
 



 

 

 

 

Students at Knowledgeum Academy have a systematic break after every quarter to plan their 

non-academic activities. Though the academy doesn’t appreciate any leave of absence during 

class days, it provides provision for necessities and to tackle unforeseen emergencies or 

unavoidable situations. 

 

NATURE AND PROCEDURE 

Medical Leave:  

If a candidate couldn’t attend class due to health reasons, a parent’s leave request mail before 

the day’s session commencement is required. In case, the said leave extends more than two 

days, a medical certificate needs to be produced upon reporting to the Academy. 

 

Family Emergencies: 

If there is a family-related matter where the candidate’s presence is unavoidable, a day’s leave 

could be availed on Parent’s request mail. Extension of such leave is at the discretion of the 

Head of School after analysing the situation from case to case. 

 

Marriage/Family Functions 

It is recommended to plan all such events during holidays. If there is a marriage of the 

candidate’s own siblings, two days’ casual leave is permissible at the parent’s request. For 

family functions/religious fests/pooja, one-day leave in a term is permitted, with prior written 

permission. 

 

Internships 

Plan your internships during mid-year or summer break; an internship break of up to a week in a 

term is allowed with prior permission and submission of necessary documents. It will be 

available for such candidates who can manage their regular academics as well. Educators’ 

opinion will be crucial for such internship breaks. 

 

University Preparation/ Entrance examinations 

Leave permissible for all competitive/entrance/university preparation exams; prior leave 

application mail along with the test hall ticket/necessary document required. 

 

Why should you avoid leave of absence? 

1. Learning lost during that particular period is the learner’s responsibility, usually students 

will struggle to cope with the learning lost and get it updated. 

2. No reassessment will be considered, if there is any assessment during that period. 

3. 80 percent compulsory attendance for course completion. 

 

 

 

 



 

 

 

Consequences 

1. If the leave of absence is not intimated by the parent, it will be treated as bunking 

school; will be registered as a case of indiscipline and the parent/guardian may have 

to accompany the student on his/her next arrival to school. 

2. If the criteria of 80% attendance is not satisfied, the student may be debarred from 

the assessment in that particular quarter. In case of a medical emergency and 

producing a medical certificate, the student may be allowed to take the assessment, 

but he/she must maintain 80% to take year-end examinations. 

3. Reporting time to the academy is 08:45, late entry will be reflected in your report card 

which is a negative remark, showcasing your punctuality. Repeated late entries will 

invite disciplinary action, and four late entries will be treated as one-day absence. 

 

Parent’s Role: 

1. Promptly inform the school in case of a leave of absence. 

2. Ensure the students leave home at an appropriate time so that they reach the Academy 

before 8.45 AM, and arrive back on time. 

3. Attach a medical certificate in case of medical reasons. 

4. Get prior approval for any leave other than medical reasons. Avoid trips or family 

functions during class days. 

 

Behavioral Guidelines - General 

Language 

All students are expected to use the appropriate and decent language of communication within 

the academy premises. Use of any foul language in the class will lead to suspension from 

regular classes for a day, and compulsory counselling sessions for a week. All students must 

communicate in English during class hours other than the language acquisition classes. 

Whereas students have the freedom to communicate in their mother tongue or any other 

language of convenience during their leisure time.   

 

Dress code 

Decent trousers/jeans and the Academy t-shirt are the simple dress code which all students will 

follow on all regular working days. Students will be guided with the dress code on special 

occasions and functions. 

 

Be Respectful 

 Treat all your classmates equally, maintain healthy friendships with everyone. Do not 

discriminate, everyone has equal rights.  

 Unhealthy friendship or exhibition of inappropriate intimacy with anyone within the 

Academy premises is prohibited.  

 Do not hurt anyone in the academy through words, actions or any other means.  

 Respect the elders, resource people, guest lecturers, administration staff, university 

representatives or any invitee to the academy.  



 

 

 

 

Legal Possession  

 Do not carry any illegal materials to the Academy. 

 Possession of any kind of weapons, tobacco products, narcotics, alcohol or anything 

which is not permitted for a minor is illegal. 

 Academy has the right to check your belongings at any time when you are on campus. 

 

Disciplinary Action Procedure: 

 1st Incident: Warning letter from the mentor teacher/home room teacher followed by an 

hour of counselling by either of them. Incident must be recorded and secured in the 

student's personal file. 

 2nd Incident: An apology letter counter signed by the parent, one-week counselling 

session (1hr/day) by the school counsellor. 

 3rd Incident: Parent/Guardian must present before the school discipline committee. 

Depending on the severity of the case, the discipline committee decides the duration of 

the suspension. Parent/Guardian must arrange professional counselling for the student 

and the corresponding document to be produced after the suspension period. 

 Repeated Incidents:  If the discipline committee establishes that the candidate is a 

threat to the well-being of other students at the academy then the candidate will be 

terminated from the academy with immediate effect.  Otherwise, the candidate will be 

suspended for a longer duration and may be readmitted with the terms and conditions of 

the discipline committee. 

 

Behavioural Guidelines – Academic 

 

Assignment, Home Work and Formative Assessments 

Follow healthy academic behaviour by ensuring all submissions as guided by the educators. If 

there is any delay, the concerned educator must be informed. Educators’ decision is final in 

penalising and awarding assignments and homework. Formative assessments are scheduled 

examinations which can’t be rescheduled for any individual candidate unless there is a medical 

reason supported by a medical certificate. 

 

Class Test and Summative Assessments 

Class tests and summative assessments are written examinations scheduled in every quarter, 

and captured in school transcripts. Candidates must give due importance to such assessments 

and follow all assessment guidelines. No re-examination will be allowed in case of missing 

exams for personal reasons other than medical reasons. 

 

 

 

 

 



 

 

 

 

Good Classroom Practice 

 Be participative, but not disruptive with irrelevant discussions which deviate from 

focused teaching and learning. 

 Post your queries politely, and make your observations, opinions or required 

clarifications confidently.  

 Engage in group projects, debates, discussions or any other collaborative learning 

platform available to you. 

 Be an inquirer and learner – make sure that every class is satisfying and enriching. 

 

Plagiarism:  

Academic integrity must be held high in all your submissions.  

 

Academic Dishonesty: 

Academic dishonesty is any form of cheating or disrupting the smooth conduct of the 

programme. Any candidate producing an unauthentic document or inappropriate approach to 

any assessment component both internal and external breaches academic honesty.  

 Claiming ownership of an established fact/knowledge/information without acknowledging 

the source.  

 Taking ideas, pictures, information or anything that has been produced by someone else 

and submitting it as his/her own work. 

 Copying from another student during any assessment; sharing or borrowing ideas, 

information or any other communication during assessments. 

 Carrying unauthorised material such as electronic devices, any printed or hand written 

material to the exam hall. 

 Duplicating the same content for different assessment components within the 

programme. 

 False data collection or making up data for any projects, extended essay or internal 

assessments. 

 Stealing or accessing exam papers or any other material/relevant information through 

unfair means. 

 Noncompliance with instructions or disrupting the examination procedure. 

 

Consequences of academic dishonesty: 

If a candidate is found guilty of academic dishonesty, depending on the severity of its nature 

corrective measures or disciplinary actions will be initiated. 

 

 

 

 

 

 



 

 

 

First Offence: 

Nature of offence Disciplinary Action 

Copying homework or allowing to copy Warning and no grade awarded 

Copying in an assessment/project No grade awarded, and matter informed to 

parent 

Producing any content/information already 

established without proper referencing 

No grade awarded. Candidate may produce 

alternate work within the deadline. 

Copying in a term end examination. No grade awarded in the subject; matter will 

be noted in the term-end transcript. 

Disrupting the conduct of any assessment or 

examinations. 

Suspension from participating in the 

assessment or examinations in that particular 

series. 

Failure to acknowledge the source of 

information received/gathered. 

Work submitted will be rejected without 

awarding a grade. 

 

Second Offence: 

If any candidate is found guilty second time in any kind of academic dishonesty, the parent 

along with the candidate will be summoned to the school office, and both parent and candidate 

must produce a written explanation. Depending on the severity of the case, candidate may be 

suspended from the school for a particular period of time. 

 

Repeated Offence: 

Candidate may face expulsion from school for repeated academic dishonesty practices.  

 

Use of Mobile Phone and Laptop 

 All mobile phones must be switched off and placed in the bag during class hours. You 

may use your mobile during short break (10.30 AM – 10.45 AM) and lunch break (13.00 

PM – 13.30 PM). 

 If anyone is found using mobile other than the above specified time, 

1st Incident – Mobile will be confiscated and given back at the end of the day after 

securing a written apology. 

2nd Incident – Mobile must be submitted at the school office everyday morning and 

collected after class for a period of 30 days. 

3rd Incident – Must present before the discipline committee, and sign up for counselling 

session by the school counsellor. Discipline committee would decide the nature of 

punishment and inform parents. 

 Laptops must not be connected with any messaging platforms like WhatsApp, 

Instagram, Facebook etc. during class hours. 

 

 

 

 



 

 

 

 

ZERO TOLERANCE  

Academy has zero tolerance for the following offences. If anyone is found suspicious in any 

such offence will be suspended from the academy and investigation proceedings will be 

initiated. If such a case is established against any student, he/she will be terminated and legal 

formalities conducted as per the law of land. 

1. Use / Possession of Drugs 

2. Sexual Abuse 

3. Physical violence 

4. Ragging/Bullying/Causing physical or Mental stress to any student. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


