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I. OPERATION 

1. Educational commitment 
	

Escolasofia	is	a	foreign	educational	center	authorized	by	the	Conselleria	d'Educació	del	
Govern	de	les	Illes	Balears	(Balearic	Islands	Department	of	Education),	with	center	code	
07016189,	which	offers	education	at	the	preschool,	primary,	and	secondary	levels,	in	
accordance	with	Waldorf	pedagogy,	founded	by	Rudolf	Steiner.	

This	operating	and	coexistence	manual	establishes	the	organizational,	pedagogical,	and	
administrative	principles	that	guide	school	life,	with	the	aim	of	providing	a	safe,	loving,	
artistic,	and	evolutionarily	respectful	environment	for	the	integral	development	of	each	
child.	This	manual	must	be	read,	understood,	and	accepted	by	all	members	of	the	
educational	community:	students,	families,	teachers,	and	non-teaching	staff	who	have	any	
connection	with	the	school.	

Partial	or	total	ignorance	of	its	contents	does	not	exempt	anyone	from	compliance.	

The	school	administration	reserves	the	right	to	review	and	update	this	manual	at	least	
once	a	year	or	when	circumstances	require	it.	Any	changes	will	be	duly	communicated	to	
the	entire	educational	community.	

To	achieve	this	goal,	both	the	teaching	staff	and	families	have	made	the	following	shared	
commitments:	

 School commitments 
1. To	offer	a	comprehensive	education	based	on	the	principles	of	Waldorf	pedagogy.	

2. Ensure	that	children's	rights	are	respected	in	the	school	environment.	

3. To	respect	the	personal,	religious,	and	philosophical	beliefs	of	families,	provided	
they	do	not	interfere	with	the	educational	project.	

4. Inform	families	about	the	educational	project	and	the	school's	rules	and	regulations.	

5. Maintain	fluid	and	regular	communication	with	families	about	the	personal	and	
academic	development	of	students.	

6. Notify	families	in	the	event	of	unexcused	absences	or	other	circumstances	relevant	
to	the	student's	well-being.	

7. When	necessary,	the	assistance	of	other	professionals	(doctor,	therapist,	etc.)	will	be	
requested	to	support	the	child's	educational	process.	

8. Respond	to	requests	for	interviews	from	families	within	a	reasonable	time	frame.	
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9. Reviewing	compliance	with	these	commitments	during	the	school	year	together	
with	families,	if	necessary.	

	

 Commitments of families 
	

Rights and duties of families 
Families	have	rights	that	guarantee	their	active	participation	and	duties	that	reinforce	their	
commitment	to	the	comprehensive	development	of	their	children.		

 A. Rights of families 
Families	have	the	right	to:	

1. Clear and transparent information 
Receive	timely	and	understandable	information	about	the	general	organization	of	the	
school,	its	educational	approach,	regulations,	school	calendar,	schedules,	and	administrative	
processes.	Know	in	advance	the	dates,	conditions,	and	characteristics	of	activities,	field	
trips,	meetings,	and	school	events.	Access	educational	reports	on	the	academic,	emotional,	
and	social	development	of	the	student.	

2. To be heard 
Express	doubts,	concerns,	or	disagreements	in	a	respectful	manner	and	be	received	in	a	
framework	of	active	listening	and	open	dialogue	by	the	teaching	or	administrative	staff.	
Request	meetings	with	the	homeroom	teacher	or	other	members	of	the	staff	when	they	
deem	it	necessary	for	their	child's	educational	support.	

3. Participate actively 
Participate	in	educational	meetings,	tutoring	sessions,	school	activities,	and	community	
spaces	promoted	by	the	school.	Collaborate,	if	desired,	in	committees	or	collective	actions	
that	strengthen	school	life	and	student	development.	

4. Be treated with respect and confidentiality 
Be	treated	with	dignity,	respect,	and	fairness	by	all	teaching,	administrative,	and	
management	staff.	Not	be	subject	to	discrimination	on	cultural,	social,	linguistic,	religious,	
or	any	other	grounds.	

5. Be familiar with the educational project 
Have	access	to	the	principles	and	objectives	of	the	Waldorf	pedagogy	applied	at	the	center.	
Receive	guidance	on	the	child's	adaptation	process	within	this	pedagogical	model,	
especially	in	the	early	years	or	if	they	are	joining	for	the	first	time.	

6. Data protection 
All	personal	and	academic	information	relating	to	the	student	shall	be	treated	
confidentially,	in	accordance	with	current	legal	regulations.	



	
7	

Aug	10,	2025	

Escolasofia	Waldorf	School	-	School	Handbook	

Academic	year	2025-2026	
	

 B. Duties of families 
Families,	as	joint	partners	in	the	educational	process,	undertake	to:	

1. Financial commitment 
To	pay	monthly	fees,	installments,	and	financial	contributions	established	by	the	school	on	
time.	To	resolve	any	outstanding	issues	as	soon	as	possible	and	to	contact	the	
administration	in	case	of	difficulties.	To	assume	any	additional	costs,	previously	
communicated	by	the	school,	arising	from	field	trips,	educational	activities,	or	special	
materials.	

If	the	school	requests	external	counseling	for	the	student,	this	must	also	be	paid	for	by	the	
family.	

2. Collaboration with the educational process 
Actively	accompany	the	student's	academic,	emotional,	and	social	development,	in	
accordance	with	Waldorf	pedagogy.	Encourage	habits	at	home	that	promote	learning	and	
well-being:	a	healthy	rhythm,	adequate	nutrition,	sufficient	rest,	and	an	environment	free	
from	overexposure	to	screens.	Motivate	the	child	to	respect	the	rules	of	coexistence	and	to	
take	responsibility	for	their	educational	process.	

3. Respect and institutional knowledge 
Read,	understand,	and	respect	the	School	Handbook	and	other	school	regulations.	
Recognize	the	educational	authority	of	the	teaching	staff	and	management	team.	Respect	
the	times,	spaces,	pedagogical	decisions,	and	institutional	dynamics	defined	by	the	school.	

4. Responsible and constructive communication 
Maintain	respectful,	direct,	and	constant	communication	with	the	tutor	or	teaching	team.	
Inform	the	school	of	any	relevant	issues	that	may	affect	the	student's	well-being,	learning,	
or	behavior.	Avoid	spreading	rumors	or	judgments	that	affect	the	harmony	of	the	
educational	community,	and	channel	concerns	through	dialogue	with	the	appropriate	
persons.	

5. Participation in school life 
Attend	interviews,	tutorials,	educational	meetings,	and	activities	organized	by	the	school.	
Read	assessment	reports	and	monitor	the	child's	academic	progress	at	home.	Keep	up	to	
date	with	institutional	communications	sent	through	the	Alexia	platform	or	other	official	
channels.	Participate,	according	to	each	family's	possibilities,	in	community	activities	such	
as	celebrations,	work	days,	and	school	committees.	

	

2. Mission and vision 

Mission: To	provide	a	comprehensive	education	for	children	and	adolescents	in	Mallorca,	
through	Waldorf	pedagogy,	in	English	and	Spanish,	that	is	healthy,	sustainable,	and	
accessible	in	order	to	contribute	to	a	more	humane	society.	
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Vision:		
• Commitment 
• Participation 
• Social and cultural integration 
• Sustainability 
• Anthroposophy 

	

3. General structure 
	

A) Management of the center 
The	management	team	is	responsible	for	the	overall	management	of	Escolasofia,	
including	educational,	financial,	legal,	and	logistical	aspects.	It	is	made	up	of	four	people	
with	specific	training	in	Waldorf	education,	who	share	the	mission	of	protecting	and	
guiding	the	development	of	school	life.	

The	team	meets	weekly,	as	well	as	whenever	necessary.	

Members	of	the	management	team:	

• Olga	Lucía	Rincón	Castellanos	
Waldorf	teacher,	head	of	studies,	primary	and	secondary	coordinator.	

• Marga	Mayol	Amengual	
Founder	and	eurhythmics	teacher.	

• Bart	Leopold	
Founder	and	director	of	the	center.	

• Xisca	Oliver	Bosch	
Waldorf	teacher	and	early	childhood	education	coordinator.	

 B) Teaching staff 
The	teaching	staff	is	the	pedagogical	heart	of	the	school.	It	is	made	up	of	a	group	of	
teachers	who	have	taken	on,	with	vocation	and	commitment,	the	responsibility	of	
accompanying	the	integral	development	of	each	child.	

It	is	a	living	space	that	meets	weekly	to:	

• Continuing	education	

• Study	of	anthroposophy	

• Joint	planning	

• Review	of	pedagogical	cases	
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Through	this	meeting	space,	care	is	taken	not	only	to	ensure	the	educational	content,	but	
also	the	spirit	and	atmosphere	of	the	teaching-learning	process.	

	

C ) Escolasofia Community Association – "ACE" 
The	ACE	Association	is	made	up	of	all	the	families	that	are	part	of	the	school.	Its	existence	
responds	to	the	desire	to	strengthen	community	life,	support	the	center,	and	foster	a	
human	and	participatory	fabric.	

Main	functions:	

• Promote	links	between	families.	

• Coordinate	volunteer	work	committees.	

• Support	the	school	in	various	organizational	and	logistical	aspects.	

Current	officers:	

• President:	Becky	Sell	–		becky@casasell.com	|		672	721	286	

• Vice	President:	Alberto	Cirer	–		608	838	430	

Active	committees:	

	Maintenance,	cleaning,	and	gardens	
Responsible	for	maintaining	and	improving	the	physical	environment	of	the	school,	making	
repairs,	adjustments,	or	new	installations.	

	Crafts	
A	group	that	meets	weekly	to	create	educational	materials	and	handicrafts	(dolls,	game	
ribbons,	etc.).	Their	work	is	essential	in	preparing	fairs	and	markets,	as	well	as	providing	a	
space	for	families	to	meet	and	learn.	

Parties	and	events	
Organizes	and	coordinates	everything	related	to	school	celebrations:	open	houses,	concerts,	
festivals,	and	flea	markets.	

	
Every	gesture,	every	task,	every	encounter	strengthens	our	educational	community.	These	
committees	are	a	wonderful	opportunity	to	experience	the	school	from	the	inside	and	
accompany	our	children's	journey	with	joy	and	presence.	

	

4. Pedagogical foundations  
Pedagogical	foundations	of	Escolasofia	
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From	the	perspective	of	Waldorf	education,	children	are	seen	as	spiritual	beings	in	
constant	evolution,	embodied	in	a	physical	body	for	the	purpose	of	continuing	their	
development	on	Earth.	This	profound	view	of	childhood	guides	every	aspect	of	school	life	at	
Escolasofia.	

Our	pedagogy	always	starts	with	the	child,	their	individuality,	their	rhythm,	and	their	inner	
process.	We	aim	to	develop	the	unique	potential	of	each	human	being,	promoting	inner	
freedom,	respect	for	cultural	diversity,	and	the	awakening	of	universal	values	that	allow	
them	to	live,	share,	and	act	consciously	within	society.	

	Stages	of	development	–	The	seven-year	cycles	

	First	seven	years	(0	to	7	years):	The	world	through	the	senses	

During	the	first	seven	years,	children	live	fully	through	their	senses	and	movement,	
absorbing	everything	around	them	without	filter.	Their	body,	soul,	and	spirit	are	
intimately	linked	to	what	they	see,	hear,	touch,	and	feel.	At	this	stage,	children	learn	by	
imitation,	so	they	need	adults	who	are	worthy	of	being	imitated	in	their	actions,	
feelings,	and	deeds.	Teachers	therefore	become	role	models	and	moral	authorities	who	
inspire	trust	and	respect.	

The	school	offers	a	warm,	rhythmic,	and	welcoming	environment,	similar	to	home,	
where	children	can	play,	move	freely,	and	participate	in	meaningful	tasks	as	part	of	a	
community.	Activities	take	place	in	an	environment	that	fosters	healthy	and	harmonious	
child	development,	emphasizing	the	importance	of	connections,	rhythm,	and	beauty.		

	

	Second	seven-year	cycle	(ages	7	to	14):	The	power	of	imagination	and	feeling	

From	the	age	of	7,	the	stage	of	awakening	of	the	child's	soul	begins,	where	the	capacity	for	
wonder,	imagination,	and	moral	sensitivity	are	essential	for	learning.	The	teacher	is	"the	
beloved	authority,"	who	guides	the	student	through	the	spoken	word,	storytelling,	art,	
gestures,	and	example,	painting	the	world	with	vivid	images	that	awaken	sensitivity	to	
beauty,	truth,	and	goodness.	

The	curriculum	focuses	on	nurturing	social	and	moral	development,	strengthening	
human	values	through	meaningful	experiences	that	allow	children	to	grow	with	
autonomy,	respect,	and	empathy.	

Third	septennium	(ages	14	to	21):	Self-judgment	and	the	search	for	truth	

During	adolescence,	young	people	seek	to	understand	the	world	through	thought	and	to	
build	their	identity	by	looking	for	authentic	and	free	role	models	who	inspire	them.	
Teachers	must	be	leaders	who	demonstrate	competence,	example,	and	consistency,	and	
authority	is	earned	through	wisdom	and	integrity.		
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Educational	support	should	be	based	on	trust,	respect,	and	ethical	clarity,	offering	spaces	
for	dialogue	and	reflection	that	allow	young	people	to	grow	autonomously	and	responsibly.	

Planning	and	school	rhythm	

• Learning	is	organized	into	intensive	periods,	allowing	for	deep	immersion	in	each	
subject.	

• Subjects	are	integrated	in	a	rhythmic	and	coherent	manner	with	the	child's	
developmental	progress	throughout	the	school	year.	

5. Calendar and schedules 

A) School calendar 
The	school	year	calendar	with	key	dates	can	be	found	on	the	website.	

Important:	Dates	may	be	subject	to	change	during	the	school	year.	Any	changes	will	be	
communicated	in	advance	through	the	school's	official	channels.	

B) School hours 

Educational	level	 Start	time	 End	time	

Preschool	
Between	8:30	and	
9:00	

1:30	

1st	and	2nd	
Grade	

8:30	 2:00	

3rd	to	6th	Grade	 8:15	 2:00	

7th	to	10th	Grade	 8:15	 2:30	

	

C) Daycare service for siblings in preschool 
From	1:30	p.m.	to	2:00	p.m.,	an	accompaniment	service	is	offered	for	preschool	children	
who	have	siblings	in	higher	grades.	
This	service	is	supervised	by	a	teacher	and	has	an	additional	cost.	

 D) Lunch service 
Available	for	families	who	need	their	children	to	stay	for	lunch	at	school.	
This	service	has	an	additional	cost	and	requires	prior	notice.	

• Preschool:	1:30	p.m.	to	2:30	p.m.	
• Elementary	and	middle	school:	2:00	p.m.	to	3:00	p.m.	
• Starting	in	7th	grade,	students	may	bring	their	own	lunch	and	use	the	dining	hall	

to	heat	it	up	and	eat	independently	within	the	school	grounds.	
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E) Afternoon supervision service 
A	supervised	space	for	those	who	need	to	extend	their	school	day.	

• Preschool:	2:30	p.m.	to	4:30	p.m.	
• Primary	(1st	to	6th):	3:00	p.m.	to	4:30	p.m.	

This	service	is	optional,	has	an	additional	cost,	and	is	provided	by	school	staff.	
	

F) Important considerations 
• Families	must	inform	the	center	(the	person	responsible	for	the	service	and	the	

teacher)	in	advance	of	their	child's	attendance	or	absence	from	any	of	the	extra	
services.	

• It	is	essential	to	respect	pick-up	times	to	ensure	the	smooth	running	of	the	service	
and	the	well-being	of	all	children.	

6. Required materials 
The	materials	that	children	bring	to	school	are	part	of	the	educational	environment.	For	this	
reason,	we	try	to	ensure	that	they	are	functional,	simple,	and	harmonious,	respecting	the	
rhythms	of	childhood	and	the	seasons	of	the	year.	
It	is	very	important	that	all	materials	are	clearly	marked	with	the	student's	name	to	
avoid	loss.	

	Early	childhood	education	

Each	kindergarten	student	must	bring:	

• Full	rain	gear:	
Waterproof	coat	with	hood	+	waterproof	overalls	+	wellies.	
(Preferably	dungarees	with	adjustable	straps	for	greater	durability.	Ideally,	the	coat	
should	have	a	removable	fleece	lining).	

• Cloth	bag	(in	soft	colors	and	neutral	patterns)	with:	
o 2	complete	changes	of	clothing	appropriate	for	the	season	
o 3	plastic	bags	for	dirty	clothes	

	
• Indoor	shoes	with	flexible	soles	and	good	ankle	support,	suitable	for	the	season.	

• Cloth	apron	in	soft	colors,	marked	with	the	child's	name.	

• Individual	drinking	cup:	porcelain,	stainless	steel,	or	sturdy	plastic.	

• Cloth	napkin	for	snacks	(and	an	extra	one	if	using	the	dining	service)	

• Diapers	and	eco-friendly	wet	wipes	(only	if	the	child	still	needs	them):	

o 1	dozen	diapers	
o 2	packs	of	wipes	
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Grades	(elementary	and	middle	school)	

1st,	2nd,	and	3rd	grades	

• Cloth	bag	with	a	change	of	clothes	(appropriate	for	the	season)	

• Complete	rain	gear	(waterproof	coat	and	boots)	

• Cloth	apron,	in	soft	colors	and	labeled	

4th	to	10th	grades	

• Raincoat	and	wellies	(labeled)	

All	grades	

• Reusable	water	bottle	(marked)	

• Cloth	napkin	for	the	dining	room	(if	using	the	service)	

Music	and	art	supplies	

• Flute	case	and	crayon	case:	
Students	who	were	already	at	the	school	should	bring	their	previous	materials.	

• Diatonic	flute:	Required	starting	in	3rd	grade.	

	

7. Assessments 
 
Assessment	at	Escolasofia	is	based	on	the	Waldorf	approach	to	education,	which	considers	
each	child	to	be	a	unique,	whole	being	in	constant	evolution.	Assessment	does	not	simply	
seek	to	measure	knowledge,	but	rather	to	accompany	the	student	in	their	individual	
learning	process,	taking	into	account	their	physical,	emotional,	social,	and	intellectual	
development.	

A) Formative and continuous assessment 
This	is	carried	out	through	ongoing	observation	and	individual	monitoring	of	each	student.	
Teachers	record	behavior,	progress,	and	needs	in	observation	notebooks	(	).	Attendance,	
punctuality,	participation,	responsibility,	care	for	the	environment,	and	relationships	with	
others	are	also	evaluated.	This	evaluation	allows	teaching	to	be	adjusted	to	the	pace	of	the	
group	and	the	student.	
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B) Assessment of results 
At	the	end	of	each	term,	achievements	are	assessed	according	to	the	objectives	of	the	
curriculum.	This	assessment	takes	into	account	effort,	participation,	and	progress,	not	just	
academic	results.	The	objectives	are	available	on	the	website	and	in	Alexia.	

C) Diagnostic assessment 
If	a	student	has	persistent	difficulties,	the	case	is	discussed	by	the	teaching	staff.	An	external	
assessment	may	be	requested	if	deemed	necessary.	If	the	school	does	not	have	the	
appropriate	resources,	the	family	will	be	referred	to	a	specialized	institution,	which	will	be	
paid	for	by	the	families.	

D) Assessment reports 
Reports	are	written	by	tutors	and	subject	teachers.	In	preschool,	one	report	is	given	at	the	
end	of	the	school	year;	in	primary	and	secondary	school,	reports	are	given	every	quarter.	
They	include	emotional,	social,	physical,	academic,	and	artistic	aspects,	as	well	as	clear	
recommendations	for	families	and	support	strategies.	Starting	in	fourth	grade,	we	
recommend	that	students	read	the	reports	with	their	families	to	reflect	on	them	together.	

E) Failures and retakes 
In	secondary	school,	if	a	student	does	not	achieve	the	objectives,	they	can	make	them	up	
through	specific	activities.	Make-up	work	is	done	up	to	10	working	days	after	the	start	of	
the	next	term.	If	they	do	not	pass,	a	second	chance	will	be	offered	at	the	end	of	the	school	
year.	If	the	situation	persists,	work	will	be	done	during	the	summer	so	that	the	make-up	
work	can	be	presented	in	September.	

F) Assessment Table 
The	assessment	system	combines	qualitative	criteria	with	numerical	equivalents	and	clear	
descriptions	of	performance.	It	ranges	from	'Very	Good'	(A+)	to	'Fail'	(F),	and	includes	
comments	on	effort,	participation,	research,	responsibility,	and	skill	development.	

G) Qualifications and requirements 
For	secondary	school	students	in	grades	7	to	10,	if	the	student	wishes	to	receive	the	ESO	
(Compulsory	Secondary	Education)	through	the	Spanish	Ministry	of	Education	upon	
completion	of	10th	grade	at	a	foreign	school	such	as	Escolasofia	Waldorf	School,	it	is	
essential	to	submit	a	transcript	with	all	passing	grades	for	each	secondary	school	year	from	
a	school	authorized	in	Spain	and/or	a	recognized	brick-and-mortar	school	in	another	
country.	In	the	event	of	a	failed	subject,	the	subject	must	be	retaken	at	the	institution	where	
the	failure	occurred.	If	you	have	any	questions	regarding	this	matter,	we	will	be	happy	to	
provide	further	information	through	the	Àrea	d'Alta	Inspecció	d'Educació	a	les	Illes	Balears,	
aaie.illesbalears@correo.gob.es,	C/	Felicià	Fuster	nº	7	(Ed.	Estrangeria),	Tel.	971	989	412	
and	971	989	413.	
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8. Educational field trips 
 
At	Escolasofia,	educational	field	trips	are	a	valuable	opportunity	to	broaden	our	students'	
educational	experience.	These	activities	allow	them	to	experience	the	contents	of	the	
Waldorf	curriculum	in	a	direct	and	meaningful	way,	enriching	the	sensory,	emotional,	social,	
and	cognitive	development	of	children	and	young	people.		

Through	contact	with	nature,	cultural	heritage,	craftsmanship,	and	art,	a	more	vivid	and	
profound	understanding	of	the	world	around	them	is	fostered.	As	they	are	part	of	the	
school's	educational	project,	participation	in	field	trips	is	mandatory	for	all	students,	and	
all	students	are	expected	to	attend	and	participate	while	respecting	the	school's	rules	of	
conduct.	If	a	student	is	absent	without	justification,	a	complementary	activity	that	fits	the	
purpose	of	the	outing	may	be	requested.		

These	field	trips	are	also	an	opportunity	to	strengthen	group	bonds,	share	meaningful	
experiences,	and	awaken	interest	and	gratitude	for	the	environment.	We	thank	families	
for	their	cooperation	in	making	each	experience	enriching	and	educational	for	everyone.	

9. Communication with families 
 
At	Escolasofia,	we	deeply	value	collaboration	and	constant	dialogue	between	families	
and	the	school.	The	support	given	to	each	child	is	richer	and	more	harmonious	when	the	
school	and	home	are	in	tune	with	each	other.	Below,	we	detail	the	spaces	and	channels	we	
offer	to	strengthen	this	relationship:	

A) Individual tutoring 
Each	family	will	be	invited	at	least	once	a	year	to	a	personal	meeting	with	their	child's	tutor.	
This	space	allows	us	to	share	impressions	about	the	child's	development,	their	educational	
process,	and	any	aspects	that	require	joint	support.	

Families	may	also	request	additional	tutoring	with	the	tutor	or	with	any	subject	teacher,	
whenever	they	deem	it	necessary.	

B) Group educational meetings 
Once	a	quarter,	an	educational	meeting	is	held	for	each	class.	The	aim	is	to	explore	Waldorf	
education	in	greater	depth,	discuss	the	curriculum,	and	reflect	on	aspects	of	child	
development.	

These	meetings	consist	of	three	parts:	

1. Artistic	activity	
2. Educational	presentation	
3. General	announcements	
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Attendance	is	very	important	for	the	support	of	the	group	and	the	child.	If	you	are	unable	to	
attend,	please	inform	the	teacher	and	catch	up	with	a	family	member	who	was	present.	
Meetings	are	held	outside	of	school	hours.	

C) Contact with the management team 
For	administrative	matters	or	issues	related	to	the	school's	management,	you	can	contact	
the	management	team	via	the	institutional	email	address		escolasofia@waldorf.com	or	by	
phone	at	+34	654	390	679.	
It	is	also	possible	to	request	a	face-to-face	meeting	when	deemed	necessary.	

D) Alexia educational platform 
The	school	uses	Alexia,	a	management	and	communication	platform	used	by	more	than	
2,000	educational	centers,	including	Waldorf	schools.	

It	is	currently	used	for:	

• Sending	assessment	reports	
• Sharing	institutional	communications	
• Accessing	documents	such	as:	

o Curriculum	by	grade	
o Operating	and	Coexistence	Manual	
o Assessments	

	
All	of	this	is	available	in	the	Galleries	section	within	Alexia.	

E) Use of the class WhatsApp group 
The	WhatsApp	group	for	each	class	is	a	tool	designed	to	facilitate	practical	communication	
between	families,	for	example,	to	coordinate	activities,	exchange	specific	information,	or	
encourage	social	interaction	between	families	in	the	group.	

It	is	important	to	note	that:	

• The	WhatsApp	group	is	not	an	official	channel	of	communication	with	teachers	
or	the	management	team.	

• Teachers	are	not	obliged	to	respond	to	messages	sent	through	this	channel.	
• Any	educational,	administrative,	or	personal	questions	should	be	addressed	through	

the	established	official	channels	(tutorials,	email,	Alexia	platform,	etc.).	
• Teachers	are	not	committed	to	responding	immediately,	especially	outside	of	school	

hours	or	during	their	personal	time.	
Families	are	asked	to	respect	these	limits	in	order	to	protect	the	well-being	and	
work	health	of	the	teaching	staff.	

The	WhatsApp	group	should	be	a	respectful	space,	focused	on	issues	related	to	the	
organization	of	the	class,	avoiding	personal	comments,	rumors,	or	criticism	that	could	affect	
school	life.	

mailto:escolasofia@waldorf.com
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F) Escolasofia Community WhatsApp Group 
There	is	an	informal	WhatsApp	group	exclusively	for	sharing	social	activities,	meetings,	
and	mutual	support	among	families.	

This	is	not	an	official	communication	channel.	Please	do	not	use	it	to	contact	teachers	or	the	
management	team.		

The	management	reserves	the	right	to	remove	anyone	from	the	chat	who	does	not	behave	
respectfully	or	makes	inappropriate	use	of	it.	

G) School meeting 
An	open	and	regular	space	where	families,	teachers,	and	the	management	team	meet	to	
share	ideas,	clarify	doubts,	and	promote	participatory	and	transparent	communication.	

H) Parents' school 
Through	this	initiative,	families	can	access	training	in	Waldorf	education	with	a	25%	
discount	on	individual	modules.	It	is	an	invitation	to	grow	as	companions	on	our	children's	
educational	journey.	

I) Community meeting 
Several	times	a	year,	a	meeting	is	organized	to	share,	care	for,	and	beautify	the	school	
spaces.	It	is	a	joyful	time	to	get	to	know	each	other	better,	collaborate	together,	and	
strengthen	our	sense	of	community.	

J)  Open House and Events 
In	the	fall,	before	Christmas,	and	in	the	spring,	we	hold	open	houses	with	educational	
exhibitions,	musical	performances,	plays,	and	a	flea	market.	
These	are	festive	days	where	we	share	school	life	with	families	and	the	wider	
community,	and	which	also	contribute	to	the	financial	sustainability	of	the	project	through	
the	sale	of	handmade	products.	

K) Quarterly educational exhibitions 
At	the	end	of	each	term,	students	present	a	selection	of	their	work	to	the	school	community	
(classmates,	teachers,	and	families).	
These	exhibitions	are	held	during	school	hours	and	are	compulsory	for	all	students.	In	
secondary	school,	they	form	part	of	the	academic	assessment.	

L) Escolasofia Library 
The	library	gratefully	accepts	donations	of	books	(stories,	pedagogy,	health,	always	in	line	
with	the	pedagogy).	These	will	become	part	of	the	common	fund,	available	to	all	students.	It	
is	a	beautiful	way	to	support	access	to	inspiring	and	valuable	resources.		

10. Family involvement 
At	Escolasofia,	we	understand	that	education	is	a	shared	journey.	That	is	why	we	deeply	
value	the	active	and	conscious	involvement	of	families	in	school	life	and	expect	families	
to	accompany	the	educational	process	by	maintaining	a	loving	consistency	between	home	
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and	school,	based	on	respect	for	the	child's	rhythms	and	trust	in	the	pedagogical	work.	
Communication	between	the	school	and	the	family	is	always	based	on	attentive	listening,	
mutual	respect,	and	constructive	dialogue.	

11. Community involvement 
School	life	is	enriched	by	opportunities	for	community	gathering	and	collaboration.	Some	of	
the	ways	in	which	this	participation	is	cultivated	are:	

Seasonal	celebrations	
Open	celebrations	that	connect	with	the	rhythms	of	the	year	and	strengthen	the	bonds	
between	families,	students,	and	the	community.	

Training	in	Waldorf	pedagogy	
Through	meetings	and	training	modules,	families	are	offered	the	opportunity	to	gain	a	
deeper	understanding	of	the	educational	approach	and	to	provide	consistent	support	at	
home.	

Working	committees	
Groups	of	families	who	volunteer	in	different	areas	such	as	maintenance,	crafts,	gardening,	
event	organization,	among	others.	Their	work	is	essential	for	the	care	and	sustainability	of	
the	project.	

12. Emergencies and health 
The	school	has	protocols	and	resources	in	place	to	ensure	the	well-being	and	safety	of	all	
students	during	the	school	day.	

• First	aid	kits	are	strategically	located	throughout	the	school.	
• An	updated	evacuation	plan	and	annual	drills.	
• Current	school	insurance:	the	school	has	a	policy	that	covers	accidents	that	may	

occur.		
	

Medical	conditions	and	allergies:	

It	is	essential	that	the	school	is	informed	in	writing	of	any	relevant	medical	conditions,	
allergies,	or	treatments	that	the	student	requires.	
If	you	require	staff	assistance	in	administering	medication,	you	must	provide	a	signed	
authorization	from	the	family,	clearly	indicating	the	dosage	and	conditions.	

Action	in	the	event	of	a	medical	emergency:	

The	protocol	for	action	in	the	event	of	an	accident	is	as	follows:	

A.	In	minor	situations,	the	student	will	be	treated	at	the	school	and	the	family	will	be	
informed	at	pick-up	time.	
B.	If	the	accident	requires	medical	assessment	without	immediate	urgency,	parents	or	
guardians	will	be	called	to	decide	whether	to	come	to	the	school	or	to	the	appropriate	
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medical	service.	
C.	In	serious	or	emergency	cases,	the	emergency	services	will	be	called	and	families	will	be	
informed	as	soon	as	possible.	

13. Illness 
In	order	to	protect	the	health	of	the	group	and	facilitate	the	student's	recovery	process,	we	
ask	families	to	keep	their	children	at	home	in	the	event	of:	

• Fever	or	general	malaise.	Symptoms	that	prevent	the	normal	school	day	from	taking	
place.	Signs	of	contagious	diseases	(rashes,	blisters,	eruptions,	among	others).	
	

If	these	symptoms	appear	during	the	school	day,	the	teacher	in	charge	will	contact	the	
family	so	that	the	student	can	be	picked	up	and	taken	to	the	appropriate	health	center	for	
diagnosis.	

14. School attendance 

A) School attendance 
Waldorf	education	emphasizes	the	importance	of	direct	experience	and	holistic	learning	
through	observation,	action,	and	contact	with	the	environment.	To	take	full	advantage	of	
this	educational	approach,	regular	and	punctual	attendance	is	required.	Students	must	
comply	with	the	hours	established	by	current	regulations.		

Absence	of	more	than	25%	of	total	annual	school	activities,	or	20%	in	a	specific	subject,	may	
result	in	failure	or	non-promotion	at	the	end	of	the	school	year.	In	accordance	with	current	
legislation,	in	cases	of	repeated	absenteeism,	the	school	is	obliged	to	officially	inform	the	
competent	authorities	and	activate	the	corresponding	protocol.	

In	cases	of	prolonged	absence	justified	by	medical	reasons,	the	family	must	present	a	
medical	certificate.	The	teaching	team	will	draw	up	an	individualized	support	and/	tion	
plan,	which	must	be	supported	at	home	to	facilitate	the	student's	return	to	the	educational	
process.	

B) Tardiness 
Punctuality	is	important	at	school	to	maintain	the	rhythm	and	respect	for	the	group.	All	
teachers	record	attendance	daily,	including	late	arrivals.	

When	a	student	arrives	late,	they	must	wait	at	the	classroom	door	until	the	teacher	can	
integrate	them	without	disrupting	the	class.	In	primary	school,	the	child	must	wait	
accompanied	by	an	adult	until	they	are	allowed	to	enter.	

After	four	late	arrivals,	the	family	will	be	notified,	and	each	subsequent	late	arrival	will	be	
counted	as	a	full	absence.	If	late	arrivals	are	recurrent,	educational	measures	will	be	taken,	
or	a	meeting	will	be	called	with	the	family	to	sign	a	commitment	to	improvement.	Any	
absences	or	late	arrivals	must	be	communicated	by	the	family	to	the	homeroom	teacher	via	
Alexia,	email,	or	WhatsApp,	attaching	a	medical	justification	in	case	of	illness.	
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C) Permissions 
Requests	for	permission	for	absences	or	early	departures	must	be	made	one	day	in	advance	
by	written	message.	In	primary	school,	students	must	leave	with	an	authorized	adult,	while	
in	secondary	school	they	may	leave	alone	with	prior	written	authorization.	Students	may	
not	leave	the	school	without	authorization	once	they	have	entered.	

Prolonged	absences	must	be	communicated	in	advance	and	the	family	is	responsible	for	
academic	follow-up.	The	school	does	not	guarantee	the	recovery	of	lost	content	and	may	
refuse	to	pass	the	school	year	if	the	requirements	are	not	met.		

D) Rules for student drop-off and pick-up 

Early childhood and primary education 
• Drop-off:	Preschool	and	primary	school	students	must	be	dropped	off	directly	in	

the	classroom	at	the	beginning	of	the	school	day.	

• Pick-up:	

o In	preschool,	children	must	be	picked	up	in	person	by	an	authorized	adult	in	
the	school	hallway.		

o In	primary	school,	families	are	responsible	for	picking	up	their	children	on	
time	at	the	end	of	the	school	day.	If	they	are	unable	to	do	so,	they	must	notify	
the	teacher	in	advance	and	arrange	for	another	family	or	responsible	adult	
to	pick	up	the	child.	

o After	the	end	of	the	school	day,	the	school	is	only	responsible	for	students	
enrolled	in	the	lunch	program	or	after-school	program.	

Secondary education 
• Secondary	school	students	are	allowed	to	arrive	at	and	leave	the	school	on	their	

own,	provided	they	have	the	appropriate	parental	authorization.	

Importance of community gatherings and family responsibility	
These	rules	are	designed	to	encourage	families	to	meet	at	school	and	promote	community	
involvement.	However,	it	is	essential	to	understand	that	once	the	school	day	has	ended	
and	students	have	been	handed	over	to	their	families,	any	incident	that	occurs	on	
school	grounds	(such	as	damage	to	property	or	conflicts	between	children)	is	the	direct	
responsibility	of	the	families.	

	

15. Adaptation process for preschoolers 
The	adaptation	process	for	new	children	is	gradual,	respectful,	and	affectionate.	Before	
the	start	of	school,	an	interview	is	held	with	each	family	to	explain	the	process	and	agree	
on	the	timing	and	methods	according	to	the	child's	needs.	
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During	the	first	two	weeks,	the	child	may	be	accompanied	by	an	adult	with	whom	they	
have	a	strong	emotional	bond,	who	carries	out	simple,	quiet	activities	without	interfering	in	
the	group	dynamics.	As	the	child	establishes	a	bond	of	trust	with	their	teacher	and	the	
group,	the	accompanying	adult	gradually	withdraws	until	the	child	is	left	on	their	own.	
The	process	concludes	when	the	child	is	actively	integrated	into	daily	activities,	with	fluid	
daily	communication	between	the	teacher	and	the	family	to	adapt	the	process	to	the	
child's	needs.	

16. Lunch and afternoon service 
Aware	of	the	need	to	balance	family	and	work	life,	the	school	offers	a	complementary	
lunch	and	afternoon	care	service,	managed	by	qualified	staff	hired	by	the	institution.	This	
team	ensures	the	well-being,	safety,	and	proper	development	of	the	children	during	these	
times.	

Service	hours	

LUNCH	AND	AFTERNOON	SUPERVISION	SCHEDULE	

Service	 Stage	 Hours	 Includes	

Dining	 Children	 1:30	p.m.	-	2:30	 Lunch	service	

Dining	room	 1st	to	6th	
grade	

2:00	p.m.	-	3:00	
p.m.	

Lunch	

Afternoon	supervision	 Preschool	 2:30	p.m.	-	4:30	
p.m	

	

Afternoon	supervision	 1st	to	6th	
grade	

3:00	p.m.	-	4:30	 	

Meals	

The	dining	service	is	provided	by	an	external	catering	company	specializing	in	healthy	
children's	meals,	which	offers	a	balanced,	nutritious	menu	prepared	with	organic	
products.	
Given	the	diverse	nature	of	our	community,	a	vegetarian	menu	is	offered	as	a	common	
base,	which	encourages	the	consumption	of	foods	that	are	often	rejected	by	children,	such	
as	vegetables	and	legumes,	and	is	better	suited	to	the	school's	storage	conditions.	

The	school	does	not	restrict	the	consumption	of	other	types	of	food	such	as	meat,	fish,	
or	dairy	products	at	other	times	of	the	day,	but	this	option	is	prioritized	in	the	dining	room	
for	educational,	practical,	and	nutritional	reasons.	

It	is	possible	to	request	the	menu	on	an	ad	hoc	basis,	provided	that	the	order	is	placed	by	3	
p.m.	the	day	before.	
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Allergies	and	intolerances	

In	the	event	of	food	allergies	or	intolerances,	it	is	essential	that	the	family	informs	the	
center	by	means	of	an	updated	medical	report	so	that	those	responsible	for	the	service	
can	take	the	necessary	measures	to	ensure	the	child's	safety.	

Contact	

For	any	questions	or	additional	information	related	to	the	dining	hall	or	afternoon	
supervision,	please	contact	Xisca	Oliver	(649	567	195).	

17. Recording and publication of images – Data protection 
Recording	of	images	by	families:	In	accordance	with	current	data	protection	legislation	
(LOPDGDD	and	RGPD),	families	may	only	record	images	or	videos	of	students	during	school	
activities	for	strictly	personal,	family,	or	friendship	use.	These	recordings	must	not	be	
published	on	social	media	or	publicly	accessible	platforms	unless	the	explicit	consent	of	all	
persons	appearing	in	them	has	been	obtained.	In	the	case	of	children	under	the	age	of	14,	
this	consent	must	be	given	by	their	parents	or	legal	guardians.	

Restrictions	at	school	events:	At	certain	events	(theater	performances,	choirs,	educational	
celebrations,	etc.),	the	school	may	expressly	prohibit	the	recording	of	images	or	videos.	This	
measure	seeks	to	protect	the	privacy	of	all	students	and	preserve	an	atmosphere	of	
contemplation	and	silence,	prioritizing	the	educational	aspect	of	the	activity.	In	such	cases,	
the	audience	will	be	clearly	informed	of	the	moments	that	may	not	be	recorded.	

Use	of	images	by	the	school:	The	school	may	use	images	taken	within	the	school	for	
dissemination	on	its	own	channels:	institutional	website,	official	social	networks,	printed	
publications	(magazines,	newsletters,	brochures),	internal	communications	(Alexia,	email,	
or	closed	WhatsApp	groups).	To	this	end,	the	school	will	prioritize	the	use	of	images	in	
which	students	cannot	be	identified	(from	behind	or	in	general	shots).	If	identifiable	images	
are	required,	the	corresponding	consent	will	be	requested	by	means	of	a	signed	document.	

II. Administration 

1. Enrollment Process 
When	a	child	enrolls	in	a	Waldorf	school,	their	parents	also	become	part	of	the	educational	
community,	committing	themselves	to	the	child's	holistic	development.	In	this	community,	
parents	are	the	primary	educators,	and	they	are	accompanied	and	guided	by	teachers	and	
supported	by	other	families.	

2. Admission process: 
1. We	arrange	an	appointment	with	interested	parents	by	phone,	WhatsApp,	online	form,	
open	house,	etc.	
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2. Admissions	offers	an	informational	meeting	about	the	school	and	Waldorf	education,	
shows	the	facilities	and	classrooms,	and	provides	administrative	information	(process,	
schedules,	and	costs).	

	
3. Parents/guardians	fill	out	the	application	form	and	provide	the	student's	latest	re-
port	card	from	their	previous	school,	if	available.	

	
4. Visits:	
	

a. Preschool:	Preschool	teachers	will	contact	the	family	to	supplement	the	infor-
mation	on	the	application	form	and	invite	the	family	to	attend	with	their	child	
during	recess	so	they	can	get	to	know	them.	

	
b. Primary	and	secondary:	Teachers	will	contact	the	family	to	supplement	the	in-

formation	on	the	application	form	and	invite	the	family	to	bring	their	child	to	
school	for	at	least	two	consecutive	days	to	participate	in	the	day's	activities	
and	observe	their	academic	and	social	performance.	
	

5. The	school's	decision	will	be	communicated	to	the	parents/guardians	approximately	
two	weeks	after	the	student's	observation	at	the	school.	The	family	will	receive	the	ac-
ceptance	letter	by	email	at	.	The	family	has	10	business	days	from	receiving	the	letter	
to	sign	the	Enrollment	Application	and	Contract.	Once	signed	and	returned,	the	family	
will	have	10	business	days	to	pay	the	enrollment	fee.	If	these	deadlines	are	not	met,	the	
admission	process	will	be	suspended.	
	

6. If	there	are	no	places	available,	there	will	be	the	possibility	of	joining	a	waiting	list.	
	
Important:	

• Enrollments	made	during	the	first	half	of	the	month	must	pay	the	full	monthly	fee.	
• Those	made	during	the	second	half	of	the	month	will	pay	only	50%	of	the	

corresponding	monthly	fee.	

2. Registration and fees – 2025-2026 academic year 
	

Annual	enrollment:	

• €595	per	student.	
• This	amount	is	payable	by	all	children	and	is	non-refundable.	

	
Monthly	fees	

• Preschool	(ages	2	to	6):	$595	
Includes	all	school	materials,	school	insurance,	and	daily	snack	with	organic	foods.	



	
24	

Aug	10,	2025	

Escolasofia	Waldorf	School	-	School	Handbook	

Academic	year	2025-2026	
	

• Grades	(1st	to	10th):	€595	
Includes	school	supplies	and	school	insurance.	
Does	not	include	reading	books,	flute	or	educational	trips.	

	

Additional	services	

Lunch	service:	Includes	organic	catering	and	has	3	prices	depending	on	the	length	of	the	
months:	
–	€175	for	December,	February,	April,	and	June.	
–	€195	for	January.	
–	€210	for	September,	October,	November,	March,	and	May.	
–	The	dining	service	for	individual	days	is	€15.	
–	For	secondary	school	students	who	do	not	need	supervision	but	would	like	a	meal	
occasionally,	the	price	is	$9.	
	

Afternoon	supervision	service:	

• Monthly:	$90	
• Per	day:	$9	

Sibling	discount	

• A	15%	discount	is	applied	to	the	lowest	monthly	fee.	
• This	discount	does	not	apply	to	lunch	or	afternoon	accompaniment	services.	

	

3. Payments and collections 
Payments	are	usually	made	through	banks.	If	paying	in	cash	or	by	bank	transfer,	payment	
must	be	made	during	the	first	week	of	each	month.	

If	a	family	is	unable	to	make	the	payment	within	this	period,	they	must	notify	the	school	by	
email,	indicating	the	expected	date	of	payment.	

School	fees	

• School	fees	are	paid	monthly,	from	September	to	June	(both	inclusive).	
• The	amount	of	the	fees	is	reviewed	annually	in	March.	
• Basic	school	materials	for	both	preschool	and	primary	school	are	included	in	the	

monthly	fees.	
	

Annual	enrollment	

Once	a	year,	usually	in	March,	the	registration	fee	will	be	charged,	which	acts	as	a	
reservation	for	a	place	on	the	next	course.	If	you	withdraw	your	place	after	the	deadline	
indicated	in	the	reservation	confirmation,	the	registration	fee	will	not	be	refunded.	

Return	of	receipts	
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The	return	of	a	bank	receipt	entails	the	administrative	fees	charged	by	the	bank,	which	
will	be	borne	by	the	family.	

4. Scholarships 
	Families	facing	financial	difficulties	may	apply	for	financial	assistance.	To	do	so,	they	
should	contact	the	management	team,	who	will	provide	them	with	the	necessary	
documentation	to	complete	the	application.	
This	assistance	is	intended	to	facilitate	access	to	Waldorf	education	for	all	families	in	need.	

5. Updating contact details 
It	is	essential	that	families	notify	us	promptly	of	any	changes	to	their	contact	details	
(address,	telephone	number,	email	address,	etc.).	This	ensures	smooth	and	effective	
communication	between	the	school	and	families,	and	is	particularly	important	in	emergency	
situations.	
Parents	are	required	to	provide	at	least	one	active	and	secure	contact	number	that	is	
available	during	school	hours.	If	this	is	not	possible,	a	working	mobile	phone	number	must	
be	provided.	

6. Withdrawal from school 
A	student's	withdrawal	must	be	communicated	in	two	stages:	

First	to	the	class	teacher	so	that	they	can	prepare	a	suitable	farewell	for	the	child.	

Then	in	writing,	indicating	the	expected	date	of	withdrawal	and,	if	possible,	the	reason.	

The	school	must	be	notified	in	writing	at	least	one	month	in	advance.	If	written	notice	is	gi-
ven	within	the	month	of	termination,	the	current	month	and	the	following	month	will	be	
paid.	

III.-School rules 
	

1. Introduction 
Waldorf	education	is	based	on	a	deep	trust	in	human	beings	and	their	capacity	for	
transformation	and	development.	The	purpose	of	this	handbook	is	to	guide	school	life	from	
an	educational,	respectful,	and	evolutionary	perspective,	contributing	to	the	creation	of	
an	environment	in	which	mutual	respect,	active	listening,	and	collaboration	are	the	
pillars	of	daily	life	at	school.	

2. Basic principles 
Our	educational	approach	seeks	to	respond	to	the	needs	and	characteristics	of	each	stage	
of	childhood	and	adolescent	development,	creating	a	harmonious	environment	that	
promotes	the	holistic	growth	of	the	student.	Adult	authority	is	exercised	through	conscious	
accompaniment,	serving	as	a	model	and	guide,	rather	than	through	fear	or	guilt.		
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We	promote	the	use	of	educational	activities,	reflective	dialogue,	and	understanding	so	
that	children	and	young	people	learn	from	their	actions	and	make	positive	changes.	All	
teachers	are	responsible	for	fostering	a	climate	of	respect,	discipline,	and	good	behavior	
necessary	for	study	and	learning.	

The	Waldorf	approach	inspires	our	program,	trusting	in	the	transformative	power	of	human	
beings.	When	faced	with	inappropriate	behavior,	teachers	intervene	in	a	respectful	and	
educational	manner,	encouraging	students	to	reflect	and	take	responsibility.	The	goal	is	to	
build	an	environment	where	respect,	listening,	and	collaboration	are	fundamental.		

	

3. Rules 

A) Student rights 
Students	have	the	right	to:	

● To	receive	an	education	in	accordance	with	the	law	and	Waldorf	pedagogy,	which	
fosters	the	full	development	of	their	personality,	in	accordance	with	academic	
programs	and	pedagogical	objectives.	

● To	be	treated	with	dignity	and	respect	at	all	times	by	members	of	the	educational	
community.	

● Be	valued,	accepted,	and	respected	by	all	members	of	the	educational	community.	
● 		To	an	objective	evaluation	of	their	academic	performance,	as	well	as	receiving	advice	

and	support	from	teachers	to	overcome	learning	difficulties.		
● 			To	receive	periodic	evaluations	of	their	learning	process	and	their	achievements	or	

difficulties.	
● To	develop	in	a	calm	and	healthy	environment	that	favors	the	development	of	their	

teaching-learning	process.	
● To	receive	first	aid	and	be	referred	to	health	professionals	if	necessary.	
● To	have	their	privacy	respected	regarding	their	personal	and	family	situations.	
● To	be	covered	by	the	school's	accident	insurance.	
● To	be	heard	by	teachers	for	the	resolution	of	student	conflicts.	

B) Students' responsibilities 
 
When	a	family	enrolls	their	child,	the	student,	with	the	support	of	their	family,	agrees	to	
assume	the	duties	and	rules	of	coexistence	determined	by	the	institution,	with	the	guidance,	
support,	and	understanding	of	the	teachers.	Therefore,	the	education	offered	seeks	to	
enable	students	at	the	school	to:	

● Listen	to	and	respect	their	classmates,	teachers,	and	other	adults	at	the	school.	
● Address	others	respectfully.	
● Allow	adults	to	correct	and	guide	you.	
● Follow	the	instructions	given	by	teachers.	
● Treat	other	children	at	the	institution	with	respect.	
● Take	care	of	the	institution's	spaces	and	materials.	
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● Help	to	keep	all	areas	and	materials	at	the	institution	tidy,	clean,	and	in	good	
condition.	

● Take	responsibility	for	any	damage	caused	intentionally	to	the	institution's	
furniture	or	physical	spaces.	

● Resolve	conflicts	through	dialogue	and	reflection.	
● Remain	within	the	institution's	facilities	during	the	entire	school	day.	
● In	the	case	of	secondary	school	students,	they	may	only	leave	the	institution	with	

the	signed	permission	of	their	family.	
● Respect	the	belongings	of	others.	
● Respect	the	words	of	others	when	they	are	speaking.	
● Respect	the	boundaries	of	spaces	specified	by	adults.	
● Follow	the	pace	of	activities	as	directed	by	teachers,	allowing	activities	or	classes	to	

proceed	normally.	
● Use	respectful	language	when	interacting	with	others.	
● Respect	the	moral	and	physical	integrity	of	classmates	and	teachers	at	the	

institution.	
● Wear	appropriate	clothing	for	school	activities,	avoiding	loud	patterns	and/or	

designs	that	may	cause	distraction,	team	or	group	uniforms,	and	shoes	with	lights	or	
sounds.	

● Refrain	from	bringing	toys	and	objects	from	home.	
● Attend	classes	regularly	and	punctually,	including	all	those	scheduled	by	the	

institution.	
● Catch	up	on	the	different	subjects	in	case	of	absence.		
● 			Accept	the	rules	established	by	teachers.	
● 			Complete	school	activities	and	homework	in	a	timely	and	responsible	manner	

according	to	the	teachers'	instructions.	
● 		Keep	notebooks	neat,	tidy,	and	complete,	according	to	the	teachers'	instructions.	

	

C) General rules of conduct 
• Treat	all	members	of	the	educational	community	with	respect.	Speak	politely,	

respecting	different	opinions.	Manners	should	be	observed	both	inside	and	outside	
the	school.	

• Comply	with	school	rules	and	group	agreements.	
• Avoid	comparisons,	labels,	or	teasing	among	classmates.	
• Respect	times	of	silence,	queues,	waiting,	and	turn-taking.	
• The	use	of	electronic	devices	is	prohibited	during	school	hours,	both	on	and	off	

school	premises.	
• Students	should	not	bring	cell	phones,	computers,	tablets,	or	smart	watches	to	the	

institution.	If	they	do,	all	teachers	are	responsible	for	confiscating	them.	
• There	may	always	be	exceptions	where	their	use	is	required	by	teachers,	such	as	in	

technology	class,	etc.	
• Smoking	is	strictly	prohibited	on	school	grounds	and	at	the	school	entrance.	
• Participate	in	the	cleaning	and	organization	of	spaces	as	part	of	the	learning	process.	
• Avoid	wearing	clothing	that	promotes	violent	behavior	or	implies	discrimination	

based	on	gender,	race,	sports	teams,	creed,	or	religion.	Students	should	wear	
clothing	appropriate	for	the	weather	and	physical	activity	that	will	be	performed.	
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Clothing	should	not	cause	distractions	or	discomfort,	and	students	should	not	wear	
sports	team	jerseys	that	may	offend	others	or	clothing	that	is	offensive	or	
derogatory.	Teachers	reserve	the	right	to	ask	students	not	to	wear	certain	clothing	
on	school	grounds.	

• Students	must	be	well	rested,	in	good	health,	and	practice	good	hygiene	to	avoid	
possible	contagion	in	the	classroom.	

• We	will	always	bear	in	mind	that	there	may	be	younger	children	around	us	and	we	
should	only	run	in	the	areas	designated	for	this	purpose.	

• Food	brought	to	school	must	be	healthy,	even	if	eaten	outside	school	hours.		
• In	common	areas,	trash	should	be	disposed	of	in	trash	cans.	Students	should	take	

care	of	the	facilities	and	their	own	and	others'	materials.	The	playground	should	be	
tidied	up	and	all	materials	should	be	put	away	at	the	end	of	the	day.		

• The	toilets	must	be	kept	clean	at	all	times,	using	the	trash	cans	and	not	the	toilet.		

D) Rules for getting along in the classroom 
• Listen	attentively	when	someone	is	speaking.	
• Follow	the	daily	schedule	and	complete	assigned	tasks.	
• Express	disagreements	respectfully	and	openly.	
• Resolve	conflicts	by	talking	to	the	teacher	first.	
• At	the	end	of	the	day,	chairs	should	be	turned	around	and	placed	on	top	of	desks,	

everything	on	the	floor	should	be	picked	up,	and	all	materials	should	be	put	away	in	
their	proper	place.	Teachers	will	ask	students	to	sweep	their	classrooms	
periodically	or	as	they	deem	necessary.	

4. Classification of offenses 
Corrective	actions	seek	to	redirect	behavior	through	guidance,	healing,	education,	dialogue,	
and	reconciliation.		

Absence	without	a	valid	reason	provided	by	the	family,	if	the	student	is	a	minor,	or	refusal	
to	receive	communications	or	notifications,	will	not	prevent	the	continuation	of	the	
procedure	and	the	adoption	of	the	corrective	plan.	

A) Minor offenses:		These	are	offenses	or	attitudes	that	prevent	the	normal	development	of	
educational	activities	or	interrupt	the	rhythm	of	work,	including	disrespect	towards	
classmates	or	teachers,	or	misuse	or	damage	to	school	property.	The	tutor	or	subject	
teacher	present	will	decide	on	the	most	appropriate	correction	depending	on	the	offense,	
the	age,	and	the	situation.	The	school	administration	may	question	the	correction	if	it	deems	
it	necessary.	

Some	examples	of	corrections	for	minor	offenses	may	include:	

Removing	the	child	from	class	activities,	sending	them	to	the	support	classroom,	assigning	
tasks,	making	up	for	lost	time,	assigning	extra	homework,	requiring	compensation	for	
another	child	who	has	been	harmed,	not	participating	in	the	normal	rhythm	of	classes	until	
a	corrective	action	has	been	taken,	or	leaving	class	for	a	few	minutes.	
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B) Intermediate offenses:	These	are	minor	offenses	that	are	repeated	intentionally	and/or	
affect	others,	or	an	offense	that	causes	moderate	harm.		

They	may	be	addressed	by	the	subject	teacher,	the	tutor,	or	both.	Support	may	also	be	
requested	from	the	school	administration,	which	may	question	the	correction	if	deemed	
necessary.	

Some	examples	of	corrections	for	intermediate	offenses	may	be:		

Removing	the	child	from	class,	receiving	individual	support	or	a	dialogue	circle	during	
recess,	staying	a	few	minutes	to	tidy	up	the	classroom	at	the	end	of	the	day,	taking	extra	
homework	home,	making	amends	to	another	child	who	has	been	wronged	without	
participating	in	the	usual	class	activities	until	a	reparative	action	has	been	taken.	In	some	
cases,	it	is	written	in	the	anecdotal	record.	Repairing	the	damage	under	supervision.	
The	offense	and	its	corrective	measure	will	be	reported	to	the	family.		

C) Serious offenses:	These	are	behaviors	or	offenses	that	violate	the	rules	of	care	and	respect	
for	oneself	and	others,	disrupt	the	development	of	activities,	and	seriously	affect	the	general	
and	specific	disciplinary	rules	of	the	school	and	all	individuals.	

• Physical	or	verbal	aggression.	
• Bullying	or	systematic	exclusion.	
• Repeated	failure	to	respect	basic	rules.	
• Intentional	damage	to	property.	

The	teacher	present	will	seek	to	approach	the	student,	clarify	the	circumstances	of	the	
situation,	and	write	a	report	to	be	sent	to	the	pedagogical	coordinator,	or	someone	from	the	
management	team	in	their	absence,	indicating	what	happened,	the	people	involved,	the	
place,	the	time,	the	measures	taken,	etc.	The	management	will	analyze	the	offense	and	
inform	the	teacher	of	how	it	will	be	handled.	The	offense	and	the	corrective	measure	will	be	
communicated	to	the	family.		

D) Sanctions  
If,	after	several	interventions,	the	behavior	does	not	improve,	the	management	team	will	
consider:	

• Temporary	suspension	from	extracurricular	activities	(such	as	field	trips).	
• Suspension	of	the	student	for	one	or	more	days.	
• Drawing	up	a	commitment	to	coexistence.	
• Reconsideration	of	the	student's	continued	enrollment	at	the	institution.	
• Calling	the	parents	and	offering	recommendations,	which	will	be	followed	up	on.	
• In	situations	where	the	student's	behavior	affects	the	group,	the	school	may	request	

a	professional	evaluation	and/or	therapeutic	help,	which	must	be	paid	for	by	the	
parents.	
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IV.- Regulatory framework in accordance with Balearic regulations 
	

Organic	Law	8/2021,	"https://www.boe.es/buscar/act.php?id=BOE-A-2021-9347"	
(Organic	Law	on	the	Protection	of	Children	and	Adolescents),		

1. Article 30. Principles. 
The	education	system	must	be	governed	by	mutual	respect	among	all	members	of	the	
educational	community	and	must	promote	accessible,	equal,	inclusive,	and	quality	
education	that	allows	for	the	full	development	of	children	and	adolescents	and	their	
participation	in	a	safe	and	violence-free	school,	where	respect,	equality,	and	the	promotion	
of	all	their	fundamental	rights	and	public	freedoms	are	guaranteed,	using	peaceful	methods	
of	communication,	negotiation,	and	conflict	resolution.	

Children	and	adolescents	at	all	stages	of	education,	regardless	of	the	type	of	school	they	
attend,	shall	receive,	in	a	cross-curricular	manner,	an	education	that	includes	their	
participation,	respect	for	others,	their	dignity	and	their	rights,	especially	those	minors	who	
are	particularly	vulnerable	due	to	their	disability	or	neurodevelopmental	disorder,	gender	
equality,	family	diversity,	the	acquisition	of	skills	for	choosing	healthy	lifestyles,	including	
food	and	nutrition	education,	and	affective	and	sexual	education,	adapted	to	their	level	of	
maturity	and,	where	appropriate,	disability,	aimed	at	learning	how	to	prevent	and	avoid	all	
forms	of	violence	and	discrimination,	in	order	to	help	them	recognize	and	react	to	it.	

2. Article 31. Educational organization. 
1.	All	educational	centers	shall	draw	up	a	coexistence	plan,	in	accordance	with	Article	124	of	
Organic	Law	2/2006,	of	May	3,	on	Education,	which	shall	include	activities	such	as	the	
acquisition	of	skills,	awareness-raising	and	training	for	the	educational	community,	the	
promotion	of	good	treatment	and	peaceful	conflict	resolution	by	the	center's	staff,	students,	
and	the	educational	community.	

2.	Likewise,	this	plan	shall	include	the	codes	of	conduct	agreed	upon	by	teachers	acting	as	
tutors,	teaching	teams,	and	students	in	situations	of	bullying	or	any	other	situation	that	
affects	coexistence	in	the	educational	center,	regardless	of	whether	these	occur	in	the	
educational	center	itself	or	occur	or	continue	through	information	and	communication	
technologies.	

The	teaching	staff	and	the	School	Council	shall	be	responsible	for	promoting	the	adoption	
and	monitoring	of	educational	measures	that	foster	the	recognition	and	protection	of	the	
rights	of	minors	against	all	forms	of	violence.	

3.	The	educational	authorities	shall	ensure	compliance	with	and	application	of	the	
principles	set	out	in	this	chapter.	They	shall	also	establish	the	necessary	guidelines	and	
measures	for	establishing	schools	as	safe	environments	and	shall	supervise	that	all	schools,	
regardless	of	their	ownership,	apply	the	mandatory	protocols	for	action	in	cases	of	violence.	

https://www.boe.es/buscar/act.php?id=BOE-A-2021-9347
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3. Article 32. Supervision of the hiring of educational centers. 
The	educational	authorities	and	the	persons	responsible	for	the	management	and	
ownership	of	all	educational	centers	shall	supervise	the	safety	of	staff	recruitment	and	shall	
check	that	the	mandatory	certificates,	such	as	those	set	out	in	Chapter	II	of	Title	V,	are	
provided	for	teaching	and	auxiliary	staff,	service	contracts,	or	other	professionals	who	work	
or	collaborate	regularly	in	the	school,	whether	paid	or	unpaid.	

4. Article 33. Training in digital rights, security, and responsibility. 
Public	administrations	shall	ensure	the	full	integration	of	students	into	the	digital	society	
and	the	learning	of	a	use	of	digital	media	that	is	safe	and	respectful	of	human	dignity,	
constitutional	values,	fundamental	rights	and,	in	particular,	with	respect	for	and	guarantee	
of	personal	and	family	privacy	and	the	protection	of	personal	data,	in	accordance	with	the	
provisions	of	Article	83	of	Organic	Law	3/2018,	of	December	5,	on	the	Protection	of	
Personal	Data	and	the	Guarantee	of	Digital	Rights.	

Specifically,	public	administrations	shall	promote	the	appropriate	use	of	the	Internet	at	all	
stages	of	education.	

5. Article 34. Action protocols. 
1.	Educational	administrations	shall	regulate	action	protocols	against	abuse	and	
mistreatment,	bullying,	cyberbullying,	sexual	harassment,	gender	violence,	domestic	
violence,	suicide,	and	self-harm,	as	well	as	any	other	manifestation	of	violence	within	the	
scope	of	this	law.	Children	and	adolescents,	other	public	administrations,	institutions,	and	
professionals	from	the	different	sectors	involved	in	the	prevention,	early	detection,	
protection,	and	redress	of	violence	against	children	and	adolescents	shall	participate	in	the	
drafting	of	these	protocols.	

These	protocols	must	be	applied	in	all	educational	centers,	regardless	of	their	ownership,	
and	evaluated	periodically	to	assess	their	effectiveness.	They	must	be	initiated	when	
teaching	or	educational	staff	at	educational	centers,	parents	of	students,	or	any	member	of	
the	educational	community	detect	signs	of	violence	or	when	children	or	adolescents	report	
such	incidents.	

2.	Among	other	aspects,	the	protocols	shall	determine	the	actions	to	be	taken,	the	
communication	systems,	and	the	coordination	of	the	professionals	responsible	for	each	
action	or	in	each	field.	Such	coordination	shall	also	be	established	with	the	health	sector,	the	
State	Security	Forces	and	Corps,	and	the	judiciary.	

They	shall	also	provide	for	specific	actions	when	the	harassment	is	motivated	by	disability,	
serious	neurodevelopmental	problems,	mental	health	problems,	age,	racist	prejudice	or	
place	of	origin,	sexual	orientation,	gender	identity	or	expression.	Similarly,	these	protocols	
must	provide	for	specific	actions	when	bullying	is	carried	out	through	new	technologies	or	
mobile	devices	and	the	privacy,	reputation	or	right	to	personal	data	protection	of	minors	
has	been	undermined.	
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3.	The	persons	in	charge	of	or	responsible	for	educational	centers	shall	be	responsible	for	
ensuring	that	the	educational	community	is	informed	of	the	existing	action	protocols,	as	
well	as	of	the	implementation	and	monitoring	of	the	actions	provided	for	therein.	

4.	The	protocols	drawn	up	shall	be	disseminated	and	specialized	training	shall	be	provided	
to	the	professionals	involved,	so	that	they	have	the	appropriate	training	to	detect	situations	
of	this	nature.	

6. Article 35. Well-being and protection coordinator. 
1.	All	educational	centers	where	minors	are	enrolled,	regardless	of	their	ownership,	must	
have	a	student	welfare	and	protection	coordinator,	who	will	act	under	the	supervision	of	
the	person	in	charge	of	the	center	or	its	owner.	

2.	The	competent	educational	authorities	shall	determine	the	requirements	and	functions	to	
be	performed	by	the	Welfare	and	Protection	Coordinator.	They	shall	also	determine	
whether	these	functions	are	to	be	performed	by	existing	staff	at	the	school	or	by	new	staff.	

The	duties	assigned	to	the	Student	Welfare	and	Protection	Coordinator	shall	include	at	least	
the	following:	

a)	Promote	training	plans	on	prevention,	early	detection,	and	protection	of	children	and	
adolescents,	aimed	at	both	staff	working	in	the	centers	and	students.	Priority	shall	be	given	
to	training	plans	aimed	at	center	staff	who	act	as	tutors,	as	well	as	those	aimed	at	students	
to	enable	them	to	acquire	skills	to	detect	and	respond	to	situations	of	violence.	

Likewise,	in	coordination	with	the	Parents'	Associations,	such	training	shall	be	promoted	
among	parents	and	those	who	exercise	guardianship,	custody	or	foster	care.	

b)	Coordinate,	in	accordance	with	the	protocols	approved	by	the	educational	
administrations,	cases	that	require	intervention	by	the	competent	social	services,	,	
informing	the	relevant	authorities	if	deemed	necessary,	without	prejudice	to	the	duty	of	
communication	in	cases	provided	for	by	law.	

c)	Identify	themselves	to	students,	school	staff,	and	the	educational	community	in	general	as	
the	main	point	of	contact	for	communications	related	to	possible	cases	of	violence	in	the	
school	or	its	surroundings.	

d)	Promote	measures	that	ensure	the	maximum	well-being	of	children	and	adolescents,	as	
well	as	a	culture	of	good	treatment	towards	them.	

e)	Encourage	the	use	of	alternative	methods	of	peaceful	conflict	resolution	among	school	
staff	and	students.	

f)	Inform	the	center's	staff	about	the	protocols	for	the	prevention	and	protection	of	any	
form	of	violence	existing	in	their	locality	or	autonomous	community.	
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g)	Promote	respect	for	students	with	disabilities	or	any	other	circumstances	of	special	
vulnerability	or	diversity.	

h)	Coordinate	with	the	school	management	the	coexistence	plan	referred	to	in	Article	31.	

i)	In	situations	that	pose	a	risk	to	the	safety	of	minors,	encourage	the	school	to	immediately	
notify	the	State	Security	Forces.	

j)	In	situations	that	may	involve	the	unlawful	processing	of	personal	data	of	minors,	
promote	immediate	communication	by	the	school	to	the	Data	Protection	Agencies.	

k)	Encourage	the	educational	center	to	provide	healthy	and	nutritious	food	that	allows	
children	and	adolescents,	especially	the	most	vulnerable,	to	have	a	balanced	diet.	

3.	The	Welfare	and	Protection	Coordinator	shall	act,	in	all	cases,	in	accordance	with	the	
provisions	of	current	legislation	on	data	protection.	The	coordinator	is	Olga	Lucia	Rincón	
Castellanos.	

V. Protocols 

1. School bullying protocol 
	https://www.caib.es/sites/convivexit/es/assetjament/.		

https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/
archivopub.do?ctrl=MCRST8146ZI467465&amp;id=467465		

https://drive.google.com/drive/folders/1gYK0sPeV-
MbAsNLKf0HE4HzLp9d4yrCb?usp=drive_link	

2. Protocol for the prevention, detection, and response to gender-based 
violence in educational centers 
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/
archivopub.do?ctrl=MCRST8146ZI411022&amp;id=411022	

3. Protocol for action in the event of self-harm risk detected in the educational 
center 
https://www.caib.es/sites/convivexit/es/conductas_autoliticas/		

https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/
archivopub.do?ctrl=MCRST8146ZI377099&amp;id=377099	

4. Interdisciplinary framework protocol for action in cases of child abuse in the 
Balearic Islands: 

https://www.caib.es/sites/infanciailadolescencia/es/protocolo_rumi-61611/	

	

https://www.caib.es/sites/convivexit/es/assetjament/
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI467465&id=467465
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI467465&id=467465
https://drive.google.com/drive/folders/1gYK0sPeV-MbAsNLKf0HE4HzLp9d4yrCb?usp=drive_link
https://drive.google.com/drive/folders/1gYK0sPeV-MbAsNLKf0HE4HzLp9d4yrCb?usp=drive_link
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI411022&id=411022
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI411022&id=411022
https://www.caib.es/sites/convivexit/es/conductas_autoliticas/
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI377099&id=377099
https://www.caib.es/sites/convivexit/es/normativa_autonomica_protocolos_y_memorias/archivopub.do?ctrl=MCRST8146ZI377099&id=377099
https://www.caib.es/sites/infanciailadolescencia/es/protocolo_rumi-61611/
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"Let us welcome the child with respect, educate them with love, and let 
them go in freedom." Rudolf Steiner 


