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Our School 
 

At John Caboto Academy (JCA), we recognize that each child is a creative individual who 
possesses innate talents and qualities and that all children want to succeed. Therefore, 
JCA makes it its mission to create a caring learning environment for all that fosters 
academic excellence, personal growth and success while promoting an intrinsic desire to 
learn. JCA emphasizes, as well, the establishment of strong, positive links amongst the 
students, parents, staff, and community at large. JCA nurtures leaders, one student at a 
time. 

 
Our Values 

 
We are committed to: 

 
• fostering academic excellence and lifelong learning 

 
• fostering discipline, self-regulation and cultivate intellectual curiosity 

 
• fostering critical thinking skills and strong work habits 

 
• promoting multi-cultural harmony and respect for cultural differences 

 
• promoting higher education and raising students’ future academic interests 

 
 

Our Vision 
 

Our vision is to create a literacy and numeracy-rich environment that will support every 
student as they internalize the importance of a strong well-rounded education as well as 
solidify the knowledge, skills, and positive attitude acquired through instruction, varied 
experiences, and participation in school life. We likewise aim to prepare students to 
develop the skills to navigate safely through the digital world by an active integration of 
technology into the classroom and to support learning activities which incorporate its proper 
use. We also strive to promote a balanced lifestyle with a focus on physical health by 
offering opportunities to participate in a variety of physical activities. Our program of 
studies, our spiritual animation, and our cultural activities will provide the forum for our 
students to successfully integrate into society. 
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1. SCHOOL HOURS/TIMETABLE 
K4, K5 and Early Stimulation Grades 1-6 and Wings 1 & 2 and 

 
2. PARENT COMMUNICATION 
• Communication between the school and parents is a key component to the success of any student. We aim to 

keep parents informed through a variety of communication tools. 
 

• Email: the school will send out mass notification emails for any information that is pertinent specifically to our 
parent community. Emails will be sent out through School Messenger, our mass communication tool. 

 

• Social Media (Instagram, Facebook): will be used to keep parents and community members up to date with 
photos and coverage of what is taking place at school. Reminders for school events may also be posted on 
social media. Follow us @johncabotoemsb 

 

• School Website: pertinent documents, calendars and Governing Board information will be stored on our 
school website. Social media posts will also be displayed on our website for anyone who does not have a 
social media account. 

 

• Mozaïk Parent Portal: will be used for evaluations (progress reports and report cards), school reregistration, 
daycare registration, tax forms and more. New features continue to be added each year. 

 

• Each teacher will choose their own form of electronic communication (email, google classroom, mozaïk) with 
parents and/or will use the student agenda. Please, check with your child’s homeroom teacher to determine 
how they will be communicating with you. 

7:40 Arrivals 

7:45 – 7:55 Homeroom Entrance 

7:55 – 9:25 Academics 

9:25 – 9:45 Recess AM 

9:45 – 11:27 Academics 

11:27 – 12:40 Lunch 

12:40 – 1:10 Academics 

1:10 – 1:30 Recess PM 

1:30 – 2:30 Academics 

2:30 Dismissal 

2:40 Bus Departure 

 

7:40 Arrivals 

7:45 – 7:55 Homeroom Entrance 

7:55 – 9:25 Academics 

9:25 – 9:45 Recess AM 

9:45 – 11:45 Academics 

11:45 – 12:40 Lunch 

12:40 – 1:10 Academics 

1:10 – 1:30 Recess PM 

1:30 – 2:30 Academics 

2:30 Dismissal 

2:40 Bus Departure 

 

Pa
ge

4 



 

3. SCHOOL POLICIES 
• For security purposes, parents are asked to enter the school by the main office. 

 
 

A. Arrival Procedures 
• Parents must release their child(ren) at the gate to the yard where they are under the supervision of the 

teachers on supervision and/or the lunch supervisors. 
• Parents are not permitted to enter the schoolyard during morning and lunch entry and must stay at the 

gate. 
 

• Please note that teachers supervise the yard as of 7:40 a.m. Children arriving before this time will be 
unsupervised. 

 
• Students being dropped off late must be accompanied to the main office. 

 
• Children who go home for lunch must exit through the front entrance to meet their parent/guardian and must 

arrive at school accompanied through the main office 5 minutes prior to the end of Lunch. 
 

B. Dismissal Procedures 
• Other than for a late entry or early dismissal, students should enter and leave the building by the doors leading 

to and from the schoolyard. 
 

• Once dismissed, students who are NOT in daycare should go straight home and not remain in the yard to play, 
as there is no supervision. 

 
• Parents are not permitted to enter the schoolyard during after school pick up and must stay at the gate 

(for walkers). 
 

• For safety and security purposes, pupils must not leave the premises during school hours. If children are to be 
picked up early, a note indicating the date, time, and reason must be submitted for an early dismissal. It is also 
expected that an authorized adult will pick up the children. Similarly, a student who normally remains at school 
for lunch may not go home unless a note is submitted. 

 
• Parents not wishing their children to take the school bus must notify the school in writing in advance or call the 

school by 1:00PM. 
 

• Children who do not normally take the bus will not be permitted to do so since they are not covered by the 
bus company's insurance. 

 
C. Recess 
• Teachers on duty are assigned to supervise the yard only; therefore, all students must go outside for recess 

and lunch. Children who are will should be kept at home to rest and recuperate. 
 

D. Personal Property 
• Students are not to bring toys, collectable items, games, or sporting equipment to school. These are expensive 

and can be lost or damaged.  The school is not responsible for lost  or  damaged  personal       articles. 
 

• Electronic devices such as cell phones, gaming devices, smart watches, tablets, Bluetooth speakers, MP3 
players, and any other device as such are strictly forbidden and will be confiscated. 
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E. School Bags 
• For safety reasons and space restrictions, schoolbags with wheels or suitcase-like bags are not permitted. 

Comfortable backpacks (that can fit easily in the lockers) that the students can carry are appropriate. 
 
 

F. Lunches and Snacks 
 

**John Caboto Academy is an Allergy Aware and Allergy Safe School** 
 

Warning: With the increased incidence of anaphylaxis, a potentially fatal allergic reaction to peanuts 
and their by-products, it is imperative for parents to notify the school of any allergy your child may 
have. 

 
• AN ALLERGEN-FREE ENVIRONMENT CANNOT BE GUARANTEED IN SCHOOL. We ensure to be aware 

of information regarding students who have allergies and establish safe practices. 
 

• In keeping with the EMSB Nutrition Policy, parents must ensure that lunches and snacks are nutritious.     
The importance of a well-balanced diet should not be taken lightly. We would like to see healthy choices 
such as fruits, vegetables, cheese, and whole-wheat grains. 

 
• In the interest of safety, we ask that you do not send in any treats since we are unable to guarantee the 

assurance of the contents. This includes birthdays and any holiday treats (Halloween, Valentine, etc.) 
 

• On rare and special occasions, the school may provide students with a treat when celebrating school wide 
occasions, while respecting the “Allergy Aware” guidelines. 

 

• Children are permitted to bring in reusable water bottles filled with water. As a green initiative, we are 
discouraging the use of plastic water bottles. 

 
G. Medication 
• Administering medication to children is a parental responsibility. For the school to administer prescription 

medication or non-prescription medication, the following must be respected: 
 

o Prescription medication must be prescribed by a doctor and must be sent in a container with a legible 
prescription containing all pertinent information. 

 
o An EMSB waiver (available at the main office), dated and signed by a parent or guardian, must be submitted 

with the medication. 
 

o Parents must inform the main office before their child enters the school premises with medication 
and that the above procedure has been followed. 

 
H. Health 
• It is the responsibility of the parents to advise the school of any medical problems such as asthma, epilepsy, 

diabetes, or serious allergies. 
 

• In the event of communicable diseases, parents should inform the school nurse (or if unavailable, the school 
office) who will undertake the necessary public health procedures. 
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• In the interest of the well-being of everyone concerned, it is recommended that children be fever free 
for 24 hours before returning to school. 

 
• As much as possible, to ensure a minimal loss of class time, appointments should be made outside of school 

hours or on pedagogical days. 
 

• If your child has been found with pediculosis (lice/nits), he/she will be removed from class and brought to the 
office where parents will be called to come pick up the student. The student will not return to class that day. At 
home parents will be asked to follow the treatment advice and instructions provided. A Ministère de la Santé et 
des Services Sociaux letter will be sent home to the parents, informing them that there is a case of lice in their 
child’s homeroom. A child with head lice may return to school after the family has indicated to the office that the 
first treatment has been completed. Treatment of head lice has two phases, and there must be a follow up to 
ensure that the second treatment (7-10 days after initial treatment) is done. If the student has a persistent case 
of lice, the parents may be asked to provide proof that the appropriate treatment has been administered. 

 
I. Lost and Found 
• All personal possessions and clothing items must be labeled. An area has been set aside for misplaced articles. 

Children need to check the Lost and Found from time to time to retrieve any lost articles. 
 

J. Emergencies 
• Parents must provide the school with an emergency phone number. In addition, should there be an emergency 

school closing (lack of heat, fire, etc.), it is extremely important that children have an alternative place to go. 
Necessary arrangements should be made with neighbors, friends, or relatives. 

 
• In the event of evacuation, the students will be brought to St. Simon Church or St. Simon School. 

 
• In winter, closing schools because of severe storms is a decision made by the EMSB and is publicized on the 

radio (CJAD, The Beat 92.5, CHOM, CBC Radio), as well as the EMSB website and social media accounts. 
Accordingly, parents are requested to use these media options and not to call the school. 

 
K. Fire and Lockdown Drills 
• We are required to conduct practice fire drills and lockdowns to familiarize students with the safety procedures. 

Teachers will inform students about the procedures. Please, take the time to discuss this with your child as well. 
 

L. Photography 
• It is forbidden to post or publish any pictures/videos of students or staff members taken during a school event 

without the written authorization of the parties involved. Both students and parents need to keep in mind that 
everyone has the right to privacy. Legal action can be taken for moral damages if pictures/videos are published 
without consent. 

 
M. Visitors 
• All visitors to the school, including volunteers, must first report to the main office to pick up and wear a visitor’s 

badge. A security system at all four entrances has been put in place to prevent unexpected visitors from 
entering the school. Parents are asked to please ring the bell at the front entrance for entry. Upon departure, 
visitors must return the badge to the main office and exit through the front entrance. 
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4. ACADEMIC LIFE 
The essence of being a student at John Caboto Academy is responsibility. The most important responsibility 
that one has is towards schoolwork. All students must work to the best of their ability to realize their 
academic potential. A strong foundation for learning begins with good work habits. 

 
A. Evaluation 

Students are evaluated throughout each term and the results are communicated via both progress and formal 
report cards. Evaluations are competency based and derived from teachers’ observations, tests, and quizzes 
(in- class and take home), presentations, and projects. 

First communication: Progress Report by October 12th 

Term 1 (20%) First Formal Report Card by November 20th 

Term 2 (20%) Second Formal Report Card by March 15th 

Term 3 (60%) Final Report Card by the end of school year 
NOTE: Ministerial and board exams for Grades 4 and 6 are usually scheduled from mid-April to the beginning of June. 

B. Parent Teacher Conferences 
(Please consult the calendar provided in the agenda for times and dates) 

 
• Parents who are concerned about their child’s progress should contact the school to request feedback from the 

teacher(s) concerned. Working together is the best way to achieve solutions. 
 

• Formal Parent-Teacher Conferences will be held twice per year: once by November 20th after the end of Term 1 
for all parents, and by March 15th after the end of Term 2 by invitation only. 
Term dates are modified for each school year; see school calendar for exact dates. 

 
C. Homework 

In addition to being a necessary component in the development of good work habits, homework is assigned for 
a variety of reasons: 

o To develop regular work habits 
o To develop independent study skills 
o To develop responsibility 
o To reinforce skills taught in class 
o To develop research skills 

Incomplete homework assignments will 
result in consequences as determined 
by the teacher. 

 
Note: Part of completing a homework assignment is to come prepared with the assignment as well as the 
schoolbooks to class the next day. Parents should refrain from bringing in forgotten work/books after the school 
day has begun. This applies to the end of the day as well. Classes will not be opened after dismissal for those 
who have forgotten material. 

 
• We recommend a range of time to spend on homework each evening. If a child is operating outside these limits, 

this problem should be discussed between teachers and parents. 
 

• Consistency in the amount of time to be spent each evening is essential if the purposes of homework are to be 
achieved. 

 
• The involvement of parents with regards to homework is an integral part of the academic success of students. 

We ask that parents sign their child’s agenda and check for messages from the teacher daily. Parents are 
encouraged to play a supervisory and supportive role in homework and provide their children with a quiet 
space at home to do homework. 



 

• The following periods of time are recommended as being reasonable each evening, including weekend 
evenings, at each level and include time devoted to reading: 

 
GRADE K4 AND K5 1/2 3/4 5/6 

SUGGESTED TIME See Note 10-20 minutes 30-40 minutes 50-60 minutes 
 

NOTE to K4 and K5 parents: It is important that you spend time reviewing your child’s school 
day with them and to consistently read to and with them every night. Go over concepts presented 
in class and whatever else the teacher may give as assignments to review and practice. 

 
D. Tutorials 
• Students who require extra help will be offered additional instruction through tutorials, which will be held 

either during recess, the lunch hour or immediately after school (at the teacher’s discretion). It is the 
student’s responsibility to show up at a tutorial session being offered. 

 
 

5. CODE OF CONDUCT 
A school is a place of learning. To be successful in its mandate to sponsor quality learning, we must foster an 
atmosphere in which students can become effective learners. To this end, John Caboto Academy has rules of 
conduct to which we expect all students to adhere to both in school and in all school sponsored activities. 

 
Respect is the underlying theme of these rules. With their adherence, students can develop respect for 
themselves through their studies, their involvement in school life and the way they conduct themselves. 
Similarly, students must develop a respect for others through an appreciation and consideration of those with 
whom they come into contact. This includes family, staff members, fellow students, and the community. Finally, 
the students of John Caboto Academy are expected to demonstrate a respect for property as shown in the way 
they care for their personal belongings, those of others, the school, and the world around them. 

 
Educating together to develop such respect will create a safe and disciplined atmosphere conducive to learning 
and will foster responsible citizens for the future. 
Notwithstanding the general philosophy above, the following rules of conduct are to be strictly adhered to: 

 
A. Attendance / Late Arrivals 
• Each child must attend school on a regular basis. Verbal communication and/or a written explanation must 

substantiate any absence, late arrival, or early dismissal. Regular and punctual school attendance is 
imperative to student success. 

 
• Students who arrive later than 7:45 a.m. are considered late and must report to the office with a parent for a 

late slip. (Parents cannot accompany the child to class). Understand that late arrivals are documented in your 
child’s official record. and that chronic absenteeism and lateness will warrant contact from the school. 

 
• Chronic absenteeism/lateness is defined by the following: 

 
o A student who is absent/late for a period of 5 or more consecutive days without a valid reason 
o A student who has had 5 or more absences/late arrivals in one month 
o A student with a repeated pattern (ex. absent every Friday) 
o A student who has accumulated invalid absences equivalent to 20% or more of a school term 

 
• Families are strongly encouraged to NOT take vacations beyond those designated in the school 

calendar and should not expect teachers to prepare work for the students while on holiday. 
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B. General and In-School Behaviour 
• Students are expected to be polite and courteous. No act of aggression (verbal or physical) or foul 

language, will be tolerated towards anyone. 
 

• Students are expected to be keep the premises (classrooms, washrooms, corridors, stairways, and the yard) 
litter-free. 

 
• Movement must be orderly.  Students are to walk silently from place to place. 

 
 

C. School Yard Behaviour Expectations 
• Students are expected to remove baseball caps before entering the building. 

 
• Students are expected to line up silently. 

 
• Students are to show respect and listen to the supervisors. 

 
• Students must ask permission to exit the school yard to use the washroom or retrieve a ball. 

 
• Students must play safely and respectfully with each other. 

 
• Play fighting and rough play are not acceptable. 

 
• Students must keep the school yard litter-free and return any used equipment back neatly in the school. 

 
D. Forbidden Items 

 
• Chewing gum 

 
• Any sports equipment from home 

 
• Toys of any kind 

 
• Trading cards 

 
• Smart watches 

 
• Cellphones (exceptions can be made with the Principal’s permission)  
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E. Dress Code 
To allow students to focus on the primary objective of learning and alleviate parental concerns, the school 
has adopted a color-coordinated dress code. We request the parents’ cooperation and support in 
enforcing the school’s dress code to which we expect all students to conform daily. 

 

 

 

PHYSICAL EDUCATION DRESS CODE: 
 

• Students are expected to wear the dress code to school events and out-of-school activities 
unless otherwise indicated. 

 
• Inherent in the dress code is the expectation that students will be clean and neat in their appearance. 

 
• Students are expected to wear boots outside during the winter months and keep a pair of shoes in 

school to change into before entering classrooms (indoor boots are not permitted in class). Outer 
garments should reflect appropriate seasonal school wear. 

Tops 
- Solid white or navy-blue polo shirt (long or 
short sleeves) 
- Plain solid navy-blue cardigan or sweater, 
or dress 
*Athletic Fabric is not permitted 
*No brand logos or designs should be visible 

 
*Previous years Polo shirt with school crest 
are permitted as well 

Bottoms 
- Solid navy-blue skirts (knee length) 
- Solid navy-blue Tunics, slacks, capris 
- Solid navy-blue pants or Bermuda shorts (knee 
length) 
*Athletic Fabric is not permitted 
*Leggings are not permitted 
*No brand logos or designs should be visible* 
K4 and K5 only: Solid navy-blue jogging pants 

Shoes 
- Running shoes (no flashing lights) 
- Sneakers 
- Flat closed toe shoes 

 
- No open shoes or sandals 
 

 

Not permitted : 
- Athletic Tights & Leggings 
- Low-cut or sleeveless tops 
- Short shorts or short skirts 
- Make-up 
- Colored Hair 
- Excessive Jewelry 
- Hats/Caps in the building 
- Long or sharp fingernails 
- Flip-flops / sandals 

K4 and Specialized classes: will not 
change for PE class 

 
K5: PE t-shirt: blue from previous years, or 
new colour added as of 2023-24, 
A PLAIN GREY T-SHIRT WITH NO 
VISIBLE LOGOS. 

 
K5 DO NOT CHANGE THEIR BOTTOM. 
- Proper running shoes with arch support 
- Long hair must be tied using elastics 
- Avoid jewelry, hard hair clips 

Grade 1 to 6: PE t-shirt: blue from previous years, or 
new colour added as of 2023-24, 

A PLAIN GREY T-SHIRT WITH NO VISIBLE 
LOGOS. 

 
- Shorts (GRADES 1-6): Solid black shorts (no logos) 
- Solid black jogging pants (no logos) are also 
permitted. 

 
- Proper running shoes with arch support 
- Long hair must be tied using elastics 
- Avoid jewelry, hard hair clips 
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F. Respect for Property 
• Students are expected to respect their personal belongings. This is shown through neatness, organization, 

and responsibility. 
 

• Students are expected to respect the property of others.  Students must not access the desks or lockers 
of others, must borrow only with permission, and must take care of and return borrowed articles. 

 
• Students are expected to respect school property, in addition to keeping the school clean. This includes not 

writing in textbooks, on desks or on the building or participating in any other act of vandalism. An 
appreciation for displays of students’ work also displays respect. It should be noted that the EMSB will act 
to reclaim for all losses and damages of school property. 

 
 

G. Bullying 
Bullying is defined as a behaviour that involves repeated abuse and an imbalance of power. It manifests 
in the following forms: 

o Physical: involves acts such as hitting, spitting, shoving, pushing, kicking, or punching. 
o Verbal/Written: can include things such as threats, lying to create conflict, name-calling, teasing, 

sexual, racist of homophobic remarks or slurs. 
o Psychological: can take the form of intimidation, direct or indirect forms of social exclusion, 

spreading rumors and gossip. 
o Cyberbullying: contains all the elements of bullying (physical, verbal, and psychological abuse) 

but extends them in a public, online environment. 
o Bystander: someone who observes, witnesses or is aware of a bullying situation and does not 

report it to a staff member. 
 

• Any form of bullying or being a bystander will not be tolerated. The school policy in dealing with such behavior 
is as follows depending on the severity of the action and its frequency (consequences are in order of severity 
from least to greatest): 

 
• Intervention by teacher, followed by a discussion. Parents will be informed of the incident via agenda, a note, 

or a phone call. 
 

• Loss of privileges (left to the discretion of the principal). Student will be asked to fill out a reflection form 
detailing inappropriate behavior and creating a plan that will correct the behavior. This must include 
restitution (in the form of an apology delivered orally in the presence of a staff member or in writing). Parents 
will be informed of the incident via agenda, a note, or a phone call. 

 
• Meeting with parents, staff member and principal will be required to deal with the issue. A suspension may be 

incurred from 1 to 5 days. 
 

H. Digital Citizenship 
Digital Citizenship at John Caboto Academy models a supportive, safe, and responsible use of the internet 
in the teaching and learning of students. An emphasis on appropriate and responsible uses of technology 
by the staff is an imperative aspect of creating a digitally safe and aware student. Parents play an important 
role in digital citizenship development as well. Please review the John Caboto Academy description of 
digital citizenship with your child and refer to the recommended parent links below. 

 
A Digital Citizen: 

o Participates in positive educational and cultural activities using technology 
o Uses critical thinking 
o Is literate in language, symbols, and texts of digital technologies 
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o Uses technology to relate to others in a positive way and maintains honesty, integrity and respect when 
using technology 

o Respects the concepts of privacy and freedom of speech in a digital world 
o Respects and protects the intellectual property of other and him/herself 

 
Links for Parents 
Childnet. http://www.childnet.com/parents-and-carers 
Digizen http://www.digizen.org/parents/ 
Common Sense Media http://www.commonsensemedia.org/blog 

 
I. Sanctions 
o While our primary function is to educate, students are expected to assume responsibility for their behavior 

commensurate with their age. Students who disregard the code of behavior are accountable and will face 
fair and appropriate disciplinary procedures based on severity and frequency. For behavior, which is 
deemed unacceptable or unsafe, the student will be required to reflect and complete an “Incident Report.” 

 
J. Field Trips 

• Field trips are part of the curriculum. Therefore, children are required to attend. 
 

• Courteous and respectful behavior is always expected. 
 

• Permission slips should be returned promptly. If there are any required fees, they should be placed in a 
sealed and labeled envelope attesting to its content. 

 
• If deadlines indicated on letters are not respected, your child will not be able to participate in the 

activity / will not attend the field trip. 
 

• Children who have epi-pens must bring them to all outings and carry them in a waist pouch. 
 

K. Library Books 
• Library books need to be returned on time. Students failing to do so will not be permitted to borrow 

books until all books are returned. 
• A replacement fee will be forwarded to parents for any lost or damaged books. 

 
L. Transportation Regulations 
• Students must always carry their bus pass to identify themselves. 

 
• Students must always remain seated while the bus is in motion. 

 
• Students must talk quietly and not eat or drink on the bus. 

 
• Students must always respect the bus driver. 

 
• Students must be punctual at the bus stop and must walk to the bus after it comes to a stop. 

 
• Student must respect all the conditions of the EMSB transportation policy (sent home with bus pass and 

information letter in August). 
 

• Students in Kindergarten and Cycle One Year One must be always accompanied to and from the bus stop 
by an adult.
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Académie John Caboto Academy 
8955, rue Meunier, Montréal (Québec) H2N 1W3 
Tél: (514) 381-0052  Télécopieur: (514) 381-0054 
www.emsb.qc.ca/johncaboto 

 

 
 
 

Acknowledgement 
 

I acknowledge that I have carefully read and understood the contents of sections 
 

I (School Hours), II (Parent Communication), III (School Policies), IV (Academic Life) and 
 

V (Code of Conduct) outlining John Caboto Academy’s regulations, procedures and 
 

conduct and have reviewed them with my child(ren). 
 
 
 

I hereby agree to abide by the code of conduct presented in these pages. 
 
 
Student’s Name:   Level:    

 
 
 
Student’s Signature:   Date:    

 
 
 
 
 
Parent/Guardian’s Signature:   Date:    

 
 

 

 

Académie John Caboto Academy....In The Community....For The Community
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