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Letter from the Executive Head of School

Dear Keystonians,

The Community Handbook is a guide to our learning community. This document’s purpose is to create shared understanding
strengthened through ongoing communication. This handbook is thorough, but not exhaustive. Every year there are situations not
described thoroughly here. In all things, we are guided by our shared values, ren, yi, li, zhi, xin; compassion, justice, respect, wisdom
and honesty.

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. 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.
e 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.
e Ability to take risks and seize opportunity: seek challenge each 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 experi-
ence 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?
»  Care: we treat each student with respect and are attentive to his/her needs.
. Partnership with parents: we trust parents value Keystone's educational practices and promise to cooperate and communicate
fully to see each child succeed:
. Professionalism: we prepare thoroughly for each class and assignment and seek opportunities for professional growth and
development.

If you are ever in doubt about something, please don't hesitate to reach out — we are better together.

With kind regards,

Emily McCarren
Executive Head of School
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Key contact numbers

ER NI ]

School Number 2£45¢ S 1: (86 10) 8049 6008

Department Name Ext. Email
#h07 BARA IS HRFE
Executive Head of Emily McCarren # B K emily.mccarren@keystoneacademy.cn
School Office Executive Head of School #7454
FITREKNDRE
Primary School Primary School Office (absences) 1605 primaryschool@keystoneacademy.cn
INEH INERNE (BREER) 1606

Beryl Nicholson
Head of Primary School /NFRH

beryl.nicholson@keystoneacademy.cn

Grace Wang Eit-f£
Assistant Head of Primary School
INFRIRAS

grace.wang@keystoneacademy.cn

Thomas Fassler
Assistant Head of Primary School

thomas.fassler@keystoneacademy.cn

INFEIBK
Middle School Middle School Office (absences) 1705 middleschool@keystoneacademy.cn
M nHpAE (BREFEH) 1706

Houming Jiang 32 i
Head of Middle School ] R #%: 4

houming.jiang@keystoneacademy.cn

Kalian Wang F R
MS Dean of Students ] A= 4 F{F

kalian.wang@keystoneacademy.cn

Amanda Shen 34
MS Dean of Residential Life %] 50 2 {510

amanda.shen@keystoneacademy.cn

HS Dean of Students & 244 1%

BEE
High School High School Office (absences) 1805 highschool@keystoneacademy.cn
= AR SPMAE (BREEH) 1808
Nick Daniel nick.daniel@keystoneacademy.cn
Head of High School & &4
Dorothy:Mubweka dorothy.mubweka@keystoneacademy.cn

Nehemiah Olwande
HS Dean of Residential Life 5 1 & 7811
BXE

nehemiah.olwande@keystoneacademy.cn

College Counseling Office
REFHHEBE N AE

collegecounseling@keystoneacademy.cn




Residential Life Office Dormitory absences B HFI5HREE 1911 residentiallife@keystoneacademy.cn
FEMENRE 1916
Heath Center Heath Center 3000 healthcenter@keystoneacademy.cn
BEHO BEHO
Center for Student Center for Student Development 2745 csd@keystoneacademy.cn
Development FHERRFIL
FHEREFD
KAP Office Angel Yu 1901 kap@keystoneacademy.cn
RAENNENAE FHE
Registrar Office Registrars 2012 registrar@keystoneacademy.cn
FHEEFELELL FAHEEREHERA 2016
Admission Admission 2028 admission@keystoneacademy.cn
BENRE BENAE
Transportation Sandy Zhao X3 2629 transportation @keystoneacademy.cn
RENRE
Uniform Store Uniform Store 5100 uniform@keystoneacademy.cn
BRI RARE &
Meal Service BT 5009 dining@keystoneacademy.cn
BIUWRS
Security Security 1000 security.controldesk@keystoneacademy.cn
RRNDAE ZBRNDAE
Parent & Alumni Yiner Ya 2017 yinerya@keystoneacademy.cn
Relations Office H"EH

ES ST TS YIUN
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Keystone Mission

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 their instincts. 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 listen-
ers, 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.
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Keystone Shared Values

Each member of the Keystone Academy community — parents, students, teachers 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. Being a part of
our community offers unique privileges and 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. All community members affirm
our Five Traditional Virtues, and these core principles provide the foundation for our behavior and interactions.

Ren {~ Compassion

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.

Yi ¥ 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 eur 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.

Zhi 3} 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 {ii Honesty

Honesty and trust are the building blocks of every community. We rely on good intentions, the honoring of commitments and authenticity
in 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.

10
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Student Life

Homeroom Teachers (Primary) and Advisors (Secondary)

Our school is designed to have 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, and administrators and leaders on campus. While students may come to know many
adults on campus, a more formalized connection is forged with the advisor (in secondary) and the homeroom teacher (in primary).

Advisors and homeroom teachers are primarily responsible for ensuring that all students and their 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.

The advisor or homeroom teacher is the first point of contact, and parents and guardians should feel free to call upon the advisor or
homeroom teacher when they have questions or concerns. We seek to establish a meaningful three-way partnership between students,
parents and teachers. Open and direct communication is an essential component of this partnership.

If conversations with the advisor or homeroom teacher are not able to resolve‘an issue, parents will be advised to contact another adult
on campus for further assistance.

12
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Keystone Activities Program (KAP)

The Keystone Activities Program (KAP) is an integral part of Keystone Academy’s educational philosophy, providing essential experiential
learning opportunities. KAP enhances students’ skills, values, and attitudes, fostering character development and community building.
Through various activities, students gain confidence, learn teamwork, develop individual performance skills, and explore their passions.

Key Benefits of KAP:

. Builds confidence and encourages risk-taking

. Reduces fear of failure

. Promotes collaboration and imagination

. Nurtures compassion and problem-solving skills
. Fosters creativity and scholastic learning

Program Structure:

. Students participate in KAP sessions weekly, focusing on sports, specialized skills, hobbies, arts, and service learning.
. Different grade levels have varying numbers of KAP days per week.
. Participation is encouraged to explore interests, form connections, and grow socially.

KAP Requirements by Grade Level

Grade Level [KAP requirements/offerings
Foundation |1 KAP session per week (3:20-4:20) in second semester at maximum Optional
Year
G1 3 KAP sessions per week (3:20-4:20) at maximum Optional
G2 4 KAP days per week at maximum (one or more sessions per day) Optional
G3 4 KAP days per week at maximum+(one or more sessions per day) Optional
G4 5 KAP days per week at maximum (one or more sessions per day) Optional
G5 5 KAP days per week at maximum (one or more sessions per day) Optional
G6 2 KAP programs per semester at minimum Mandatory
G7 2 KAP programs per semester at minimum Mandatory
G8 2 KAP programs per semester at minimum Mandatory
G9 3 KAP programs per semester at minimum including one physical Mandatory
activity
G10 3 KAP programs per semester at minimum including one physical Mandatory
activity
G11 2 KAP programs per semester at minimum including one physical Mandatory
activity
G12 1 KAP program in the first semester at minimum Mandatory

14
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Center for Student Development

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 in the Center for
Student Development (CSD).

The CSD faculty is made up of Learning Specialists, English as an Additional Language (EAL) Specialists and Social Emotional
Counselors. These faculty members are highly trained in these areas of child development and learning. 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 other teachers and leaders to support 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-theirfull potential.
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 the students’ family.

Experiential Learning

Experiential Learning is an important part of the curriculum at Keystone and includes mandatory experiences (including Field Trips,
ELPs and OEPs and Service Learning) and optional experiences like our Global Trips and Exchange Programs.

In the case that there is a parent concern about their child’s participation in a required experience, the parents meet with a review
committee to discuss the circumstances. The review committee, overseenbythe Executive Head of School, determines accommodations
aiming to allow full and inclusive participation in the experience. In all'off-campus experiences, safety is our top priority. In the case that
(in the estimation of school leaders) 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 other school leaders.

16
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Service Learning

All students 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. Keystone Academy is committed to providing many opportunities for our students to work
for others’ benefit, locally, nationally and internationally. Opportunities are available through classes, students’ grade level groups and
our weekend programming for students to explore the benefits of serving others. We encourage students to initiate these opportunities
as well—to do so, they can contact their teachers or administrators in their division.

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

Through being in service to others, our students will:

. 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 local issues and the needs of others.

ELPs (Experiential Learning Program Trips)

ELPs are annual grade-level travel study programs designed and run by the school (with support from educational travel service
providers). These trips are required for all students in the grade levels (grades 4-11) and attendance is considered as it is on any
other school day. The cost for these trips is billed separately from tuition and varies from year.to'year (see enrollment contract for more
details).

OEPs (Outdoor Education Program Trips)

OEPs are annual outdoor education programs in grades 3-11 and are compulsory for all students in those grade levels. These
programs include overnight camping and outdoor experiences. The cost of these programs is included in tuition fees.

18
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Field Trips
Teachers and Grade Level Leaders regularly arrange for learning off campus. The arrangements for field trips will generally be
communicated to families in advance.

Global Trips & Exchange Programs

In addition to the required experiences described above, Keystone offers various global trips during or adjacent to school breaks.
The purposes of these trips may be global awareness, cultural or language immersion, service or other curricular projects. Additional
experiences offer students opportunities to visit other schools and conferences around the world. The costs for these experiences are
paid for by families.

Student Leadership

At Keystone, there is a broad range of activities that challenge students to develop character, values, expression.of ideas and other
personal values important for personal growth, development and a well- rounded education. Most of these activities are facilitated by
our teachers and some will be supported by outside specialists. Teachers actively mentor students in these activities and share their
knowledge, expertise and experiences with students with similar interests.

Leadership and Citizenship training, development and experience are important features of an education at Keystone Academy.
Students prepare for roles as leaders and good citizens by actively participating in programs aimed at promoting excellence, resilience,
and cooperation. Our curriculum and programs encourage students to take risks, to develop values, explore talents and improve
communication skills.

Developing leadership and citizenship focuses on taking responsibility for self.and personal behavior. Our students gain independence
and learn skills in cooperation and communication in real world settings. Opportunities to practice these skills occur during classroom
time, Keystone Activities Program (KAP), Round Square projects and. activities, experiential trips, House activities and with several
specialized groups, such as Student Council and Keystone Teams.
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Special Ceremonies

Keystone's unique school culture includes several important ceremonies which mark important milestones in students’ lives.

. Matriculation Ceremony (for new secondary school students, including all of Grade 6) (first month of school)
. Foundation Year Promotion Ceremony (final days of school)

. Grade 5 Promotion Ceremony (final days of school)

. Grade 9 Graduation (last month of school)

. Grade 10 MYP Graduation (last month of school)

. Character and Community Night (second semester, graduation requirement for 12th graders)

. Archway Ceremony (for 11th and 12th graders in May)

. Commencement Ceremony (for our graduating 12th graders in May)

The House System

Upon entering Keystone Academy, each community member is placed in one of five Houses (a term referring to a body of people and
not a house or dorm location). Students remain with their House for the duration of their educationat Keystone. The Wu Xing Elements,
represented by Metal (lin), Wood (Mu), Water (Shui), Fire (Huo) and Earth (Tu) will play prominently'in a House's identity and sense
of pride. Generally, family members are placed in the same house as their parent(s) or siblings.-The pride of joining a House that has
represented your family adds to the deep sense of loyalty that comes from being a House member at Keystone Academy.
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Student Attire

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. Students may not alter or embellish school dress items. Additional school dress
items may be purchased as desired, based on inventory, throughout the school year.

All school dress pieces (as indicated below) are purchased from the Academy Uniform Store. Students are permitted to mix and match
our school dress items, maintaining a look that leaves a positive impression on other community members. Keystone's student uniform
garments are made in adherence with Keystone's commitment to sustainability and ethical consumption practices. The cost reflects
this commitment, and we implore students and families to shop from our regular used-uniform swaps to further promote environmental
sustainability.

. (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: Qutfit worn for participation in physical education, Wushu and Dance classes.

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

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

ltems in Class Dress, Formal Dress and Physical and Health Education can be purchased in the school uniform shop. New students must
purchase a predetermined package, which contains the minimum articles a student should need.

All students must wear the following:

. Navy blue pants (PHE pants are allowed in the Primary School for all classes)
. 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 formaliand-class dress:

. Fleece Jacket

. Knit V-neck sweater

. Mock-neck sweater (grey, red, blue)
. Mandarin jacket

Students should keep these in mind:

. Undergarments may not be visible at any time
. Avoid clothing printed with language or graphics that may be deemed offensive or inappropriate.
. Hats are'not-to be worn indoors.
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Recess & Playground for PS & MS

Recess is scheduled at times during the school day. These are our established rules for recess behavior on the playground. Students
of all ages agree to play safely and:

. Follow Keystone Shared Values during recess periods.

. Use equipment as intended and follow age restrictions and guidelines.

. Put sports/play equipment away and clean up when recess ends.

. Keep balls in the area that is authorized for such activities.

. Respect the grass, trees, bushes, flowers, and other natural elements of the school campus.

Exercise and being outside are an important part of our day at Keystone, and we will only stay inside when weather ‘or extreme
conditions require us to do so. We monitor these conditions closely and adjust and/or cancel outdoor recess as needed.

We expect all students to participate in outside activities during playtime or for academic purposes and should be dressed accordingly.
In the interest of safeguarding the health of our students and staff, outdoor activities should cease and/or.be restricted under the
following conditions:

Temperature: Only extremes of temperature that make it unsafe for outdoor play will restrict outdoor play;
Rain: Rain, or when play areas are covered with standing water;
Snow: Heavy snow, or when play areas are covered with ice;

Pollution:

100<AQI<149:  Students with respiratory issues should act as needed.

150<AQI<199:  Outdoor activities shall be moderate and students with respiratory issues may remain indoors.
AQI>200: All School students may remain indoors.

Updated AQI information is posted from the Heath Center, 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. Students must
understand their health limitations and.ask parents to talk with their children before enrolling at Keystone.
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Academic Life

This Handbook provides a general overview of our community agreements and norms, including those related to Academic Life. For
more detailed information for each division, please see our curriculum guides of our primary, middle and high schools.

School Attendance

Keystone Academy emphasizes the importance of daily attendance to enhance the learning experience and achieve the school’s
mission goals of character building and community development. Students are expected to attend all classes, with minimum attendance
thresholds of 80% for Primary and Middle divisions and 90% for High School courses to receive credit and progress to the next grade.
Extreme cases will be reviewed individually by school leadership.

Adhering to these attendance policies ensures a conducive learning environment and supports student academic progress at Keystone
Academy.

Prearranged Absences
Students may not be able to make up all the work that occurs on missed days and may suffer academic consequences for extended
absences. Students must meet due dates for missed work as agreed upon with teachers before student absence.

Foundation Year- Grade 8
When students in grades F-8 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.

Grades 9-12
Students must fill out the form in Division Offices for all pre-arranged absences of any length.

Medical Leave

Students who need to be away from school for an extended ‘period due to medical concerns need to apply for medical leave through
the Health Center. Students who are on medical leave may-not be able to make up for work missed during their 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.

Tardies

A student arriving late to school must first report to the divisional office and receive a timed late notice from the office staff. This late
notice must be submitted to theirteacher upon entering the classroom. Day 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 at all classes, meetings, and
other school commitments. Three or more unexcused tardy per semester in class, meetings or school commitments, may result in
academic or disciplinary consequences. All tardies and absences are recorded.

PHE & Swimming Lesson Participation
Students must provide medical notes for missing PHE lessons, as attendance is essential for learning and assessments. Swimming units
in.grades 6 to 9 require attendance; missing lessons affects grades and makeup sessions are available.

Types of Academic Reporting & Communication

Formative Assessment

In secondary school, students receive formative written feedback at least 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 the End of Semester reports.
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In primary school, progress reports are issued to students halfway through each semester. The grades on these reports represent
general indicators over the first part of the semester of academic performance, and personal engagement. These are accompanied
by comments from the Homeroom teachers, making parents aware of specific issues that need to be addressed. Progress reports
are designed to allow students time to improve their overall standing in particular subject areas before the 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. 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.

In primary school, End of Semester Subject Reports contain representations of the standards achieved. They may also contain an
outline of the course content during the reporting period, and teacher comments on strengths, areas of improvement or growth and
suggested next steps for improving performance further.

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 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 receive feedback on 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 semester 1, showing
their growth in residential life setting, and dorm parents will write report on progress in semester 2. Both reports are uploaded to the
student’s ManageBac page. Goal setting conversations occur around these reports regarding active participation in boarding life and
evidence of good character and behavior.

Parent-Teacher Conferences and Student-led Conferences

Parents, teachers and students meet 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. Parents should not come to-campus during the school day to meet with teachers without an appointment. Parent involvement
plays an important part in maintaining student interest and morale and parents are strongly encouraged to bring any concerns or
problems to their child’s teachers or advisor (in secondary school).
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Promotion and Retention

Keystone Academy values student success through collaborative decision-making with students and families on Promotion, Retention,
and Acceleration. We consider academic, developmental, and social factors in these decisions, ensuring appropriate grade placements
based on growth, learning, and meeting expectations. Individuality and diverse growth patterns are accommodated as much as possible,
with academic support provided as feasible. Recommendations on student promotion are ultimately made by the Executive Head of
School and Division Heads, with input from families and teachers.

Promotion

Promotion to the next grade level for the following academic school year is the normal course of action for all students. Students
must meet necessary academic, social or developmental standards as set by the school, including requirements for our Character.and
Community Assessment in the Secondary School in which students show their understanding of and commitment to our community’s
shared values.

Retention (repeating a grade level)

Occasionally, retention (or repetition of a particular grade) is the appropriate 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.

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 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

In rare situations, students may require the support of a 1:1 aide to participate fully or safely in our school program. This situation
would be presented individually. to.the families of students in need of this high level of accommodation.
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School Assignments

At Keystone Academy, we are dedicated to supporting all students in achieving academic success. It is ultimately the responsibility of
each student to complete their assignments on time and engage fully in their learning journey. We provide guidance, resources, and
assistance, but the effort and commitment to academic tasks lie with the students themselves. By taking ownership of their work and
responsibilities, students pave the way for their own success and growth. Please see our Academic Integrity and Al Policies in the
Appendix.

Late Assignments & Tests

Students must complete assessment tasks by the set deadline for timely feedback and progress tracking. Missing assignments may
result in additional requirements, such as attending study hall until completed (for boarders). Make-up work should be submitted
promptly, with tests completed during the next scheduled lesson. Providing a medical certificate for major assessment absences is
required. Failure to hand in work upon return to school may lead to supervised academic revision and evening study hall."Unexcused
test absences may result in a zero grade, with collusion violations subject to academic integrity policy sanctions.

Special Accommodations

Learning Differences

Keystone Academy endeavors to provide reasonable accommodation for students with physical.or learning differences so that they may
participate and contribute to school life. Before accommodation is granted, the Academy, through. the CSD and sometimes the Health
Center, needs complete and recent evaluation and testing results from a qualified professional. The documentation must include a
complete educational and medical history and information relevant to the requested accommodation.

Once proper documentation is received and reviewed by the relevant Academy-staff, recommendations on suitable accommodations will

be discussed with the family. Should additional documentation be needed, those needs are communicated to the family. If accommodation
is not granted, the reasons behind the decision are shared with the family. directly.
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Short-term Physical or Mental Health Challenges

Short-term accommodation is granted to students who have temporary physical or mental health concerns. A doctor’s report should
be submitted to the Health Center and the Division Leaders for review. Appropriate school leaders will follow up with the student, family
and teachers to communicate the necessary accommodations.

Possible Responses to Academic Difficulty

Teachers and leaders assess the academic progress of all students, including those facing challenges. Action plans are created in
review meetings, shared with advisors and parents, and implemented to aid students in their academic and personal development at
Keystone Academy. Students not meeting minimum standards or showing academic difficulties will receive additional support measures.

Teacher Tutorial
Tutorial with the classroom teacher in the subject in which the student is struggling.

Study Hall (boarding students only)
Assignment to a daily study hall and/or more supervised study arrangement during evening study hours.

Academic Review

Students brought for Academic Review are facing significant academic challenges, as noted by their.teachers. Academic Review is
suggested for students showing lack of progress or decline in performance or lacking engagement.in learning stay on review status
for at least one semester, with progress reviewed at the next meeting. Those showing improvement may be taken off Academic Review,
while those who do not improve are placed on Academic Warning.

Academic Warning

Students on Academic Warning at Keystone Academy are at risk of not continuing.at the school due to academic performance. They may
face restrictions like supervised study hours or loss of privileges. If they show improvement, they can move off Academic Warning, with
the expectation of ongoing progress. Students remaining on Academic Review or Warning for multiple semesters may need to repeat a
grade. Responsibility for academic improvement lies with the student, with support provided by the school.
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Student Safety and Campus Protocols

Campus Boundaries
Keystone Academy's campus encompasses the walled area of the buildings, school grounds, and athletic fields.

Academic Day Boundaries

Students are expected to remain in academic areas, the library, or dining halls during the academic day. Unauthorized areas such as
athletic fields, pool, dorms, or empty rooms should be avoided without adult supervision or permission. Students and parents share the
responsibility of respecting campus boundaries and following Academy protocols for arrival and departure.

Supervision for Day Students

Day students must be supervised by adults, including Keystone staff or guardians. After school, participation in KAP. or supervised
activities until 4:30 pm is required. Day students with a 4:30 pm KAP must be in designated areas before the program. Unauthorized
areas are off-limits unless part of approved programs or under parental supervision.

On- and Off-Campus Procedures
Student whereabouts are a collective responsibility of students, staff, and families. Check-in and checkout policies are mandatory for all
students to ensure safety and emergency preparedness.

Checking In/Out Procedures

Boarding students must check in by 8:00 am on weekdays and by 8:00 pm on Sundays. Day students check in between 7:40-8:20
am on weekdays. Proper check-out procedures and transportation permissions must be followed including Health Center Policies for
medical appointments. Students leaving campus with a Keystone Academy chaperone for school-related activities do not require check-
out. The chaperone assumes responsibility and provides necessary information to campus security.

Campus Visitor Policy
Keystone Academy’s Director of Security oversees the Campus Visitor Policy. Employees may register guests using the internal process
and must accompany guests at all times and ensure they-follow the school visitor policy (printed on visitor badges).

Parents of current students and their registered family members may visit campus at designated times and after school with a current
school family ID. These ID badges are'non-transferable and revocable at any time by school security staff.
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Inclement Weather & School Closure or Delayed Start

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 decide early in the morning and send notification by SMS and by email.
Regardless of weather or cancellation, boarding students are supervised and cared for round the clock by the residential staff.

After School Campus Use and Safety

Primary Students
During the school day, including KAP time, primary school students must always be with a school employee. They may not moye around
campus unsupervised.

Primary School students not in a KAP program can remain on campus ONLY under the direct supervision of a parent or guardian.
Students may not move around campus unsupervised. Families who allow this behavior will have their after school on-campus privileges
suspended.

Middle School Day Students

To ensure the well-being of Middle School day students on campus, the school provides supervised working and social spaces for after-
school time. This includes KAPs, a supervised student center and Middle School library. Students who are not enrolled in KAP activities
from 3:30-4:30pm must be signed up for After School Stay by their guardians via the system at https://kap.schoolsbuddy.net/.

Day students without KAP or After School Stay must leave campus by 3:30-PM on weekdays and by 2:50 PM on Wednesdays. Day
students with KAP1 only or After School Stay must leave campus by 4:35 PM. This After School Stay system aligns with the KAP season
days.

Students who will stay after school for other organized programs or activities, including Learning Lab, special support sessions, and
events/activities, do not need to be signed up for After School Stay, as the teachers coordinating these sessions, events and activities

will provide supervision.

Any repeated or serious violations of the rules about After School Stay may result in consequences, including, but not limited to, losing
the privilege of staying on campus after.school.

Boarders
Please see the Residential Life Handbook for more information about campus boundaries and guidelines for residential students.
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Child Protection and Child Safeguarding

At Keystone Academy, the safety and well-being of our students is of the utmost importance. We are committed to providing a secure
and nurturing environment where all children can learn, grow, and thrive.

Our child protection and safeguarding policies and procedures are designed to prevent and respond to any instances of abuse, neglect,
or harm against minors. This includes physical, emotional, sexual, and any other form of maltreatment. We have clear protocols in place
for staff training, incident reporting, investigation, and appropriate interventions.

All Keystone employees, volunteers, and contractors undergo thorough background checks and must complete comprehensive child
protection training. We also educate our students on personal safety, healthy boundaries, and how to recognize and report any
concerning behavior or situations.

Furthermore, we work closely with parents and guardians to promote child safeguarding. This includes providing.resources, hosting
informational workshops, and encouraging open communication about these sensitive topics. Together, the Keystone community is
dedicated to upholding the fundamental rights and welfare of the children in our care.

If you have any questions or concerns about child protection at Keystone Academy, please contact our designated safeguarding lead,
or any of the senior leaders. We are committed to maintaining a safe, inclusive, and supportive environment for all.

Heath Center

The Academy Health Center staff includes a full-time doctor and nurses who-provide first aid and emergency care, perform health
assessments, offer health recommendations, administer medications, organize health education programs, maintain health records,
and ensure compliance with legal requirements.

Health Center Guidelines

Health Information Form: Parents must complete the Student Confidential Health History Information Form and update the immunization
records to the Health Center before the school year begins.”New students are also required to provide scanned copies of their
immunization records.
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Physical Exams: Students are required to an annual physical exam on or after April 1 for enroliment. Parents need to submit the physical
examination reports to Health Center by August 15 annually. Keystone Academy does not offer physical exams.

Students lacking these records (health information forms, physicals, and immunization records) will not be allowed to attend school
until compliant.

Confidentiality: Health records are kept confidential in the Health Center and shared with teachers and administrators only when
necessary for student safety or community well-being.

Allergy Management: Parents must inform the Academy about their child’s allergies and provide an Allergy Action Plan and prescribed
medication. Teachers are trained to recognize allergic reactions and identify potential triggers.

Medication:
¢ The Health Center will have some over-the-counter (OTC) medications and school nurses may administer them'to students only
after getting parents’ written permission.
. For the medications brought in from home, parents or guardians must deliver it to the school nurse and complete a written
Medication Administration Permission Form. All medications shall be stored in their original pharmacy or manufacturer-labeled
containers, and in a way that renders them safe and effective.

A student will only take medication under the supervision of the school nurse. It is a violation of the Academy’s rules to have prescription,
over-the-counter medication, Traditional Chinese Medicine, or sports supplements in dorm fooms or on one’s person. Some students
may have written permission to possess a certain category of medications, for example,.asthma inhalers, acne creams, or EpiPens.

lliness and Sickness:

. For the well-being of the school community, those showing signs or symptoms of illness are encouraged not to come to school.

. If students become sick at school, they should report to the Health Center for evaluation and release. Parents should arrange
for pick-up.

»  Students who have, or had, a fever of 37.5 or higher should stay at home until fever-free for 48 hours without the use of
fever-reducing medications.

. In specific cases in which the government has issued orders related to health epidemics, the school will comply with the di-
rections as required by law. This may include mandatory certification from Shunyi Airport Hospital before a student returns to
school after being out with a contagious.illness. Specific instructions will be shared with parents in these cases.
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Security Officers

Keystone Academy is committed to maintaining a safe and secure campus 24/7. Security Officers are stationed at gatehouses and on
the ground floor near the PS Library, patrolling the campus grounds 24/7.

Emergency Preparedness: The Director of Security oversees Emergency Preparedness Plans, providing training to staff and students.
These sessions are conducted regularly to ensure readiness without causing undue stress.

Crisis Response: In the event of a minor emergency, students should follow instructions from nearby adults and proceed calmly to a
safe area. For major events, students will gather at the assembly point in the middle of the track, organized by grade level or dorm

hallway after 7pm.

Fire Safety: Cooperation and immediate response are crucial during fire alarms. Regular fire drills will be conducted, and tampering with
fire safety equipment is strictly prohibited. Evacuation procedures should be followed, ensuring the safety of all individuals.

By adhering to these guidelines, we prioritize the safety and well-being of our school community.

Campus Facility Use Policy

The main purpose of school facilities is to support our students’ educational needs and activities.
»  School facilities are reserved for educational purposes to benefit students.
*  Any non-educational use of school facilities must be approved by the Executive Head of School on a case-by-case basis.
. Parent programs or group activities may be permitted, provided-they.align with the school’s mission and values.

. Priority will always be given to student-centered events and programs.

By adhering to these guidelines, we ensure that our school facilities remain focused on supporting the growth and development of our
students.
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Keystone Academy Major School Rules

Keystone Academy’s “Major Rules” are deemed as such to emphasize the importance in our students. Students who violate a major
school rule should expect to face disciplinary sanctions and receive a response of restriction, probation, or more. A student present
when a major school rule is violated (a bystander) may be held responsible for complicity.

Rule 1: Respect for Self and Others

The Keystone Way guides us to care for ourselves and others starting with our youngest students; we are guided by respect, acceptance,
and kindness. Keystone Academy values diversity and promotes a respectful and inclusive environment for all students. Any behavior
that harms others, disrespects staff, or involves intolerance, harassment, or bullying is not allowed. Acts of intolerance, harassment,
or bullying, including physical, emotional, or cyberbullying, will be addressed seriously and may lead to dismissal from the:Academy.
Students should report such behavior to a teacher, advisor, or administrator to ensure everyone's rights are protected.

Bullying is typically addressed through disciplinary measures, counseling, and educational programs. Keystone Academy-has a strict
anti-bullying policy in place, which may include clear guidelines for reporting incidents, investigation procedures, and consequences
for perpetrators.

Rule 2: Honesty and Personal Integrity

Our community is based on integrity and trust. Students are expected to always tell the truth, 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
self-governing.

Rule 3: Drugs and Alcohol

Keystone Academy strictly prohibits the purchase, possession, distribution, or use of controlled substances, including drugs, drug
paraphernalia, and use of any chemical substance including tobacco products. Keystone Academy is a smoke-free and tobacco-free
campus. Violations result in immediate disciplinary action, including.a health evaluation at the Health Center and potential hospitalization
if necessary. Parents are promptly informed of any drug or alcohol-related issues, and a family conference with school Division Head
and School Doctor is required for the student to return to.campus. Counseling, probation, and adherence to the Academy’s “No-Use”
Contract are mandatory for one year. Failure to comply or subsequent behavioral incidents may lead to dismissal. Students are expected
to report concerns about peers’ drug-related danger, with disciplinary consequences for failure to act. Those under the No-Use Policy
receive discipline, counseling, and may face random drug testing. Non-compliance with testing or policy adherence could result in
dismissal from the Academy.
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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:

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 always carry them on their person. Lost key cards should be replaced in a timely manner.

Weapons

Possession or use of ammunition, guns, knives, slingshots, laser pointers, 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.

Open Flame & Fireworks

A student may not light or possess fireworks, or any type of fire on campus without specific permission and adult supervision. Lighting
a flame or possessing items capable of lighting flames in a residential or school building, smoking, lighting.a candle, incense or burning
anything is strictly prohibited.

Sex related items
Possession and use/display of sex related items such as toys, pictures or posters is prohibited on campus or on school trips.

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 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.
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Rule 5: Dormitory Floor Boundaries (Boarding Students)

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 arrange to meet with a faculty member on
duty on another dorm floor. If the dorm floor is opposite the students’ gender, they need to 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.

Rule 6: Sexual or Romantic Intimacy
Students are not allowed to engage in situations that imply sexual contact. Students should show no public displays of affection during
the school day or during school events. Displays of affection should be moderated in our intercultural school environment.

Rule 7: Acceptable Use of the Network & Devices (See Acceptable Use Policy)
Rule 8: Actions that Damage the Reputation of the Academy

It is a shared responsibility to uphold the good name of the Academy.
Behavior in public places that violates propriety includes but is not limited to: offensive language or swearing, rudeness, spitting, and
littering.

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.

52



Bls: RIS COm el

SR N ST AR R S S AT . AR AV TR AL L BRI 1 S MR i MR £ B O
L LB AT SHEE A SR 2 SRR Tl BRI B BRI E S E2 . &
FORBUVERT . A Sk B S BRI . AR T BV fE R R T 2 S A, B
(B T2 ) S A B DL T o

BRle: PEICRE XA
FUERS ] RERRYERE ORI A R AE R H SRR g AT R . B IR BIA 1A
RS SCALAGE . K2 RO FFIE

BT - A7 BB B NS
HE I AU RS B EOR G B LY o

BERES: U BTN
Yt (7 PR K A A R 6 ) AT

EASIA ARG BUVEVE. 2 (DR e L BRSSO T . R
BeRlo: HELE R AT I bridk

SEAUBEERTHE G, 2R R NERR IR0 AEERES . (RS BT AL B A & i
KR

53



Disciplinary Procedures and Consequences

The disciplinary process at Keystone Academy is centered on personal growth and accountability. When incidents occur, they are
handled with fairness and support for the student(s) involved. Teachers and administrators assist the student in understanding their
actions, making amends, and rebuilding relationships. Clear communication with parents is maintained throughout. Upholding justice for
all students is a priority, balancing fairness with confidentiality and privacy rights. Consequences are determined based on the nature
of the violation and relevant circumstances.

L 2

Disciplinary process in the Primary School Q

In the Primary School, disciplinary infractions are handled on a case-by-case basis by teachers and the Divisional Leaders.’\\\

Disciplinary Processes in the Secondary School @Q)

Disciplinary Responses

Disciplinary Infractions and Responses

Level One---Minor infractions
Examples (not to be Possible Responses Include: | D '@/Carried out by:
considered exhaustive)

Tardy to class Verbal warning

Truancy Meeting with advisor or

Uniform violation grade leader ?- Grade Leader
Minor Tech violation Technology restric i@ Dorm Parent
Minor class or dorm Written reflectio Dorm Head

disruption Work Crew

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.
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Disciplinary Committee (DC) (Secondary School)

In the Secondary School, the DC hears serious disciplinary cases for individual students who violate major school rules and makes
recommendations regarding consequences. This is known as a disciplinary committee hearing. The result of the hearing is a
recommendation to the students’ Division Head who recommends the final decision to the Executive Head of School.

The committee is led by the Dean 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 choose to have a faculty advocate present during the DC hearing
process, for moral support. Students who will experience a Disciplinary Committee Hearing will be given a detailed outline of the process.

Disciplinary Consequences

Reflection
Across the school, infractions in behavior guidelines or rules may result in different forms of age-appropriate structured reflection.

Detention

This consequence requires students to serve time at lunch, before, or after school with a teacher or school.leader 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 & Work Project (Secondary School)

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.

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.
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Suspension (In-School or Out of School)

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 Division Heads 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 and will be issued a behavior contract upon return to school.

Probation

When a student breaks a major school rule, they may 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. Probation is far more than a warning; it indicates that a student
has been given one more chance to succeed.

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 separated from the Academy is not allowed
to return to campus until after the school year ends. Students separated may reapply for admission to the Academy depending on the
time of year. In the case of Expulsion, the student should not consider re-application to the school and+is.not.welcome on campus until
a year after his or her class has graduated, and only then with the permission of the Executive Head of School.

School Jurisdiction

Keystone Academy students are expected to uphold high standards of behavior, representing themselves, their families, and the school
with utmost respect. Boarding students fall under the school’s jurisdiction from the beginning to the end of each term, including during
off-campus trips or day passes. While off campus with their parents, boarders are expected to be supervised and guided by them. Day
students are under school jurisdiction while on campus and must adhere to School Rules when with boarding students off campus. Any
behavior by day students that may harm the school’s reputation or compromise safety is taken seriously.
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Other Rules and Expectations

Sportsmanship

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.

Electronic Devices

Every Keystone student in Grades 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 Division 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. Wearable technology (such as watches), specifically with messaging capabilities, is not allowed during the-school day unless it
is part of a class activity.

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.

School Logo

The use of the Academy’s name or logo is prohibited without the direct written permission of the Director of Marketing and
Communications. 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.
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Lost and Found

During the school year, many personal items will be misplaced by students, visitors and staff. ltems should be retrieved by looking in the
lost property shelves on the 1st floor in the Primary School adjacent to the Security Office. Loss of valuable items should be reported
to the Security Office. Found valuable items should be sent to the Security Office.

By the end of each semester, unclaimed non-school uniform items at Lost & Found shall be donated to recipients in need. Unclaimed

school uniforms shall be sold at Community Carnival Day in the spring in support of charity causes. Since many of the students’ school
dress items have nametags, we hope parents will utilize these labels to make it easier to return clothing to its owner.

Keystone Parent Teacher Association (PTA)

Keystone’s PTA is the constituent support organization at Keystone whose purpose is to further the interests of the schooal, 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. In addition to an elected Executive Committee, there are grade level and (in the
Primary School) class representatives.

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.

No images 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.
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Communication

We believe staff, parents and children are entitled to a safe and protective environment in which to work and learn. All communications
should be done in a respectful and meaningful way.

All staff members, children and parents, should be spoken to calmly and civilly.

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.

Residential Life

At our school, building character and fostering community in the residential setting is a fundamental aspect of the students’ learning
journey. Boarding starting in grade 9 is a requirement that enables students to develop independence, leadership, empathy, and global
citizenship. The dormitories serve as a second home, where students are supported, guided, and challenged, preparing them not
just for college life but also instilling a sense of belonging and ownership in a tight-knit community. Dorm parents play a crucial role
in mentoring students, providing academic support, and ensuring a safe and stimulating environment where students can learn to be
responsible, live harmoniously with others, and cultivate essential life skills.

For more information and details about residential life expectations, please refer to the residential life handbook.
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Appendixes

Appendix 1:
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 technology 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.

66

Comply with the laws of China. This must include not using any methodology to circumvent the government-approved restric-
tions on Internet use in the classroom. The Keystone IT network and system must not be used for any illegal purpose or activity.
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 it for personal purposes is prohibited and will be.reported to officials.

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.

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

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. Reqular data backup should be maintained by the user.
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 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.

Understand and accept that the equipment.remains the property of Keystone Academy and accept that only the School IT
Office can fix a school owned laptop. Keep our school provided technology in good working order, and free from stickers and
decals. To protect equipment, the protection cover that comes with it 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.

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.

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.

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 Ma-
chine or PC on request.

Take precautions to prevent the spread of computer viruses and report suspicious e-mails 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.
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18.
19.
20.
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Be responsible 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-working hours, or contact the IT Office to use another circuit that
will not affect other users.

Understand and accept that the school will monitor network activity for security and performance reasons. In doing so, individ-
ual 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.

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

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 be viewed by anyone and
could live forever online, even if deleted from that site.

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.

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).

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

Return loaned IT equipment by the assigned return date.

Acknowledge that the school may redistribute devices as needed. Assigned devices may not be brand new.
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Appendix 2: Keystone Academy Academic Integrity Policy

Effective date: June 2023

1. Keystone Academy Academic Integrity Policy

1.1 Policy Statement

As an IB world school we act in accordance with the guidance of IB’s policies as stated in ‘Academic Integrity’.

The shared values of all members of the Keystone Academy community — students, parents, teaching and non-teaching staff — 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 Ren (Compassion 1=2), Yi (Justice ), Li (Respect L) , Zhi (Wisdom %%'), and Xin (Honesty ) in very practical ways.

These core values, rooted in the Confucian tradition, are at the heart of the academic notion of integrity -.to show outwardly
understanding that one has worked to develop internally:

*  Ren{= Compassion: to generate a caring and supportive environment that allows community members to become advocates
of a culture of integrity

e Yi ¥ lustice: to provide fair and equal opportunities, present accurate reflection of one’s achievements.

. Li 41 Respect: to give due credit to ideas, words, and work of others, and respect those who have collaborated in that process.

«  Zhi & Wisdom: to understand how knowledge is built and the ethical implications of all scholarly work and make wise choices.

*  Xin {5 Honesty: to produce authentic and genuine individual and group work:

1.2 Purpose

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 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:

e students clearly understand the importance of academic honesty; and are equipped with the tools necessary to produce
academic work of high caliber.
»  theintegrity of the Keystone community, and the development of the character of its members.

1.3 Audience

Students, teaching and non-teaching staff, parents, and school administrators: academic integrity is a responsibility of the whole
Keystone community.
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2. 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
that 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.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 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.

3. Roles and Responsibilities: A partnership of the whole community
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.
. 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 Classroom Teachers:

»  Teachers are up to date with school policies and IB documentation, so there are consistent supportive approaches to further
aid student understanding of good practices and expectations.

»  For citations and referencing, subject teachers are aware of ‘why’, ‘what’, ‘how" and ‘when’ to cite. Where appropriate, there
are common approaches and resources.across departments to further support teacher understanding.

e Teachers scaffold skills as appropriate, guide students in developing skills, and follow processes to help act with academic
integrity and avoid malpractices.

. In their written course overviews and in classroom discussion, teachers are explicit about their expectations for academic
integrity and what that looks like in their subject area. 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 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.
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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 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 to provide themselves with opportunities to work with teachers through
difficulties.

Students must be resilient to help themselves further develop academically. It is appropriate that academic work is often diffi-
cult; perseverance and honest reflection is central to the development of their understanding-and their character.

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

Refrain from any form of academic malpractice, and if they feel under pressure they.are to communicate with a member of
staff for support.

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:
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Ensure that expectations for Academic Integrity are shared, and consistently applied, among all community members.

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

Ensure that expectations of academic integrity 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.

Responsible-for turning academic misconduct incidents into teaching and learning opportunities, in order to promote good
practices.
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4, Examples of Academic Malpractice
We are also an IB world school and where appropriate act in accordance with the guidance of IB's Policies on Academic Integrity.

Keystone Academy is also a unique new world school that is guided primarily by ‘Keystone Vision Statement’, our ‘Five Values’ and
‘Three Keystones'.

As such, where appropriate, we also set our own definitions to further reflect these.

Academic Malpractice includes, but is not limited to:
. Plagiarism
e Collusion
*  Submission of externally commissioned work
. Duplication
*  Breaches that threaten the integrity of the exam

Cheating and Collusion

a.  Giving or receiving information about the content or format of a quiz or test in advance, or giving or receiving answers during
a quiz or test.

b.  Attempting to gain unfair advantage by referring to notes, outlines, calculators, translators, etc. during quizzes or tests, unless
explicitly allowed by your teacher,

c.  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 to alter substantially the content and quality of your written work without explicit communication with
the teacher.

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

g.  Submitting another student’s work as your own.

h.  Using a calculator, translator, or other electronic devicein a.manner inconsistent with your teacher’s directions.

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

Duplicating work
d.  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.

All suspected student malpractices are to be reported to the Division Offices.
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5. Consequences of Academic Malpractice at Keystone Academy
In cases of academic malpractice, procedures laid out in the Keystone Academy community handbook will be followed and a student
record will be kept for all future references.

6. 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.

7. Related Information
e 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’.
e Academic Integrity (1B 2019)

[We adopt the Modern Language Association (MLA) style, American Psychological Association (APA) style in grades 10, 11 and 12 and
the Chinese citation of citing reference materials unless otherwise stated by the teacher]

78



5. ST PR AR A T b g Ak B
XMFEEARDIAT A, KB AR X PP UE R P AR, IR 2 AsE . LIWEZ.

6. gkl
TESA . — VI TAERIAZ O R 2T

AR AR IE R AR B, S 190 B A B B H AR A AR SR, WA e A
B EAWHUR IS . ABORAE BRI TAME A G B2 o ZE A S R A 1) i e
RIS WA ARPREERI R B o AT AR IRE R TR RS R rp 2 ST R AR fE AR 2 A T 5 B
B, T EAREPUR TR E1E. AERA NI RFEE AV A NI R S5 )80 .

7. LB SRS

. SEARPIHEACBRAE EX P
WS S BOR R FH)
WA LS5 1) o 25 e AR B 2 A5 I RS T REIXF1)
CHYEIREZS%Y
CEARRAEY BOR (EPRSCEAL, 20194F)

PRI AT BN, FM51 S5 TR R A IRTE T th & 5 R E OBSA L Bl I E X0, 11124858
MIRLTE . KUK <SCRS % SCHREE RN .

79



Appendix 3: Artificial Intelligence (Al) Guidelines

Effective from June 2024

1.

Guiding Principles

At Keystone Academy, we embrace a dynamic and ever-changing world, recognizing the importance of Al technologies in fostering a
progressive learning environment. Our commitment to ethical Al integration is driven by the need to equip students with advanced skills for
a global and diverse community, while steadfastly upholding our Five Shared Values of compassion, honesty, justice, respect, and wisdom.

2.

Al Considerations

Artificial intelligence has the potential to transform education systems and enhance teaching and learning. These include:

Productivity: Automation of administrative tasks, allowing more time to focus on teaching and learning.

Personalization: Providing personalized learning experiences through adaptive learning platforms that cater to.individual
student needs and pace.

Data Insights: Offering insights into student performance through data analysis, enabling targeted interventions for improved
learning outcomes.

Creativity: Enhancing creativity by enriching their learning experience through interactive and immersive multimedia exploration.

While Al has the potential to revolutionize educational practices, there are several critical/ethical concerns that schools, educators,
students and parents should carefully consider.

3.

Data Privacy: The use of Al involves handling student data, therefore ensuring proper protection and privacy is crucial.

Bias and Accuracy: Since algorithms can sometimes reflect existing prejudices or produce substandard and erroneous ma-
terial, critical thinking is essential when evaluating Al-generated content to quard against inadvertently perpetuated biases,
ensuring quality, and verifying accuracy.

Ethics and Transparency: The ethical use of Al in education necessitates clear guidelines and transparency to govern its application.
Adapting to Change: As Al technology rapidly evolves, there.is a.pressing need for continuous professional development and
training to equip the education community with appropriate knowledge and skills.

Agreements for Promoting the Responsible Use of Al

As part of the Keystone community, all stakeholders collectively commit to the responsible use of Al, ensuring it complements our
educational ethos rooted in our Five Shared Values. The school will integrate Al into our curriculum responsibly, teachers will mentor
students in navigating Al ethically, students will engage with Al to enrich their learning experiences, and parents will support this
initiative, all to prepare for a future where Al'is prevalent, while preserving the integrity of our diverse and global community.

Role of School
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Curricular Integration of Al: The school is dedicated to infusing Al tools and concepts across various disciplines, ensuring that
students learn to use Al responsibly. By incorporating Al into the curriculum, students can cultivate critical thinking abilities and
digital proficiency essential for an Al-driven future.

Professional Development: Teachers play a pivotal role in guiding students on the ethical and responsible navigation of Al.
The school.commits to fostering collaborative learning communities and ensuring timely and relevant training for teaching and
learning with Al.

Student Empowerment through Al: The school will encourage students to actively interact with Al technologies to enhance their
educational experiences. Through hands-on projects, collaborative initiatives, and Al-enhanced learning resources, students
will deepen their comprehension of Al's capabilities and constraints.

Parental Involvement and Support: Parents are valued partners in endorsing the school’s mission to incorporate Al responsi-
bly. The school will equip parents with resources and information to aid their understanding of Al’s role in education, empow-
ering them to engage in meaningful dialogues with their children regarding Al ethics and usage.

Future-Ready: The school has a responsibility to stay current with developments in artificial intelligence, ensuring that all
stakeholders are equipped with current knowledge and skills relevant to this rapidly evolving field and connecting with other
educational communities to learn, serve, share and grow.

Data Privacy: The school is responsible for ensuring the proper protection and privacy of student data, especially when utiliz-
ing Al technologies, by implementing data security measures to safeguard information effectively.
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Role of Teachers

. Mentor/Facilitator: Teachers guide students in their use of Al tools and technologies. They provide instruction, support, and
resources to ensure students’ effective engagement with Al. They educate students on Al literacy skills, digital citizenship,
critical thinking and problem-solving skills.

. Learning Designers: Teachers curate and integrate Al tools, including Al data-driven systems, to enhance and personalize the
learning experience. They choose resources that adapt and align with curriculum goals and seamlessly incorporate them into
teaching methodologies, learning environments, assessments and feedback to meet individual student needs and preferences
effectively.

. Role Model: Teachers demonstrate Al literacy skills and digital citizenship by upholding ethical standards, demonstrating critical
thinking, ensuring data privacy and creativity when using Al tools.

. Lifelong Learner: Teachers continuously engage in professional development and sharing to stay updated on Al-advance-
ments, emerging tools, and best practices. They seek opportunities to enhance their Al knowledge and skills to ‘effectively
support student learning by connecting with other learning communities.

Role of Students

»  (itizen: Students are encouraged to use Al tools responsibly and ethically, fostering a community where technology is applied
with integrity and respect for others. They should understand the implications of their interactions with Al, ensuring their usage
promotes fairness and privacy.

e (ritical Thinker: Students should question the accuracy, bias, and potential limitations. of Al systems before accepting their
outputs as definitive and incorporating into their work.

. Open-Minded: Al has multiple applications in various subjects and fields. Students should be aware of the benefits and think
open-mindedly about exploring Al tools when learning.

. Responsible: When students are assigned tasks or exams, they should clarify with their teachers if they can incorporate Al tools
or technologies. This ensures that they adhere to the quidelines set by the curriculum and the teacher.

Role of Parents

e Al-Informed Collaborator: Parents should engage in learning about Al technology and stay updated on the current benefits
and challenges associated with its use in education. They participate in training, workshops and forums offered by the school
to ensure that they can share ideas and partner in the development of their children as ethical and digital citizens.

. Communicator: The school values parents’ opinions and concerns and thus parents are encouraged to provide feedback, ask
questions, and raise issues related to Al using appropriate communication channels.

. Principled: Parents act as mentors for their children and should model the appropriate use of Al in everyday life. They also
provide guidance when supporting their children in the appropriate use of Al in their learning at home.

This document is Version 2 and was-authored by the Al task force May 2024. The team consisted of Baldeep Sawhney, Catherine de
Levay, Dong Ai, Dorothy Mubweka, Jingming Kacy Song, Sandra Chow, Steve Stander, Xiaoxu Elaine Yin, Yanxi Celia Yang, Yichen Martin
Ding, Yingzhi Leona Shen-and-Yuan Veronica Zhao.

4, Acknowledging Use of Al
The Al Task Force Committee acknowledges the use of ChatGPT 3.5 and ChatGPT 4.0 to generate ideas and insights. The prompts used
during the process include but not limited to:
» “Teacher's role and expectation while using Al"
3 “Write a sentence about how school’s have the responsibility to stay current with information about Al as a role and responsi-
bility of the school.”

Building on the generative texts, the committee members collaboratively re-wrote the output from these prompts.
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