deliveries must not cause tardiness at required check in times, and students should plan
accordingly. Food should not be consumed in dorm rooms.

Disciplinary Process

The disciplinary process at Keystone Academy is guided by the belief that admission of a wrongful act, taking responsibility for one’s
actions, reflecting on one’s choices and living with consequences is an educational process. When school infractions occur they are
dealt with fairly. A student involved in a disciplinary procedure is fully supported by Keystone teachers and administrators during the
entirety of the disciplinary process. He or she is guided in the process of restoring relationships damaged through his or her actions.
Communication with parents and the advisor is vital, ongoing and timely.

The Academy will attempt to do justice for all students involved in matters of discipline and its outcomes. It is also important to protect

the rights of others, and therefore confidentiality and the right to privacy are a major consideration. Sanctions may vary according to
the nature of the violation and other pertinent information.

43



|[00Y9S JO peaH 3AIINJ9XT
Sjuspnis Jo ueasq
9911wwo) Aseuydidsig

uois|ndx3

uoleqo.d

uolsuadsng

Sunsaw juauied

340M DAI1BJ03SDJ JO DAIFIDII0D)
uol13143sa4 A3ojouyda |

,«\\\n M2 YIOM

%

SUOI}OBJJUI OM| PUB UQ |dADT D49ASS
SUOI3dBJIJUI OM] pUB BUQ |9AS] paleaday
92110e.4d|e|Al dlWBpedY

92UD|OIA

s8nuq 40 |joyod|y

:Ag 3n0 palie]/papioag

..w N :9pn[ou| sasuodsay 9|qIssod

(@A13sneyxs paJapisuod aqg 03 J0u) sajdwex3

(\\A..wwo_uumtc_ 9J9A3S -93JY] |9A]

291 lwwo) Aseurdidsig
UoISIAIQ JO peaH

Sjuapnis Jo ueaq

9417 |ellUSpISaYy JO ueaqg
pesaH wJoQ pue jualied wioq
J9pea] apeJo pue JoSIApY

3JOM DAI1BI01SDI JO BAIFIII0D)
Sunasw jualied

pawJojul Jualed

Suluiepn Jo 4197

uolnualaQ

M3J1D YO

uol13o143sa4 A3ojouyda

ulwpe yum suizesin

JOSIApE YHm 3unnasiy

Suol3deIfUl BUQ |9A] paleaday
Suol3e|oIA Y23 |

10adsausiqg

92U3Ipagosiq

Aysauoysiq

:Ag 3n0 palsIe)/paploag

:9pn|ou| sasuodsay 3|qIssod

(@A13sneyxs paJapisuod aq 03 J0u) sajdwex]

SUOI10BIJU| D1BIDPOIA -OM] |[9A]

peay wJoq
juaJed wioqg
Japea] apeun
J0SINPY
Jayoea]

UOI1303 |94 U1

uo13d13sal Adojouyods |

Japea| apess 4o Josiape yiim unssin
Suiusem |equa

uo1dnJisip WJop JO SSejd JOUlIN
UOI3e|OIA U233 JOUIA|

UOI}B|OIA WJOojiuN

sse[d 03 ApJe|

:Ag 3n0 paiie)/papag

Qpnjou| sasuodsay 9|qISsOd

(dA13sneyxa paJapisuod aq 03 J0u) sajdwex]

SUOI3DBILUL JOUIA -UQ [9AT]
sasuodsay pue suoioeuju| Ateurdidsia

44



When a student violates a Major School Rule or accumulates an unsatisfactory number of lesser infractions, he or she will meet with the
Deans of Students to discuss the situation, and write a statement and reflection on his/her actions. The Dean will instruct the student to
call home and speak to his or her parents or will communicate with the parents directly. The advisor will be informed and will be a part
of the ensuing disciplinary process. The Dean will gather further information about the violation and speak directly to the advisor, and
grade leader as well as the Division Head and Executive Head of School.

Disciplinary Responses

Our disciplinary system is not designed to penalize or address every minor infraction, but does hold students accountable for the
choices they make, especially those repeated choices that accumulate over time. Our students are expected to demonstrate a level of
community involvement that contributes to their success and others.

Disciplinary Committee (DC)

The purpose of the disciplinary committee is to regularly review Keystone’'s community expectations and how we are holding students
accountable to those expectations. The DC also hears serious disciplinary cases for individual students and makes recommendations
regarding responses. This is known as a disciplinary committee hearing. The result of the hearing is a recommendation to the
Executive Head of School, who will make the final decision.

The committee is led by the Deans of Students or Dean of Residential Life. It consists of faculty members with specific knowledge or
skills to evaluate the disciplinary incident in question.

A student may have a student or faculty advocate present during the DC hearing-process; for moral support and as a character
reference.

The general process is as follows:

Before DC Hearing:
e Student or adult brings concern to Dean.
*  Dean and others investigate and gather information on concern.
»  Dean refers case to the DC for a hearing.
e Student writes statement of what happened (Student Statement).
*  Parents are informed of concern and plan‘to hold a DC hearing. (Note: Parents do NOT participate in the DC hearing)
e Student is informed of plan to holda DC hearing.
»  Student prepares by writing a statement to share at the hearing (Student Reflection).

During DC Hearing:

*  Deans introduces committee and purpose.

*  Deans reviews facts, including Student Statement.

»  DCasks questions of the student or other clarifying questions. The purpose of this is not only to learn about the incident itself,
but the circumstances that led to a student making a poor decision, if a mistake was made. Most importantly, the DC will ask
the student to reflect and think of ways to avoid another poor decision in the future.

»  Student reads prepared statement (Student Reflection) and adds any other relevant comments.

*  Student and advocate are dismissed and DC discusses.

*  The DC decides an appropriate consequence for the infraction. It is possible that the DC would find that no consequence is
necessary, based on the circumstances. Possible consequences may be found in the “Disciplinary Response” table.

»  Dean may offer suggestions or guidance to the committee, especially to provide knowledge or context to how similar cases
have been handled in the past.

»  DCreaches consensus and makes recommendation to HOS.

After DC Hearing:
»  HOS makes final decision and shares with Deans.
»  Deans meets with student to deliver outcome of DC hearing and decision of HOS.
*  Deans informs DC of Head’s decision.
»  Deans writes letter to parents to inform; possibly meets with parents in person. Letter will be kept on file and is shared with
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student’s advisor, grade leader, division head, and college counselor. In cases of academic malpractice, IB coordinator and
department leader are included as well.

»  Student discusses outcome with advisor, allowing for reflection and planning moving forward. If necessary, arrangements are
made for future meetings with Deans or others.

*  *Inthe case of suspension from school, student will meet with school counselor or Deans prior to returning to classes.

Detention

This consequence requires students to serve time at lunch, before, or after school with a teacher or dean for infractions of minor
classroom rules or behavior. Time during lunch or after school gives students the appropriate amount of time and space to reflect on
their actions, make amends, create a plan for better behavior and to complete work in a solitary distraction-free environment.

Campus Restriction

Students who receive conduct reports or who otherwise warrant campus restrictions will forfeit their free time and campus privileges.
Students will not be allowed to participate in non-academic school events and will be restricted to their room, their dorm hallway, or in the
case of day students, another area where adult monitoring is constant. Campus restrictions might be scheduled during weekend hours.

Campus Work Project

Most campus restrictions will include a campus work project aimed at making our campus a more-beautiful place. Students will be
assigned campus work projects in the dorm, the dining room or outside on the grounds. Campus work projects might be scheduled
during weekend hours.

When students fail to accept or respond to campus restrictions and campus work projects they receive an escalation of the penalty.
Students, parents and adults on campus will be given full details of all restrictions so that enforcement and supervision is carried out.

Suspension

Suspension from the community for a limited duration indicates that a student’s behavior has endangered his or her continuation at the
Academy. A student placed on suspension might not attend classes or school events on or off campus. A suspension may be served
on or off campus, and this determination is at the discretion of the Deans of Students and the Executive Head of School. Students
are expected to make up any missed schoolwork, and teachers are not obligated to re-teach missed material. The student might lose
current leadership positions, where appropriate.

Probation

When a student breaks a major school rule,-they might be placed on probation. While on probation, any violation of a major school
rule or accumulation of minor rules may result in expulsion from the Academy. During the probationary period, students have the
opportunity to prove by actions and attitudes that they desire to become a contributing member of the community. Probation is far more
than a warning; it indicates that'a student has been given one more chance to succeed.

The probationary period is a time for personal evaluation and reflection, a time to repair damage done to relationships and to gain a
better understanding of self in an effort to prevent behavioral problems from happening again in the future.

Separation & Expulsion
There are two forms of dismissal at Keystone Academy — Separation and Expulsion. Each indicates that a student’s behavior is so out
of keeping with Academy standards that removal from the community is warranted.

A student who has been separated from the Academy is not permitted to return to campus until after the school year has ended.
Students who have been separated may reapply for admission to the Academy depending on the time of year. A return to campus for
any reason during suspension would require the approval of the Deans of Students or Executive Head of School. It should be noted
that a request to return to campus would only be honored in the most extraordinary circumstances.

In the case of Expulsion, the student would not be readily readmitted in the future and is not welcome on campus until a year after his
or her class has graduated.
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Keystone’s Duty to Report Violations of Major School Rules to Colleges & Universities

Keystone, in its admission process, asks candidates to disclose if they have been involved in any disciplinary issues at their current
schools. Most English-language Colleges and Universities have similar processes. If you have been caught violating a major school rule,
it will be quite intimidating to admit your mistake on a college admission application. It has been our experience, however, that “honesty
is the best policy” when it comes to past discipline and college applications.

We say this for a number of reasons:

1. Colleges and universities very often ask school officials if applicants have been involved in disciplinary action related to
major school rules. If asked, consistent with Keystone's statement of community values, we have a duty to be truthful in our
relationships with colleges and universities. We need to be in fact who we say we are in print.

2. In the same way that Keystone officials must be forthright in their relationships with other institutions, we hold the same
expectations for our students and parents in all their communications with Colleges.

3. Often, the manner in which a student responds to a violation of a major school rule and our discipline process — the learning
and growth that occurs when a student owns up to their mistake and makes modifications in their behavior — can be a
significant positive factor in a college application. As we often say, Keystone Academy is about learning. Not all learning takes
place in the classroom. College admission offices are interested in the whole person, not just a set of grades or test scores.

Your reputation and integrity are key elements in your strength as a person. The worst-case scenario is when a student does not
disclose a major disciplinary action, and the college asks and finds out from Keystone officials that the reality is different from the
application. This is very damaging to a student’s chances for admission. It is far better—indeed, the right thing to do, not only the most
“effective” thing to do — to remain steadfast in your integrity, disclose a mistake and tell the college how you learned from that mistake.
Your advisor and college counselor will provide support in this process. If you have.any questions, your advisor is a great place to start.

FACILITIES AND SERVICES

Campus Safety & Security

Keystone Academy maintains a commitment to provide a safe and secure campus 24 hours a day, seven days a week. Public Safety
Officers are located at the gatehouses and on the.ground floor adjacent to the Student Center and routinely patrol the campus grounds
24 hours a day. They are accessible to students and teachers at all times of day or night.

The safety, security and welfare of students is a top priority for all of us. The Academy has Emergency Preparedness Plans for many
situations and conditions. The Director of Security is responsible for instructing teachers, non-teaching staff and students in the policies
and procedures of emergency readiness. These trainings are ongoing, and held in a matter-of-fact way, so as not to cause undue worry
or stress. We believe that preparation and knowledge can, and will, conquer fear and confusion during any time of crisis or emergency.

We acknowledge that planning for moments of crisis can cause discomfort. It is not easy to think about children being confronted with
emergency situations, but the more we try to predict the worst, the better we will be to handle events and prevent them.

Minor Event

Some emergency events will be localized and contained. Students should follow instructions from the adults (teachers, dorm
parents, coaches, advisors, or administrators) in proximity to them. Students will calmly and quietly proceed to a safe area and
remain there until the threat has passed and further instruction is given.

Major Event

Should a major event threaten the safety of all or a large portion of the school community, all students will carefully and calmly
exit their current location and gather at the assembly point in the middle of the track. Students will assemble by grade level or by
dorm hallway, if the event happens after 7:00pm. Teaching staff will take attendance and give further instructions. Whether the
situation is real or a drill, cooperation is always expected and necessary.
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Fire

Whether the alarm is a drill or a true emergency, cooperation, calm and immediate response is expected from all members of
the community. To insure fire safety, occasional fire drills will be conducted. Tampering with fire safety equipment, alarms and
extinguishers is dangerous and absolutely prohibited.

When an alarm sounds, evacuate the building immediately and go to the assembly point that has been pre-determined by the
dorm head, teacher or other supervising adult. Do not use an elevator. If the following can be done safely upon exiting, students

should:
. Check if there is smoke get into your room before opening the door.
. If there is no smoke, then leave your room via nearest safe exit.
. CLOSE the door behind you when you leave your room. Put the “All Clear” sign on door handle from outside.
. If smoke blocks your route, stay low, then use alternate exit.
. Once outside, walk to the designated assembly area (sports field) immediately.
. In the event of the hallway is filled with smoke, close the door and block any seams round the door with cloth, tissue
or tape, then call for help through the window.
. Use fire extinguisher to put out if it's a small fire ONLY if safe to do so.

Once at the assembly point, stay there until an accurate head count is taken and you are given further instructions.

Visitor Policy
The School is committed to providing a safe, secure and welcoming campus environment for students to learn and to grow. Parents and
Keystone employees can contribute to these goals through complying with the policy outlined below.

In the COVID Prevention and Control times, Keystone community members should follow the Campus Access Control Policy issued by
Health, Safety and Risk Management Committee.

Please ensure visitors follow the Visitors Code of Conduct in the bottom.

Visitors are welcome to come onto campus after making an appointment with Keystone employees. Security Office should be notified in
advance if expecting a group of visitors. For unexpected visitors, the security quards will attempt to contact the Point of Contact (POC)
and ask for permission. The Keystone employee (POC) may reserve the right to deny entry in such circumstances.

Visitors should be accompanied by the host all the time on campus. Visitors must remain in approved areas only. Any individual who
disrupts the academic environment, acts in a disorderly or uncooperative manner, damages school property or violates campus rules,
will be required to leave the premises. Such individuals might be prohibited from coming onto campus again.

Visitors are welcome to attend public events, such as athletic events, concerts, etc. Admission to school can only be made after the
visitor's name has been submitted to the Security Office prior to the date of the visit. If this is not possible, then other appropriate
security procedures should be followed.

Groups of visitors wishing to visit the school or facilities need to be approved by Assistant Head of School (Business), or Executive Head of
School. Typical exceptions to this would be when the Admission Office conducts their information sessions and tours for prospective parents.

Visitors are not allowed to take student photos and class photos. Visitors must put their cellphones and cameras away once they come
to the upstairs of the academic buildings.

Family and friends of residents can stay in the residential tower. All residents must notify the Security Office and the Government Affairs
Office, prior to the date of the visit. Residents are responsible for educating their family and friends on all matters of security, visitor

policy and emergency procedures.

Parents are welcome to come onto campus with their ID cards. Parents wishing to bring a non-card owner onto campus must do so
through the Admission Office.
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All visitors must sign the visitor register at the gate and wear a visitor pass all the time while on the campus. Any visitor who is on school
grounds without wearing a visitor pass will be requested to display the visitor's card or leave the campus.

Only school visitors may have meals in the school dining halls. Requests for visitors to have meals in the school dining hall should be
approved by the heads of the host offices/departments and submitted to the Catering Manager in advance. For hosting 3 or more
visitors at one time, the meal cost will be booked into the host department’s budget. The host should inform visitors of the school eating
protocols including no using electronic devices in the dining halls.

In emergency situations or emergency drills, visitors should follow directives from security guards or from their sponsors.

At the end of a visit, the host should escort visitors to the front gate to sign out and return the visitor's card.

Visitors Code of Conduct

Wear the visitor pass all the time while on campus.

No smoking indoors and outdoors.

Do not take photos or videos of any students.

Respect the student and the personal space.

Use designated adult bathrooms; Avoid get into changing rooms.
Evacuate the buildings via exit route upon hearing the fire alarm.

o U AE W

The Dining Hall

The Dining Hall provides a pleasant environment in which community members can’gather and eat. Most meals in the Dining Hall are
served buffet style with open seating. Students take responsibility for maintaining the cleanliness of the Dining Hall by cleaning their
tables and expecting the same from their peers. Keystone Academy is sensitive to the issue of food waste and asks that community
members only take the amount of food they are able to consume. Students are welcome to ask for a second serving once everyone
has been served.

Breakfast is provided for boarding students each morning before school begins. Boarders must attend breakfast and sign in with the
teacher on duty with their keycard.

During the school week lunch is served as-a buffet meal. All students (day and boarding) are required to attend. Dinners are provided
for boarding students and residential families each evening. Most dinners are buffet-style meals and, while students are required to
attend, they may do so at their leisure during the time the meal is offered.

Please do not go to the dining hall before the meal service starts.

Food is never to be taken out of the dining halls, unless it is one piece of fruit, such as a banana. Other food must be eaten in the
dining hall. Do not take food out in containers, or to your apartments, or to other areas of the campus. Do not take dishware out of
the dining halls.

Phones, laptops, or other electronic devices are not allowed for use in the dining hall.

Health Center

The goal of the Keystone Academy Health Center is to help students maintain good health, develop healthy lifestyle habits and to
provide health education and wellness programs for the community. The extension for the Health Center is 3000. nurse duty phone
number is 18710190387. Students are required to have current and active health insurance with documentation at the Health Center.

Hours of Operation:

Monday-Friday 7:30am-5:30pm
After 6:00pm Nurse on-call for emergencies
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Saturday and Sunday Nurse on-call for emergencies
The Health Center can be reached during operating hours at extension 3000 from any landline within the school.

In an effort to provide the best possible care for our students, parents are required to complete our Health Information Form and
submit it to the school. Additionally, a full medical report from the family doctor is required on file in the Health Center prior to the start
of school. This information is required on file with the Health Center by August 15. Parents must notify the Health Center in writing when
there are changes to health coverage or health conditions. Failure to submit documentation of health insurance or any other medical
forms will result in a student not being able to participate fully in the Keystone program.

Physicals & Immunization Records

Keystone Academy requires every student to have a physical exam (on or after 1 April) with a practicing physician for enrollment
purposes in the upcoming school year. Parents must provide the Health Center with the completed physical exam report and detailed
immunization records. These items are required on file with the Health Center by 15 August of each year. Keystone Academy does not
provide physicals or vaccinations. Failure to submit required physicals, immunization records, or other health information forms will
result in a student’s restriction from classes or the dorm. Keystone will comply will all government-mandated health requirements, and
expect parents to support us in doing so.

Health Center Staff
The Academy employs a full-time staff including one medical doctor and a team of nurses. The health center staff:

*  Provide medical care for students.

*  Maintain health records for all students.

*  Administer medications as instructed by a doctor’s order.

*  Provide recommendations regarding health and wellness of students to:the administration.

*  Perform health assessment examination, testing and monitoring:including vision, growth and weight, and nutritional status
upon request.

*  Administer emergency care and first aid treatment to students and staff.

*  Organize workshops related to health issues.

e Inform the administration when management and education regarding infectious disease prevention and control is warranted.

*  Ensure that the operations of the health services at the school meet PRC legal requirements.

*  Notify parents to have appropriate vaccinations done for their child according to the national Vaccination Program.

Health Information
Health records are maintained confidentially in the Health Center. Selected health information may be shared with homeroom and
classroom teachers, and administrators when it is relevant to the student’s safety or the safety of the community.

Routine Health Care

The nursing staff offers basic first aid and medical care in a supportive and professional environment. The nursing staff is supported
by several area hospitals and clinics who provide emergency treatment and/or advanced medical care (including dentistry) should it be
needed. The Health Center has contacts with area specialty medical providers and will work with families to provide a referral upon request.

Health Center services for basic first aid and care are included in the cost of tuition. Keystone Academy and the Health Center do not
cover the cost of advanced or specialty medical care. Students who require hospital services will be charged for admission and any
treatment costs incurred by the Academy.

Parents should make arrangements for routine medical, dental or health appointments during the weekends or on school vacations
to limit academic interruptions. Boarding students and their parents who live outside a two-hour radius of the school, who require
follow-up appointments for medical treatment, should work closely with the Health Center staff when scheduling medically necessary
appointments (those not considered routine). Transportation to, and supervision at, medical appointments is available Monday through
Thursday, strictly by coordinating with the Health Center and only upon availability. Fees incurred for these services are billed to the
family.
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Infectious Diseases

For the wellbeing of the school community, those showing signs or symptoms of illness are encouraged not to come to school. Students
who have, or had, a fever should stay at home until body temperature has returned to normal for at least 48 hours. Parents should
contact the middle or high school office by 8am on a daily basis to report student absence. In specific cases in which the government
has issued orders related to health epidemics, the school will comply with the directions as required by law. This may include mandatory
certification from Konggang Hospital before a student returns to school after being out with a contagious illness. Specific instructions
will be shared with parents in these cases.

Accessing the Health Center

If a student becomes ill at school they should report to the Health Center for evaluation during their free time. Students should not miss
class in order to go to the Health Center unless their symptoms of illness are such that they would interfere with the student’s ability to
function normally in class. If a student must be excused from a class, he or she must have a note from the classroom teacher in order
to be excused to visit the Health Center. When unsure if symptoms rise to the level of requiring absence from class, students are free
to consult the nurses for advice. Boarding students may call the nurse at extension 3000 at any time if feeling unwell, or visit the nurse
during office hours in the Health Center.

* If astudentis too sick to go to class and needs to go to the Health Center during a class, they must be in the Health Center at
the beginning of the class period to be excused from the class. The same holds true for non-academic expectations such as
school meetings, meals, KAP, etc.

* If astudent is too sick to go to class, they should expect to stay in the Health Center during KAP and dinner and, if medically
cleared, to be released directly to their room for the evening upon discharge.,

*  If astudent is sick enough to miss all of their classes, they should expect to sleep in the Health Center that night or go home,
if possible.

*  If astudent is sick enough to miss classes on Friday, they should expect to be restricted to their room on Friday night in order
to fully convalesce. They may not participate in any evening activities on or off campus. Additionally, they might be restricted
from all weekend activities pending nurse evaluation and medical clearance.

*  If astudentis unable to complete an assignment because they are sick and in the Health Center, they should e-mail or call their
teachers as soon as possible to acknowledge that assignments will be late and to make arrangements to turn in assignments.

»  Students are encouraged to get adequate sleep each night and are not permitted to use the Health Center to nap during the day.

*  Students who are ill for more than 24 hours, and who live within a two-hour radius, may be sent home until well. Parents will
be contacted to make arrangements for care. Students who live further from home will be continually cared for by the Health
Center and residential staff regardless of the length of their illness.

Parents will be contacted by the Health Center staff to discuss the care plan or, in the case of a day student, to arrange for pick up when:
»  The student is too ill to attend class due to fever, vomit, diarrhea, conjunctivitis, or other contagious diseases.
*  The student’s condition is unknown and requires a doctor’s assessment.
*  The student’s condition is developing and needs treatment from a doctor.
»  The student has a suspected contagious condition and needs temporary separation from the rest of the community.

A boarding student in need of medical attention when the Health Center is closed should locate a dorm parent or a teacher on duty,
even if this means waking someone up. The dorm parent or teacher will then contact the on-call nurse for instructions. In the event of a
medical emergency, students will be transported directly to the emergency room at the hospital. If a student is not able to get in touch
with his or her dorm parent, they may dial x3000 directly from any landline on campus.

Health Issues Especially for Day Students:
It is assumed that day students who are absent from school owing to illness will continue under the care of their family physician.
However, the Health Center is available in an emergency while on campus. As with boarders, day students are subject to the previous
outlined rules for accessing care in the Health Center during the school day.
* If a day student becomes ill at school they should report to the Health Center for evaluation and release. Parents will be
contacted by the Health Center staff to arrange for pick-up.
»  The Health Center does not provide medical transportation services for day students, except in the case of an emergency.
*  Day students who are ill in the morning should remain at home. It is important to the health of the community that students
who are ill do not attend class.
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*  Students must be rid of fever for 48 hours before returning to school.
»  Day student parents should contact the Main Office by 8am on a daily basis to report student absence.

Medication
The purpose of this policy is to provide for safe and effective use of medications and the best physical and emotional health of our
students.

The Academy will have some over-the-counter (OTC) medications and may administer them to students. If a student requires prescribed
medication during the school day, a parent must send a signed {Medication Authorization Statement) or e-mail giving the Health
Center staff and, therefore, Keystone Academy permission to administer the prescribed medication. The medicine should be properly
labeled with the child’s name, and details of the medication should be included. The medication must be given to the nurse and only
administered under the nurse’s supervision. Under no circumstance should a student self-administer medication at Keystone Academy.
Medications will only be administered as indicated by a licensed physician or in the case of over-the-counter medications, as indicated
on the package for the student’s particular age and duration. Any student taking or possessing any medication must report to the
Health Center staff. Health Center staff make note of medication use in the student’s file and dispense all medication.

Itis a violation of the Academy'’s rules to have prescription, over-the-counter medication or Traditional Chinese Medicine in dorm rooms
or on one’s person. Some students may have written permission to possess a certain category of medications, for example, inhalers,
acne creams or EpiPens (please contact the Health Center staff regarding written permission requirements.)

Parents are encouraged to call or e-mail the Health Center to check on their child's compliance with their medication plan. Though the
Health Center will issue reminders initially, it is the responsibility of each student to receive his or her medication from the Health Center
at the designated time.

If a boarding student is prescribed medication as a result of an illness or injury while at school, the prescription will be filled at a local
pharmacy or hospital and the cost will be charged to the family.

In the event of an off-campus trip or on the weekends, the nurse may delegate the administration of prescription medications to
another responsible adult.

Medications not picked up at the end of each school year will be discarded.

Allergy Alerts
It is the parents’ responsibility to informthe Academy (nurse and advisor) about a child’s condition when it comes to allergies. In
addition, parents must:

*  Provide the nurse with-a-physician signed Allergy Action Plan and prescribed medication (EpiPen, for example).

»  Teach the child to recognize the signs and symptoms of an allergic reaction.

It is the responsibility of the teachers to:
*  Recognize the signs and symptoms of life-threatening allergic reaction and identify the item that may have caused the reaction.

It is the responsibility of the nurse to:
*  (oordinate education and management efforts between the school, parents and student.
*  Keep current on information regarding student allergy status.
*  Keep medication on site, in good condition and valid for use.
*  Provide education and training to teachers on the use of prescribed medications.

Parent Communication
Two-way communication between home and school is expected when it comes to the health and wellness of students.
»  When a student is sick while at school, the nurse will contact the parents. If a parent is unreachable, the emergency contact
will be contacted. Parents are encouraged to cooperate with the nurse to manage and improve the student’s health condition.
*  When the student is absent due to illness, parents are encouraged to inform the nurse of the situation.
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*  When medication needs to be kept at school for a daily dosage, the medication must come with a doctor’s order and specific
instructions.

School Liability insurance for accidental injury

Regarding accidents happened on campus or during activities organized by the school, the school has purchased liability insurance, which
may cover part of the medical expenses from approved public hospitals per insurance policy. All coverage and related reimbursement
will need to be reviewed and determined by the insurance company.

Air Quality Index (AQI)

Keystone Academy is committed to ensuring that students, staff and visitors have access to clean and filtered air inside all school
buildings, particularly on days when the external air quality is poor. The quality of the air inside and outside the school buildings is
tested and monitored regularly. Outdoor activities may be restricted or cancelled across the school if AQ! levels are deemed to pose
a health risk.

Updated AQI information is posted from Keystone HUB and PortKey, through electronic message boards and signage to alert students
and staff of the air quality.

We ask parents to notify the Health Center if a child has respiratory problems so that we can have the'information on file. It is important
for students to understand their health limitations and we ask parents to have conversations with their children prior to enrolling at
Keystone.

In late 2013, the Beijing government issued a new policy making the public aware of a situation they have labeled “Red Alert.” This
policy states that schools close if the government predicts the Air Quality Index will be 300 or higher on at least three consecutive days.
If the Red Alert is issued, Keystone will send messages via SMS and e-mail to.alert our families of the situation.

Weekend Residential
On weekend residential trips and events, AOD will make the final determination if the trip will go ahead based upon the above, and this
should be communicated to trip leaders. Alternative duties or activities may need to be considered.

Pre-Purchased Tickets or Events

In the event of a high AQI that prohibits participation by students, refunds should be sought if possible. If a refund is possible then
the event will be cancelled or postponed..If un-refundable the event can continue, however all students (and staff) will be required to
wear a mask.

AQI Readings

Keystone Academy uses information from the following government website as our AQl standard: https://agicn.org/city/beijing/
shunyixincheng/cn/
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Keystone Libraries

Library Mission
Keystone Academy Libraries cultivate a community of learners enriched by the joy of reading and the exploration of ideas.

The Middle School Library is located on the ground floor of the Main School Building, and the High School Library is located on the fourth floor.
Both are designed for social interaction, group collaboration and independent research. The library fosters a community of learning and literacy
that leads to high academic achievement, independent reading and research, and educational collaboration throughout the school.

The Library as an Intellectual & Social Hub

We hope the library is the heart of the school for social interaction, academic pursuits, guided study, and independent research. Our libraries
are warm and friendly, inviting places to relax, read, create, and make new friends. Parents and family members are encouraged to come by and
browse, borrow, read, rest, relax, and volunteer. Speaking on a cell phone is not appropriate in the library, for students or parents.

Library Services

The librarian empowers students to be critical thinkers, enthusiastic readers, skillful researchers, and ethical users of information. The
library staff assist students in finding appropriate research sources and online information, topics for research and books for pleasure
reading. The librarians partner with and assist teachers who schedule weekly instructional classes:in the library.

Visiting the Library

Students and staff are welcome to visit the library during hours of operation. Newspapers, magazines, books, references, and online
database are available for independent reading and research. The library hosts special events, author visits, book clubs, book fairs, and
various library promotions throughout the calendar year. Please contact with-one-of the librarians to schedule additional time, tours,
orientations, programs, and special events in the library.

After School
Keystone libraries are open to all community members between 3:30 to 5:30 pm during a regular school day. However, primary school
students, in any Keystone library, must be supervised by their parents or guardians at all times.

Circulation Policies
Maximum checkouts for a student: 5 items
Maximum checkouts for a family account: 5 items

If a student needs more books for research, please consult librarians. Library materials may be renewed online or through the librarians.

Online Catalog
The library website may be used to find information about the Keystone library, including reading lists and links to resources. Keystone
utilizes the Follett Destiny online catalog system which is accessible through the school website.

Computers in the Library

Students may bring their laptops to the library or use the public computers on an as-available basis. Library equipment is intended for
library and school-related activities only. Students are expected to adhere to school sanctioned technology use guidelines concerning
responsible computer and Internet use.

Library Rules

*  Nofood or drinks in the library, unless approved by the librarian.

*  Respect the library as you would your own home, office or classroom: wipe feet, push in chairs, pick up trash, and set books
on carts for re-shelving.

»  Patrons are expected to behave in a courteous manner. We ask that patrons maintain a quiet and considerate atmosphere,
and respect the rules of the library at all times.

*  No cell phone use in the library during the school day, unless approved by the librarian.

»  Earphones should be used while listening to audio/video files.
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*  Students should come to the library for reading, learning or research.

»  Students who are visiting the library during class should have permission from their teachers.

*  Please leave the library as librarian staff instruct at the end of a school day.

»  The library does not charge for overdue materials, but does assess fines for lost or damaged items.
»  Computers should be used in accordance with our Acceptable Use Policy at all times.

Athletic Facilities
The Academy has state-of-the-art fitness facilities available to students during supervised activity times each day, including on the
weekends. Our facility consists of:

A multi-purpose gym (38m*36m) that can be used as:
*  Astandard basketball court with 800 seats.
*  Or 2 standard basketball courts.
*  Or 6 badminton courts.
e Or 2 volleyball courts.

A second gym (35m*20m) with as much versatility as the larger gym that can function as:
*  Astandard basketball court.
e Or 2 practice basketball courts.
*  Or 3 badminton courts.
e OrAvolleyball court.

An eight-lane swimming pool.

An indoor (150m) and outdoor track (400m).
Two football fields.

And seven squash courts.

Fitness Center and Gym Rules

Students must be supervised by a teacher at all time when engaging in any physical activity in the gymnasium or in the fitness studio.
Supervised hours of use Monday through Friday include: selected morning exercise classes, KAP and open gym from 4:30 to 6:00pm
daily. Weekend gym hours are posted weekly and supervised by the weekend duty teams. Boarding students who have been trained by
Athletic staff may use the fitness center in.groups of three: three students or a mixture of three students and adults.

Swimming Program

It is intended that every Keystone student will learn to swim before they graduate. This is an important life skill. While we can’t promise
world-class competitors, we do expect our students to know basic swim strokes and pool safety. Students are involved in our “learn-
to-swim” program through participation in our Physical Education curriculum. Additionally, other aquatic-related activities are offered
in our Keystone Activities Program (KAP).

Pool Rules

»  Students are only allowed on the pool deck or in the pool when supervised by an adult.

*  Students are expected to wear a swimsuit when in the pool. Female students should wear a one-piece swimsuit. Bikinis or two-
piece suits that do not cover the stomach are not allowed. A two-piece could be paired with a suitable top that allows students
to swim unaffected. Males may wear swim trunks alone or paired with a suitable top that allows students to swim unaffected.

»  Students who wish to be in the pool area and who are not participating in a swimming activity are required to remove their
shoes while on the pool deck.

*  Any person with a fever, any open sores or bandaged wounds, is restricted from using the pool.

»  Safety rules posted in the pool area must be followed at all times. Failure to maintain safety is grounds for discipline and loss
of pool privileges.

*  No eating in the pool area; water is allowed, but no other types of beverage.

»  Students are not permitted in the pool or pool area unless a lifequard is on duty.
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Locker policy
Gym locker assignments are made by the Director of Activities.

Performing Arts Center

The Keystone Performing Arts Center is a glorious building, a fine theater, and an intimate concert hall. The building is a deliberate
contrast, in style, materials, and color, to the red brick, classical look of the surrounding academic and residential buildings. This
contrast creates an artistic tension symbolic of the artistic standards that will be maintained on stage. The Keystone Performing Arts
Center is used both by the school and the surrounding community, and will grow into a significant community arts venue.

The Student Center

The Student Center Lobby, located on the ground level of the east dormitory building, provides a lounge area where students can
mingle, relax, study or gather for co-ed and family visitation. Comfortable furniture provides an area for students to connect in a relaxed
environment, to socialize, play games, hold study groups, and visit with parents who come to campus. It contains a school store and
the uniform shop. The store is available to students after the end of the academic day.

Office of the Registrar

The Registrar creates the academic schedule for students and teachers, keeps all student transcripts and official grade reports,
supervises standardized testing, and is the person to contact regarding the communication of records between Keystone and other
schools. Requests for transcripts and teacher recommendations for summer school or transfer schools must be processed through
the Registrar.

Finance Office
The Finance Office is responsible for handling all financial matters for the Academy.

An Automated Teller Machine (ATM) is located on campus at the north'end of the Student Center.

School Store

The School Store, located near the Student Center Lobby, has an array of Keystone school dress and other apparel, snacks and
personal supplies available for purchase. Students can access the store after school hours until 18:30 from Monday to Friday and the
store is open during 12:00-19:00 on Sunday. The Uniform Shop is open from 14:30 to 17:30 on weekdays.

Facilities Office

The Facilities Office handles repairs on campus and the distribution of key cards.

Key Card Loss and Replacement
Boarding students are asked to keep their keycards on their person, visibly, during the school day. To help students build a sense of
responsibility, there is a charge to replace lost Key Cards.

Laundry

Students have daily access to washers and dryers in the dormitories for a fee. They must supply their own laundry soap.

Lost & Found

Students should always try to be mindful of their belongings. When an item goes missing, there are three locations to check for Lost
& Found. The Security Office is the place to deposit lost articles, if you find something that needs to be recovered by its owner, or if
you have lost an item, please come check with the office. There is a second “Lost & Found” in the Athletic Center, and at the reception
areas in both the primary and middle/high schools.
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Mail

There is regular mail service Monday through Friday through the mail room in the East Residential Tower. Additionally, packages are
received in the “feng chao” system located in the north side of the residential buildings. All residents should take away packages from
the “feng chao” system and mailroom as soon as possible in order to ensure there is room for everyone’s goods to be delivered. No
one should interfere or tamper with mail that is not their own.

Transportation Office
The Transportation Office coordinates bus contracts, bus routes and supervision, special requests and concerns regarding the bus
services at the Academy.

Student Images and School Media
Images of students are often used to share and celebrate the great work happening within our school. Please note that student images
may be used in print or electronic media at the discretion of the school.

COMMUNICATIONS

E-mail & Telephone

Members of the Keystone Academy community (students and teachers) are expected to check their e-mail several times a day and to
respond to inquiries in a timely manner. If a student has an urgent request from a teacher, they should respond immediately, but should
not miss a scheduled class or activity to do so.

Parents are asked to check their e-mail, SMS messages and phones regularly and to respond as quickly as possible to queries from the
school, especially when it involves a child’s absence.

Messages
Should an emergency arise, parents may reach students.by calling the High School Office or the Middle School Office. The offices are
open from 7:45-4:40 daily.

Inclement Weather Notification
The school notifies families of schedule changes resulting from inclement weather through its e-mail and cell phone emergency
messaging system. Families may also consult the school website for complete schedule modifications.

Parent / Student / Teacher Conferences
Formal Parent/Student/Teacher conferences are scheduled each year in November. These meetings serve as an important link between
home and school, allowing teachers, parents and students to communicate openly. Student-led conferences are held in the spring.

Curriculum Night
Scheduled annually, near the start of the school year, the evening is an opportunity for teachers and parents to meet. Teachers will talk
about their curriculum, classroom expectations and communication. We encourage parents to attend this event.

Keystone Academy Parent Teacher Association (KAPTA)

KAPTA is the constituent support organization at Keystone whose purpose is to further the interests of the school, its students and
staff. This vital organization promotes fellowship among members and assists the school as needed for special events, athletics and
arts programs, educational initiatives and teacher appreciation celebrations.

The mission, as a volunteer organization, is to foster the intellectual, physical and moral wellbeing of children in all phases of

development at home, in school and as members of the Keystone community. Cooperation and communication between parents and
school personnel is the lifeblood of this organization.
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APPENDICES

Keystone Community Charter: A School in Partnership

Keystone Academy wishes to nurture a partnership between parents, guardians, visitors, community and the school, in which all
relationships are based on mutual respect, trust and a spirit of collaboration in accordance with the Keystone five shared values of
Ren, Yi, Li, Zhi and Xin, translated as compassion, justice, respect, wisdom, and honesty.

Al members of the Keystone community are expected to:

*  model responsible and respectful behavior within the school community in both the real and the digital worlds;

* treat every member of the school community with courtesy and respect;

* listen, talk collaboratively and share relevant information to understand and resolve any issues, misunderstandings or con-
cerns;

*  respect the privacy of every member of our school community;

»  uphold the school expectations and guidelines that are in place for the wellbeing and effective learning of students;

*  contribute to a safe school community where there is no tolerance for intimidation, bullying or harassment;

»  adhere to the commitments made at the time of enrolment or registration to the values and expectations of the school com-
munity.

Audience Etiquette
In order to establish basic expectations during attendance at school events, examples being but not limited to, coffee mornings,
presentations, meetings, class performances, exhibitions, concerts, and celebrations, we agree that:

»  The use of electronic devices, including mobile phones, pagers, video recorders, iPads, gaming devices, or other devices that
either emit sound or light or are used for recording, storing or relaying information in a digital form, is to be in accordance with
individual event protocols displayed prior to the event.

*  We show respect by limiting conversations, switching off electronic devices and taking responsibility for accompanying children
with regards to movement and noise.

Personal Privacy and Intellectual Property
Personal privacy is not only a basic right but also respects the individual’s right to control how and for what purpose their individual
information is used.
»  Photography or video recording-of students, staff, school property, school documentations, exhibits, signs, and the like is not
permitted.
*  Noimages or recording of students or community members are to be taken inside or outside the academic building or in public
or shared spaces‘on campus.

Communication
We believe staff, parents and children are entitled to a safe and protective environment in which to work and learn. It is expected that
all communications be carried out in a respectful and meaningful way.
* Al members of staff, children and parents should be spoken to in a calm and civil manner.
»  Physical attacks and threatening behavior, abusive or insulting language, verbal or written, to staff, parents, children or any
other users of the school premises will not be tolerated.

By becoming members of the Keystone Academy community either through enrolment or employment, all members are expected to
uphold and abide by the values and expectations outlined here and found in more detail in Keystone Academy Community Handbooks.
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PROMOTION, CERTIFICATES & GRADUATION

Students at Keystone Academy are held to high academic and personal standards.

The Secondary School at Keystone Academy offers the Middle Years Program (MYP) and the Diploma Program (DP) of the International
Baccalaureate (IB). In addition, the Academy also offers Chinese Thread compulsory courses that promote Chinese culture and identity
in a world context.

PROMOTION

Grades 6 to 8

In grades 6, 7 and 8, judgments on promotion, repeating, or even leaving the school are based on academic achievement as well as
other considerations, and are resolved through conversation with families. In the case of promotion from grade 8 to 9, students with
grades of 1 or 2 in College Required Courses' (CRCs) may be required to complete compensatory work, paid for by the parents, before
beginning grade 9.

Grades 9 to 12

In grades 9 to 12, judgments on promotion, repeating, or even leaving the school are influenced by, but not limited to, academic
achievement and meeting the expectations of our three keystones. Starting in grade 9, course results are recorded on the student’s
transcript that is sent to colleges. Courses with scores of 1 or 2 are considered failing and will receive no credit. Credit is awarded for
courses with final grades of 3to 7.

Academic Requirements for Promotion in Grades 9 and 10

In order to support student preparation for university, grade 9 and 10 students must earn a passing grade in all CRCs and a grade of
4 or better in at least two CRCs. In addition, students cannot have more than one failing grade (1 or 2) in a non-CRC. In the event that
students do not achieve this, they may be required to repeat a grade, exit the program or enter into a support program, paid for by
the parents. Consultation with teachers, counselor, advisor, IB Coordinator and Heads of Division will form part of the decision- making
process.

Academic Requirements for Promotion in Grade 11

Students in grade 11 must pass at least five IBDP courses and earn at least a final grade of 4 in two CRCs. Students must also be
“meeting expectations” or “exceeding expectations” in the Theory of Knowledge (TOK) course and the Creativity, Activity, Service (CAS)
program, and making satisfactory progress towards completing the Extended Essay (EE). In the event that students do not achieve this,
they may be required to repeat grade 1.1; exit the program or enter into a support program, paid for by the parents at the discretion
of the Head of High School in consultation with the Assistant Head of High School and the Executive Head of School.

Additional Requirements for Promotion in Grades 9 to 11

Students must demonstrate appropriate proficiency in the three keystones in order to be promoted in grades 9 to 11. Students who
do not demonstrate appropriate proficiency may be required to complete summer activities to demonstrate growth in these areas.
Students who do not make sufficient progress may not be able to continue at Keystone Academy.

Requirements to Continue as an IB Diploma Candidate

Generally, students in grade 11 will begin by pursuing both the Keystone Diploma and the IB Diploma. Continuation as an IB Diploma
Candidate over the two-year period of 11th and 12th grade requires that the student show satisfactory progress in all courses and
components of the program. The following outlines cases where students may be required to drop their status as an IB Diploma
(Candidate. Decisions on continuation as an IB Diploma Candidate will be discussed with the student and parent, but will be decided by
the Head of the High School in conjunction with the IB DP Coordinator.

" Courses in the following subject areas are designated as College Required Courses:
1. Language and Literature 2. Language Acquisition 3. Individuals & Societies 4. Sciences 5. Mathematics.
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*  If any Higher Level (HL) IB semester grade is 2 or less, the class will be changed to Standard Level (SL). This usually means
that the student will not be able to continue as an IB Diploma candidate as they won't have the requisite combination of HL and
SL classes.

*  If any IB HL semester grade is equal to 3, the student will have one semester to get it to a 4. If, after one semester, the grade
is still 3 or less, the class will be changed to SL. This will usually mean that the student cannot continue as a Diploma candidate
as they won't have the requisite number of HL and SL classes.

*  If the 3 HL semester grades add to 10 or less, the student will be changed to SL courses.

*  |f the 3 HL semester grades add to 11, the student will be given one semester to get the total to a minimum of 12 (and all HL
courses to a minimum of 4).

*  If the 3 SL semester grades add to less than 9, the student must drop from Diploma to separate IB Courses.

e EE, TOK and CAS are crucial core components of the Diploma. If a student fails to meet published milestones and deadlines,
they may be required to drop from the IB Diploma to IB Courses. Students are reminded that the EE, TOK and CAS are also
components of the Keystone Diploma and they must complete these requirements satisfactorily in order to graduate with a
Keystone Diploma.

»  Students who fail the first year of an IBDP course may not continue to the second year of that course.

Special Education Needs

Students with Individual Education Plans (IEP’s) and that fall under the School’s Special Educational Needs (SEN) program are
accommodated according to the SEN policy and according to the accommodations outlined by-the IB. These students have the same
expectations to fulfill the promotion and graduation requirements outlined in this document:

IB Projected and Predicted Scores
When needed for university, teachers will provide IB projected grades to our school’s College Counselors for the purpose of the college
application process.

Prior to the final IB exams, teachers will submit formal predicted grades to be sent to the IB as required by the organization.

CERTIFICATES AND DIPLOMAS
Keystone Academy’s Secondary School is divided into Middle School (Grades 6 to 9) and High School (Grades 10-12). The following
certificates and diplomas are awarded in the Secondary School.

Middle School

Certificate of Completion of Mandatory Schooling

Students from grade 6-9 complete eight MYP courses and two Chinese Thread courses. At the end of grade 9, Chinese national students
who successfully complete grade 9 and are promoted to grade 10 will earn a Certificate of Completion of Mandatory Schooling.

High School — Grade 10

Keystone IB MYP Full Certificate

At the end of grade 10, each student who has participated in grade 9 and 10 of the MYP program and who has achieved an overall
minimum standard in all aspects of the Keystone Academy MYP will be awarded a Keystone IB MYP Full Certificate. There are no exit
exams required for the Keystone IB MYP Full Certificates and in the case of semester courses, the final grades will be averaged and
then calculated into the final point total. Please refer to Table 1 below for examples of course calculations.

Minimum standards at the end of grades 9 and 10 are defined as:

a.  Successfully completing seven MYP subject groups including 2 consecutive years in Language Acquisition or two courses of
Language and Literature.

b.  Having earned a total of at least 32 from the eight MYP subject groups and the MYP Personal Project combined, out of a
possible maximum of 56;

¢. Having earned a minimum grade of 3 (maximum 7) in every IB MYP CRC with at least two of them having a grade of 4. One
grade of 2 is allowed in non-CRC courses. All other non-CRC courses should be 3 or higher.

d. Having earned a minimum grade 3 (maximum 7) for the Personal Project;

e.  Having met the expectations of Service as Action to the satisfaction of the school.
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Keystone IB MYP Certificate of Participation
Students entering Keystone in grade 10 and who have only completed one year of the program at Keystone, may earn a one year
Keystone IB MYP Certificate of Participation. The student must meet all the requirements as listed in the section above, with the exception
of completing 2 years in the same Language Acquisition course (or two years of two Language A courses).

Keystone IB MYP Certificate of Recognition
Students who do not meet the requirements of the Keystone IB MYP Full Certificate in grade 10, but fulfill the requirements for promotion

to the next grade, are eligible to earn the Keystone IB MYP Certificate of Recognition. These students may be required to complete a

program of academic consolidation and reinforcement before commencing the IB Diploma Program (IBDP) i.e. summer courses, required

tutor program, etc.

Table 1. MYP promotion samples for grade 9 and 10 students

Successful: Student will be promoted and earn an MYP Certificate.
Unsuccessful: Students may or may not be promoted and will not earn an MYP Certificate.

Explanation of examples in Table 1
Student 1. Successfully met all the requirements.
Student 2. Earned one final grade of 4 in a CRC; must earn at least two final grades of 4.
Student 3. Earned minimum grades of 3 in CRC; however the total is below 32.

Student 4. Earned a final grade of 2 in a CRC and the total is below 32.
Student 5. Earned two failing grades in non-CRC and the total is below 32.
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High School — Grade 12

Keystone High School Diploma

At the end of grade 12, each student who has achieved an overall minimum standard in various aspects of Keystone Academy will be
awarded a Keystone High School Diploma.

The precise and detailed requirements of the Keystone Diploma are in Appendix 1 below. Exceptions to the graduation requirements
are rare and address the needs of students transferring from other school systems. Such exceptions will be approved at the time of
admission.

IB DP Diploma and DP Course Results

Grade 12 students in the IBDP may also earn an IBDP Diploma if they fulfill all the requirements set by the IBO. Students not pursuing
the IBDP Diploma can choose to receive DP Course Results for individual courses. The IBDP Diploma and the IB DP Course Results are
awarded by the International Baccalaureate and not by Keystone Academy.

The IBDP Diploma and the DP Course Results have external examination requirements, IB moderated internal assessment requirements,
as well as other externally assessed or moderated components. For more details refer to the Keystone IB Diploma Curriculum Handbook.

Appendix 1

The Keystone Diploma: Definition and Assessment

Introduction
This document refers to students who complete grade 12 at Keystone Academy, and who have been enrolled at Keystone for four, three,
two, or one years prior to graduation.

All students successfully completing the graduation requirements at Keystone are awarded the Keystone Diploma. This award is
separate from but overlaps with some aspects of the IB Diploma. It is an internal Keystone Academy award, reviewed by Keystone
Faculty and voted by the Board of Trustees for each student, and presented at commencement celebrations in May or June of each year.

General
The Keystone Diploma graduate requirements for Keystone students derive from the school’s mission and its three keystones.

The keystones are:
*  bilingual immersion in Chinese and English;
e building character and community throughout our residential setting;
»  promoting Chinese culture and identity in a world context.

Graduates of Keystone are described in the mission in this way:
Our graduates will possess the intellectual, cultural, and ecological fluency to navigate gracefully in universities, cities, and their
chosen professions. They will know how to apply their emotional intelligence, character, and zest for learning to help develop
and improve the communities in which they live.

Keystone graduates will be ready to launch into university study and demanding careers. They will be able to conceptualize complex
interdependence between people and ideas. They will be able to operate effectively in different cultures and regions. They will be able
to assume responsibility for themselves and their communities, and take action to improve the world for future generations.

The Keystone Diploma
The Keystone Diploma will be awarded to students who complete successfully the following. Any exception to the requirements below

would be adjudicated by the Senior Leadership:

Entering Grade 9, and through Grade 9
*  |B MYP passing and promotion requirements.

63



*  Keystone’s China and the World program.
»  Assessed and appropriate proficiency in the three keystones.

Entering Grade 10, and through Grade 10
*  |B MYP passing and promotion requirements.
*  Keystone's China and the World program.
*  Assessed and appropriate proficiency in the three keystones.

Entering Grade 11, and through Grade 11
*  No fewer than five IBDP Courses, usually including Chinese, English, and Mathematics, all at passing grades, and with at least
a grade of 4 in two College Required Courses (CRCs).
*  Appropriate proficiency in the IBDP core elements of CAS, TOK, and the EE.
*  Assessed and appropriate proficiency in the three keystones.

Entering Grade 12, and through Grade 12
*  No fewer than five IBDP Courses, usually including Chinese, English, and Mathematics, all at passing grades.
»  Appropriate proficiency in the IBDP core elements of CAS, TOK, and the EE.
»  Assessed and appropriate proficiency in the three keystones.

Assessment and Award of the Keystone Diploma
Requirements for the Keystone Diploma will be assessed every year from grade 9 to grade 12.

The *academic’ aspect of this assessment was established from May/June 2015.
The process of assessing the three keystones started in May/June 2017 for the grade 11 class.

The following year, again at the end of the academic year (that is May/June 2018), all 4 grades from 9 through 12 were assessed in
proficiency of the three keystones. This then continued as is in following years.

As outlined above, our three keystones are:
*  bilingual immersion in Chinese and English;
*  building character and community throughout our residential setting;
»  promoting Chinese culture and-identity in a world context.

For learners of Chinese as another: language, proficiency in the first keystone will be demonstrated by passing grades in Chinese
Language Acquisition in grades 9-and 10, and passing grades in Chinese ab initio in grades 11 and 12. In special cases, a student who
has completed grades 9 and 10 at Keystone, passing Chinese as described in the previous sentence, may petition to do a language
other than Chinese for the IB Diploma and, if granted, still qualify for the Keystone Diploma.

For learners of English as another language, proficiency in the first keystone will be demonstrated by obtaining passing grades in
English Acquisition or English Language and Literature in grades 9 to 12. In special cases, a student who has completed grades 9
and 10 at Keystone, passing English as described in the previous sentence, may petition to do a language other than English for the 1B
Diploma and, if granted, still qualify for the Keystone Diploma.

Proficiency in the second keystone will be demonstrated through assessment as outlined in the table called Keystone Academy Character
and Community Assessment.

Proficiency in the third keystone will be demonstrated by passing grades in China in the World courses in grades 9 and 10, and the
bicultural Theory of Knowledge course in grades 11 and 12.
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Keystone Academy Character and Community Assessment

LO1

Descriptors

LO2

Descriptors

LO3

Descriptors

Demonstrates commitment to personal character development

The student:
. is keenly aware and proactive in taking care of their physical, emotion and spiritual well-being
. leads and serves in ways that benefit the common good of the school community
. makes thoughtful decisions that consider self, others, and the common good
. pursues personal enrichment and knowledge through reflection and learning from others
. learns bravely from failures and demonstrate resilience

Displays compassion and concern for others’ well being

The student:
. treats everyone with kindness, empathy and understanding
. treats everyone fairly and takes courageous actions to correct injustices and unfairness
. demonstrates awareness of how his/her social behaviors affect others and acts to promote harmonious

interactions in the community

Demonstrates regard for community and social responsibility

The student:

. serves with generous spirit and makes positive contribution to the community where we live and learn

. shows an understanding of the shared values of the community and seeks to foster harmony, inclusiveness,
and self-control.

. demonstrates an understanding of the environment and exhibits sustainable practices and behaviors at
school and beyond.

. is proactive in developing an understanding of others and demonstrates he/she values others’ ideas and
beliefs.

Secondary School Homework Policy

. Aim

Il Definition of homework types
Il Differentiation for age groups

V. Time allocations
V. Use of planner
VI.  Roles and advice

VII.  Consequences and rewards
VIIl.  Expectations during holidays, summer and extended sick leave

AIM

Keystone Academy believes that the correlation between homework and improved student learning can be based on recent research,
teaching experiences and a solid understanding of the Academy’s unique context. The homework policy aims to provide the school
community with specific guidelines, so that a common approach is used by all stakeholders to meet student outcomes.



1. DEFINITIONS

Homework Types
Type Definition Intended Outcome Application Assessment
Completion | Any work assigned Helps students keep up to | The classroom program (Assessment for
during the school date with the classroom should be differentiated if learning)

day not completed in
class.

program.

a student has completed
homework on a regular
basis.

Viewed by teacher,
understanding checked
as a priority. Self-
management tracked,
time required for
completion.

Practice

Any work that re views
and reinforces skills
and concepts taught
in class.

Helps students practice
newly acquired skills to
develop fluency.

To be effective, practice
homework requires
students to already be able
to independently perform
the skills required.

(Assessment of
Learning)

Viewed by teacher, to
check for understanding,
selfmanagement
tracked. Individual
feedback is given (can
be verbal).

Preparation

Any work that pre
pares students for
upcoming lessons or

Encourages students
to acquire background
information or to bring

Short preliminary readings
or topic specific vocabulary
practice in preparation

(Assessment for
Learning) Progress/
completion n tracked by

classes. their prior knowledge'and | for new material, review of teacher and feedback is
experiences to'upcoming | ideas from previous lessons | provided if required.
units of study. needed for upcoming work.
Extension | Any work that Encourages students To be effective, extension (Assessment for
explores and refines. |, to problem solve, think homework does not require | Learning)

learning in new
contexts or integrates
and expands.on
classroom'learning.

creatively and think
critically.

a student to

learn curriculum content
independently. Instead,
students deepen
understanding and relate
learning to the real world.

Work reviewed and
corrected by

teacher. It is tracked and
feedback is provided.

These definitions are borrowed from the Toronto School Board District Homework Policy: PO36, 2008
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111. DIFFERENTIATION

Homework should not be given for students to learn new material. Homework must adhere to one of the four categories given above.
In an effort to help students to develop selfefficacy and selfmanagement skills, teachers of all grades should indicate how long a
homework task should take to complete.

Grade 6-10

To ensure that students do not spend too much time on one task or one subject, subject can allocate no more than 30 minutes of
homework any given night. For homework tasks, this means that students will work for thirty minutes, or until the task is complete,
whichever occurs first.

Grades 11-12

For students studying in the IB diploma programme, the expectations of workloads and homework loads are increased in both
intensity and duration. Students are expected to have developed sufficient organization and self management skills to effectively
structure their homework and study time. IBDP teachers should give an accurate indication of the amount of time a homework task
should take as a way to help students effectively manage their time.

V. TIME ALLOCATION

To balance the time pressures facing students, the amount of homework students can be allocated is proportional to the amount of
face-to-face class time for each subject. Maximum homework time for each subject, each week is-allocated according to each 75-minute
block. Teachers are advised to help students to manage major longer-term assignments by scaffolding the different parts of the
projects.

Grade Minutes of Maximum minutes Max minutes of
homework per of homework per homework per
block school day weekend
6-7 20 min 80 minutes 80 minutes
(all subjects combined) (all subjects combined)
8-9 30 min 120 minutes 120 minutes
(all subjects combined) (all subjects combined)
10 35 min 140 minutes 140 minutes
(all subjects combined) (all subjects combined)
11-12 Students in the IB DP course should be expected to efficiently manage their time. This includes completing
tasks and homework over the weekends and during some holiday time as a way of maximizing their usage of
time, and minimizing stress. Students in the DP program should be expected to complete 120-150 minutes
of homework each day.

V. USE OF PLANNERS

All students from grades 6-9 at students’ applications, will be provided with a Keystone Planner on a yearly basis. Students are expected
to use the planner on a daily basis to track their homework, and to show parents or dorm parents so their work may be monitored for
guidance. Each grade or student may have slightly different expectations based on developmentally appropriate needs.

Students in grades 11 and 12 will be allowed to use a planning system of their choice if they show success in using their planner in
grade 10. This will be decided in conjunction with teachers and advisors.
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Teachers will post homework clearly in the classroom and ensure that students write the homework in planner as an exit ticket. Teachers
should list the homework to be copied in the same format as students would see in their planner according to the chart below.

Subject Task Type Time
Should be specific so List the type: Approximate time to be
1B group discipline students understand task and Completion spent on task
expectations. Practice
Preparation
Extension

See chart ILi for definitions (this may be

differentiated based on student needs)

English Language Review vocabulary by creating | Practice 30 minutes
Acquisition new sentences with each
word.
Grade 6

Students will have their planner signed by their parents every evening for first semester. If students are successful in completing this
task, and do not have a problem completing their homework, then for semester 2, students need only have their planner signed twice
per week. This decision is made based on the discretion of the teachers involved.

Grades 7-9

Students should have their planner reviewed by the teacher prior to.leaving class to ensure all columns are appropriately completed.
Tasks should be described in sufficient detail that parents or dorm parents are able to understand the expectations of the
task, type of homework, and the approximate time in which the work should be completed. Level of parent, teacher, or dorm parent
involvement in use of the planner will be adjusted based on a student’s ability to use their planner effectively and complete homework
according to expectations.

VI. ROLES and ADVICE

For Students

*  Keep an organized planner with subjects written clearly and any further instructions for homework on the date the homework
is given and a second entry on the date that the homework is due;

*  Refer to the planner at the beginning of the homework period to prioritize the homework tasks (the homework due earliest
should be completed first);

*  Refer to the planner when packing a school bag to ensure all the work is ready for class;

»  Communicate early with teachers if there are difficulties with the homework and write a note in the planner as a reminder of
what was difficult (such as at the beginning of class or via e-mail);

*  Make sure your study environment is free of noise and other distractions to maximize time effectively;

*  Make sure that you are reqularly completing homework in the timeframes given in class;

*  Maintain a good balance — sports, music, drama and other interests are important to your life too.
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For Teachers

Provide homework that is curriculumbased and meets the developmental and individual needs of the student through differ-
entiation and modification;

Ensure the homework assigned is directly related to classroom instruction and consists of clear, purposeful and engaging
activities;

Check homework (refer to homework types and definitions);

Ensure homework needs no additional teaching outside the classroom;

Ensure homework is understood by the student before leaving the class;

Ensure that homework does not need additional resources or technology to which students may not have access;

Teach the skills necessary for the student to complete the homework and become successful independent learners.

For Parents
These guidelines are issued to enable parents to monitor and support your child’s homework. The encouragement and support of
parents and homework clubs are welcome in the completion of homework, however please do not do the homework for them.

Provide a quiet area for children to complete their tasks and minimize distractions and interruptions;

Do not let your child study in their room with a closed door. Also stop your child from continuing to complete homework at
bedtime even if your child is not done;

Check that the work is recorded in the planner and check that it is completed; This will‘help you understand the curriculum;
Write a note in the planner or contact the teacher if there are any perceived problems, the workload is unbalanced or other
interruptions have prevented the homework from being completed;

Discuss the task and guide your children but avoid the doing it for them; instead encourage them with questions and strategies
for overcoming difficulties;

Contact the classroom teacher if they do not consistently complete the homework or questions arise from the homework;
School homework takes priority over work set by external tutors.

For Dormitory Parents

Ensure a quiet study time and requlate distractions such as noise, eating and drinking, and visiting/talking with other students
without purpose;

Check that the work recorded in the planner at the beginning of the evening is prioritized;

Sign the planner every night on duty after a discussion about the homework or at the end of the duty ;

Contact the teacher via e-mail.if there are any perceived problems, the workload is unbalanced or other interruptions
have prevented the homework from being completed and copy the Dormitory Head;

If students ask for help~discuss the task and guide the students when appropriate or call upon faculty members to
work directly with students if available, or organize timetabled help in discussion with the Dormitory Head where appropriate.

For External Tutors (not endorsed by Keystone Academy)

Check that the homework that is recorded in the planner at the beginning of the session and check that it is completed at the
end;

Discuss the task and guide the student without attempting to do the work for the student; instead encourage them with ques-
tions and strategies for overcoming difficulties;

Write a note in the planner if there are any perceived problems, the workload is unbalanced, the time it took to complete
the task was longer than expected or other interruptions prevented the homework from being completed;

Do not overload the student with extra work on similar topics or extended lessons, as it is not conducive to learning if there is
no time to digest the information in smaller pieces before starting a new task. If there is time, review the homework completed
so that the student experiences success and the learning is enforced;

School homework takes priority over work set by external tutors.
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VIl. CONSEQUENCES/REWARDS

Stage Description Action Communication/
Documentation
Homework dependably Praise from teacher Face to face.
1 completed to the required and
on time.
2 Homework is late or incomplete Managed by the teacher at Conversation, ManageBac and
on 2 or less occasions in your their discretion. a note in the planner.
subject. A note is made.
3 Deadlines missed on 3 or more Advisor and Grade Level E-mail and
occasions or work incomplete Leader informed. ManageBac.
across multiple subjects. Teacher informs parents.
Deadlines consistently not met Grade Level Leader arranges Phone call, e-mail, ManageBac
4 or the work is rarely complete meeting with student and or letter
across multiple subjects for a parents are informed.
quarter.
Homework is not handed in Grade Level Leader, Executive E-mail, ManageBac
5 at all or incomplete for all Head of School and parents
submissions for a semester. meet.

VIII. HOLIDAYS and EXTENDED LEAVE
Keystone Academy believes that our students need to live balanced lives which includes sufficient time for rest, reflection, and family
time. It is the school’s policy that teachers do not.give homework assignments over major school holidays (National Day holiday, Winter
break, Chinese New Year holidays, Spring break-and summer holidays). Additionally, no substantial assignments may be due for two
days after students return from such holidays.

Reading should be a regular habit-among our students and this should continue at all times. Teachers may recommend reading over
these holiday periods but should not be assessing it in any way or link it to homework.

As students get older, however, there are some exceptions. For IB Diploma students, holiday periods are an effective time to consolidate,
reflect, revise and complete internal or external assessments. As DP students are aware of significant due dates in advance, they
may choose to complete assessments during holiday time and teachers may set some formative tasks to help prepare them for major
assessments. They will also have to revise and study for mock and official examinations which fall after holiday periods.
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A
Guidance for Student Activities 5‘” = og
54 NSRRI \&/.
q » " '6 Z$
AQl Pollution level Primary School Secondary School
SERBEY | SSREEER g G

Good
—R (k)

No change to activity: great to be active outside.
EEPINER,

No changes to activity: great to be active outside.
EEPINER.

Moderate

=% (R)

No changes to activity: great to be active outside.
Students unusually sensitive may have symptoms.
EEPINER,

BRARNARTRSEER,

No changes to activity: great to be active outside.

BEFINE.

Unhealthy for
sensitive groups

=% (BESE)

101-150

Students with respiratory issues should take action
as needed.

AMIREMRNERNAEE, HENFREE
NIEiE. BEERNZETEFHERTB AR,
M SR XY

Great to be active outside.

Students unusually sensitive may have symptoms.
EEEINEF.

PRATNARFTRSERER.

Please try not to open any windows when the AOI is higher than 150. Our HEPA system will continue to provide clean fresh air for the buildings.

FEAQIE 1508, BEHE | IRAGBRIFET B,

Pollution level

ESRBIEHE

AQl
ESRBIEH

Primary School
N

Secondary School
h

Unhealthy
MR (FRESH)

- Recess will be held indoors for all students.

- Administrators will make other decisions on
cancellations or changes based on the nature of the
activities.

- Outdoor activities shall be moderate and students
with respiratory issues should remain indoors.

- ERFEREEEAE.
-E;E9éﬁi%)\%*&?&iﬁib'rifﬁﬁiﬁ%éﬂiiﬁﬁﬁ
-PONESIRIEE, BWRASEBHFEERN B
TE=ER.

- BERGENZEFEFEGRTG AR, HEE
SHEHEXAY,

- Students with respiratory issues should take action
as needed.

- Administrators will make other decisions on
cancellations or changes based on the nature of the
activities

SEEREARMERNLE, DENFRI
TR HEHE. B NGRS 4 JUE F R TR 71
R, FHESHBEHEEXAY

-E;H KARASRBEN M RRERTIVERE

Very Unhealthy
R (EEBR)

- All students should remain indoors and all
scheduled activities or events that take place
outdoors are cancelled.

- Indoor activities or events, either on or off campus
(including sporting events, team events, field trips,
community events etc.) can take place with
consideration made for students with respiratory
issues.

- ﬁﬁﬁs‘éifﬁﬁﬁ?’f% RER), PrEESMNAE S
BREUH

- BETRAGHERNZE TRIES RSN
FRIE . BHEBGNTEJUETEGRT 7T
=, FHSHEHEEXAY.

- *g;éﬁi%&)&%ﬁ%iﬁiﬁ'I@JERE%E\HI‘}%EE
EL8

- Administrators will make other decisions on
cancellations or changes based on the nature of the
activities.

- Outdoor activities shall be moderate and students
with respiratory issues should remain indoors.

-PONERRER, BNRRGRANFENE
EEW,

- BERHNEAEJUETRRRIMMN TR, I
SHETEXEY.

Hazardous

N (FESR)

- All scheduled activities outside of school campus
whether indoor or outdoor, are cancelled or
postponed. In-school activities and events can go
ahead and must be held indoors only.

- T RSN ESBUASESS .

- RATENDREZE R 21T,

- All students should remain indoors and all
scheduled activities or events that take place
outdoors are cancelled.

- Indoor activities or events, either on or off campus
(including sporting events, team events, field trips,
community events etc.) can take place with
consideration made for students with respiratory
issues.

- BT ARSI AN BUES ESE -

- RRSERN D AEE N ET.

Reference &%

https://www.epa.gov/pmcourse/patient-exposure-and-air-quality-index

https://agicn.org/city/beijing/shunyixincheng/cn/
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