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UAS VISION STATEMENT

UAS is a multicultural community committed to global citizenship and providing a premier education.

UAS MISSION STATEMENT

The Uruguayan American School is a multicultural, academically challenging learning community that prepares
students to be responsible global citizens and lifelong learners through U.S., international and Uruguayan curricula.

UAS LEARNING PRINCIPLES

Learning is continuous and ongoing, occurring in academic, social, emotional, and physical contexts within and outside
of school.

The Learner

1. Learning is enhanced by a learner’s positive sense of self, which will affect what is learned, the depth of the
learning, and the motivation to learn.

2. Learners that are creatively challenged to think and express themselves in ways that help them discover their
passions and develop their own unique voice, develop greater confidence in their own abilities.

3. Learners master rigorous academic knowledge, skills, dispositions, and the UAS Learner competencies.

The Learning Environment

4. The learning environment is a positive, emotionally safe place in which learners can think critically, practice,
take risks, and make mistakes in order to learn.

5. The UAS learning environment inspires learners to investigate the world and recognize and respect diverse
people and perspectives.

The Learning Process

6. UAS fosters learning to learn, a process that deepens and develops over time, in which students become
independent, motivated lifelong learners.

7. Learning occurs through differentiation by developmental levels of learners and pedagogical approaches of
teachers.

8. Learners demonstrate understanding when they can apply, transfer, connect and adapt their learning to new
experiences and situations.

9. Learning is inspired by natural curiosity: wonder, awe, humor, imagination, and openness to possibilities.

Instructional Practice

10. Learning is meaningful, challenging, and appropriate when learners have authentic choices in the content
and/or methods of study.

11. Learning occurs through purposeful social interactions that deepen understanding, develop communication
skills and increase motivation.

12. UAS learners and teachers meaningfully integrate technology into the teaching and learning processes.
13. Learning is enhanced when learners give and receive ongoing, specific, useful, timely feedback and reflect on

their learning process and performance and the performance of others.
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UAS LEARNER PROFILE

UAS BELIEFS

Respect and acceptance are vital to a thriving community.
Everyone has the responsibility to make decisions that reflect positive global citizenship.

Pursuing one´s dreams, hard work, persistence, and willingness to learn from experiences promote success.
Integrity and a strong moral character promote trust within a community.

Taking responsibility for one´s own decisions is essential for a positive learning environment.

UAS: AN EQUAL OPPORTUNITY EDUCATOR AND EMPLOYER

The Uruguayan American School is an equal opportunity employer and educational institution. The school will accept
children and employ staff and faculty without discrimination on the basis of gender, sexual orientation, gender identity
or expression, religion, race, marital status, physical disability, or nationality.

The Uruguayan American School admits applicants based on its evaluation of the potential of the applicant to benefit
from our educational services, and the school´s capacity to meet the educational needs of the applicant. No staff or
faculty member or student in the Uruguayan American School shall be subject to discrimination in any educational
program or activity. This shall include employment, retention, and promotion.

SECTION I: ABOUT UAS
UAS HISTORY

The Uruguayan American School was founded on April 14, 1958 by a group of Uruguayan and U.S. citizens residing in
Montevideo. Their goal was to promote an intercultural understanding between Uruguay and the United States and to
provide a U.S.-style education in Uruguay which included the curricular programs of both countries. In the early days,
most students were U.S. citizens or Uruguayans whose parents chose this kind of education for their children. Over the
years, as the school grew and added programs, the student body became more international. Nowadays over half of the



students are from countries other than the United States and Uruguay. There are over 30 nationalities represented in our
student body.

Since its origin, UAS has sought to offer a unique educational opportunity unlike any other school in Uruguay, public
or private. The school has multiple programs of study and diplomas.  There is an international curriculum taught
entirely in English and an Uruguayan curriculum for students who plan to attend a university in South America. The
school is recognized by the Uruguayan National Commission of Education (CODICEN), fully accredited by the New
England Association of Schools and Colleges (NEASC), and offers the International Baccalaureate (IB) Diploma
Programme.

SCHOOL GOVERNANCE

The Uruguayan American School is a private school, incorporated as a non-profit, tax-exempt Civil Association
governed by an assembly composed of active members and guided by a volunteer Board of Governors in accordance
with the bylaws under Uruguayan law which establish the legal framework for the school.

Board members are volunteers and receive no compensation for their service and are elected for a three-year term by
the Uruguayan American School Civil Association. UAS Board of Governors’ main responsibilities are to define the
school’s mission, vision, and philosophy, address policy matters, develop long-range plans and provide sound financial
management. The Board of Governors also hires the Director and delegates the day-to-day management of the school
to the Director and the Director’s administrative team.

CAMPUS

UAS is firmly committed to offering first-rate facilities to create a comfortable and productive learning environment.
 In 2003 the Uruguayan American School moved to its present location on Saldún de Rodríguez. The school is located
on a well-maintained three-hectare campus in the Carrasco neighborhood and occupies 7,100 square meters of building
space for Nursery through Secondary School students. Special facilities include a cafeteria, a library, four science
laboratories, two large flexible learning spaces, a computer laboratory, a music room, an auditorium, and two large
gymnasiums which include a fully equipped weight room and two locker rooms. The outside facilities include a
regulation soccer field, a basketball/volleyball court, and three playground areas. 

SECTION II: ALL STAFF
ADMINISTRATION AND FACULTY

The Board of Governors recognizes that the single most important resource in the development of a quality educational
program is a qualified, dedicated faculty and staff. As such, the Board of Governors is committed to providing a
competent, well-trained faculty and staff for each discipline and area of responsibility in order to ensure a balanced,
well-run program.
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Below is the organizational chart for the school:

SIGN IN / SIGN OUT

UAS employees should “sign in” upon arrival and “sign out” upon departure using the fingerprint scanner. This
verifies your time for payroll and for compliance with the stipulated work hours.

FACULTY/STAFF LEAVING CAMPUS DURINGWORKING HOURS

Board policy states that teachers at UAS will be expected to be on school grounds during the normal school day. The
administration expects faculty members to use their planning period as such and try to avoid leaving the campus unless
absolutely necessary. If a staff member must leave campus during a planning period, he/she must obtain permission
from his/her direct supervisor, sign out at the front desk upon leaving, and in again upon returning.



DRESS CODE EXPECTATIONS

UAS expects faculty to dress appropriately for a school setting and in a manner that demonstrates clear respect for the
profession, for colleagues, and for the school. As educators, we are expected to model the behaviors and expectations
we have of students. At a minimum, teachers are expected to follow the student dress code. If you have any doubt about
the appropriateness of your attire, please consult your direct supervisor. UAS strongly encourages more formal dress
for important school occasions such as Back-to-School Night, Student-Parent-Teacher Conferences, Awards
Ceremonies, and Graduation.

FACULTY/STAFF MEETINGS

Faculty/Staff meetings are generally announced well in advance and usually held on Tuesdays after school, and
attendance is considered to be obligatory. Other appointments should not be made during this time. If a faculty/staff
member encounters an emergency that they feel prevents him/her from attending the meeting, he/she must inform
his/her immediate supervisor of the situation. Faculty/Staff members absent from meetings will be asked to justify
their absence, and are held responsible for the information distributed in the meeting.

MAILBOXES

Each staff member has a mailbox. School and personal correspondence will be placed in the mailboxes. Faculty/Staff
members are asked to check their mailboxes at least once a day. For reasons of confidentiality, students are not allowed
in the mailbox room.

PHOTOCOPYING AND PRINTING

Photocopy machines and printers are available at various locations in the building for copies. Teachers must not send
students to request or retrieve photocopies, either from the receptionist or from the teachers’ workrooms. The
receptionist will not receive a photocopy or print requests from students. Teachers should plan ahead regarding
photocopying.

CARE OF SCHOOL PROPERTY

Staff members are responsible for the care of all teaching materials, technology, textbooks, supplies, A-V equipment,
furniture, and other equipment in the classrooms, the library, and the school in general.

Teachers must remember to record inventory numbers of books and other materials checked out to them during the year
and to keep a close check on which materials are loaned out to students. Students will be held accountable for the
condition of the item when it is returned.

PURCHASE ORDER PROCESS

The school purchases instructional materials and school supplies in Uruguay and in the United States.

The international order—also known as the AMISA order —is placed once a year at the end of February. The materials
should arrive in time for the opening of the next school year in August. Teachers will receive information from their
division principal about purchasing materials through the AMISA order. The receptionist will send detailed instructions
and the necessary forms to place the order. It is vital that teachers follow the directions carefully to ensure that the
school receives the proper materials in a timely fashion. The division principal must approve each international
purchase order.

In order to purchase school supplies in Uruguay, a teacher must complete a purchase order form, which is available in
the Business Office. The division principal must approve each local purchase. Teachers will be notified when the
materials arrive.
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PAYDAY

Salaries are normally paid on the last working day of the month.

SECTION III: INSTRUCTIONAL FACULTY
TEACHING AT UAS

The Uruguayan American School year is divided into two semesters totaling between 180 and 184 school days. The
first semester runs from August to December; the second from February to the end of June. Teachers work
approximately 190 days.

The regular school day runs from 7:45 AM to 3:45 PM for staff. The Elementary School schedule contains eight
45-minute periods, plus lunch. The Middle School and High School schedules are based on four 95-minute periods.

FACULTYWORK DAY

The normal teacher school day is from 7:45 AM to 3:45 PM. The normal student day is from 8:00 AM to 3:30 PM.
Teachers, assistants, and substitutes must be in their rooms no later than 7:55 AM. Teachers are expected to be available
in their rooms to students from 3:30 to 3:45 PM unless they are involved in the activities program or other UAS
business. Note: repeated lateness in the morning or arriving late to your class during the school day may result in
disciplinary measures.

PROFESSIONAL STAFF TIME SCHEDULES ANDWORKLOAD

Board policy states that teachers at UAS will be expected to be on school grounds during the normal school day.
Professional staff will be guaranteed a minimum of one full planning period daily. Part-time staff receives proportional
planning time. Elementary School full-time teachers tend to have a minimum of ten planning periods per week.
Full-time Secondary School teachers have five courses per semester.

SPECIAL DUTIES

Teachers are expected to complete additional duties periodically. The two primary duty assignments are
lunch/break/recess supervision and substituting classes for absent colleagues. Duties will be assigned on a rotating
basis based on the individuals available at that time. Every effort will be made by the administration to keep these tasks
to a minimum.

FACULTYWORKROOMS

The faculty workrooms are provided for employees to work during their preparation periods. All employees are
expected to assist in keeping the workrooms presentable. Students are not allowed in the workrooms.

TUTORING FOR PAY

At the beginning of the school year, Counselors ask teachers if they would like to be included on the list of available
tutors. Interested teachers should provide the Counselors with their available days and times. Once the list is compiled,
Counselors and Principals may share the list with families seeking tutoring for their child/children.



If you are asked to tutor a UAS student, please inform your Principal to get approval. In order to avoid potential
conflicts of interest. The conditions below apply to tutoring:

● Teachers and aides are not allowed to tutor their own students for pay during the school year.

● Tutoring for pay may not occur during the workday. It must begin after 3:45 PM.

SECTION IV: INSTRUCTION
UAS PROGRAM

UAS offers a U.S.-style educational program modeled on the curriculum, methodology, and instructional materials of
exceptional U.S. public or private schools. The school is fully accredited by the New England Association of Schools
and Colleges (NEASC) and the Uruguayan Ministry of Education.

UAS graduates attend universities around the world. For this reason, we offer three widely accepted and honored
diplomas: the Uruguayan Program (UP) Diploma, the United States (U.S.) Diploma, and the International
Baccalaureate (IB) Diploma. All high school students graduate with the U.S. Diploma and the majority with the IB
Diploma. Most native Spanish speakers also graduate with the UP Diploma.

Kindergarten-Grade 5 students receive instruction in language arts, mathematics, social studies, science, art, computer
science, physical education, drama, and music as preparation for the college preparatory program at the secondary
level.

The Secondary program is divided into a Middle School program (Grades 6-8) and a High School program (Grades
9-12). These programs are geared toward the development of the knowledge, skills, and competencies necessary for
entrance into university

LANGUAGE POLICY

The Uruguayan American School is a multicultural community where the two main languages are English and Spanish.
The language of instruction is English in all classes, except Uruguayan Program classes and foreign language classes.
All students are required to take a Spanish class. We believe that the study of a second or even a third language is an
important facet of the holistic education we offer at UAS, where we are committed to developing global citizens with
an appreciation and understanding of other cultures. UAS does not regulate the social language that students use during
breaks and recess. Students may speak the language they choose during these times while also being respectful of their
peers and the language they speak or have in common with the group.

HOMEWORK GUIDELINES

Please refer to the HOMEWORK POLICY section in the Student/Parent Handbooks of each division.

SENSITIVE ISSUES

Teachers should inform the administration when they intend to teach a sensitive or controversial subject. In many cases,
the administration will request a letter be sent to parents. In some cases, parents may request that their son/daughter be
given alternative work in the library. Administration, in collaboration with teachers, will evaluate these parent requests.

USE OF AUDIOVISUALS/YOUTUBE VIDEOS

Audiovisual/Youtube videos selected for student instruction and classroom use must be age appropriate and relevant to
the specific instructional goal. When available, the MPAA (Motion Picture Association of America) ratings should be

11



used to guide decisions about audience appropriateness. Audiovisual materials in the school collection and those
selected for use from outside the school collection must be selected based on personal previews or reviews or
recommendations from professional literature.

FIELD TRIPS

Well-planned and well-designed field trips are powerful learning experiences that enhance classroom instruction and
support curricular learning objectives. Teachers must present plans for field trips at least a month before the scheduled
event to the Principal for his/her approval. Teachers should complete the Field Trip Form, available from division
secretaries.

Permission Slips

● All students must have a signed permission slip for each field trip.
● Teachers should use the UAS permission slip form available on the intranet.
● Teachers must turn all signed permission slips into the division secretary prior to departure.

Money Collection

● Teachers are responsible for collecting money for field trips.
● Field trip money should be stored in a locked cabinet in the classroom or given to the Business Office for

safekeeping.
● Money for the bus rental should be delivered to the Business Office prior to departure.

Chaperones

● For field trips in Grades 1—12, there must be one adult chaperone for every 15 students.
● For field trips in Early Childhood grades, there must be one adult chaperone for every 7 students
● Each bus must have at least one teacher aboard.

What to Take on the Trip

● The teacher should carry the money collected for entrance fees or other trip expenses.
● Medical information forms for students with special dietary and medical needs.
● First aid kit from the Nurse’s Office.
● Parent contact information for each student.
● Contact information for the school and principals.

Internal Communication

● Teachers must notify the cafeteria and specialist teachers that his/her class is going on a field trip.
● Teachers should notify the nurse of the field trip. The nurse will provide teachers with information about students

with special dietary and medical needs.
● Teachers must coordinate with the Principal to arrange coverage for the classes they will miss while they are on

the field trip.
● Students left at school must be supervised. Teachers should make the necessary arrangements for supervision and

inform the Principal.

Note: Typically, field trips are not to be scheduled during the last two weeks of school at the end of each semester.



SECTION V: SCHOOL SPECIALISTS
SCHOOL NURSE

UAS employs a full-time qualified Nurse who works together with the entire school community to promote healthy
living habits, disease prevention, and individual wellness.

The School Nurse keeps track of students with life-threatening allergies, or any physical condition that might impact
the student´s health, such as surgeries, medical treatments, etc. The Nurse occasionally conducts training sessions for
emergency medical care. Teachers should notify the nurse when they are planning a field trip. The Nurse will provide
information on students with medical conditions.

Uruguayan Medication Policy must be followed in order to administer medications to a student during school hours.
Students cannot carry medication or self-medicate on campus. Only those students who have asthma and have informed
the school of this condition are allowed to carry inhalers.

UAS has SEMM (Emergency Medical Service) coverage. Any accident, major injury, or illness that occurs on the UAS
campus shall be assessed by a SEMM doctor. The School Nurse will perform first aid, contact SEMM and notify
parents.

STUDENT SUPPORT TEAM (SST)

The Student Support Team (SST), comprised of the Principal, Counselor, and Learning Specialist, assists students with
academic and social-emotional needs. Using a holistic approach, the SST gathers information from teachers, parents,
observations, interviews, reviews of school records, and assessments in order to develop interventions and strategies
that will improve a student’s learning and social well-being. Referrals of concern about a student should be made on the
Student Support Referral Form available on the intranet. If a student has already been referred to the SST and a teacher
has a new concern, he/she should e-mail the Counselor and the Principal to report the new concern.

The SST will take the following steps:

1. Gather and evaluate anecdotal and quantitative data on the student.

2. Develop an action plan or learning plan for the student if he/she qualifies for services.

3. Assist classroom teachers in implementing the action plan.

4. Monitor and evaluate the student´s progress.

The SST will maintain teachers and parents informed throughout the process.

COUNSELOR

Our counselors offer a wide range of services for students to confront the changes and challenges they will encounter as
they mature.

Classroom Instruction

The guidance curriculum consists of structured, research-based lessons designed to provide all students with the
knowledge and skills appropriate for their developmental level.

● Social/Emotional student development

● Academic skills support

● Career/Education planning and test-taking skills
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Responsive Services

Responsive services are activities designed to meet students’ immediate needs and concerns.

● Individual, small group, and crisis counseling

● Consultation/Collaboration

● Peer facilitation

● Referrals to health professionals and academic support

Individual Student Planning

Counselors coordinate ongoing systemic activities designed to assist students in establishing personal goals and
developing future plans.

● Review of academic progress

● Post-education/career planning

● Problem solving & transition plans

● Coping strategies & social skills

Student Advocacy

Counselors advocate for students’ personal and educational needs and work to ensure these needs are addressed at
every level of the school experience.

● Goal-setting

● Education in understanding self and others, including strengths and challenges

● Multicultural/diversity awareness

LEARNING SPECIALIST

The primary role of the Learning Specialist is to provide extra support for students experiencing academic, behavioral,
or emotional difficulties. the Learning Specialist will work closely with classroom teachers, parents, and SST members
in order to identify the nature of the difficulty, design appropriate interventions and provide tailored support to meet the
specific needs of the student. The Learning Specialist recognizes that every child has a different learning profile and
will develop and implement plans that will allow students to successfully perform to their potential in the classroom.

SECTION VI: STUDENTS
STUDENT – PARENT HANDBOOK

A Student–Parent Handbook containing policies and regulations on the rights and responsibilities of students, the code
of student conduct, and student discipline will be distributed to all students and parents, teachers, and administrators at
the beginning of the school year. Please become familiar with its contents, since many of the student expectations are
found in the Student-Parent Handbook.

ATTENDANCE REPORTING

Attendance is taken each day in Elementary School and each period in Secondary School using PowerSchool. The
names of absent and tardy students are shared each day by the division secretaries. The school will call the homes of



students with extended unexcused absences. Information on these students’ absences will be shared with teachers.

CAFETERIA REPORT

In order to avoid over-preparation of food, teachers are asked to take a lunch order from their classes when they take
attendance each morning and submit it through PowerSchool.

STUDENT SUPERVISION

No student should be released early from class or be sent out of class in an unsupervised environment for behavior.
During the period of time that any teacher has been placed in charge of a group of students, the students are the
teacher’s responsibility until that period of time has terminated. If for any given reason a class leaves the classroom, the
teacher in charge must accompany the class. Students sent to do activities/work outside the classroom should be
informed by the teacher of expected behavior while outside the classroom. If students do not meet those expectations,
they should be asked to return to the class. Placing a student outside the classroom for disciplinary reasons for an
extended period of time without supervision is not an acceptable practice at UAS. Under no circumstances should
students be unsupervised in a classroom. Teachers should lock their classrooms if they will leave the room unattended.

STUDENT DISMISSAL PROCEDURE

Students should not be permitted to leave classes until the end of the last period of the school day. Teachers will escort
Elementary to the parking lot. The teachers will wait with the students until they are picked up by a parent or guardian.
Elementary students who want to change their regular dismissal procedure at the end of the school day need to provide
their homeroom teacher with a signed note or e-mail from their parents. Elementary students are not allowed to remain
in the school building after 3:40 PM if they are not enrolled in an After School Activity or supervised by a
parent/guardian. 

At the end of the last period of the school day, Secondary students may be dismissed without teacher escort to leave the
building or attend after-school activities.

STUDENTS' LIBRARY AND/OR COMPUTER LAB USAGE

Students may use the library or computer lab during class periods with his/her teacher´s permission and during a
scheduled study hall. Teachers may send students to these support areas with a school pass. The pass must indicate the
name of the student, the task that the student is to accomplish, and for how long. Any student showing up to either the
library or the computer lab without a pass will be sent back to class.

FOOD FROM OFF-CAMPUS

Students are not allowed to order food from off-campus and have it delivered to the school. Any food from off-campus
must be ordered through a teacher with approval from the Principal.

ENGLISH LANGUAGE LEARNERS

The English Language Learner program (ELL) provides non-English speaking students with the instruction necessary
to raise their language ability to a classroom-functional level. Students in ELL classes are generally expected to learn
basic interpersonal communication skills within four semesters. After the initial four semesters of classes, ELL is
considered a complement to, rather than a substitute for, the regular classroom. Classroom teachers are expected to
work closely with the ELL teachers to provide the best possible support for ELL students.
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STUDENT FILES

Student files contain enrollment data, report cards and grade summaries, testing results, and copies of correspondence
dealing specifically with the child. Teachers may review student files in the Counselor’s Office or the Principal’s
Office. Contents of student files are kept strictly confidential and may not leave the school building.

EATING AREAS FOR STUDENTS

In general, students can eat only in the cafeteria or the outside patio area. Students may have bottled water in
classrooms and flexible learning spaces in recyclable containers. No other liquids are permitted in these areas. Students
may have food in the classroom with the teacher's permission and supervision. Food is not allowed in the auditorium,
the flexible learning spaces, the library, or the computer lab. Students may eat in the Elementary multipurpose area if
approved by the Principal.

SECTION VII: COMMUNICATIONS
PRIOR REVIEW OFWRITTEN COMMUNICATIONS AND/OR

PUBLICATIONS

As a general rule, when teachers plan to send written or e-mailed materials to the parents of their students or the
broader UAS community, a courtesy copy should be given to the Principal or Director in advance for review. In this
way, if parents call the school the front office will be informed of the events. In Elementary School, most information is
sent home in the UAS app and by email.

ACTIVITY CALENDAR

The administration, working with the different groups in the school community (faculty, parents, clubs, and
organizations), establishes an activity calendar to announce important events as well as to avoid conflicts in the
scheduling of events. In most cases, activities are marked on the calendar at the beginning of school. Any faculty
sponsors that would like to schedule an activity need to do so through their division Principal, as early as possible.

SECTION VIII: LEAVE POLICIES AND PROCEDURES
FACULTY/STAFF ABSENCES AND LEAVES

Leave of Absence Form: In the case of an unplanned absence such as an illness or emergency, the employee must
complete an online Leave of Absence Form available on the intranet and submit it the day after the absence. In the case
of a planned absence such as a medical appointment or personal leave, a leave request must be made by completing an
online Leave of Absence Form and submitting it at least one week in advance.

1. Instructional Staff Absence: When unable to attend school, staff members must call, text, or email the division
secretary by 7:00 AM or before 8 PM of the previous day. If lesson plans were not previously left with the division
secretary, then they must be emailed to the division secretary with your notification that you are unable to attend
school. Employees are also requested to notify the division secretary by 2:00 PM if they know that they will not be
able to teach the following day. All teachers must leave clear, detailed plans for substitutes and emergency lesson
plans on file with the Principal. A copy of the daily schedule, seating plan or class lists, classroom discipline plan,
attendance book, and materials required to ensure an orderly program must be part of the lesson plan. Movies,
library time, and study time are not acceptable as substitute lesson plans.



2. Personal Leave: Employees will be entitled to a maximum of two paid days of absence each year for unavoidable
personal business which cannot be scheduled outside school hours, such as the obtaining and processing of legal
documents, religious observance, etc.

3. Sick Leave: Employees will be entitled to a total of eight days of sick leave during a year, which will be
understood as worked for all legal purposes. This kind of leave will be granted in the case of medical
appointments or tests that require the employee to be absent during working hours, and also in the case of
occasional illnesses not covered by a Certified Medical Leave (Licencia Médica). If an employee needs to visit a
doctor, clinic, or hospital during the normal working day, he/she must inform the division secretary at least two
days in advance (except for emergencies) for the school to ascertain that it can provide the proper coverage. Any
absence from school pertaining to health reasons falls under the sick day leave policy. Sick leave days may not be
used to care for sick members of the employee´s family. Per Law No. 17242, women are entitled to one day per
calendar year.

4. Certified Medical Leave: Employees unable to work during a specific period in compliance with a Certified
Medical Leave (“Licencia Médica”), granted by a health professional, must a) advise the Principal immediately
about the absence, and b) forward the medical certificate to the Business Office and Personnel Office within two
working days to be counted from the date the leave starts. Work days missed during a Certified Medical Leave that
are not covered by the BPS will be deducted from the allowed number of sick days. It is the responsibility of the
employee to arrange the details of a Certified Medical Leave with the Business Office and Personnel Office.

5. Leave Without Pay: Leaves granted during the two days immediately before and after a school holiday or
vacation, or any day during the first and last two weeks of the semester will be considered without payment. An
employee leaving early or returning late from a vacation will not be paid for days missed even though the late
arrival may be due to circumstances not of his/her own making.

6. Marriage: Employees getting married will be granted a leave of five working days, which will be understood as
worked for all legal purposes and can only be used within the fifteen days following the celebration of the civil or
religious ceremony.

7. Death: Special bereavement leave may be awarded to an overseas-hired staff member in the event of terminal
illness or death of the employee’s spouse, parents, siblings, or children. Such employees are entitled to a leave of
five working days, which will be understood as worked for all legal purposes and will be granted only starting on
the date of the death or the day after. Bereavement leave is also available to locally hired staff, according to the
terms and conditions defined by Uruguayan law.

8. Legal Vacation Leave: This is for administrative staff only.
9. Professional Development Leave: There is no set number of days allowed. Professional Development Leave may

not be granted for leave where you will be paid by another agency or where you will be earning money during
work hours. Such leave must be Personal Leave or Leave without Pay. For more information please see the
Professional Development Handbook available on the intranet.

10. Legal Professional Leave (Licencia por estudio): Employees will be entitled to a total of nine days per calendar
year (Ley Nº18.458).

11. Nursing Breaks: By Uruguayan law, nursing mothers are entitled to a limited period during the day for
breastfeeding. Consult the Personnel Office for further information.

SECTION IX: FACULTY/STAFF DISCIPLINE &
GRIEVANCES PROCEDURES

STANDARDS OF ACCEPTABLE CONDUCT AND ETHICAL BEHAVIOR

According to the National Education Association, an educator believes in the worth and dignity of each human being
and recognizes the supreme importance of the pursuit of truth, devotion to excellence, and the nurture of democratic
principles. Essential to these goals is the protection of freedom to learn and to teach and the guarantee of equal
educational opportunity for all.
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The educator recognizes the magnitude of the responsibility inherent in the teaching process. To obtain the respect and
confidence of one's colleagues, students, parents, and members of the community, educators must attain and maintain
the highest possible degree of ethical conduct. The Code of Ethics of the Education Profession indicates the aspiration
of all educators and provides standards by which to judge conduct.

All faculty/staff members are expected to conduct themselves as professionals to ensure the efficient, orderly operation
of the school and to provide a safe learning environment for students. Listed below are examples of standards of
acceptable conduct for all faculty/staff members:

1. Report to work on time and refrain from leaving before the established time.

2. Perform assigned duties.

3. Attend faculty/staff meetings.

4. Professional differences of opinion should only be discussed with members of the faculty/staff and
professionally at appropriate times and in appropriate places.

5. Abstain from engaging in sexual harassment of students and/or faculty/staff.

6. Abstain from any sexual conduct with students.

7. Abstain from using abusive, insulting, and/or profane language toward students.

8. Abstain from coming to work under the influence of alcohol/drugs or being in possession of a controlled
substance.

9. Abstain from leaving students unsupervised.

10. Abstain from the use of the school telephone for personal calls.

11. Abstain from removing any school-owned equipment or supplies without the written authorization of the
Principal or Director.

12. Abstain from sleeping during duty time or in class while supervising children.

13. Abstain from using corporal punishment.

14. Abstain from using racial and gender slurs toward a student(s) or any member of the school community.

15. Avoid unfavorable criticism of other faculty/staff members except such as formally presented to a school official
in the interest of the school.

16. Abstain from arguing or fighting with another faculty/staff member in the presence of students.

17. Abstain from distributing any flyers or other materials that are profane or vulgar or that have racial or gender
slurs.

18. Abstain from conducting personal or other business during the workday.

19. Abstain from using influence over students or professional positions for profit.

20. The faculty/staff member should seek to establish friendly and intelligent cooperation between the home and the
school.

FACULTY/STAFF DISCIPLINE POLICY

The faculty/staff discipline policy is designed to make sure that everyone complies with standards of performance,
ethics, and personal conduct that are essential to carrying out the school's mission. In addition, having this policy in
place assures that everyone will be treated fairly and objectively. The policy includes progressive steps that give
everyone ample opportunity to correct behaviors or improve job performance. The discipline policy incorporates a
disciplinary philosophy statement and a grievance procedure for staff members.

DISCIPLINARY PHILOSOPHY STATEMENT

UAS will use progressive discipline to ensure compliance with performance standards, ethics, and conduct. Except in



cases of repeated, willful, or flagrant violations of these standards, the administration will not resort to formal
disciplinary measures until informal attempts to correct the problem have failed. If the administration finds it necessary
to use formal disciplinary measures, it is intended that the discipline be administered fairly, without prejudice, and only
for cause. Disciplinary actions are of several levels, including oral and written warnings, disciplinary probation,
suspension, and termination.

The frequency and/or severity of the conduct determine which level of disciplinary action is required. Progressive
discipline is not required for all offenses. The school reserves the right to terminate an employee for serious infractions
(i.e. immorality, a conviction of any felony, drunkenness, the use of corporal punishment, theft, falsifying or altering
school records, and insubordination), regardless of progressive discipline guidelines or counseling. Any determination
to terminate will be communicated to the Board of Governors.

PROGRESSIVE DISCIPLINE POLICY

All employees will be expected to meet the school's standards for work performance, punctuality, attendance, and
personal conduct. When an employee fails to conform to proper standards, that person will be notified and have an
opportunity to correct the deficiency. If performance does not improve, the disciplinary steps outlined in this policy will
be followed.

PROGRESSIVE DISCIPLINE PROCEDURES FOR FACULTY/STAFF

Administration will document in writing any formal disciplinary measure taken against a faculty or staff member. The
faculty or staff member will receive written notification of disciplinary measures taken against him/her. This
documentation is intended to develop and improve employee performance and to make them aware of the positive and
negative impacts of their actions. Documentation should be objective, specific, detailed, and chronological.

Verbal alerts may be given to a faculty or staff member before formal disciplinary measures. In these cases, the
supervisor and faculty or staff member will discuss the performance problems and the necessary steps for improvement.
This may be followed up by an e-mail to clarify expectations.

Steps to be taken:

Step 1 – Written alert: The supervisor will notify in writing the faculty member of the specific areas of concern and
clarify expectations. The faculty member will be asked to sign the written alert. This written alert will be kept in the
faculty/staff member’s personnel file.

Step 2 -- Corrective Action Warning: A corrective action warning will be used for a repeated offense or a serious
first-rule infraction requiring more than a verbal or written alert. A Corrective Action Warning becomes a permanent
part of an employee’s personnel file. The supervisor and the employee should review the performance problem and
identify the necessary steps to correct the problem. The supervisor will review the following points and include them in
a written growth plan:

1. Statement of performance problem

2. Necessary corrective action discussed

3. Restatement of prior counseling

4. Establish a probationary period

5. Description of the next step in the process, including possible further disciplinary measures

6. If necessary, clearly state that the next step is a release from the organization.

GRIEVANCE PROCEDURES

A teacher who considers a grievance exists in a matter relating to professional relationships with co-workers or in
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her/his contract of employment or conditions of service may initiate a grievance procedure. For grievances related to
professional relationships, the school encourages employees to speak first with the other person directly involved.

If employees are unable to resolve their grievance by speaking with the other person directly involved, or if the matter
relates to the contract of employment or conditions of service, then the employee should follow the grievance
procedure below:

1. The employee shall initiate the procedure by requesting a meeting with the principal or his/her direct
supervisor, clearly indicating in writing that he/she is initiating the Grievance Procedure, the nature of the
Grievance, and the redress sought.

2. The employee shall respect the following chain of communication: Principal/Direct Supervisor→ Director →
Board of Governors. If the employee feels the grievance is not resolved, he/she may proceed to speak to the
next person in the chain of communication by first presenting their grievance in writing and the redress
sought.

3. The School is committed to resolving grievances quickly. The person receiving the grievance will
communicate to the employee a reasonable estimate of the amount of time necessary to resolve the grievance.

Please note that those filing complaints will not be penalized. Employees will not have action taken against them for
filing a complaint.

SECTION X: SECURITY
EMERGENCY EVACUATION PLANS

The school will conduct regular emergency evacuation drills. For more information see the Emergency Procedures
Handbook available on the intranet.

VISITORS

Occasionally teachers may receive visitors to make class presentations, offer educational products, or participate in
classroom activities. Teachers must inform their visitors that they need to bring an identification card and check in at
the security booth. Teachers must notify the Receptionist and Security Director of the name of the visitor and their time
of arrival.

SECTION XI: TECHNOLOGY USE
UAS COMPUTERS AND INTERNET SERVICE

UAS provides students, faculty, and staff the opportunity to utilize a networked computer system with Internet access.
The use of this equipment is intended to enhance educational goals. It is a privilege and thus requires responsible
behavior following the school’s established regulations.

At any time, the network administrator or representative may review files and communications to maintain system
integrity and ensure that users are using the system responsibly. Users should not expect that files stored on UAS
servers and computers will always be private.

Everyone will be asked to sign a User Agreement Form. Please refer to the Acceptable User Regulations and User
Agreement Form at the back of this handbook. Anyone not signing this agreement will not be allowed to use school
computers.

SOFTWARE INSTALLATION



No one is allowed to install any software or programs on any UAS computer or mobile device without the permission
of the Network Administrator. This provision allows UAS to ensure that all the software used on its network is legally
licensed and free of viruses.

ELECTRONIC MAIL

Each faculty and student can be assigned an electronic mail account. Acceptable use of e-mail is based on common
sense, common decency and civility as applied to all digital communications. As is the case in productive
organizations, during working hours faculty/staff members are expected to use the emailing system for school-related
business.

SCHOOL-WIDE EMAILS

School-wide emails should pertain to school programs. If in doubt, please ask for the authorization of the
administration. In most cases, school-wide emails not about school programs can be printed and posted on the bulletin
board in the mailbox room.

SECTION XII: MISCELLANEOUS
AFTER-SCHOOL USE OF SCHOOL FACILITIES

Members of the Uruguayan American School community can use the school facility before or after regular school
hours. Such use must be scheduled through the Director, generally a few days in advance, and must designate an
individual that will be responsible for the Facilities. Students are not to remain at school unsupervised after 3:30 PM
unless they are enrolled in the school’s Activities Program or are being supervised by an adult sponsor.

SELLING OF PRODUCTS ON SCHOOL PROPERTY

The selling of any item on campus for a profit is prohibited. The only time this can take place is when an individual,
group of individuals or school organizations have obtained permission from a school administrator.

FOOD SERVICE PROVIDER

The Uruguayan American School contracts a food service provider for its cafeteria that offers a variety of healthy lunch
and snack options each day. The school menu is published every month in both Spanish and English. All billing is
arranged directly with the service provider.
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UAS ACCEPTABLE TECHNOLOGY USE POLICY

The Uruguayan American School provides students and staff the opportunity to utilize a networked computer system
with Internet access as well as an e-mail account under its domain. The use of this equipment and e-mail account is
intended to enhance educational goals. It is a privilege and thus requires responsible behavior under the school’s
established regulations. I will use the school’s equipment, e-mail account, and network responsibly and ethically, and I
agree to the following:

1. I will make sure that my hands are clean before using any school computer equipment.

2. I will keep food and drinks away from any school computer.

3. I will not intentionally access any groups, links, chat rooms, games, files or Internet sites that would be
offensive to students, teachers, or parents because of their content.

4. I will not stream audio and/or video at school unless it is part of the instruction.

5. I will use only licensed software programs authorized by the Uruguayan American School.

6. I will not intentionally damage, remove, or change any hardware or software on any Uruguayan American
School computer.

7. I will not attempt to use proxy sites to circumvent the school’s Internet filtering systems.

8. Plagiarism is unacceptable. I will not post, distribute, or use without permission material that was created by
someone else. Students are reminded that plagiarism is a reason for disciplinary action at the Uruguayan
American School.

9. I will not intentionally delete, rename, remove, copy or change any file that was not created by me.

10. I will use appropriate language when posting comments and/or information online.

11. I will not engage in cyberbullying in any form.

12. I will not reveal personal information including addresses and telephone numbers of others or myself.

13. I will not use another person’s password, or share my own password, for any reason.

Any user who violates any part of this agreement may be denied access to the Internet and computers at the Uruguayan
American School. The Uruguayan American School may monitor the use of the equipment and e-mail account along
with the e-mail traffic data and the content of e-mail and attachments under its domain for the purpose of security and
to ensure compliance with policy.

● Consequences of violations may include but are not limited to:
● Temporary suspension or permanent revocation of all network privileges
● Temporary suspension or permanent revocation of all computer access
● Legal action and prosecution by outside legal authorities

Name of faculty member (please print)            

                       

Signature                                            

     

Date



FACULTY/STAFF ACKNOWLEDGEMENT PAGE

I have received a copy of the Faculty/Staff Handbook. I understand it is my duty to study this important school
document and become familiar with its contents. I must follow the procedures set down in the handbook, including the
Acceptable Use Policy for Faculty and Staff, and will ask questions of an administrator if I am unsure of any guidelines
and procedures, or if I have any concerns regarding its contents.

______________________________________ ____________________________________

Staff Member’s name Signature

_____________________________________

Date
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