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Principal’s Welcome 

 

Hello AISE Elementary School Students, Parents, and Faculty, 

  Welcome to the 2017-2018 school year! My name is Claudia Trahan and it is my honor and 

privilege to be your AISE Elementary Principal.  I am looking forward to building on the successes of 

last year and working alongside our incredible group of educators to help your children become 

academically successful.   

  As some of you may know I have had the pleasure of serving as the Elementary Assistant 

Principal for the past three  years - first under Mr. Joe Moore and then the past two yeas with Mr. 

Matthew Lippart.  It has been a fantastic experience working at this school and living in Cairo, and I 

have enjoyed getting to know many of the parents and students that make up our learning community.  

I am confident that this will be a wonderful year and I want to thank all of you, in advance, for the 

support I know you will give to all of our Elementary School teachers and staff members.  I look 

forward to working with all of you over the coming months.  I am so happy to welcome our first 

graders from the Early Childhood Center into the Elementary School. I have already interacted with 

students from Grades 2-5 as learners and as people who are in the early stages of their journey towards 

lifelong academic achievement.  The skills and habits of mind that children acquire now will set them 

on paths towards future success both in the  years to come in school and beyond, as they carve their 

own path and leave their mark on the world around them.   

  What our school does is important.  What you do as parents is important.  The choices that you, 

as students, make for yourselves this year matter, probably far more than you can know.  I believe that 

all of us, working together, can change the world for the better, and I can’t wait to see what amazing 

things our students will accomplish over the next nine months.  Best of luck to everyone, and let’s make 

2017-2018 a year to remember! 

 

Sincerely, 

Claudia Trahan, 

AISE Elementary Principal 
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AISE Mission Statement 

The American International School in Egypt (AISE) provides a comprehensive and challenging 

American and international education that fosters informed and engaged local, regional and global 

citizenship. We inspire students to be lifelong learners who contribute positively within a diverse and 

changing world. 

AISE Philosophy 

AISE provides a co-educational, English language, college preparatory program of studies as well as 

The International Baccalaureate Diploma Program that culminates in awarding eligible students an 

American High School Diploma or International Baccalaureate Diploma. A holistic education is 

provided that encourages high standards of academic achievement, meaningful collaboration, and 

personal development, while supporting the unique needs of each learner. We encourage the 

expression of multiple perspectives in a safe and nurturing learning environment, such that the 

cultural identity of each student is valued. We prepare students to contribute to and thrive in a 

multicultural society. We support students in the development of skills and learning strategies. 

Students are encouraged to take responsibility for their own learning and well-being. Learning 

explicitly addresses guided and independent inquiry and investigations, skill development, and thinking 

strategies for finding solutions to the complex problems inherent in the challenges posed in developing 

a sustainable and peaceful world. 

AISE Belief Statements 

At AISE, we believe that each member of the AISE learning community has a commitment to: 

 Participate actively and responsibly in his or her own learning; 

 Support parent-teacher-student relationships that enable success in learning; 

 Understand and appreciate each other as individuals with special interests, aptitudes, and the ability to 

learn and experience success; 

 Support the role of extracurricular activities in enabling students to explore interests and to cultivate 

unique skills; 

 Communicate proficiently using the English language and ensure all students’ first languages supported 

to the extent possible; 

 Experience and value education as a lifelong process; 

 Develop the skills to utilize contemporary technology to enhance further learning; 
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 Establish and maintain respectful and effective communication and collegiality; 

 Develop in all students a sense of personal and social responsibility through demonstrated service to 

others; 

 Respect local, regional, and international perspectives; 

 Shape the future of our school through strategic vision, continuous planning, and agreed upon action 

plans linked to continuous evaluation. 

AISE Vision 

Raising Student Achievement Every Day, Every Way 

AISE Motto 

Can’t Hide That Panther Pride 

ESOL Mission Statement 

ESOL’s mission is to educate its students in the finest tradition of American education, while 

incorporating the strengths of the students’ own cultures. Our schools’ goal is to develop our students’ 

basic skills and their capacities for critical thinking and creativity. In addition to cultivating a passion 

for learning, we aim to promote our students’ all-around development, their character, and their sense 

of civic responsibility. ESOL is committed to making each of its schools a center of educational 

excellence, offering its students the fullest opportunity to attain their maximum potential in a positive, 

enjoyable, stimulating and safe environment that is conducive to their intellectual, physical, emotional 

and social development. Thus our curriculum complements core subjects like English, mathematics, 

sciences and social sciences with equally strong programs in physical education and fine arts. 

Graduates of ESOL schools possess all the tools of success in an increasingly integrated world. As 

humanity’s collective body of knowledge continues to grow at an exponential rate, ESOL gives its 

students the skills they need to solve the problems of the future. As clear and critical thinkers with a 

working knowledge of technology, ESOL’s graduates are certain to succeed in their future careers. 

More importantly, they are well-rounded, honorable, and responsible human beings who contribute 

positively to their societies. 
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Elementary School Expectations   

Academic Excellence – We believe that we have the leaders of tomorrow in our school.  In order to 

maximize the opportunity students have at AIS, it is necessary to give maximum efforts in all school 

endeavors.  Our motto is: Raising Student Achievement, Every Day, Every Way! 

Outstanding Behavior – Students are expected to show respect to teachers, staff, and other student at 

all times.  The PANTHER is our school mascot.  We work to give daily recognition to students who 

model each part of the PANTHER acronym. 

 P – Polite 

 A – Accepting 

 N – Noble 

 T – Thoughtful 

 H – Helpful 

 E – Encouraging 

 R – Respectful 

Language – In order to create and maintain an American School atmosphere in the school, students 

must speak English on campus at all times with the exception of Foreign Language and Religion 

classes. 

Please see Discipline/Behavior at the end of the book. 
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 School Faculty   

School Administrative  

Superintendent/Chairman Mr. Walid Abushakra 

Advisor and Assistant to the Chairman Mr. Tammam Abushakra 

Deputy Superintendent Mr. Wahib Girgis 

Assistant Chief Operating Officer Mr. Hazem Girgis 

AISE Leadership Team  

Director Mr. Bill Delbrugge 

Deputy Director for Operations Mr. Moataz Atef 

Elementary Principal Ms Claudia Tarahan  

Elementary Assistant Principal Ms. Jennifer Cates 

 Ms. Matt Novak 

Early Childhood Principal Dr. Sarah Lekas 

Middle School Principal Mr. Dina Taher 

Middle School Assistant Principal Mr. Caleb Hatfield 

High School Principal Mr. Norris Ham 

High School Assistant Principal Mr. Mark Tennant 

 Mr. Tyler Elliott 

School Administrative Staff  

Finance Manager Mr. Mohamed Abdou 

Transportation Manager Mr. Talaat El Mantawi 

Security Manager Mr. Adel Mosalam 

 

Contact Information & School Hours  

AISE Street Address: Cairo Festival City (next to Mubarak Policy Academy) 

5th Settlement, Katameya, Cairo, Egypt 

Mailing Address: The American International School in Egypt 

P.O. Box 8090, Masaken Nasr City 11371, Cairo, Egypt 

AISE Front Office: 202-2618-8400 

Elementary Office Extension:  1108 

Fax #: 202-2617-4002 

Elementary Office Hours:  8:00 am – 3:50 pm, Sunday – Thursday 

 



 

8 
 

Elementary School  Staff Directory and E-mail Contacts   

 

Name Position E-mail 

Claudia Trahan Principal ctrahan@aisegypt.com 

Jennifer Cates Assistant Principal jcates@aisegypt.com 

Matthew Novak Assistant Principal mnovak@aisegypt.com 

Mai Alsherief Administrative Assitant malsherief@aisegypt.com 

Carol Concha 1A cconcha@aisegypt.com 

Nesrine Farid 1A TA nfarid@aisegypt.com 

Monica Siegel 1B msiegel@aisegypt.com 

Rana Said 1B TA rsaid@aisegypt.com 

Lynn Brzys 1C lbrzys@aisegypt.com 

Pauleen Sami 1C TA psami@aisegypt.com 

Kristin Karsies 1D kkarsies@aisegypt.com 

Irene Maurice 1D TA imaurice@aisegypt.com 

Sandra Mwai 1E smwai@aisegypt.com 

Genefer Balais 1E TA GBalais@aisegypt.com 

Sherry Pielsticker 1F spielsticker@aisegypt.com 

Fatima El zahraa Ali 1F TA fali@aisegypt.com 

Krista Wolfe 1G dcopeland@aisegypt.com 

Sarah Shahien 1G TA sshahien@aisegypt.com 

Deanna Spellman 2A DSpellman @aisegypt.com 

Nadia ElAbdin 2B nelabdin@aisegypt.com 

Rebecca McCarthy 2C r mccarthy@aisegypt.com 

Katherine Okonski 2D KOkonski @aisegypt.com 

Mike Harpel 2E mharpel@aisegypt.com 

Elizabeth Ann Berry 2F eberry@aisegypt.com 

Susan DeLane 3A sdelane@aisegypt.com 

Megan Baker 3B mbaker@aisegypt.com 

Julie Brazil 3C jbrazil@aisegypt.com 

Abra Litmer 3D alitmer@aisegypt.com 

David King 3E dking@aisegypt.com 

Rachel Drayton 3F rdrayton@aisegypt.com 

Jennifer Velez 4A jvelez@aisegypt.com 

Laura Royster 4B LRoyster@aisegypt.com 

Alyssa Wilson 4C awilson@aisegypt.com 

Josilin Moede 4D jmoede@aisegypt.com 

Rosanne Gasparelli 4E RGasparelli @aisegypt.com 

Elizabeth Boyed (LA) 5A eboyd@aisegypt.com 

Patti Denny (LA) 5B pdenny@aisegypt.com 

Joel Karsies 5C jkarsies@aisegypt.com 

Shannon Durocher (Math) 5D sdurocher@aisegypt.com 

mailto:fali@aisegypt.com
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Layla Alzerj (SS) 5E lalzerj@aisegypt.com 

Angela Seppola (Sc) 5F aseppola@aisegypt.com 

Rasha Ahmed Arabic Gr.1 rahmed@aisegypt.com 

Lamya  Zakaria Arabic Gr.1-2 lzakaria@aisegypt.com 

Eman Fargaly Arabic Gr.1-2 efargaly@aisegypt.com 

Mohamed Yehia Arabic Gr.2-3 myehia@aisegypt.com 

Sami El Shafie Arabic Gr.3-4 selshafie@aisegypt.com 

Yasser Arafa Arabic 2,3,4 yarafa@aisegypt.com 

Ismail Ahmed Arabic Gr.5 iahmed@aisegypt.com 

Wafaa Ibrahim Social Studies/Islamic Rel. 

Gr.4-5 

wibrahim@aisegypt.com 

Lilian Talaat George Christian Religion lgeorge@aisegypt.com 

Yasmeen Mostafa AFL ymostafa@aisegypt.com 

Nermeen Mohamed Arts  nmohamed@aisegypt.com 

Noha Elsadany Arts TA nelsadany@aisegypt.com 

Susan Grieshaber Arts sgrieshaber@aisegypt.com 

Sarah Halim Arts TA shalim@aisegypt.com 

Gary Hewgley Computers ghewgley@aisegypt.com 

Sean Gordon Computers sgordon@aisegypt.com 

Duncan Nutter Music  dnutter@aisegypt.com 

Bruce Gorchitza Music bgorchitza@aisegypt.com 

Komni Chourio PE  kchourio@aisegypt.com 

Edgar Wedig PE  ewedig@aisegypt.com 

Courtney Russ PE  cruss@aisegypt.com 

Bruce Croft PE  bcroft@aisegypt.com 

Joy Ray Library  jroy@aisegypt.com 

Irene Faragalla Library TA ifaragalla@aisegypt.com 

Rania Mosalam Library TA rmosalam@aisegypt.com 

Katherine shanks Guidance Gr.1 kshanks@aisegypt.com 

Stephanie Mikulecky Guidance Gr.2-5 smikulecky@aisegypt.com 

Mary Girgis SST1 mgirgis@aisegypt.com 

Elana Hendriks SST2 ehendriks@aisegypt.com 

Elizabeth Anis SST3 eanis@aisegypt.com 

Rose Dzugan SST4 rdzugan@aisegypt.com 

Ariolys Chile SST5 achile@aisegypt.com 

 

 

 

 

 

 

mailto:rmostafa@aisegypt.com
mailto:Efargaly@aisegypt.com
mailto:nelsadany@aisegypt.com
mailto:Kshanks@aisegypt.com
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Elementary School Program Academics  

 Elementary School Honor Code 

As an AISE Elementary School student, I will conduct myself in an honorable, trustworthy, and ethical 

manner at all times. In keeping with the highest standards of AISE, I will be truthful, I will be 

academically honest, and I will respect the property of others. 

Consequences for an Honor Code violation will be assigned by the classroom teacher and/or the 

Elementary School Leadership Team as appropriate.  

Academic honesty means being truthful about your schoolwork.  Academic honesty means you do not: 

 Copy another person’s work, ideas or words 

 Share information about a test 

 Cheat on tests and quizzes 

 Break exam/testing protocol 

 Copy homework 

 Take credit for work you did not do 

Educational Commitment 

AISE educational administrators and teachers are committed to the highest standards of the teaching 

profession and mutually support each other in meeting the needs of the students and school 

community. We value open communications and consistency by all members of the AISE community to 

promote improved learning experiences. AISE teachers, parents and administrators work together as a 

functional team to improve educational excellence within the school community. 

The Elementary School Philosophy 

The Elementary School curriculum and methodology at all grade levels is designed to meet the needs of 

students in their transitional phase of academic development.   

The curriculum is designed to match the best practices from American state side schools.  Students are 

taught essential knowledge, skills and understandings.  AISE nurtures trusting relationships with 

adults and peers to create a climate of personal growth for each student.  At AISE we strive for all 

students to become successful and feel confident. 
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We implement our school mission by: 

 Teaching how to connect and apply learned skills and concepts 

 Nurturing positive relationships 

 Encouraging participation in weekly tutoring sessions 

 Scheduling time for regular parent/teacher/student conferences 

 Offering assistance and guidance from our counseling department  

 Teaching organizational skills 

 Organizing extracurricular activities  

 Working in partnerships with our parents  

 Developing technological skills 

 Teaching through interdisciplinary units of instruction 

 Promote international and intercultural understandings through the use of curriculum-specific field 

trips   

Curriculum Goals 

AISE has identified curriculum goals considered essential to the learning process of its students.  The 

goals are set in order to acquire a range of thinking skills, comprehension, interpretation, 

extrapolation, and synthesis.  AISE draws from the best practices of American state-side school 

districts, as well as U.S. National Standards, to offer students a quality American program for students 

to successfully transfer back to the United States or any international private school worldwide. 

The curriculum is organized by standards.  Each standard is defined by: 

 Essential Understandings 

 Essential Knowledge 

 Essential Skills 

 Essential Processes 

The Elementary School believes it is essential for students to see connections and relationships, 

alongside the acquisition of important basic skills.  Goals include teaching students to critically think 

and make connections.  The aim is for its students to become confident performers, presenters and 

public speakers, and work cooperatively and collaboratively.  Students are taught to acknowledge their 

peers’ points of views and respond in an open-minded manner.  
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Grading 

Report Cards Grades for students in grades 1 – 5 are reported every nine weeks.   

Progress Reports are sent home for all students midway through quarter. Only students who are not 

meeting grade level expectations  will receive progress reports during Quarter 2, 3, and 4. 

Communication between teachers and parents about student performance is expected.  Progress 

Reports must be signed by a parent and returned to the teacher within 5 days. 

Homework Policy 

Reasonable amounts of academic effort outside the class extend the learning environment and 

reinforce study skills.  Homework activities can promote independent inquiry and demonstrate the 

pupil’s initiative as a learner. 

At AISE, there is an expectation that students will continue their studies at home.  Each grade level will 

notify parents of the amount of homework expected through newsletters. Students are expected to 

complete assigned homework. Failure to do so may result in consequences.  

Also, all elementary students should read, or be read to (in English) a minimum of 30 minutes each 

night in order to keep English skills on the appropriate grade level and develop a love for reading.  

 

Elementary School Policies and Procedures 

Absences and Attendance Policy  

AIS Attendance Policy 

 All days absent from class will count as absences – there are no excused or unexcused absences. Absences 

for medical reasons are still counted as absences. 

 Students should be especially careful about missing classes for any reason as prolonged absences may 

affect learning new concepts which will eventually affect grades. 

 The dates of the school vacations are published at the beginning of the year. We encourage parents to 

plan family vacations within these dates. 
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 Students should not plan to leave school for medical appointments, early travel plans, etc. Make your 

plans to have appointments and travel outside of school hours. In the event that an early dismissal is 

unavoidable, please email the office. 

 Students who are participating in a school sponsored event or activity are expected to be in attendance 

the day of the event or activity. 

How to inform the school of absences 

Unplanned Absence – Parents should email the office prior to 9:30 am on the day of the absence to 

notify the school.  

Planned Absence – Parents should submit a written request to the principal for approval at least two 

weeks prior to the first day of the planned absence. Homework will be available prior to the planned 

absence and is due within five days of return to school.  All quizzes and tests that are missed must be 

made up within one week of the return to school. 

Absences/Accumulated Absences 

When a student exceeds 10 days of absences, a letter will be send home during progress report date. 

Students absent more than 20 days may be required to attend summer school enrichment program. 

AIS Tardy Policy 

Students arriving after 8:15 will be considered tardy. 

An occasional tardy is not really a big problem, and sometimes cannot be avoided.  However, consistent 

tardiness interferes with the child’s education.  If a student’s tardiness becomes a concern, the teacher 

and Assistant Principal will communicate with the family and develop an action plan that will enable 

the child to arrive on time.    

When a student exceeds 10 days of tardies, a letter will be send home during progress report date. 

Dismissal 

All students will be dismissed from Gate 5 to the parents or authorized person. If someone who is not 

authorized is to pick up your child, that person must come to the elementary office to get a slip for the 

gate.  
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Changing ride home: 

Please be reminded that the office must be notified of any changes in student pick up (car instead of 

bus, change of driver, early pick up, etc), before 1:00 PM. After 1:00 PM (during Ramadan before 

12:00), after that your request won’t be accepted, unless it’s an emergency.   

 Please email the office directly at shghattas@aisegypt.com. Please make sure to send in the email your 

child’s first and last name and class (ex: 1C). Also please make sure you received a reply. Students will 

be dismissed from gate 5 at the end of the day. 

Early departure: 

If your are going to pick up your child early. Please send an email to the office early in the morning 

with a reason.  

Please note that while we understand that you may sometimes need to pick up your child earlier than 

3:05, as there are very often circumstances where this is necessary, we must remind you that leaving 

early, especially when it is a pattern, not only interrupts their routine but denies them valuable 

learning time that can affect academic and social success. Even the last homeroom period of the day is 

designed to help them get organised for the following day or week or wrap up information from the 

previous day or week. 

Students visiting other students’ homes after school:   

Students sometimes ask permission to travel home with another student in a car.  We will only permit 

this to occur if there is prior email from a parent from each family involved.  We cannot risk sending a 

student to another child’s home when both students’ parents or guardians are not fully aware of this 

change in transportation arrangements.  We will not permit students to leave the school by a different 

arrangement without written notification/email.  Phoning parents to seek permission at the last 

minute is not acceptable. 

Picking up a number of students  

We realize that there will be occasions at the close of the day when one parent will be taking the 

responsibility of picking up a number of students on behalf of other parents especially on Thursdays. 

We would prefer that alternate arrangements could be made. Large number of students leaving with 

one parent presents a problem for our Security Guards .  

mailto:shghattas@aisegypt.com
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Busing/Transportation  

AIS offers bus transportation for students whose parents contract for these services.   This service is 

available only to those students who pay for bus service for the school year.  Students who do not pay 

for bus service for the school year may not ride buses. Students who are registered bus riders can only 

ride on their registered bus and may not switch buses. 

All buses have a bus monitor.  The bus monitor or in some cases the driver or a staff member or older 

student will report inappropriate behavior to the principal or designee.  The bus monitor is there to 

ensure that school bus rules are followed and should be respected in the same manner as any staff 

member.   

Bus monitors should not be called by parents to change students’ method of transportation. 

Misbehavior on the bus will be brought to the attention of the principal for action.  Students who 

misbehave are given one warning; a call home to the parent will follow serious inappropriate actions 

and repeated misbehavior will lead to suspension of bus privileges. 

AIS Transportation is a privilege provided to students for their convenience.  During transport, 

students are required to abide by the following Bus Rules. 

 Students will proceed directly to their seat and stay seated. 

 Students will remain seated until the bus comes to a complete stop at the students’ home. 

 Students will speak in a quiet voice to the person next to you. 

 Students will keep their head, hands, arms, legs, and all other objects to them and inside the bus at all 

times. 

 Students will not litter and treat the bus with respect. 

 When disembarking the bus, students will use caution and look both ways before crossing the street. 

Students, who choose to not abide by the Bus Rules, will accept the following consequences: 

 1st Offense 

o Verbal warning.  

 2nd Offense 

o Written warning. 

o Student will be given  assigned seat on the bus. 

o Form sent home for parent signature or parents are called. 
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 3rd Offense 

o Student is given a one week suspension from riding the bus.  

o Parents are notified 

 4th Offense 

o Student is given a two week suspension from riding the bus. 

o Parents are notified. 

 5th Offense 

o Student is removed from riding an AIS bus forthe remainder of the semester. 

 6th Offense 

o Student loses bus privileges for the remainder of the school year 

** Depending on the severity of the behavior, the consequences listed above may be accelerated. 

Dress Code 

AISE Uniform Dress Code Policy 

All AISE students are expected to be properly groomed for school and to wear the school uniform daily 

unless otherwise announced by the School Offices.  The school uniform consists of NAVY BLUE trousers, 

skirts, or shorts and the official school uniform shirt, available at the school store. 

During PE classes, the uniform consists of navy blue shorts or warm-up bottoms and the school PE shirt 

available at the school store.  Elementary students are allowed to wear their PE uniforms to school on 

days when they are participating in PE class. 

Students who are not dressed according to the Dress Code will not be permitted to attend class.  They 

will be given an opportunity to: 

o Purchase the correct school uniform in the school store 

o Call home and have the proper uniform brought to the school immediately. 

On non-uniform days, or after-school functions, clothing worn to school should be in keeping with the 

academic environment of the school.  Clothing with logos depicting drugs, alcohol, or inappropriate 

language are not permitted.  Take caution not to invite disrespect and/or undesirable character 

images. 
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Telephone 

Students are allowed to use the office phone in an emergency.  Students may not use the phone to make 

arrangements to visit other students , getting their homework or change dismissal procedures. 

Birthday Parties 

Birthdays are exciting for elementary students, and we wish to share in your excitement.  Please take 

notice of the following guidelines if you would like to celebrate your child’s birthday at school:  Tell 

your child’s teacher you are coming at least 24 hours in advance.  Celebrations can take place during 

your child’s lunch time only.  Bring individual portions of snacks/cake (ex. Cupcakes). Bring your own 

plates/napkins/forks. No candles, lighters, matches, or knives.  Gift bags are not permitted.  Siblings 

are not permitted to leave class to attend.   

Elevator Use 

Only students carrying a special elevator pass from their principal or the school clinic may use the 

elevator.  Parents or visitors may use the elevator but students must use the stairwells. 

Emergency Evacuation 

Emergency plans have been developed and will be distributed to each staff member.  Drills will be held 

throughout the year to familiarize students and faculty with  necessary procedures.  Teachers will give 

specific instructions to students throughout the year. 

Students should know and follow these rules: 

1. Upon hearing the alarm, students will proceed in a single line without talking, always under the direct 

supervision of the teacher. 

2. Students will proceed to an assigned location outside the building.  

3. Students will remain with the teachers whose classroom they are in at the time of the evacuation. 

Earthquake Procedures 

If students and teachers are inside when an earthquake strikes, they should do the following 

immediately: 

1. Stay inside.  Do not attempt to leave the building. 

2. Take cover under a piece of strong furniture or against an inside wall and hold on. 



 

18 
 

3. Do not take cover where glass could shatter (windows, mirrors, pictures) or where heavy bookcases or 

other heavy furniture could fall over. 

4. Bury face in arms and close your eyes tightly. 

5. Remain under cover until shock stops and a teacher gives instructions to get up and evacuate the 

building. 

If students and teachers are outside when an earthquake strikes, they should do the following 

immediately: 

1. Move into an open area away from the buildings and utility wires. 

2. Remain in the open until the shaking stops. 

3. Remain outside until administration gives a verbal “all clear” then students may re-enter the building. 

The most dangerous thing to do during the shaking of an earthquake is to try to leave the building 

because objects can fall on you.  No one should leave or re-enter the building until an administrator 

gives the “all-clear.”  No one is to leave the campus until the administration declares dismissal. 

Field Trips 

Educational field trips are defined as a school sponsored trip away from the school site.  Field trips are 

sponsored by the school with the purpose of enhancing learning.  Trip expenses are the responsibility of 

the student. 

Fundraising Activities 

All activities involving fund raising by student groups must have the authorization of the school 

administration.  No individual student or student group may represent the American International 

School in Egypt without prior school authorization.  The school’s name may not be used to advertise 

groups or activities without the school’s expressed consent. 

Activities that require fund raising are to be screened by the school administration in order to 

maintain a reasonable balance of time spent on fund raising by faculty and students.   

Guidance Program 

The Elementary School has a school counseling program that is conducted by the counselor. This 

program provides instruction in social skills, problem solving skills, goal setting and character 

education in various settings which include the classroom, in small groups and individually.  
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Health Services 

AIS has physicians who are trained and experienced in handling student health problems staff the 

campus health services office.  Students may go to the health office at any time during the school day 

when ill or injured from 8:30 am – 3:00 pm.  Students going to the clinic during class time must have a 

pass from the teacher whose class they are missing.  Passes signed by the doctor must be submitted to 

the teacher when a student returns to the classroom.  Students must always have a pass from a teacher 

when visiting the clinic. 

Students may be referred to the school clinic by the school staff for vision testing, personal hygiene or 

other problems related to health. 

If a student is too ill to continue with classes, parents will be notified and requested to take the student 

home.  Parents should make sure that emergency contact numbers are always up to date. 

If a student must take medication at school, the parent must contact the school clinic and make 

arrangements.  At school, elementary students may only take medications administered through the 

clinic.  Students should not have medications in their possession. 

Health Policies 

Please send your children to school in good health.  Students often feel fine in the morning but may 

become ill as the day wears on.  A student will be sent home if an AIS doctor determines it is in the 

students best interest to be absent from school. 

Library 

Many students, teachers, staff and parents share the AISE library.  It serves as both a reading and 

information center within the context of the various curricula taught at all divisions. 

In order that everyone may enjoy and make use of the library, students will: 

 Share the materials and resources by returning them on time 

 Return them to where they belong so that other students can locate them 

 Keep materials in good condition so the materials last for other students to use 

 Share the space by allowing others to use the facilities 

 Keep sounds to a minimum so as not to interfere with someone else’s need to read or to find information 
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 Share the library staff, they are few and you are many! 

The library is a classroom where students learn information skills: 

 To find 

 To select 

 To analyze 

 To organize, and  

 To communicate meaningful information 

Elementary students visit the library once a week for information skills lessons, literature appreciation 

and book exchange.  All students may borrow and return books during the school day with the 

teacher’s permission and a pass.  

The library uses the Winnebago system for checking out books and for its electronic catalogue.  There 

are computers connected to this system for locating materials and to the Internet for use in doing 

research under teacher supervision. 

Books and other circulating materials may be checked out to students for two weeks.  Students are 

responsible for maintaining their patron number (as assigned through the Winnebago system) and for 

all items borrowed.  These items may be renewed but students must bring them to the library before 

the due date for scanning.  Reasonable care must be taken to maintain the books in good condition.  

Students will be charged for lost or damaged materials.  Because of our distance from most of our 

suppliers, the replacement cost includes shipping, handling, and processing.  Overdue notices are sent 

periodically through the classroom teachers.  Any lost books or fees due to the library must be settled 

prior to the final term or report cards will be withheld. 

The library is a well-equipped facility, the pride and joy of AISE.  Please enjoy! 

Lost and Found 

Boxes are provided at the security office at the front gate for any student property found on campus or 

on school buses.  To minimize loss, all items of clothing, PE clothes and school supplies such as 

calculators, etc. should be labeled with the students’ name.  Students who find any items should take 

them to the security office. 
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Mobile Phone Policy 

Mobile phones are not to be used anywhere in school during regular school hours 8:00 – 3:05 unless 

permission is given by the Elementary School Office, the Clinic or a classroom teacher. Mobile phone 

usage include; use of camera, texting, calculator or any other feature of the phone. Phones must be 

turned off during school hours. 

Students who violate this policy will have their phone confiscated. Parents must collect the phone from 

the Principal or Assistant Principal. Repeated infractions will result in the phone not being returned 

until the end of the academic year. 

Personal and School Belongings 

Students are discouraged from bringing valuable items, expensive clothing, jewelry or money to school.  

If a student chooses to bring such items, they remain responsible for these items.  Throughout the year 

our school security staff members deliver missing items to the Elementary School Office or to the lost 

and found station located by the school entrance gates.  All clothing, especially coats, jackets, and 

sweaters should be labeled with the student’s name, grade, and teacher’s name to ease and facilitate 

returning lost or misplaced items. 

Technology Code of Conduct 

Internet access is available to students and teacher at The American International School in Egypt.  We 

are very pleased to bring this access to our school and believe the Internet offers vast, diverse, and 

unique resources to both students and teachers.  Our goal in providing this service to teachers and 

students it to promote educational excellence in our school by facilitating resources for sharing, 

innovation and communication. 

The Internet is an electronic highway connecting millions of computers all over the world and millions 

of individual subscribers.  Students and teachers have access to: 

 Electronic mail communication with people all over the world, 

 Information and news from educational sites (NASA, Smithsonian, etc.) as well as the opportunity to 

correspond with the scientists at NASA and other research institutions around the world, 

 Public domain software and shareware of all types, 

 Discussion groups on a plethora of topics ranging from multicultural, environment, music, and politics, 
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 Many universities, library catalogues, the US Library of Congress and ERIC (Educational Information 

Clearing House) and countless other valuable sites. 

With access to computers and people all over the world, also comes the availability of material that 

may not be considered to be of educational value in the context of the school setting.  The American 

International School in Egypt has taken precautions to restrict access to controversial materials.  

However, on a global network, it is impossible to control all materials and an industrious user may 

discover controversial material.  The American International School in Egypt firmly believes that the 

valuable information and interaction available on this worldwide network far outweighs the possibility 

that users may procure material that is not consistent with the educational goals of our school. 

The American International School in Egypt has a Code of Conduct for its students that details 

appropriate school behavior and sets expectations for students.  Because the Internet and related 

network activities are part of a school’s routine, the school’s Code of Conduct to all network activities.  

We believe the Internet network use policy is an extension of the school’s policies.  For example, the 

American International School in Egypt has a Code of Conduct warning students that use of harassing 

or abusive language is unacceptable, as is obscenity.  At the same time, our school places a high value 

on student’s right of freedom of expression. 

The smooth operation of the network relies upon the proper conduct of the end user who must adhere 

to strict guidelines.  These guidelines are provided to make you aware of your responsibilities when 

using the Internet at school.  In general, this requires efficient, ethical and legal utilization of the 

network resources.  If a user violates any of these provisions, their access privileges may be terminated 

and future access could be denied. 

Acceptable Use 

Students’ access must be consistent with the educational objectives of the American International 

School in Egypt.  Use of other organization’s network or computing resources must comply with the 

rules appropriate for that network.  Transmission of any material in violation of any law or regulation 

is prohibited.  This includes, but is not limited to copyrighted material, threatening or pornographic 

material protected by trade secret.  Use for product advertisement or political lobbying is also 

prohibited.  Some sites require a user fee.  Consult with an appropriate faculty member before 

proceeding. 
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The Internet and its features like email; Face book, etc. are only to be used in a manner appropriate to 

an educational institution.  Maligning the school or any of its staff and/or students is not acceptable, 

whether in or out of school, and will result in disciplinary action being taken.  The action could be 

placing the student on Final Behavior Probation or recommending expulsion to the Superintendent. 

Privileges 

The use of the Internet is a privilege, not a right, and inappropriate use may result in a cancellation of 

those privileges.  (Each student who desires an access privilege will be required to discuss with a 

faculty member what constitutes proper use of the Internet network.)  The school’s principals will 

deem what is appropriate use and their decision is final.  Also, the school’s principals may deny, revoke, 

or suspend access privilege at any time as required.  The faculty and staff of the American 

International School in Egypt may request the school principals to deny, revoke, or suspend specific 

user access privileges. 

Internet Network Etiquette 

All students are expected to abide by the generally accepted rules of Internet network etiquette.  These 

include (but are not limited to) the following: 

 Be polite.  Do not get abusive in your message to others. 

 Use appropriate language.  Do not swear, use vulgarities, or any other inappropriate language. 

 Any illegal activities are strictly forbidden. 

 Do not reveal your personal address or phone number or those of students or colleagues. 

 School principals have access to all system usage, including student email.  Messages relating to or in 

support of illegal activities may be reported to the authorities. 

 Do not use the network in such a way that would disrupt the use of the network by other users. 

 All communications and information accessible via the network should be assumed to be private 

property. 

Other Responsibilities 

 Students exercising their privileges to use the Internet as an educational resource have responsibility for 

all material received and sent. 

 Students may not subscribe to any Internet subscription service (free or otherwise) such as newsgroups, 

newsletters, periodicals or lists without prior approval.  All requests for such Internet services must first 
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be approved by the appropriate teacher or librarian and then confirmed by the principal prior to 

initiating the service. 

 Students have the responsibility of not committing copyright violations. 

 Students may not send or receive files via the Internet without prior approval.  Such approval must 

include the appropriate teacher or the librarian prior to transmitting or receiving such material. 

 It is a student’s responsibility to maintain the integrity of the private electronic mail system.  This 

responsibility includes the duty to report all violations of privacy. 

 Students must receive prior permission from the appropriate teacher before sending electronic mail via 

the Internet.  Also, students are responsible for all mail received and/or sent during their use of the 

Internet. 

 Students have the responsibility to make only those contacts leading to some justifiable educational end. 

 Students may not receive or send pornographic material, inappropriate information, or virus-containing 

files. 

Disciplinary Action for Violation of Acceptable User Policy 

The guidelines on the preceding pages are not all-inclusive, but only representative and illustrative.  A 

user who commits an act of misconduct, which is not listed, may also be subject to disciplinary action. 

Staff intervention strategies such as teacher/student conferences, auxiliary staff/student intervention, 

and teacher/parent contacts are to be made in cases of user policy violations.  Administrators may use 

any or all of the following intervention strategies and disciplinary actions. 

Minimum Actions 

 Principal / student conference or reprimand.  This action can also be requested and attended by the 

teacher or librarian. 

 Required to seek assistance in learning the proper procedure before he/she is allowed to use computer 

equipment. 

 Principal / parent contact 

 Referrals and consequences involving various support staff or agencies such as C.S.A. 

 Behavior contracts 

 Required to serve a maximum of one day suspension from using all computer equipment 

 Confiscation of inappropriate items 

 Restitution / restoration 

 Denial of participation in class and/or school activities 

 Banned from access to the Internet for some period of fixed time 
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 Banned from using all computer equipment, networks, and Internet 

 Suspension from school 

Ethics of Internet Use 

As a reminder: 

 The sharing of user ids and passwords is forbidden 

 All users shall respect the privacy of others, and shall treat files other than their own as confidential and 

private 

 All users shall respect the rights of others to our shared resources 

 The copying of software on any computing resource is forbidden 

 The alteration and tampering with systems setup and software is forbidden 

 Users shall not download or otherwise display or print indecent material 

 Users shall not use computing facilities to carry out any illegal or fraudulent activity 

Textbooks 

Your teachers will issue textbooks to you.  Each teacher maintains a list of each textbook with an 

identification number and a description of the book’s condition when it was issued. 

Each student is responsible for keeping track of his/her own books and for maintaining them in good 

condition.  If you lose or damage a book, you are responsible for paying the replacement cost of the 

book.  Damage or loss should be reported and payment made in the Business Office.  To obtain another 

book, payment for replacement must be made.  In the event a student has an outstanding book fee, 

school records, transcripts, and report cards will not be released 

Tutoring 

Tutoring days are scheduled after school on Sundays and Mondays.  Students who encounter learning 

difficulties in a class often ask to be tutored after school.  Teachers may work with students at any time 

before, during or after school but on Sundays and Mondays after school sessions are held every week.  

Teachers cannot accept payment or gifts for the extra assistance given. 

Visitors ,Guests, and Parent Conferences 

Visitors of AISE (including parents) are welcome to come to the campus.  Parents may not visit 

classrooms without explicit written notice from the Elementary Office. Parents should not be in the 
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hallways during the school day. Friends of students and former students should not plan to visit the 

school during instructional time, but are welcome for special events and after school.  All visitors must 

register with the Elementary School Office upon arriving. 

Parent Conferences: Parents are welcome to set up an appointment with their teacher by sending an 

email directly to the teacher within 24 hours ahead. Informal conferences or “stopping in” is not 

acceptable. Due to teachers’ work day schedules, informal conferences are not appropriate. 

Withdrawing Students 

Every student withdrawing from school during the school year must have a student withdrawal form 

completed before school records and transcripts can be released by the principal.  The Admissions 

Office completes the withdrawal form.  The form will be signed once all fees have been paid, all books 

returned, and all school obligations settled. 
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AISE Elementary School Discipline Policy 
 
This policy is intended to create a safe and productive working and learning environment for all. In 
support of this environment, our team has created the following policy document. It is a tool used by 
staff members to make fair decisions regarding student conduct.  
 
ALL AISE students will be subject to disciplinary action for designated acts if the acts are related to 
school activity or attendance and which occur at any time, including, but not limited to, any of the 
following: 

 The student is on school grounds 
 The student is on field trips, a school bus or at school- related activities 

 
Level One offenses are to be immediately dealt with on a non-administrative level by any AISE staff 
member. The staff member will liaison with or inform the homeroom teacher. Should the misbehavior 
continue, the student will move to the next level. 
 
Level Two offenses are to be immediately dealt with by any AISE staff member. Actions will include 
administrative staff. Parents will be contacted. Should the misbehavior continue, the student will 
move to the next level. 
 
Level Three offenses are to be immediately dealt with by any AISE staff member. Actions will include 
administrative staff. Parents will be contacted. Should the misbehavior continue, the student may be 
put on behavioral probation, suspended, expelled, or discontinuation of contract. 
 

Consequences can include one or more of the following actions. 
 

 
 

 

Level One 
Possible 
Consequences 
Staff Members 

Level Two 
Possible Consequences 
Administration 

Level Three 
Possible Consequences 
Administration 

1 
Verbal warning 
Verbal apology 
Written apology 
Timeout 
Loss of lunch recess 
Making restitution 
Behavior Plan 
Detention  

2 
Written warning 
Parent phone call / meeting 
Behavior contract 
Full day – in or out of school 
Suspension 
Loss of lunch recess 
Making restitution 
Detention  
Missing field trips and special events 
Mobile phone confiscated / parent 
picks up 
Behavioral Probation/ Progress report 

3 
Parent phone call / meeting 
Behavior contract 
Suspension 
Making restitution 
Detention  
Missing field trips and special 
events 
Behavioral Probation/ Progress 
report 
Recommend expulsion and or 
discontinuation of contract 
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AISE Discipline Policy Quick Reference Chart 

 

Offense Definition Disciplinary Level 

Rude or 
Disrespectful 
Behavior 

The negative attitudes, behaviors and actions of one 

person towards another  

1,2,3 

Misusing AISE 
Property 

The rough or inappropriate use of AISE property 1,2,3 

Verbal arguments 

 

The instigation of or prolonged participation in 

aggressive verbal arguments with aggressive body 

language. The argument isn’t easily diffused and 

appears to be escalating to physical violence 

1,2,3 

Bullying Intimidation with words, physical action, exclusion, 

gossiping, or anything that makes someone feel 

vulnerable or unsafe. Bullying can be direct or indirect 

or via social media or any other means  

1,2,3 

Lying 

 

Any untruthful statements with the intent to mislead, 

including lying by omission 

1,2,3   

Obscenities in Arabic 

and English 

 

Written or verbal obscenities or hurtful, denigrating, 

racist or exclusionary terms in English or Arabic to 

students or staff 

1,2,3 

Repeatedly 

instigating trouble 

amongst peers 

Any behavior intended to upset, splinter, distract, 

confuse, anger, belittle or annoy any peers or peer 

groups 

1,2,3 

Cheating 

 

Any inappropriate test/quiz/homework/project 

completion behavior with the intent to present work 

which is not one’s own 

1,2,3 

Out of class without 

permission 

 

Being away from the class without the teacher’s 

knowledge or consent 

1,2,3 

Graffiti 

 

The drawing, writing, carving or marking of any 

property other than the student’s with or without the 

intent to harm 

1,2,3 

Trespassing Wandering in areas that are not permitted 1,2,3 
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Dress Code Violation 

 

Repeated non-compliance with dress code 1,2 

Continuous 

Disrespect to Staff 

 

These behaviors may include but are not limited to 

repeated back talking, blatant insubordination, and 

arguing 

1,2,3 

Theft 

 

Receiving, taking or helping someone take things that 

don’t belong to you 

2,3 

Forgery 

 

Signing or writing messages with the intent to 

represent someone else 

2,3 

Fighting 

 

Any physical violence or aggression against another 

person serious bodily harm 

1,2,3 

Weapons 

 

The bringing of dangerous objects to school with or 

without the intent to harm 

3 

Use of Objects as 

Weapons 

 

Using any object as a weapon with the intent to harm 3 

Uttering Threats Verbal threats with the intent to intimidate or cause 

harm 

1,2,3 

Misuse of 

Technology 

Use of computers and internet for other than 

educational purposes 

1,2,3 

 

 

Speaking Arabic at 

Inappropriate Times 

Speaking Arabic anywhere outside of recess, religion, 

or Arabic classes without teacher’s permission 

1,2 

Use of Mobile Phone 

During School Hours 

Use of mobile phone any time between 8:00am and 

3:05pm, with the exception of teacher or 

administration permission. Confiscated phones to be 

retrieved by parent only 

2 

Other Any kinds of misbehavior not listed above 1,2,3 

 

 

 

 

If you have any questions regarding this policy, please contact the school for assistance. 
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AISE BEHAVIORAL PROGRESS REPORT 

Student’s Name: ______________________________________  Date: ______________________  Class:  _________ 

 Consistently (C) Sometimes (S) Rarely (R) 

1. Gets along well with others.    

2. Is respectful to teachers and staff.    

3. Resolves conflicts without adult help.    

4. Follows the rules of the classroom.    

5. Remains on-task during transitions.    

6. Helps others when appropriate.    

7. Shares and takes turns.     

8. Takes initiatives when appropriate.    

9. Demonstrates responsibility.    

10. Accepts responsibility for actions    

11. Uses appropriate language.    

12. Keeps him/herself and others safe.    

13. Demonstrates good sportsmanship.    

 

Please check off this student’s best behavioral qualities: 

 

 

Check any behaviors that (are/have become) a problem: 

 

Next Steps:             

Teacher Signature:  ______________________________  Principal Signature: _____________________________ 

Parent Signature: _____________________________ 

*This progress report is a component of the ongoing behavior plan in place to help your child.  Please sign and 

return one copy to the school. 

 Honest  Patient  Tidy 

 Dependable  Obedient   Sense of humor 

 Cooperative  Focused  

 Creative  Eager to please  

 Aggression  Swearing  Defiance  Crying 

 Tattling  Bossing  Vandalism  Bullying 

 Teasing  Stealing  Interrupting  

 Disrupting  Outbursts  Poor Attitude  

 Clinging  Lying  Entitlement  

 Inattentive  Arguing  Manipulating  
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THE AMERICAN INTERNATIONAL SCHOOL 
ELEMENTARY SCHOOL OFFICE 

Bus Discipline Referral 
To:  ____________________________________  
From:  Elementary Assistant Principal  
Re:  Bus Discipline Referral 
 
The student listed below has received the following disciplinary action, as a result of unacceptable 
behavior on the bus. 
 

GENERAL INFORMATION 

Date:  

Bus   

Student:  

Grade:  

No. of Offenses 

 1st Offense 
 Verbal warning.  
 Parents are notified. 

 2nd Offense 
 Written warning. 
 Form sent home for parent signature or parents are called. 

 3rd Offense 
 Student is given a one week suspension from riding the bus.  
 Parents are notified 

 4th Offense 
 Student is given a two week suspension from riding the bus. 
 Parents are notified. 

 5th Offense 
 Student is removed from riding an AIS bus the reminder of the semester. 

                              6th Offense 
 Student loses bus privileges for the remainder of the school year 

Comments: 
____________________________________________________________________________________________________________________ 

** Depending on the severity of the behavior, the consequences listed above may be accelerated. 

Administration Disciplinary Consequence (Check all that apply) 

Days  of Bus Suspension    

Date Effective:     

 
_______________________________        _____________________________  
Elementary Assistant Principal                     Parent Signature 
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The American International School in Egypt 

 

 

Elementary School Behavior Probation Policy 

Outstanding Behavior – Students are expected to show respect to teachers, staff, and other student at 

all times.  The PANTHER is our school mascot.  We work to give daily recognition to students who 

model each part of the PANTHER acronym. 

 

o P – Polite 

o A – Accepting 

o N – Noble 

o T – Thoughtful 

o H – Helpful 

o E – Encouraging 

o R – Respectful 

Usually, issues that arise with student behavior may be dealt with in class. If the behavior issues are of 

an immediate nature, or continue or escalate an office referral may be necessary.  If the student’s 

behavior continues to decline, the Elementary Leadership Team may make place the student on 

Behavior Probation.  Monitoring the behavior of a student will include the following steps:   

1. Contact with the parents informing them that their child has been referred to the office regarding 

(repeated) behavior offenses with an explanation of the consequences. 

2. A plan by the Elementary Leadership Team or his/her teacher is discussed with the student as a tool to 

help him/her avoid being placed on Behavior Probation. 

3. After initial parent communication, the Elementary Leadership Team reviews the status of the student. If 

behavior does not meet AIS expectations, the student will be given a formal Behavior Warning. 

4. The Elementary Leadership Team reviews the status of the student. If behavior does not meet AIS 

expectations, the student will be placed on Behavior Probation. 

5. The Discipline Committee reviews the status of the student. If behavior does not meet AIS standards, the 

student will be placed on Final Behavior Probation. 

6. The status of the student is reviewed again and if behavior does not meet AIS standards, the students’ 

enrollment may be discontinued.  
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AIS Elementary Code of Conduct 

 

Parents: 

I have read the AISE Parent / Student Handbook and have discussed it with my child. 

I understand and accept the expected student behavior and consequences while my child is enrolled at 

AISE. 

 

________________________________________________________________    

Student Name (PRINT CLEARLY) 

Grade _____________________ 

 

 

________________________________________________________________   

Parent name (PRINT CLEARLY) 

 

 

_____________________________________    Date ______________________ 

Parent(s’) Signature 

 

 

 

 

PLEASE RETURN THIS PAGE TO YOUR CLASSROOM within one week 

 

 


