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Welcome from the Leadership Team 
  
  
 
Dear Parents and Students: 
  
It is with great pleasure and excitement that we welcome you and your student(s) to the                
American International School in Egypt for the 2017-2018 school year.  
  
On behalf of the entire faculty and staff, we want to share with you our enthusiasm for the                  
coming academic year. The Leadership Team is honored to be part of a highly dedicated               
and energetic group of outstanding educators, and together we look forward to teaching,             
mentoring, and leading our students as they strive to better themselves through educational             
pursuit.  
  
As with any organization, we have important rules and policies that must be followed to               
facilitate our efforts to support your child in becoming a well-behaved student who values              
and actively contributes to our learning environment. Therefore, we request that all our             
parents and students read and understand the specific guidelines and expectations for            
students attending the AISE High School. To this end, we have compiled this             
comprehensive yet concise handbook for your convenience and hope that it will serve as a               
reference point for all aspects of high school life.  
  
The AISE High School Leadership Team, Faculty and Staff are dedicated to our mission of               
providing a first-rate, college preparatory American education for your child. We seek to             
empower your child to become a dynamic, thoughtful problem solver and instill in them the               
qualities of an honest, compassionate, and active participant in our rapidly changing global             
community. We look forward to working with you and your child, and we thank you in                
advance for your support at home. 
  
It’s going to be another great year at AISE! 
  

  
  
 
 

 
Norris Ham  Tyler Elliott                                   Mark Tennant 
Principal Assistant Principal                            Assistant Principal 
 Academics and Instruction               Student Affairs 
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AISE School 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 as well as an 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 are supported to the extent possible 
● Experience and value education as a lifelong process 
● Develop the skills to utilize contemporary technology to enhance further learning 
● 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 
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Contact Information and School Hours 
  
The American International School in Egypt reflects the diversity of the community it serves. 
Students from more than 40 countries bring into the school many languages, cultures, and              
educational expectations. This handbook, though not all inclusive, is intended to inform            
parents and students of how our school operates. 
  
Street Address: Cairo Festival City 
 5th Settlement 
 Adjacent to the Police Academy 
 Cairo, Egypt 
  
Mailing Address: The American International School in Egypt 
 PO Box 8090 
 Masaken Nasr City 11371 
 Cairo, Egypt 
  
AISE Front Office: 202-2618-8400 
High School Office: 202 -2618-8428 (Direct to High School Office) 
Fax: 202-2617-4002 
E-Mail: AISE@AISEgypt.com 
AISE Website: www.AISEgypt.com 
  
_______________________________________ 
  
High School Principal: Mr. Norris Ham, ext. 1126 
High School Assistant Principal (Dean of Students): Mr. Mark Tennant, ext. 1178 
High School Assistant Principal (Dean of Academics):         Mr. Tyler Elliott, ext. 1159 
International Baccalaureate Coordinator: Ms. Pascale Igounet, ext. 1156 
High School Administrative Assistant: Ms. Ghada Anis, ext. 1128 
  
__________________________________ 
  
High School Office Hours: 8:00 am – 4:00 pm, Sunday – Thursday * 
 
*Appointments are highly recommended. Drop-ins are not guaranteed a meeting. 
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The High School Mission 

The mission of the High School is to teach students to be dynamic, thoughtful problem               
solvers, prepare them for college or university studies, and instill in them the qualities (such               
as honesty, compassion and respect) necessary to be active and positive contributors in our              
rapidly changing global community. 

 

Academic Performance 
 

Translation of Academic Grades To Student Performance 

A Exceeds: Student consistently demonstrates a well articulated understanding of the concept 
or skill being assessed and performance exceeds the grade level standard. 

B Proficient: Student demonstrates a proficient understanding of the concept or skill being 
assessed and performance meets the grade level standard. 

C Developing: Student demonstrates a basic understanding of the concept or skill being 
assessed and performance is progressing towards meeting the grade level standard. 

D Beginning: Student demonstrates an initial understanding of the concept or skill being 
assessed and performance is emerging towards the grade level standard. 

F Delay: Even with help, the student demonstrates insufficient understanding of the concept or 
skill being assessed at the grade level standard. 

 

Academic Honesty 
 
Academic honesty means being truthful about your school work. Academic honesty means            
you do not: 

● Copy another person’s work, ideas or words 
● Share information about a exam, test, or quizzes 
● Cheat on tests and quizzes 
● Break exam protocol 
● Copy homework 
● Take credit for work you did not do 
● Provide or possess the means to cheat 

  
Any violation of the non-exhaustive list above will result in receiving no credit for the               
assignment/test and will be treated as an honor code violation (please see the AISE              
High School Honor Code Policy). 
 
Grading Policy 
  
The school year is divided into two semesters. Each semester consists of approximately 18              
instructional weeks. Each semester is further divided into two nine-week terms. At the close              
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of each nine week term, students receive a report card. Report cards provide a record of                
student performance in each course. Absences and tardies are recorded on the report card. 
  
AISE issues a semester report card at the end of 18 weeks. For high school students, the                 
term grades, final test scores, and the semester grades are reported for each course. The               
semester grade determines whether a student earns credit for a course in the High School. 
 
A grade check is also conducted approximately halfway through each term. If a student is               
receiving a “D” or “F” in any class, they will receive a progress report and will be                 
required to share this information with his/her parents. 
  
Teachers will maintain up-to-date online grading information on Engrade. AISE advises           
parent to keep track of their child’s academic performance.  
 
Students who are enrolled in the American Diploma or IB curricula are issued grades that               
are calculated using percentages and then converted to letter grades based on the following              
scales: 
  

  Quality Points 

Letter Percentage Am. Diploma IB 

A+ 97-199 4.0 5.0 

A 93-96 4.0 5.0 

A- 90-92 3.7 4.7 

B+ 87-89 3.3 4.3 

B 83-86 3.0 4.0 

B- 80-82 2.7 3.7 

C+ 77-79 2.3 3.3 

C 73-76 2.0 3.0 

C- 70-72 1.7 2.7 

D+ 67-69 1.3 2.3 

D 62-66 1.0 2.0 

D- 60-62 0.7 1.7 

F 0-59 0.0 0.0 
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Withdrawal Quality Points 
Withdrew Pass (WP) 0 Withdrew Pass (WP) 0 
Withdrew Fail (WF) 0 Withdrew Fail (WF) 0 
  
Only coursework that is completed at AISE is used to determine a student’s             
grade-point average (GPA). Credits that are transferred into AISE receive a “P” grade on              
the transcript and are not used to calculate student GPA unless a student transfers from an                
AISE approved school. 
  
Semester grades for high school students are determined in the following manner: 
  
Semester 1   80% 
Semester Comprehensive Exam 20% 
 
Semester 2   80% 
Yearlong Comprehensive  Exam                                                   20% 
 
 
Each semester carries a weight of 50% of the year’s final grade. 
  
Students who leave school before semester exams are only issued withdrawal grades.            
Credit is not issued when students do not complete the semester. 
 
If a student has outstanding fees or is responsible for damaged items the report              
card/transcript will be withheld pending payment of the debt or return of the borrowed              
item. 
 
Academic Probation (AP) 
 
When a student has a GPA below 2.0 or one or more F’s for the term, they will be placed on                     
Academic Probation. The leadership team will analyze the student’s academic performance           
during this probationary period, and if no improvement is evident, the student will either              
continue on their current Academic Probation Tier or be elevated to the next Tier. At this                
time parents and the Leadership Team will meet to discuss support options. If no              
improvement is made after the student is placed on Tier 3 Probation, the student’s file will be                 
sent to AISE Director for further review. 
  
The consequences of being on Academic Probation will be non-participation in           
extracurricular activities and required attendance at after-school tutoring sessions. The          
purpose of placing students on these probations is to encourage students to improve their              
respective efforts through increased communication and seeking additional assistance.         
Removal from Academic Probation is contingent upon High School cumulative GPA. All            
decisions about probation are at the discretion of the Leadership Team. 
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*Please note that any 11th Grade Full IB student who receives an F for the year or 2 D's in                    
their 11th grade year will have their status in the IB diploma reviewed. Please refer to the IB                  
Policy document for further information. 
 

Tier 
Level 

Duration Consequences 

Tier 1 1 term ● Compulsory attendance to tutoring on Sunday 
and Monday until 4pm 

● Notification of parent by email 
● Students cannot participate in extracurricular 

activities. 
● Student meets with counselor to set goals 

Tier 2 1 term (subject to 
leadership discretion) 

● Compulsory attendance to tutoring on Sunday 
and Monday until 4pm 

● Notification of parent by email 
● Parent meeting with AP/Principal 
● Students cannot participate in extracurricular 

activities. 
● Academic action plan created for student 

Tier 3 1 term (subject to 
leadership discretion) 

● Compulsory attendance to tutoring on Sunday 
and Monday until 4pm 

● Student attendance monitored and 
communicated with AP/Principal, counselors 
and parents.  

● Notification of parent by email 
● Second parent meeting with AP/Principal 
● Students cannot participate in extracurricular 

activities 
● Discuss summer school requirements if 

applicable  

Please note that if a student shows sufficient improvement as deemed so by the 
Academic Board, they have their AP tier reduced or removed as per the details below. 
 

● Satisfactory Improvement on Tier 1 - Removal from AP 
● Satisfactory Improvement on Tier 2 - Placed on Tier 1 
● Satisfactory Improvement on Tier 3 - Placed on Tier 2 

 
If a student does not show satisfactory improvement on Tier 3, they will have their file 
referred to the AISE Director. Options at this point could include enrollment in summer 
school or discontinuation of enrollment in the course. 
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Graduation Requirements 
 
The American International School in Egypt (AISE) requires: 

● a minimum of 26 high school units of credit taken in eight semesters in grades 9-12 
● at least a C- average (1.7) 

  
The courses listed below are required for a high school diploma: 
  
English (includes Effective Speaking and Writing) 4 credits 
Mathematics 4 credits* 
Science 4 credits 
Social Studies 4 credits 
Physical Education/Health 1 credit** 
Art (Visual or Performing) 1 credit 
Language (Arabic, French or Arabic as a Foreign Language) 4 credits 
Electives 5-6 credits 
  
*Students may select the 4th credit from either Math courses or Math approved Technology              
courses. Refer to Course Catalogue for additional course information. 
  
**All Grade 9 students must take a PE class. 
 
Creativity, Activity, and Service (CAS) 
 
In order to better prepare our students for university and the world, each student is               
responsible for completing 25 CAS hours every year enrolled in AISE. Each year students              
are responsible for performing 10 hours of community service. The remaining 15 hours of              
CAS may be split (10 and 5) between the areas of Activity and Creativity. Every student is                 
responsible for completing the hours, receiving verification from activity leader, and           
submitting their progress towards completion to their advisor. Definitions of the three            
categories are as follows: 
 
Creativity: Students are encouraged to explore their own sense of thinking and expression             
through visual arts, performance arts, music, crafts, writing, etc. 
Activity: Students will develop lifelong healthy habits related to physical well being through             
the participation in outdoor activities, personal fitness, dance, exercise, team sports, etc. 
Service: Students will make a meaningful contribution to community and society that creates             
a learning opportunity for the student through volunteerism. 
 
*Definitions of CAS have been adapted from the International Baccalaureate Organization and can be found at                
here:  https://ibpublishing.ibo.org/server2/rest/app/tsm.xql?doc=d_0_casxx_gui_1503_2_e&part=2&chapter=3 
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Advisory 
  
The interval period from the previous year is now superseded by Advisory, and takes place               
between 8:15 and 8:40am. Eating is permitted in Advisory, and students are encouraged to              
arrive early to school to take advantage of new “Grab ‘n’ Go” food carts located in the                 
Courtyard prior to the flag ceremony. The inclusion of an Advisory course provides several              
opportunities for teacher-student engagement in collective efforts to support the mission of            
the High School and AISE’s Mission and Belief Statements. Advisory begins each morning             
at the flag ceremony. Advisory periods comprise of character education lessons, reviews of             
student performance, pull-out sessions and team building. Marks for Advisory, recorded as            
“Exceeds,” “Meets,” or “Does Not Meet” Expectations, are included on all report cards and              
transcripts. Advisory teachers keep a record of student CAS-hour completion throughout the            
year. Tardies to the flag ceremony will result in placement on the 7:30 Club roster.               
Absences from Advisory count toward students’ overall absence count. Students are           
expected to behave and perform in Advisory at the level expected in all courses. Students               
tardy to the morning flag ceremony (8:15 am) are marked as being tardy to Advisory. 
 
Honor Roll 
  
Scholarship is recognized and encouraged through an academic Dean’s List. High Honors            
and Honors students will be recognized each term for their academic achievements. The             
Honor Roll is compiled at the close of each term by using each student’s yearly cumulative                
grade point average (GPA). The GPA is calculated by dividing the number of quality points               
earned (as determined by the GPA scale) by the number of courses taken. Students with a                
GPA of 3.4 - 3.69 will earn Academic Honors. Students with a GPA of 3.7 - 4.0 will earn                   
Academic High Honors. To graduate with Honors a senior must have a 3.4 cumulative GPA. 
 
Note: Only grades earned at AISE are used in determining the GPA and Class Rank. 
 
Valedictorian and Salutatorian 
  
In order to qualify as valedictorian or salutatorian, a student must have been enrolled in               
AISE prior to the start of their junior year. Students are selected for valedictorian and               
salutatorian based on their cumulative GPA at the end of Semester 1 in their senior year. 
  
Homework 
  
Each teacher provides his or her students with a class syllabus. Within the syllabus,              
teachers describe the reasonable amount of academic effort required outside their class.            
According to AISE High School policy, homework cannot account for more than 10% of the               
overall student grade.  
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Late Work Policy 
 
Technology provides several opportunities for students not in attendance to submit work            
completed outside of class time. All students are required to submit work by its due date                
regardless of being in attendance. For work ill-suited for electronic submission (e.g.,            
large-scale projects requiring a physical visual, group presentations, etc.), submission and/or           
arrangements for submission must be made within 48 hours of the absence, provided the              
absence was excused within the 24-hour period after occurrence (see p. 22 for further              
explanation). In the event that the absence is unexcused, the classroom teacher, in             
accordance with departmental policy, may decline to award credit for any late work no matter               
the nature of the assignment. To be clear, the late submission of work should happen only if                 
and when the work cannot be submitted electronically on its due date.   
 
High School Tutoring  
  
Tutoring takes place every Sunday and Monday. We expect that our students will make the               
best use of this resource. The High School Leadership Team can direct students on              
Academic Probation Tiers 1, 2 or 3 to attend these tutorials in specific subjects.  
 
Honor Code and Code of Conduct 
  
AISE believes that all students are able to learn when provided with appropriate instruction              
and an environment that is safe and orderly. To create such an educational setting requires               
a comprehensive program of instruction, written and consistently enforced standards of           
discipline, and the cooperative efforts of students, parents/guardians, school staff and the            
community. At AISE the student code of conduct is based on the following beliefs: 
  

● Discipline is a natural element of educational and personal development. 
● Discipline should be viewed as a means of encouraging good behavior and not             

merely a reaction to inappropriate behavior. 
● Discipline should involve consideration of individual circumstances as well as the           

rights and welfare of the entire school population. 
● The “Code of Conduct” should lead to a clear understanding of behavioral            

expectations and consequences for unacceptable behavior. 
● AISE strives to achieve a balance between the rights of students and the need for               

order and safety. 
  
Honor Code 
  
The AISE High School Honor Code stresses the importance of integrity, honor, and ethical              
behavior for every AISE High School student. The teachers and staff will stress – in their                
words and actions – the importance of a person’s honor and reputation, and we will expect                
our students to live by the high standards set forth in the code. AISE High School students                 
are expected to serve as role models for younger students in the Early Childhood Center,               
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Elementary and Middle Schools and will demonstrate integrity, honor, and moral fortitude in             
their words and actions.  
  
Our Honor Code is: 
As an AISE High 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                
not lie, cheat, or steal. 
  

Minimum Consequences of an Honor Code violation:* 
  
First Offense – In–School Suspension (1 day) and letter to the parents from the AP/Principal.               
(Behavior Probation Tier 1 at the discretion of the High School Leadership Team) 
  
Second Offense – Out-of-School Suspension (1-2 days) and meeting with AP/Principal and            
parent(s)/guardian(s). IB students may be removed from the IB program. Student will be             
placed on Behavior Probation (Tier 1). 
  
Third Offense – Out of School Suspension and possible Exclusion/Expulsion Recommended           
– The Director of the School will be involved in all cases involving expulsion. 
 
*An Honor Code violation for academic dishonesty will result in a zero unless the teacher               
decides differently. All forms of academic dishonesty no matter the assignment or the             
severity of the offense will be treated as violations of the AISE High School Honor Code.                
Cases of academic dishonesty include, but are not limited to: talking during a test, quiz, or                
exam, plagiarizing essays, sharing work with others, and possession of the means to cheat.              
Homework, tests, quizzes, exams, essays, research papers, and in-class work will all be             
treated equally. 
  
Code of Conduct 
  
The ultimate goal of an efficient, fair, manageable and enforceable discipline policy is one              
that is always in the background but never takes a lead role in the positive learning                
environment of the school. 
  
Emphasis is placed on encouraging and supporting mature, respectful, and honorable           
behavior – not the negative consequences of bad behavior. 
 
Please note that we believe: 

● Every student at AISE has the right to a high quality education. 
● Each teacher has the responsibility to teach, and each student has the right and the               

responsibility to learn. 
● No student has the right to interfere with the teaching and learning process. 
● Each teacher has classroom policies to effectuate the best possible educational           

environment. 
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● Respect, common sense, and courtesy are the foundations of the relationship           
between student and teacher. 

  
Minor, major and exclusion/expulsion offenses are listed below: 
  
Minor Offenses: 
 
Dealt with by classroom teacher: 
 
1. Violation of classroom rules (talking,     

minor disruptions, etc.) 
2. Inappropriate language 
3. Disrespectful behavior towards another    

student (minor) 
4. Littering 
5. Failure to follow a teacher’s - or any        

AISE official’s - clear request and/or      
instructions 

6. Mobile phone use without permission 
7. Unauthorized use of technology (minor –      

to include but not limited to playing       
games, inappropriate use of e-mail, etc.) 

8. Any other classroom rule that the      
teacher has explained to the student. 

To be referred to the Leadership Team: 
 
1. Repeated use of unauthorized    

electronic devices in class. 
2. Dress code violations  
3. Tardies 
4. Dining hall disruptions 
5. Entering unauthorized areas 
6. Failure to follow a staff member’s      

clear request and/or instructions 
7. Any other inappropriate behaviors in     

hallways or common areas (including     
but not limited to horseplay or      
roughhousing) 

Consequences: 
 
To be determined by the individual teacher       
on a case by case basis. The classroom is         
under each individual teacher’s direct     
supervision and as such each teacher will       
have a consistent system of classroom      
discipline that is made clear to their students        
in their classroom policies. 

Consequences: 
 
To be determined by the Leadership      
Team. Most minor violations will result in       
a centralized After School Detention.     
Serious or repeated infractions may result      
in Thursday After School Suspension or      
In-School Suspension. 

Major Offenses: 
 

1. Destruction of property (school and/or student) 
2. Failure to report to assigned class, detention, assembly, meeting, etc. 
3. Disrespect to AISE teachers and/or staff, including failure to follow clear and            

reasonable requests 
4. Fighting 
5. Smoking 
6. Excessive disruptive behavior (habitual defiance, willful disobedience) 
7. Blatant disobedience (abusive, belligerent behavior) 
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8. Intimidation, or bullying, including cyber bullying 
9. Unauthorized use of technology/computers (major – to include but not limited to virus             

activity, profanity, obscenity, etc.) 
10. Driving to school 
11. Sexual harassment of teacher, staff member or student 

  
Consequences for Major Offenses: 
To be determined by the Leadership Team. Below is a general guideline of what students               
and parents can expect for major offenses or repeated minor offenses that have warranted              
teacher notification to the High School office. All Major Offenses will result in placement on               
Behavior Probation. 
 
First Offense – In-School Suspension (1-2 days) and a letter to the parent from the Assistant                
Principal/Principal. 

Second Offense – Out-of-School Suspension (1-5 days – all absences are unexcused) and             
parent conference with Assistant Principal/Principal with detailed information given on the           
consequences of exclusion/expulsion. 

Third Offense – Exclusion/Expulsion - the Director of the school will be involved in all cases                
involving expulsion. 
 
Immediate Exclusion/Expulsion Offenses: 
These offenses are extremely serious and will not be tolerated at AISE. Parents will be               
notified immediately by the High School Principal and/or Assistant Principal when a student             
commits any of the acts listed below, and the student will receive the appropriate              
consequence as judiciously and quickly as possible. AISE’s Director will be involved in all              
cases involving offenses of this nature. Law enforcement officials may be notified.            
Examples of these offenses are (but are not restricted to): 
  

1. Drugs/Illegal Substances 
2. Explosives (to include bomb threats) 
3. Weapons possession 
4. Arson 
5. Acts of extreme violence 

 
Behavior Probation (BP) 
 
When a student receives multiple referrals, 2 ISSs, 1 OSS, or 1 Honor Code violation (at the                 
discretion of the High School Leadership Team), they will be placed on Behavior Probation              
Tier 1. At this point parents will attend a meeting with the Leadership Team. The Leadership                
Team will analyze a student’s improvement during this probationary period, and if a student              
continues to have major and minor offenses, s/he will continue on Tier 1 or be elevated to                 
Tier 2. At this point parents will be brought in for a second meeting with the Leadership                 
Team, and if the student continues to have behavior infractions, the student will risk Tier 3                
(please see table below for Tier Information).  
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The consequences of being on Behavior Probation can include exclusion from           
extracurricular activities, practicing with sports teams and attending associated tournaments.          
The purpose of placing students on these probations is to encourage students to improve              
their behavior, and therefore, come off probation. Removal from Behavior Probation is            
contingent upon a behavior review by the Leadership Team. All decisions regarding             
probation are at the discretion of the High School Leadership Team. 
 
 

Tier Level Duration Consequences 

Tier 1 9 weeks 
(subject to 
leadership 
discretion) 

● Meeting arranged with parents and AP/P 
● Documented placement in student file 
● Exclusion from extracurricular activities  
● Exclusion from field trips and tournaments* 
● Monthly meeting with AP/P 

Tier 2 9 weeks 
(subject to 
leadership 
discretion) 

● Meeting arranged with parents and AP/P 
● Documented placement in student file 
● Exclusion from extracurricular activities 
● Exclusion from field trips and tournaments 
● Continued monthly meetings with AP/P 
● Further offences lead to one ISS and one 

OSS to be run consecutively. Upon return to 
school, student is to be accompanied by a 
parent for a meeting 

 

Tier 3 9 weeks 
(subject to 
leadership 
discretion ) 

● Meeting arranged with parents and  AP/P 
● Documented placement in student file 
● Exclusion from extracurricular activities 
● Exclusion from field trips and tournaments 
● Continued monthly meetings with AP/P 
● Student file presented to Director 
● Offenses can carry up to 5 days OSS.Upon 

return to school, student is to be accompanied 
by a parent for a meeting 

*To be determined by the Leadership Team 
 
Please note that if a student shows sufficient improvement as deemed so by the 
Leadership Team, they have their BP tier reduced or removed as per the details below. 
 

● Satisfactory Improvement on Tier 1 - Removal from BP 
● Satisfactory Improvement on Tier 2 - Placed on Tier 1 
● Satisfactory Improvement on Tier 3 - Placed on Tier 2 

 
If a student does not show satisfactory improvement on Tier 3, they will have their file 
referred to the AISE Director. Options at this point will include but are not limited to 
Exclusion/Expulsion.  
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Dress Code: the AISE Uniform Policy for 2017-2018 
  
All AISE students are expected to be properly groomed for school and to wear the school                
uniform daily unless otherwise announced by the High School office. Themed days are not              
dress down days; students are expected to be in themed apparel or the proper school               
uniform.  All AIS school uniform apparel should be purchased from the school store. 
  
The school uniform must be worn at all times and consists of: 
  

● NAVY BLUE dress pants, skirts or shorts (Official - from store) 
● Official AIS school uniform polo shirt 
● The cover-up used for cold weather will be either the official outerwear cover-up that              

is available at the school store or official class cover-up approved by the Leadership              
Team. No wraps, shawls, pashminas, blankets, etc.  

● Jeans, yoga pants, jeggings/leggings, pants with holes or other accessories, and           
sweatpants are not acceptable. 

  
During PE classes, the uniform* consists of: 
 

● Navy blue shorts or warm-up pants. 
● AIS school PE shirt. 

* Cannot be worn during any other period of the day. 
  
Seniors Exception: As a privilege, seniors may wear their special uniform polo shirt and              
jacket, approved by the Leadership Team. Juniors must submit this shirt and jacket design              
for approval in the spring semester before their senior year. The uniform polo shirt must               
display the AISE logo on the left of the shirt and must be worn with official school dress                  
pants, skirts or shorts. 
  
Seniors have earned the privilege of attending school out of uniform on Thursdays.             
However, dress during these days should reflect a decorum appropriate to learning as             
determined by the High School Leadership Team. Yoga pants, jeggings/leggings, pants with            
holes or other accessories, and sweatpants are not acceptable. Because this is a privilege,              
it can be revoked, either at the individual level or class-wide, at the discretion of the                
Leadership Team, for reasons pertaining to dress or behavior. 
  
Students out of proper uniform will not be allowed to attend classes until they              
purchase/obtain the proper clothing. Students out of uniform may be placed in            
In-School Suspension until proper clothing is secured. 
  
Tardy Policy 
  
Students arriving to class after the bell will receive a classroom tardy. Teachers will enter all                
tardies into the attendance system and the Leadership Team will tally these on a weekly               
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basis and inform parents of repeated violations. Any student receiving 3 total tardies (for all               
classes tallied) in a week will receive an afterschool detention. A 4th tardy will result in a                 
second afterschool detention and a 5th tardy will result in a third after school detention.               
Subsequent tardies will be considered a major offense and will result in a one-day In-School               
Suspension. 
 
Late Arrival  
 
If a student arrives to school after 8:15am either by bus or car they should go immediately to                  
their classroom. For a student's absence or tardy to be considered excused, they must have               
their parent email, send a note, or call within 24 hours. 
 
 
The 7:30 Club 

The flag ceremony begins at 8:15 AM. Students are expected to be on time every day with                 
no exceptions. If a student arrives late five times in a term, this will result in placement on                  
“The 7:30 Club.” While assigned to “The 7:30 Club,” a student is required to arrive and sign                 
in at the High School office by 7:30 AM for the next five days of school. Arriving after 7:30                   
will result in ISS for that day. 

 
Mobile Phone Policy 
 
Use of all electronic devices is only permitted with the consent of the classroom teacher.               
During all assessments, all phones must be switched off and inaccessible. If a student              
wishes to leave the classroom with a hall pass, s/he must leave his or her mobile phone in                  
the classroom. 
 
Food Policy 
  

● No food is permitted in the hallways and students must receive the teacher’s             
permission to eat in a classroom. 

● Food may only be purchased prior to the flag ceremony, during passing periods and              
in the lunch period. 

● Students may not have food delivered to the school unless approved by the             
Leadership Team. 

  
Bus Behavior 
  
Bus transportation is an extension of AISE and all behavior on school-sponsored            
transportation is subject to the AISE High School Code of Conduct.  
  
Violating the Transportation Code of Conduct will result in the following minimum            
consequences: 
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● 1st offense: Verbal warning to the student and a written warning emailed to the              
parents 

●  2nd offense: 1 week suspension from all AISE transportation 
● 3rd offense: Bus suspension for a period equal to one semester 

  
Student Appeals Process 
  
AISE students are encouraged to learn and employ positive and mature conflict resolution             
skills. When disagreements arise between students and faculty, students should follow           
these procedures: 

1. Disobedience and arguing will not further your cause. Honor the staff member’s            
discipline policies and their application. 

2. Approach the staff member at an appropriate time and request a private meeting.             
This should be done in a mature, respectful manner with the goal of resolving the               
conflict. 

3. If the student has followed the above guidelines and a solution cannot be reached,              
the student is encouraged to approach a member of the Leadership Team for             
assistance. 

Parent Communications  
 
Parent Meetings 
 
Requests for teacher conferences must be scheduled at least one day in advance. Parents              
should expect a reply within 24 hours of contacting the school. If a reply is not received                 
within 24 hours, Parents are encouraged to contact the Principal. Parents should not             
expect to see a teacher without a scheduled appointment. 
  
Parent Contact 
 
As nearly all communications sent from the AISE High School will be electronic, it is               
imperative that parents ensure that mobiles and emails are updated at the start of each year.                
If either changes it is the responsibility of parents to notify the High School administrative               
assistant, Ms. Anis. In addition to communicating by email with parents the High School will               
also utilize the school website at www.aisegypt.com. 
  
Proactive and preventative communication regarding behavior, attendance and academic         
progress is advised. Parents are essential to the academic and behavioral success of AISE              
students. We encourage parents to communicate with classroom teachers at their           
convenience, as we believe this supports the AISE and AISE High School mission             
statements. 
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Parent Conferences 

Conferences where the student, parent and teacher meet to discuss academics and            
classroom behavior are held twice a year. Meetings over academic or behavior probation             
will involve the student, parents and members of the High School Leadership Team.  
  
Counseling Services 
  
AISE Counselors provide services to enhance personal and academic achievement and           
development. The counselors help with course selection, testing information for the PSAT,            
SAT, ACT, MAP, and TOEFL tests, career selection, scholarships, graduation, information           
about college entrance, letters of recommendation, personal concerns, curriculum         
information and study skills assistance. Counselors are available to meet individually with            
students by appointment. 
  
 
Technology Code of Conduct 
  
The American International School in Egypt has a Technology Code of Conduct for its              
students that details appropriate school behavior and sets expectations for students.           
Because the Internet and related network activities are used routinely at AISE, the school's              
Code of Conduct applies to all network activities. We believe the Technology Code of              
Conduct is an extension of the school's policies. 
  
Responsibilities 
 

● Users 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 be approved by the appropriate teacher or             
librarian and then confirmed by the Principal prior to initiating the service. 

● It is a user's responsibility to maintain the integrity of the private electronic mail              
system. This responsibility includes the duty to report all violations of privacy. 

● Use appropriate language. 
● School Principals have access to all system usage, including student e-mail.           

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 you would disrupt the use of the network                  
by other users. 

● 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 any 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. 
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● 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 

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

● Principal/parent conference. 
● Required to serve a suspension from using all computer equipment. 
● Confiscation of inappropriate item(s). 
● Denial of participation in class and/or school activities. 
● Banned from access to the Internet for a fixed period of time. 
● Banned from using all computer equipment, networks, and Internet. 
● Suspension from school. 

  
Ethics of Internet Use 

● 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 other users 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. 

  
Extracurricular Program 
  
High school students are encouraged to become involved in some of the many and varied               
athletic and extracurricular activities available. The High School Leadership Team in           
consultation with the Director of Athletics and Activities and the Student Council develops             
and supervises the activities program. After-hours activities are scheduled throughout the           
year. Students may choose from athletics, MUN, NHS, community service groups, student            
government, and fine and performing arts activities and performances. Many are open to all               
interested students, some are class-related, and others are by audition, tryout or have             
specific criteria for membership. 
  
 
Extracurricular activities eligibility/ineligibility policy 
  
It is important for students to realize that athletic and extracurricular activities complement             
the academic program and that what goes on in the academic setting takes precedence over               
participation in athletics and/or extracurricular activities.  
 
In order to participate on an AISE athletic team or in an extracurricular activity, students               
must have satisfied all of the academic eligibility requirements prior to participation (the             
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quarter and/or semester grades will determine eligibility). A student will be considered            
“ineligible” to participate on an athletic team or in an extracurricular activity if they: 
 

● Are on Academic Probation. The Discipline Committee will determine whether a           
student on behavior probation will be allowed to represent AISE at on- and             
off-campus events. 

● Have multiple unexcused absences or chronic tardiness as determined by the           
leadership team. 

● Are absent for any part of the academic day on which they are participating in an                
athletic or extracurricular school activity (including practice sessions). 

  
Note: Teachers must approve all students who wish to participate in an extracurricular event              
that requires them to miss school. Approval must be granted prior to submitting a deposit.               
All final matters regarding ineligibility will be at the prerogative of the Leadership Team. 
 
Attendance Policy 
 
Presence in the classroom provides the student with learning experiences that cannot be             
replaced with notes from fellow classmates or reading the textbook. Attendance is an             
essential part of the whole learning experience. AISE expects students to be regular in              
attendance as well as to arrive on time to classes. The AISE Attendance Policy in the High                 
School for this year will be as follows: 
 

Absence Type Credit Received for   
Completed Work 

Counted in Absence Total 

Excused Yes Yes 

Unexcused No Yes 

  
 
 
Excused and Unexcused Absences 
 
An unexcused absence is when a student misses school for reason that are not accepted by 
AISE. These include but are not limited to: 
 

● Holiday travel during scheduled school days 
● Missing the bus 
● Sleeping in 
● Staying home 
● Non-recorded Illness 
● Tardy  
● Truancy  
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At AISE we are aware that students may have valid reasons for an absence. This would be 
considered an excused absence. Parents are encouraged to contact the High School office if 
a student is going to be absent.  A parent must contact the High School office within 24 
hours after an absence if prior notification was not made. In many cases the High School 
office will require supporting evidence such as a medical/doctor’s note. Excused absences 
include but are not limited to: 
 

● Child illness/injury 
● Serious medical conditions 
● Family emergency 
● Death of family member 
● Medical/dental appointment which cannot be scheduled before or after school 
● Evacuation 
● Emergency leave 
● Extenuating circumstances 

 
The dates of the school vacations are shared with parents at the beginning of the year, and 
are also are also available to view on the school website.  We strongly urge parents to plan 
family vacations within these dates.  Please notify the High School office at least two weeks 
in advance of any planned and/or prolonged (more than one day) absence. 

The due date for any work assigned to the student during a prolonged absence will be within 
one week of the student returning to school. Failure to meet this deadline may result in a 
failing grade for the assignment. 

Requests for exceptions:  All requests for exceptions must be made in writing to the High 
School Administration.  
 
Early Departures 
 
Any student who wishes to leave before the end of the school day must have a parent call,                  
send a note, or email before they may sign out and receive a pass. 
 
Awarding of Academic Credits 
 
For the purpose of classroom credit, when a student misses a class – whether excused or                
unexcused – it will be counted as an “absence.” Each student receiving more than 15               
excused or unexcused absences will receive an F and be removed from the class to               
complete the class online. Upon completion of the online class, a student’s grade will              
become a “P” (Pass). 
  
Note: The only exception to this rule occurs when a student misses class due to an official                 
school-related function (i.e. sports, trips, MUN, etc.). The principal has the final word on all               
attendance issues. 
Please note: 
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● Students should make medical appointments, travel plans, and other appointments          
outside of school hours. 

● Students who participate in school-sponsored events or activities are expected to           
attend classes on the day of the event or activity when possible. 

● Students who participate in a school trip or an event must attend school the day after                
it ends. 

● Students are expected to submit assignments electronically if absent and take exams            
the day they return to school. If this is a planned absence for National Team or a                 
school trip, students must make arrangements with the classroom teacher in           
advance for work and tests missed. 

  
National Representation 
 
AISE is proud to have a number of students who participate in a variety of athletic teams at                  
the national level. In keeping with policies of the Egyptian government and AISE, any              
absences that result from national-level participation by these students will not be counted             
toward their absences. However, it is the student’s responsibility to bring in the appropriate              
documentation that will identify them as a national level athlete and to keep the High School                
Office aware in writing of the official dates of absences. All students must sign a National                
Team agreement with the principal before this policy will be put into effect. Once the student,                
parents, and Principal sign the agreement, the student will be cleared for national             
representation. 
  
Communication of Absences 
 
To ensure good communication concerning absences, the High School Office will email            
parents each day at 10 am when a student was absent to Advisory period. Communication               
regarding absences from individual courses (including Advisory) will follow the following           
schedule: 

● 7 absences - the high school office will notify the parents via email. 
● 10 absences - the student and parents will meet with the assistant principal. 
● 13 absences - the student and parents will meet with the principal. 
● 15 absences - student is removed from the class. 

 
 
 
 
 
 
 
Bell Times and Rotating Timetable 2017-2018 
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Period Bell Times Day 
1 

Day 
2 

Day 
3 

Day 
4 

Day 5 Day 
6 

Day 
7 

Adv. 8:15 – 8:40  Adv Adv Adv Adv Adv Adv Adv 

1 8:45 - 9:50 1 6 4 2 7 5 3 

2 9:55 – 11:00 2 7 5 3 1 6 4 

3 11:05 – 12:10 3 1 6 4 2 7 5 

4 12:15 – 1:20 4 2 7 5 3 1 6 

Lunch 1:25 – 1:55  

5 2:00 – 3:05 5 3 1 6 4 2 7 

 
Elevator Use 
  
Students must have written permission from the principal or school doctors to use the              
elevator.  Frequent elevator misuse could be considered a major offense. 
  
Emergency Evacuation Procedures 
  

Evacuation plans have been developed and distributed to each staff member. These plans             
are posted in each room. Evacuation drills will be held throughout the year to familiarize               
students and faculty with necessary procedures and problems. 
  

● Upon hearing the evacuation signal, students are to proceed, single file, to the             
designated evacuation site. 

● Students will remain with their classroom teacher during the evacuation. The Director            
or his/her designee will give the all-clear signal to re-enter the building. 

 
Field Trips 
 
AISE encourages its staff and students to take advantage of the educational value of a               
school trip. Educational field trips are defined as any travel away from the school site that is                 
done during or outside school hours. 
  
Students may participate in school trips, athletic and/or cultural, for a total of ten school               
days. Total includes athletic and cultural activities as well as tournaments and conferences             
(e.g. ISAC, OASIS and MUN) hosted by AISE. Participation in Week Without Walls does not               
count against this total. 
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In case classroom teachers determine that a student's behavior, attendance or academic            
performance does not warrant him/her to participate in a school trip, this student will remain               
at school to do the work. This work will be done in a supervised classroom. 
  
Student Requirements 

● Maintain an overall GPA of 2.0 or higher, which is calculated at the beginning of each                
grading term. 

● Be passing all classes at the end of the preceding grading term (No F's). 
● Be on target for graduation with respect to credits. 
● Verification by Classroom Teachers as to behavior, attendance or academic          

performance one week prior to travel. 
● Verification by Assistant Principal as to good attendance and behavior. 
● Tuition Fees must be current. 

  
Student Responsibilities on Field Trips 

● Students are reminded that a field trip is an extension of the school day and all                
school policies and rules apply. 

● Students are required to wear their school uniform unless given permission not to do              
so by the Principal. 

● During free time students must be in groups of two or more. 
● During overnight trips no male students may ever enter a female student’s room and              

no female students may ever enter a male student’s room. 
● The curfew will be set by the trip sponsor and will not be open to negotiation. 
● Students must be in their rooms at curfew time and no students will be allowed to                

leave their assigned rooms after curfew. 
● The trip sponsor may set additional rules and regulations to address the            

idiosyncrasies of specific trips or locations. Students must comply with these rules            
and regulations. 

● Students must sign and turn into the trip sponsor the Field Trip Permission Form and               
Medical Release Form, signed by their parent or guardian, or they will not be allowed               
to participate in the trip. 

● Students participating in a field trip are expected to be in full attendance on the               
school day of and following the trip. Failure to do so may result in being declared                
ineligible to participate in future field trips. 

● Students must travel both to and from the field trip location under the supervision of a                
chaperone. Requests to do otherwise will only be considered if they have permission             
from the Principal, who will have confirmed this with the parent, by phone or in               
person at least one day prior to the beginning of the field trip. 

  
 
Dining Hall-Food Services 
  
Food carts are available prior to 8:15 am for students to purchase food items. A student                
lunch program is provided at AISE. The dining hall and gazebo are off-limits to students               
except during the lunch period or unless they have permission to enter those areas. If               
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students participate in after-school activities, it is advisable for them to bring additional food              
items. 
  

Fund-Raising Activities 
(Staff Handbook) 
Activities that require fundraising are to be screened by the school administration in order to               
maintain a reasonable balance of time spent by faculty and students on fund raising.              
Because of tax liabilities, all items for sale will receive further screening by the Business               
Office.  All funds should be given to the Business Office by the end of the day. 
 
(Policy Handbook) 
AISE students, faculty members, staff members, and parents may not conduct any            
fundraising activities within the school without the prior approval of the AISE administration.             
AISE students, faculty members, staff members, and parents may not use the school’s name              
in relation to any fundraising activity without the prior written consent of the Director. AISE               
students, faculty members, staff members, and parents may not represent the school without             
the approval of the school administration. 
  
Library and Technology Center 
 
The library and technology center is open from 8:05 am to 3:45 pm each school day. During                 
the school day, when classes are in session, students must have a pass from a teacher or                 
come with their class and teacher. Quiet voices and respectful behavior are expected.             
Consideration and respect must be shown to other students, staff and the facility. All other               
school rules apply in the library and technology center. 
  
Lockers 
 
School locks and lockers are assigned to students in grades 6-12. Students should not store               
items of value in their lockers. Students should use only their assigned locker. If the student                
has lost a lock, a payment of 35 LE must be made to the Business Office before the report                   
card will be released. 
  
Lost and Found 
 
A Lost and Found area is located in the guardhouse at Gate 1. Any student property found                 
on campus or on buses is turned in to the Lost and Found. 
 
Student Council 
 
The High School Student Council works as a student government. Elected members of the              
AISE Student Council develop student leadership, learn and apply democratic          
decision-making principles and procedures and provide service to the school, faculty and            
student body. All activities are subject to the Principal’s approval. 
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Textbooks 
  
Teachers will issue textbooks to students. Each teacher maintains a list of issued textbooks              
with identification numbers. If a textbook is lost or damaged, the student is responsible for               
reimbursing the school. To obtain another book, payment for the replacement must be             
made. In the event a student has a delinquent textbook fee, AISE will not release school                
records. This policy includes student transcripts and report cards. 
 
Visitors and Guests 
  
Guests of AISE students are welcome to visit the campus after school. Prior arrangements,              
however, must be made through the High School Office. All visitors to high school register               
at the gate and with the High School Office. A Visitor Pass must be visible at all times. 
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