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AIS EGYPT MISSION STATEMENT 
 
The American International School in Egypt provides a comprehensive and rigorous 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. 
 
 
AIS EGYPT PHILOSOPHY 
 
AIS WEST 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. 
 
 
AIS EGYPT BELIEF STATEMENTS 
 
At AIS Egypt, we believe that each member of our 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; and 

 Shape the future of our school through strategic vision, continuous planning, and agreed upon action plans linked to 
continuous evaluation. 

 
 
FROM THE AIS WEST 2011-2012 ROAD MAP 
 
The focus of our environment at AIS WEST will be learner centered—students, teachers, and parents will all be 
involved in improving. This transcends the classic moniker of student centered as we recognize that as adults, we still 
have much to learn ourselves. WE WILL PROMOTE THE TRANSFER OF KNOWLEDGE ABOVE THE MEMORIZATION OF 
CONTENT. We strive for our students to be better each day academically, artistically, athletically, and in their willingness to take 
action. We strive for our teachers to improve every day their understanding of pedagogy, the intricacies of instruction, and the 
social dynamics of a learning community. We strive for our parents to be proactively involved in the cognitive and social 
developments of their children and learn how to reinforce learning. 
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AIS EGYPT TEACHER CODE OF ETHICS 
 
The primary responsibility of a teacher is to those whom they teach. In meeting those responsibilities to the learner, 
the teacher will: 

 Teach in a manner that respects the dignity and rights of all persons without prejudices. 

 Recognize that each learner is a unique individual and what is required for their learning will vary. 

 Base their professional practice on continuous professional learning. 

 Not divulge information about a pupil received in confidence or in the course of professional duties. 

 Not intentionally expose students to embarrassment or disparagement. 
 
Teachers recognize that they work in collaboration with the parents of their students. They also understand 
professional decisions must be weighted towards what is judged to be in the best interest of their students. Teachers 
will strive to: 

 Make every effort to encourage parents to involve themselves actively in the education and welfare of their 
children. 

 Recognize the right of a parent to be consulted about any matter that concerns the future development of 
their children. 

 Establish open, honest and respectful relationships with parents of their students. 
 
Teachers are vested by the public with trust and responsibility, together with the expectation that they will help prepare 
students for becoming a contributing member of society. As a member of society teachers will: 

 Teach and model those positive values that are widely accepted in society and encourage learners to apply 
them and appreciate their significance. 

 Actively support policies that promote equality of opportunity for all. 
 
Teachers have voluntarily accepted to become a member of AIS WEST and as such will meet the conditions of the 
contract to which they agreed. Teachers will: 

 Fulfill all contractual obligations to AIS WEST unless released by mutual consent. 

 Respect the leadership of AIS WEST and strive to be a positive and successful team member of our school. 

 Act in the community in a manner which enhances the prestige of the teaching profession and reflects 
positively on AIS WEST and its staff. 

 
Teachers shall exert effort to maintain and AIS WEST professional standards and promote a climate that encourages 
the exercise of professional judgment and trust among colleagues. Teachers shall: 

 Recognize the obligation to improve his/her effectiveness as a teacher in every way. 

 Respond unselfishly to colleagues seeking professional assistance. 

 Respect the professional standing of his/her colleagues and maintain the highest standards of professional 
courtesy with them. 

 Teachers will not undermine the confidence of students with their colleagues. 

 Recognize the duty to protest through proper channels policies or procedures. 

 Act in a manner which maintains the honor and dignity of the profession.  

 
 
 
AIS WEST TRADITIONS 
 
School Colors: Navy Blue, White, and Orange 
Nickname: Lynx 
Unofficial Motto: “Lynx to Learning”  
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ACADEMIC HONESTY (ADAPTED FROM THE ANAHEIM UNION HIGH SCHOOL DISTRICT)   
 
Academic honesty and personal integrity are fundamental components of a student’s education and character 
development. AIS WEST expects that students will not cheat, lie, plagiarize, or commit other acts of academic 
dishonesty.  
 
The academically honest student produces work representative of his/her own efforts and  abilities, whereas the 
academically dishonest student attempts to show knowledge and skills  he/she does not possess by claiming it 
as his/her own. Academic dishonesty may take many forms; moreover, the practice of academic dishonesty 
undermines the purposes of education and denies the student his/her right to personal and academic integrity. 

 
Definitions of Academic Dishonesty 
 
Cheating is using dishonest means in an attempt to obtain credit for academic work. The following offenses, including 
but not limited to those below, are considered examples of cheating: 

 Using/providing notes, documents, answers, aids, or helping another student on any assessment (i.e. test, 
quiz, exam, etc.) or assignment unless expressly permitted by the teacher. 

 Utilizing communication/electronic devices to send or obtain unauthorized information. 

 Taking any assessment in the place of another student, or allowing someone else to take an assessment in 
one’s place. 

 Looking at another student’s paper, talking during an assessment, or violating any other expressed directions 
given by the teacher. 

 Tampering with teacher materials and/or student records.  
 
Plagiarism is any use of another individual’s ideas, words, or work without giving him/her appropriate credit.  
Plagiarism includes, but is not limited to the following: misuse of published material or material acquired from internet 
sources, and/or the work of another student.  The following offenses, including but not limited to those below, are 
considered examples of plagiarism: 

 Paraphrasing or copying any source without giving proper credit to the author. 

 Not using denotation when citing sources. 

 Turning in any assignment which is not based on one’s own research and writing. 
 
Fabrication is inventing information, falsifying research/projects, and/or using other products with the intent to deceive. 
The following offenses, including but not limited to those below, are considered examples of fabrication: 

 Creating a false reason to receive special consideration for an assessment or assignment. 

 Citing information not taken from the source indicated. 

 Submitting a paper, lab report, or other academic exercise containing falsified data or evidence. 
 
Tampering with teacher materials and/or student records for purposes of cheating or fabrication will not be tolerated. 
Students who tamper with teacher materials and/or student records are subject to all academic honesty 
consequences. 

 
 
ADDRESS OF THE SCHOOL 
 
The American International School in Egypt; West Campus 
Sheikh Zayed City (Entrance 2; Greens Compound) 
District 1, 12588; 6th of October, Egypt 
 
Telephone Number:
  

+202  385 10 616 
+202  385 10 626 

Fax Number:  +202  385 10 646    
E-Mail: 
Website:   

aiswest@aiswest.com 
www.aiestgypt.com (West Campus link) 
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AFTER SCHOOL CLUBS & ACTIVITIES 
 
An activities program is developed and supervised by the Principals and is the responsibility of a designated 
coordinator. Teachers lead or participate in programs and all overseas hired teachers are expected to participate.  
 
AIS WEST is planning to begin offering a wide variety of after-school activities for student participation. These 
activities generally run from 2:55pm to 3:55pm. In September, a full list of activities is published and students can sign 
up to participate. Prior to officially joining any activity, students and their parents are required to sign an Extra-
Curricular Activity Code of Conduct to register a mutual understanding of school policies related to participation in 
after-school activities. 
 
Sign up forms for students will be sent home before the After School Activity sessions formally begin. The school 
website will have the most up-to-date information on the program.  
 
Class attendance is mandatory for the entire school day before a student may attend an extracurricular activity.  
Participation in extracurricular activities is an additional responsibility that should not conflict with the student’s primary 
academic responsibilities.  
 
Supervision After-School 

Students are not allowed to remain in school in unsupervised conditions. If a child stays after school, he or she must 
be in a scheduled activity or with the permission of a member of staff. Also, students who come back to school for 
activities should not be dropped off until the supervising coach is present and aware of the child’s presence. AIS 
WEST does not have any arrangements for after-school care, and our staff is unable to ensure the safety of students 
who are left in school unsupervised.  
 
If a child will not be picked up promptly after an activity, he or she should not stay after school.  
 
 
ASSEMBLIES 
 
Assemblies are part of the general educational function of the school. It is a unique format for the presentation of 
information related to the school curriculum, or relating to the development of the students' general social and 
aesthetic development. Assemblies should foster the development of appropriate audience behavior. Assemblies 
make it possible to present material not easily done in the regular classroom. In addition, assemblies provide an 
appropriate showcase for our student and faculty performing talent.  
 
Student Behavior 
Appropriate assembly behavior is part of the educational nature of the assembly program. It is an important courtesy 
for visiting performers and an essential ingredient to the goal of providing a stage for the talents of students and faculty 
members. This appropriate behavior may be assured by the following: 

 The teacher may guide student behavior as a natural extension of his or her class.  

 In extreme cases, teachers may appeal to the extra teachers and/or administrators to remove an unruly 
student or students. The extra teachers or administrators may initiate this procedure if necessary. 

 No books or book bags are to be brought to an assembly. 

 Feet should not be placed on the seats and reasonable posture is requested. 

 Students should report promptly to the assembly. 

 General courtesy and attention is required. 

 Students should become quiet when the staff member or student begins to introduce the assembly. 

 Students should remain seated until dismissed. 

 Appropriate expressions of applause are encouraged. 
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ASSESSMENT 
 
Periodic assessment of students is a valuable and necessary part of the learning process. Assessment provides our 
teachers with important information regarding the mastery of course content by students, both individually and 
collectively. Assessment also provides the basis of reporting to parents regarding student progress. It is therefore 
important that students prepare for and write tests at the time announced by our teachers. All assessments at AIS 
WEST will adhere to the principles outlined in detail in the Assessment Protocol notebook. 
 
General Principles Regarding Good Assessments 

1. It is better to assess a few essential skills of undisputed importance frequently than many skills infrequently (Popham, 2001; Reeves 2002). 

2. Teachers must be able to have a clear, concise picture of what students must know and be able to do in order to write a good assessment, 

and they must be able to explain the intended learning to students in terms the students can understand (Stiggins, 2007; William & 

Thompson, 2007). 

3. Assessments should be balanced, providing a wide variety of opportunities for students to demonstrate learning in different ways (National 

Education Association, 2005). Any single assessment tool is inherently flawed, and therefore different strategies should be used to gather 

evidence of students’ acquisition of essential knowledge and skills. Popham (2001a) makes the point succinctly: “Assessment diversity is 

handy; one-type testing is troubling” (p.117). 

4. Assessments should be authentic when possible. According to Perkins (1992), authentic assessments have the following characteristics: 

 They are open-ended rather than one-right-answer problems 

 They are not solvable by applying a routine method. 

 They require substantive understanding of meaning. 

 They demand more time than conventional problems. 

 They call for pulling together a number of different ideas from the subject matter and often involve writing or oral explanation as 

well as formal manipulations such as computation. 

5. Teams should use other assessments as external validations of the rigor and relevance of their own assessments. They should align their 

classroom assessments with state standards and be able to establish a strong correlation between success on their assessments and 

other high-stakes tests their students will be required to take (National Education Association, 2007). 

6. Assessments should be useful to both teachers and students (Black, Harrison, Lee, Marshall, & William, 2004; Popham, 2001a). 

7. Assessments should help students clarify the discrepancy between their level of achievement and the intended standard of learning, and 

offer direction and encouragement as to what steps students can take to close the gap (Stiggins, 2007). There is abundant evidence that 

monitoring learning and providing feedback to students can either encourage or discourage continued student effort. Black, Harrison, Lee, 

Marshall, and William (2004, p.18) reported the following: 

 A comprehensive review of research studies of feedback found that feedback improved performance in 60% of the studies. In 

cases where feedback was not helpful, it turned out to be merely a judgment or grade with no indication of how to improve. 

 Students who are told that feedback “will help you learn” learn more than those who are told that “how you do tells us how smart 

you are and what grades you’ll get.” The difference is greatest for low achievers. 

 In a competitive system, low achievers attribute their performance to lack of ability; high achievers, to their effort.  In a task-

oriented system, all attribute performance to effort, and learning is improved, particularly among low achievers. 

 
 
BIRTHDAY PARTY INVITATIONS 
 
If children would like to hand out invitations to their birthday party during school time, they may do so only if: 

 an invitation is going to the entire class, or 

 an invitation goes to ALL the girls in the class or to ALL the boys. 
If a child wants to invite only some of the class, arrangements to distribute the invitations are to be made outside of 
school hours.    
 
 
BOOK BAGS 
 
Book bags, of any size, are not allowed inside the classrooms. All elementary students are provided with a cubby to 
store their belongings. Secondary students are provided with a locker and the master schedule provides extended 
class exchange time throughout the day to allow students to visit their lockers to prepare for the next set of classes. 
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BUS RULES 
 

1. Go directly to your bus and find your seat. Do not get off the bus again after you are seated. 
2. Stay in your seat until the bus comes to a complete stop at your home. 
3. Talk in a quiet voice to the person next to you. 
4. Sit with your bottom on the seat, your back against the seat, and your feet on the floor. 
5. Keep your head, hands, arms, and all other objects to yourself and in the bus 
6. Do not litter on the bus, damage or destroy property. 
7. As you get on or off the bus, look both ways before you cross the street. 
8. Always obey and respect the bus monitor and the driver 
 
 
BUS DISCIPLINE PROCEDURE 
 

 1st Offense   Verbal warning by bus monitor or coordinator 

 2nd Offense  Written warning by bus coordinator; form sent for parent signature or parents are called.  

 3rd Offense       Student taken off bus for 1-3 days; parents notified 

 4th Offense     Student given in-school suspension; parents notified 

 5th Offense   Recommended that student loses bus privileges for the rest of the year. 
 
As with all discipline issues, bus incidents are recorded in our school database. When students misbehave on the bus, 
they put themselves and others at risk of serious injury. As a result, we take repeated offenses very seriously and will 
assign consequences accordingly. It is imperative that students respect and obey the bus coordinator and the driver. 
 
 
CHANGE OF CONTACT DETAILS 
 
Parents are asked to promptly report changes of residence, mailing address, email, mobile or telephone number to the 
secretarial staff. In addition, all parents are asked to provide the school with an emergency telephone number where 
someone familiar with the children will be able to be reached at all times. Please make sure that all information is 
current throughout the year. 
 
 
CHANNELS OF COMMUNICATION 
 
When a question or problem concerning your son or daughter and his or her work in school occurs, the best person to 
see first is the classroom teacher. AIS WEST teachers are committed to providing regular and timely communication to 
students and parents. Students and parents are expected to promptly communicate any questions and/or concerns 
they may have. Teachers should reply to all parent emails and phone messages within 24 hours. Problems of a 
personal nature may also be discussed with the counselor.   
 
Problems which remain unresolved through a conference with the teacher or counselor, and questions of a more 
general nature concerning the operation of the school, may be discussed with the Principal and then, if necessary, 
with the Director. 
 
When a student has a concern, he or she should see the teacher first. If the problem has not been resolved then the 
student can see the Counselor and ultimately the Principal. 
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CLASS PETS / ANIMAL VISITS  
 
If a teacher plans to have a class pet, he or she must send a permission form to parents/guardians notifying them of 
their intentions. This signed form should also ask parents for permission for their child to handle/care for the 
pet/animal/reptile. This form would be sent one time for the entire school year. Teachers must keep the forms file in 
your room. If you plan to have animals/reptiles visiting your classroom, send a reminder notice home two or three days 
ahead of the visit.  
 
 
CLASSROOM CARE  
 
All teachers must maintain an orderly, neat, and attractive classroom. Each student should be instructed to have his 
or her desk and area in good order before leaving each day. The custodial staff is responsible for vacuuming rooms 
and removing trash. Classes will take a couple of minutes before lunch to pick up the trash, put all cans near the 
door and put chairs on tables if appropriate. Students will end the day a few minutes early to clean, straighten, and 
pick up books off the floor of your room.  
 
 
CONFERENCES 
 
School-wide parent-teacher conference days will be scheduled into the master calendar each semester. Families will 
have a set amount of time, scheduled in advance via the Synergetics parent portal, to meet with the core teacher(s) 
and the opportunity to meet separately with the specialist teachers. The format of each of the official school 
conference days is at the discretion of the Principal. 
 
Teachers are requested and encouraged to hold additional conferences with parents as needed throughout the school 
year. All teachers are expected to be available after-school on Mondays for this purpose. Additionally, one of the two 
planning periods in the teacher’s timetable is set aside to be used for school business. Parent conferences may not be 
scheduled during grade-level or team planning sessions without prior permission from the Principal. 
 
All individual conferences are to be scheduled directly via Synergetics. These conferences may be initiated at the 
request of the teacher or the parent. The teacher is required to document all conferences and business related phone 
calls/other contacts with parents. If a teacher or a parent experiences difficulty in scheduling an appointment with the 
other party, the school administration will intervene.  
 
Under no circumstance(s) are parents allowed to have a joint or multi-family parent-teacher conference with any staff 
member at AIS WEST. Parents may only meet with teachers individually about their son or daughter and not as a self-
titled representative group. 
 
Additionally, a tutor may not serve as the parents’ representative at the school. It is not acceptable that an AIS WEST 
teacher who is a tutor comes to the administration conveying the wishes of the tutee’s parents, appears as the 
parents’ representative at conferences, or joins the parents at any parent-teacher conference.  
 
 
COUNSELOR’S ROLE: A BRIEF INTRODUCTION 

 
The counselor at AIS WEST addresses the academic, social and psychological needs of students. The counselor’s 
work is differentiated by attention to developmental stages of student growth.   
 
The counselor works with all students and parents on a confidential basis, or within a team approach. The counselor 
assists students through four primary interventions: counseling (individual and group), large group guidance, 
consultation and coordination. The counselor provides students with services to enhance personal and academic 
achievement and development. The counselors help students with selection of classes each year and career 
awareness, personal concerns, curriculum information, and study skills assistance.  
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CURRICULUM 
 
AIS WEST adheres to a standards-based curriculum. The standards adopted by the school are the Virginia Standards 
of Learning (with the exception of secondary social studies). As Virginia updates their standards and implements the 
revisions, AIS WEST does likewise. 
 
It is important to explicitly re-state that AIS WEST is an international school; we are not an Egyptian school with North 
American trained teachers. The school adheres to an American curriculum model and uses the standards from 
Virginia. Whenever possible, teachers should include resources from various international sources, including literature 
and the arts. The focus of our curriculum and classroom instruction will not be limited to stand-alone studies of Egypt 
and/or the United States. 
 
 
DANCE POLICY 
 
The dance protocol at our school is developed to accomplish the following goals: 

1. Assure that all AIS WEST students have the opportunity to socialize in an appropriately managed school 
activity, in a safe and orderly manner.  

2. Make sure that students who are not members of our school uphold the high expectations and standards of 
the school when they are guests, at a dance activity.  

3. Provide students the opportunity to exercise self management skills in a structured environment.   
 

Basic Rules of All Dances 
1. Students are responsible for the behavior of their guests. If a guest commits an act that would require 

discipline, the AIS WEST student will serve the discipline. Any damage will be the responsibility of the AIS 
WEST student.  

2. The gate will close at 9:00pm unless otherwise stated by the administration  
3. Any previous student at either AIS campus who has been removed from school, expelled, or is currently 

serving suspension will not be allowed to attend.  
4. When a student leaves the dance, for any reason, he/she will not be allowed to re-enter the dance.  
5. Periodically, students will be allowed to bring guests to school dances. Guests must be pre-registered, and 

approved. They must sign in at the door. Only one guest per student. Students must be with the guest at the 
gate when they enter the gate.  

6. Students are restricted to the area designated for the dance.  
7. There will be no ticket sales at the gate. 

 
 
DISCIPLINE: SCHOOL BOARD INVOLVEMENT  
 
The AIS School Board shall have the general care and custody of the school and property, make and enforce suitable 
rules and regulations for the general management of the school and for the preservation of school property. The 
School Board may authorize or order suspension, exclusion or expulsion from school of any pupil guilty of gross 
misdemeanor or persistent disobedience, or one having habits or bodily conditions detrimental to the school 
whenever, in the judgment, the interests of the school may demand it. The School Board shall have authority to make 
reasonable rules and regulations for the proper establishment, maintenance, management, and carrying on of the 
school, including regulations relative to the conduct of pupils concerning their safety while in attendance at school or 
en route to and from school. 
 
The School Board generally delegates certain authority to the staff and administration, which are charged with 
managing the school and maintaining an environment that is conducive to learning. School staff and administrators 
stand in loco parents (in place of the parent) in school disciplinary relationships with students. They have the rights, 
duties, and responsibilities of the legal parent in disciplining students for the enforcement of reasonable rules. The 
authority to suspend is delegated to the Principal or her/his designee while the authority to exclude or expel is retained 
by the Board of Directors or the Superintendent. 
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EARLY DISMISSAL 
 
Periodically in the school year, the school will have an early release day whereby the students will depart school at 
12:00pm grades. The early release time is devoted to specific professional development activities and is not used for 
individual teacher planning.  
 
 
ELEVATOR USE BY STUDENTS 
 
Students are required to use the stairs when entering and exiting AIS WEST and changing classes. Only students 
having a special need will be given written permission by the Administration or school doctors to use the elevator. 
 
 
ELIGIBILITY FOR ACTIVITIES AND ATHLETICS 
 
Students interested in participating on an athletic team are encouraged to try out for any of the activities at AIS WEST. 
As a condition of a student’s participation in the interscholastic program, he/she and the parents agree to abide by the 
AIS WEST Student Athlete Policies and Agreement Guidelines. Also, students who participate in a sport are eligible to 
earn an athletic letter for that sport.  
 
Students must maintain a positive academic and behavioral standard in order to participate. The principal has the final 
say in all eligibility matters. Teachers are strongly encouraged to work proactively with the sponsor/coach as well as 
the athletic director to keep student-athletes progressing in the manner expected of them.  
 
Students may not participate in an activity if they are absent on the day of the activity. Students may not be excused 
from school early due to illness on the day of a game and expect to participate. It is important for students to realize 
that the athletic and activities programs complement the academic program and that what goes on in the academic 
setting takes precedence over participation in athletics or activities. That being said, all teachers should encourage 
students to participate in a well-rounded school experience. 
 
National Level Athletes 

AIS Egypt schools are proud to have a number of students who participate in a variety of athletic teams at the national 
level. Any absences of these students, which results from their national level participation, will not be recorded as 
absences. However, it is the student’s responsibility to bring in the appropriate documentation which will identify 
him/her as a national level athlete and to keep the main office aware in writing of the official dates of absences. It is 
important for students to be aware that although the absences for national athletic participation will not be counted 
against them, they are responsible for work missed during the absences. 
 
 
FACULTY HOURS  
 
The regular school day for teachers, Sunday through Tuesday, is from 7:30AM-3:55PM. Wednesdays are reserved for 
meetings and other school related business. On Thursdays, teachers may depart at 3:30PM. 
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FIELD TRIPS 
 
Educational field trips are defined as any travel away from the school site which is done during or outside school 
hours. These are sponsored by the school with the purpose of enhancing learning about the subjects in the curriculum.  
Parents will be informed of such trips and will be asked to fill out a permission form before your child will be allowed to 
go on the trip.   
 
Educational field trips are defined as any travel away from the school site which is done during or outside school 
hours. They are sponsored by the school to enhance learning about the subjects in the curriculum.  
 
Student Responsibilities on Field Trips 

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

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

 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 and no students will be allowed to leave their room 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 in to 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 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 at least one day prior to the 
beginning of the field trip who will have confirmed this with the parent by phone or in person. 

 
Chaperone Duties and Responsibilities on Field Trips 

 Chaperones will comply with all policies and regulations. 

 A chaperon’s first and foremost responsibility is the safety and security of the students in their care. 

 Chaperones will dress appropriately for the specific location and activity. 

 Chaperones will not consume alcoholic beverages for the duration of the trip. 

 Chaperones will not smoke in public places or locations where students may see them. 

 On overnight trips, chaperones are on duty 24 hours a day and must be available to handle any emergencies. 

 On overnight trips there will be an appropriate ratio of male and female chaperones consistent with the 
gender composition of the student group. 

 When interpretation of a policy or regulation is required, the trip sponsor’s decision is final. 

 Chaperones have the authority to invoke appropriate disciplinary measures as needed. 

 In case of serious disciplinary issues or emergencies, the trip sponsor’s immediate supervisor should be 
contacted immediately.  All chaperones are required to carry with them a list of emergency contact telephone 
numbers including the Assistant Principal, Principal and the Director. 

 
 
FOOD SERVICES AND THE CAFETERIA 
 
Our school has a cafeteria where milk, juices, sandwiches, fruit and snacks may be purchased at lunch. However, the 
food available is not to be considered a substitute for a well-balanced lunch. Parents are encouraged to provide a 
lunch for their child(ren), especially if the student is taking part in an after-school activity. Students may only be in the 
cafeteria during their assigned lunch breaks. 
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FUND RAISING 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 by faculty and students on fund raising. Permission to schedule a fund raising 
activity should be requested by completing a Fund Raising Approval Form. Because of tax liabilities, items should not 
be sold at the school. An exception is made for school uniforms because taxes are paid by the supplying company. 
 
 
GIFTS 
 
It is common practice in Arabic cultures to give small gifts in appreciation of a teacher’s hard work. While gifts of an 
appreciative nature may be accepted, staff members are urged to use caution. Gifts that are given with the possible 
intention of altering a teacher’s judgment or actions concerning a student are not to be accepted under any 
circumstances. Gifts of substantial value should be reported to the administration and returned to the giver. 
 
 
GRADES 
 
Each teacher is required to keep written records of the child’s progress as assessments of the standards of learning 
are completed. Students receive an academic (only) grade as well as four student skill grades. All grades will be 
recorded in the teacher’s official grade book.   
 

Descriptive academic grading scale at AIS WEST: 
 

Score 
4.0 

In addition to Score 3.0 performance, the student goes beyond what was taught. 

 
Score 3.5 In addition to Score 3.0 performance, the student has partial success at inferences and 

applications that go beyond what was taught 

Score 
3.0 

The student exhibits no major errors or omissions regarding any of the information and/or 
processes (simple or complex) that were explicitly taught. 

 
Score 2.5 The student has no major errors or omissions regarding the simpler details and 

processes and partial knowledge of the more complex ideas and processes. 

Score 
2.0 

The student exhibits no major errors or omissions regarding the simpler details. 

 
Score 1.5 The student exhibits partial knowledge of the simpler details and processes but has 

major errors or omissions regarding the more complex ideas and processes. 

Score 
1.0 

With help, the student demonstrates a partial understanding of some of the simpler details 
and processes and some of the more complex ideas and processes. 

 
Score 0.5 With help, the student demonstrates a partial understanding of some of the simpler 

details and processes. 

Score 
0.0 

Even with help, the student demonstrates no understanding or skill. 
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General scoring scale for Student Skill areas at AIS WEST: 
 

 Participation Work Completion 
Behavior  

Self-Regulation 
Working in Groups 

4 

In addition to level 3.0 
performance, the student 
participates in ways not 
explicitly expected in class 

In addition to level 3.0 
performance, the student 
goes beyond the required 
conventions 

In addition to level 3.0 
performance, the student 
follows rules and 
procedures that have not 
been specifically required 

In addition to level 3.0 
performance, the student 
exhibits group maintenance 
and interpersonal skills that 
have not been explicitly 
identified 

3 

The student’s participation 
meets classroom 
expectations 

The student hands in work 
on time and meets all 
required conventions 

The student’s behavior 
follows all classroom rules 
and procedures 

In groups, the student 
exhibits group maintenance 
and interpersonal skills that 
have been identified 

2 

With some noteworthy 
exceptions, the student’s 
participation meets 
classroom expectations 

With some noteworthy 
exceptions, the student 
hands in work on time and 
meets required conventions 

With some notable 
exceptions, the student’s 
behavior follows classroom 
rules and procedures 

With some noteworthy 
exception, the student 
exhibits group maintenance 
and interpersonal skills that 
have been identified 

1 

With help or prodding, the 
student’s participation meets 
classroom expectations 

With help or prodding, the 
student hands in work on 
time and meets required 
conventions 

With help or prodding, the 
student’s behavior follows 
classroom rules and 
procedures 

With help or prodding, the 
student exhibits group 
maintenance and 
interpersonal skills that have 
been identified 

0 

Even with help or prodding, 
the student’s participation 
does not meet classroom 
expectations 

Even with help or prodding, 
the student does not hand in 
work on time or meet 
required conventions 

Even with help or prodding, 
the student’s behavior does 
not follow classroom rules 
and procedures 

Even with help or prodding, 
the student does not exhibit 
group maintenance and 
interpersonal skills that have 
been identified 

 
 
HEALTH SERVICES / CLINIC 
 
The doctor’s room is located in the ground floor office complex. This room is open for students who may need health 
services from 8:00am to 3:15pm. Students going to the doctor during class time must have a pass from the teacher 
whose class they are missing. An admission slip signed by the doctor must be submitted to the teacher when a 
student returns to the classroom. If the nurse determines that the student is too ill to continue with classes, parents will 
be notified and requested to take the student home. The doctor records the details of every student referral in a record 
book. Students sent home by the doctor will need to be checked out in the main office as usual. 
 
Students may be referred by the school staff for vision testing, personal hygiene, or other problems related to health.   
 
 
HOMEBOUND 
 
General Education Homebound (GEH) services provide instruction to eligible students who are at home or in a 
hospital setting. Students served through GEH have a medical condition or extended illness that prevents attendance 
in school for at least 7 consecutive school days, as documented by a physician. Students on GEH will not have the 
absences counted against the 25 day policy. GEH instruction may also be provided to chronically ill students who are 
expected to be confined for a period of time totaling at least four weeks throughout the school year, as document by a 
licensed physician. Decisions regarding services are determined by the Principal.   
 
Work will be arranged by the homeroom teacher and then a tutor will supervise the instruction. Charges, following the 
tutoring scale, may apply to the family. 
 
When services are provided in a private setting, such as a home, there must be an adult other than the student and 
the teacher present in the home.  
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HOMEWORK 
 
A reasonable amount of academic effort outside the class extends learning and reinforces study skills. Homework 
activities can promote independent inquiry and demonstrate the pupil’s initiative as a learner. 
 
Students should do their work independently, in an environment that suits their temperament, learning style and 
energy curve. Parents can assist their children by ensuring that the appropriate setting exists. Generally, teachers do 
not assign work that they believe a child cannot do alone. If parents find that their help is needed, they should 
encourage their child to indicate this to the teacher the next day. If problems continue, they should contact the teacher 
themselves. When teachers assign a project which, by its very nature, requires parental participation, they will 
communicate this. 
 
The purposes of homework are as follows: 

 Practice: to reinforce learning and help students master specific skills. 

 Preparation: introduces material presented in future lessons. These assignments aim to help students learn 
new material when it is covered in class. 

 Extension: asks students to apply skills they already have in new situations. 

 Integration: requires students to apply many different skills to a large task, such as reports, projects, and 
creative writing. 

 
Based on current education research, the nightly homework norm for students should be 10 minutes of work per grade 
level. The recommendation is based on the norm for the age range; some students will work faster than others, while 
some will work for longer periods of time to accomplish the same task. 
 
   Grade Level   Total HW Time 

KG2 & 1st Grade  10 minutes 
   2nd Grade  20 minutes 
   3rd Grade  30 minutes 
   4th Grade  40 minutes 
   5th Grade  50 minutes 
   Middle School  60-80 minutes 
   High School  Approximately 2 hours 
 
Research on homework indicates that teacher feedback—either in correcting the assignment or in written comments—
is what generates the largest effect in student learning. By definition, all homework assignments are formative 
assessments. Formative assessments are practice and to inform the teacher and student what has and has not been 
learned in the initial stages of instruction. As such, the accuracy of a student’s homework assignment may not be used 
when factoring his or her summative academic grade. Homework completion has its own category in all report cards; it 
should be reflected in the grade reporting section, “Work Completion”. 
 
In addition to the daily homework assignments, all students should read, or be read to, a minimum of 20 minutes each 
night in order to reinforce literacy skills. 
 
Students needing to spend significantly more than this amount of time on a regular basis may be having difficulty with 
the curriculum. Parents are asked to let teachers know if this occurs so that plans can be made to provide assistance. 
Occasionally, there will be larger homework assignments that could potentially require extended periods of time. 
 
 
HOMEWORK REQUEST WHEN ABSENT OR SICK 
 
Student may receive homework on the second day of their absence.  In this case, the parents or family driver must 
come to the Main Office to pick the homework up.  All requests need to be called in to the Main Office by 10:30 am of 
the day requested.  Homework collection should not be requested for less than two days of absence. 
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HONORS DISTINCTION IN 9th & 10th GRADE 
 
Teachers will develop independent research projects for students to earn an Honors distinction on their transcript and 
help prepare all students for the Diploma Program. Each quarter will be devoted to a core class; students will 
independently complete a project that teachers create and vet to address all levels of Bloom’s revised taxonomy; 9th 
graders will have to complete one during the year and 10th graders two, students would have the option of completing 
up to all four. 
 
 
INCLEMENT WEATHER 
 
On rare occasions, adjustments to the schedule will be necessary due to either extreme heat/humidity or rain.  
 
 
ILLNESS & EXCLUSION FROM SCHOOL GUIDELINES 
 
In order to keep the school environment as healthy as possible there are times when it is imperative that students are 
kept home from school. This is a combination of resting to keep them healthy as well as minimizing the spread of 
infection through the school. Here is a general guideline for when to keep your children home from school as well as 
when they will be sent home from school. 
 
Fever 
Any child with a fever (temperature greater than 100.4°F/38°C) should not come to school until the temperature is 
normal (98.6°F/ 37°C) for 24 hours. 
 
Influenza 
Any child with a bad cough or cold symptoms, heavy nasal discharge, frequent coughing (usually on the first one or 
two days of the cold) should not come to school. 
 
Infection 
If your child has been diagnosed with an infection requiring antibiotics, i.e., strep throat, conjunctivitis (pink eye), 
please make sure they have taken the antibiotic for 24 hours before returning to school. 
 
Gastro-Intestinal Viruses 
Students who have had vomiting and or diarrhea (diarrhea defined as three or more loose stools in 24 hours) need to 
be kept out of school for 24-48 hours until the diarrhea has stopped and the student is eating normally and up to usual 
level of activity. 
 
Chicken Pox 
Chicken pox is a viral illness characterized by small blister type lesions filled with fluid that appear on the skin. The 
most contagious period is 1-2 days before the onset of the blisters, until all blisters have crusted over. Children will not 
be permitted to school until all lesions have scabbed over. 
 
 
LANGUAGE OF INSTRUCTION 
 
English is the first language of instruction at AIS West and Arabic is the second. Students are encouraged to speak in 
English throughout the day, with the obvious exception of their Arabic classes.  
 
When students are using their mother tongue inside the classroom, teachers are to remind students that they should 
use English. The use of an alternate language should never be used to purposefully exclude others from a 
conversation. 
 
  



 
2011-2012            Page 17 of 35 

 

LEAVING DURING THE SCHOOL DAY—Students  
 
Any student asking to leave the building is to bring a written request from the parent. This is to be given to the teacher 
who will forward it to the secretary. The student is to be checked out from the main reception area by the parent or 
parent designated adult. He or she should check back in at the reception desk to get an admission slip if returning 
before the end of the day. 
 
 
LEXILES (from www.lexile.com) 
 
A Lexile measure is a valuable piece of information about either an individual's reading ability or the difficulty of a text, 
like a book or magazine article. The Lexile measure is shown as a number with an "L" after it — 880L is 880 Lexile. 
 

 A student gets his or her Lexile reader measure from a reading test or program. For example, if a student 
receives an 880L on her end-of-grade reading test, she is an 880 Lexile reader. Higher Lexile measures 
represent a higher level of reading ability. A Lexile reader measure can range from below 200L for beginning 
readers to above 1700L for advanced readers. Readers who score at or below 0L receive a BR for Beginning 
Reader. 

 A book, article or piece of text gets a Lexile text measure when it's analyzed by MetaMetrics. For example, 
the first "Harry Potter" book measures 880L, so it's called an 880 Lexile book. A Lexile text measure is based 
on two strong predictors of how difficult a text is to comprehend: word frequency and sentence length. Many 
other factors affect the relationship between a reader and a book, including its content, the age and interests 
of the reader, and the design of the actual book. The Lexile text measure is a good starting point in the book-
selection process, with these other factors then being considered. Lexile text measures are rounded to the 
nearest 10L. Text measures at or below 0L are reported as BR for Beginning Reader. 

 
The idea behind The Lexile Framework for Reading is simple: if we know how well a student can read and how hard a 
specific book is to comprehend, we can predict how well that student will likely understand the book. 
 
When used together, Lexile measures help a reader find books and articles at an appropriate level of difficulty and 
determine how well that reader will likely comprehend a text. You also can use Lexile measures to monitor a reader's 
growth in reading ability over time. 
 
Lexile Measures Help Readers Grow, and Help Parents and Teachers Know 

Teachers and parents can best serve a student's literacy needs when they treat him or her as a unique individual, 
rather than as a test score or a grade-level norm or average. The reading abilities of young people in the same grade 
at school can vary just as much as their shoe sizes. However, grade-leveling methods commonly are used to match 
students with books. 
 
When a Lexile text measure matches a Lexile reader measure, this is called a "targeted" reading experience. The 
reader will likely encounter some level of difficulty with the text, but not enough to get frustrated. This is the best way to 
grow as a reader—with text that's not too hard but not too easy. 
 
When you receive a Lexile measure, try not to focus on the exact number. Instead, consider a reading range around 
the number. A person's Lexile range, or reading comprehension "sweet spot," is from 100L below to 50L above his or 
her reported Lexile measure. And don't be afraid to look at books above and below someone's Lexile range. Just know 
that a reader might find these books particularly challenging or simple. 
 
If a student tackles reading material above his or her Lexile range, consider what additional instruction or lower-level 
reading resources might help. Ask him or her to keep track of unknown words, and look them up together. Or take 
turns reading aloud to each other to chop up the reading experience into smaller portions. Likewise, you can reward 
students with books that fall below his or her Lexile range for an easier reading experience. 
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LIBRARY 
 
The library is open to all students (KG2-Grade 10) and teachers. Parents of children in PS and KG1 may take out 
books for their children. The library has books and DVDs; DVDs are only available for teacher use. The number of 
books students may take out is as follows: PS-Grade 1: 1, Grade 2: 2, Grade 3: 3, Grade 4: 4, Grades 5-10: 5. Books 
may be taken out for a two week period and can be renewed for two more weeks. Then they must be returned to the 
library. Any student who has an overdue book cannot take out more books until the overdue book is returned. There is 
no fine for overdue books. However, anyone who loses a book will be charged 100 LE. After a book is overdue for six 
weeks, it is considered to be lost. If a book is returned damaged, 100 LE will also be charged. The library is open from 
8AM. to 3:30PM every day.   
 

 
LICE  
 
Unfortunately, head lice are and have always been a problem in schools. Children suspected of having head lice 
should be treated with utmost discretion. When lice are discovered on a child, whether or not the student will be sent 
home is at the discretion of the Principal.  
 
Parents are responsible for:  

 Informing the classroom teacher. 

 Keeping their family’s hair clear of lice by regular brushing. 

 Being vigilant for the sign of infection (e.g. casts and feces on the pillow). 
 Regular (weekly) detection combing, preferably on wet hair with a louse detector comb, and detection 

combing if warned that a member of the family or household has been in contact with someone with lice. 

 Checking the water for lice after washing hair. 

 Using lotions according to the agreed procedure on the whole family including all intimate contacts if lice are 
found. 

 Contact tracing, in order to find the source of the infection: telling all contacts of all infected members of the 

family to warn them they may have caught lice. 

 Consulting their health provider or school doctor in the case of unexplained recurrent infection or other 
concern. 

 
No anti-lice treatments (other than combing) should be used unless a member of the family or household is proved to 
have a lice infection. 
 
Research has shown many of our earlier ideas about lice were wrong: 

 It is now known that it takes an intimate head-to-head contact lasting about one minute to catch lice. 

 Lice are RARELY (less than one in two infections) caught in school. 
 Half the people with lice are adults or pre-school children. 

 Many infected adults and newly infected children do not itch and are unaware they have lice. 
 
 
LOCKERS 
 
School lockers are assigned to students in grades 6-10. Lockers are school property, but the school is not responsible 
for lost, stolen, or damaged items. Students should not bring items of a value nature to school. Students should not 
share lockers with other students, and under no circumstances should they reveal their combination to another 
student. Students should use only their assigned locker.  
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LOST AND FOUND 
 
Parents are strongly urged to mark all their children’s personal belongings with the child’s name in permanent ink or 
with a nametag. The School maintains a “Lost and Found” area near the main security entrance– please ask at 
Reception. Items not accounted for will be donated to a local charity on a regular basis. 
 
 
MASTER NOTBOOK (MIDDLE SCHOOL) 
 
The Master Notebook Routine is an ongoing system for filing, organizing, and studying school papers and materials. It 
consists of two parts: the Working notebook and the Reserve Files. Teachers will help students set up a “Working 
Notebook” and transfer material from the “Working Notebook” to the “Reserve Files” on a regular basis. The 
combination of the Working Notebook and Reserve Files makes it easier for students to find the papers they need and 
to avoid losing important papers. The system also eliminates the overstuffed notebooks and backpacks that typically 
develop as the school year progresses. The idea behind the master notebook is simple but its results can be powerful. 
When each teacher requires a different set of supplies or notebooks, it can only add to the confusion. By defining a 
master notebook for the school, students benefit because they always have what they need to satisfy most classroom 
requirements. Parents are spared the expense of purchasing multiple supplies and teachers can be confident that 
students will have what they need to be successful in school if they have their master notebook in hand.  
 
 
MESSAGES TO STUDENTS 

 
It is often difficult and very time consuming to locate students in order to give them a personal message. Please 
ensure that all reminders of appointments and after school arrangements are made before school. 
 
 
MOBILE PHONES PROTOCOL FOR STUDENTS 
 
Mobile phones are not to be used anywhere in school during school hours. As soon as students are formally 
dismissed from class at the end of the day, mobile phones may be turned on, but not before.  Mobile phone usage 
includes use of camera, calculator or any other feature of the phone. Failure to comply with this policy will result in the 
phone being confiscated and returned at the discretion of the principal. Emergency use of the mobile can only be done 
in the appropriate office area with the permission of an Administrator. 

 
 
MORNING ENTRANCE PROCEDURES 
 
Students should arrive at school no earlier than 7:30AM. The Early Childhood students will enter their class areas as 
soon as they arrive on campus. All other students are to remain in designated areas until given permission to enter the 
building. 
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MOVEMENT TO AND FROM CLASSES  
 
All students from pre-school through grade 3 will be escorted to and from their classes each time they change rooms. 
The students must be supervised by their classroom teacher during the entire transition. When students are traveling 
in the hallway, they are to walk quietly, in an organized line, and remain on the right side of the hallway.  
 
Fourth and fifth grade students will move as a group with their teachers. However, teachers may allow the students to 
move “by themselves” as soon as visual contact is made between the specialist/homeroom teachers. The students 
must still move from class to class on right side of the hallway when inside and may not create a ruckus when traveling 
outside. 
 
All elementary classes, without exception are to be escorted to and from the library in an organized manner. 
 
For all secondary school classes, the teachers are required to be the first ones to leave the room at the end of each 
class; students are to wait for explicit permission to leave. Secondary school teachers will remain at their doorway to 
monitor the exit and entrance of students during the entire transition time. Teachers may require their next group of 
students to wait outside the class, in a quiet line, if they feel they are unable to adequately supervise the hallway and 
the classroom from their doorway. A PE teacher is to be visible on the gym landing area to supervise student 
movement to and from the main building.  
 
By having all teachers visible during transition times, teachers will be providing positive, proactive supervision of our 
students. The adult presence helps set the proper tone in the hallway and ensures that students enter classes better 

prepared for the lesson. 
 
 
OFFICE HOURS 
 
AIS WEST’s office hours are from 8.00am to 4.00pm. School business should be conducted through these offices and 
should be transacted during these hours. The secretarial office phones are business phones, and parents are asked 
not to call with messages to be given to their children except in the case of an emergency or unusual circumstance. In 
this case, please telephone reception. 
 
 
OPEN HOUSE 
 
Early in the school year, an evening “Open House” will be held. The purpose of the “Open House” will be to allow the 
parents to tour the physical plant, become acquainted with their child’s curriculum and to meet the faculty of the 
school. It is not a time for individual parent-teacher conferences.  
 
Due to the nature of the Open House, which is to inform parents of the programs at AIS WEST, we strongly advise 
that children do not attend. 
 
 
PARTIES AT SCHOOL 
 
To maximize instructional time and minimize disruption, class parties are not permitted without prior approval from the 
Principal. Parents are required to notify the teacher at least 2 days in advance of any request to have a celebration at 
school. If a birthday cake is sent, it may only be eaten at lunchtime or recess. All class/birthday parties held at school 
during school hours will be limited to food and juice or water; under no circumstances will ‘fast food’ be allowed.  
Parents may not send entertainment, balloons, gifts, toys, clowns, puppet shows, music, etc.  
 
Additionally, siblings of students will not be permitted to leave class to attend another class’ party.  
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PLAY AREA RULES 
 
All games and activities on the general play areas are available to all students; students are asked to play 
cooperatively play. Fighting is a major offense and may result in suspension. Play fighting is not allowed at AIS WEST. 

 
 
PROBATION 
 
Academic review is implemented in the Secondary School with students who receive three or more “1.0” grades, or 
one failing grade (0) per term.  At that time the child’s academic progress will be discussed with the administration, 
teachers, and counselor.   
 
Together an academic action plan will be created to find all possible means to increase the student’s success in 
school.  An academic action plan may include tutoring, supervised study, reorganization of athletic or social schedules, 
and/or courses.  In all cases, the parents will be notified so they are aware of their child’s situation. 
 
If the student’s academic progress continues to decline, the student may be placed on Academic Probation. In that 
case, the following steps are taken: 

1. A letter is prepared informing the parents that their child is being placed on Academic Probation with an 
explanation of the consequences. 

2. The Director meets with the student being placed on Academic Probation to inform him/her of the reasons for, 
and possible consequences of, being placed on Academic Probation. 

3. The status of the student is reviewed at the end of the term or semester. 

If after being placed on Academic Probation no improvement is measured, the Director may notify the Superintendent 
and the school may terminate enrollment. 
 
 
REPORT CARDS 
 
Report card narratives are completed four times a year. There is a separate report for pre-school, KG1, KG2, Grades 
1-7, and 8-10. This allows reporting to fit the development of the child. Entry into the reporting system will be required 
throughout the marking period. Parents will be able to access their child’s report card only through our online Parent 
Portal. 
 
 
RETENTION PROCEDURES (A.K.A. HORIZONTAL PLACEMENT) 
 
A child’s grade level placement should allow for success academically and socially without undue stress or frustration.  
The placement of new students is based on the age of the student and a record of previous school experience. The 
criteria for advancement to the next grade level for returning students is the current classroom teacher’s assessment 
of both how effectively the child has met the academic and socialization levels of his or her present grade and how 
effectively he or she will meet the following year’s levels. AIS WEST reserves the right to make changes to the initial 
placement if subsequent observations and/or testing indicate the need for a change. 
 
Any teacher suggesting retention is required to verbally notify parents before the second conference in the spring; 
notification should occur following completion of the third unit of inquiry. The administration and the homeroom 
teacher will meet to reach a final recommendation. The Principal will notify the parent and share the final decision 
regarding retention.  
 

  



 
2011-2012            Page 22 of 35 

 

The teachers will adhere to the following procedures to recommend students for retention. 

1. Their professional judgment must be that the student would be a candidate for retention and would 
benefit from repeating the exact same program for a second time. 

2. Parents must be notified in writing of the possibility of retention in the second report card. 
3. Identifying a student as unsuccessful in the core subject areas is defined as the following: 

a. The student must have more than one “0.5 or 0” in each of the reporting strands for ELA / Math. 
b. In the 4th and 5th grades, the student must have “0.5 or 0” in at least three of their science/social 

studies units 
c. In secondary school the student must have failed two core classes 

4. An elementary student must be either an “Excellent Retention Candidate” or a “Good Retention 
Candidate” on the Light’s Retention Scale. 

a. The scale must be administered during the spring conference. 
b. Scale is to be completed in conjunction with the parents (may not be sent home for 

completion). 
c. Scale is to be signed by the teacher and submitted to me. 

5. Teacher and Principal will conference to decide on the retention recommendation. 
6. The Principal and parents will conference to share the school’s decision. 

 
 
SCHOOL DAY: EARLY DEPARTURE 
 
Instructional hours are from 8:00am until 2:47pm. Parents who desire their children to be dismissed early are required 
to send a note to the classroom teacher explaining the reason, and the time for early dismissal. In special cases, when 
telephoning for early dismissal, call the School Receptionist by noon. If there is no note or phone call, the school will 
assume the child is to be excused at the end of the school day. 
 
All children being picked up must be signed out in the Reception BEFORE leaving the school grounds. Please do not 
send a verbal message for early dismissal via your child. Should there be any confusion such as the child insisting 
he/she is being collected and we are unable to contact you, the child will be kept at school rather than risk being sent 
home where no-one is there to meet them. 
 
 
SMOKING POLICY 
 
Smoking is not permitted in any part of the school building or school grounds at any time by any individual. This 
includes students, staff, parents or visitors. Students violating this policy will be suspended in the first instance and 
may face expulsion. 
 
 
STUDENT ATTENDANCE  
 
The school year at AIS WEST has approximately 175 school days. Frequent absences, late arrival or early departure 
can seriously affect the academic standing of a student.  
 
There are often requests to give students permission to miss school.  We ask parents not to extend the period of time 
students are away from school, except in emergencies.  Students can only take advantage of the material and human 
resources that constitute their formal educational environment while they are present at school. Any absences from 
school may involve the student missing several, if not all, of the following graded activities: important classroom 
instruction, discussion participation, projects, audio-visual presentations, written assignments, reports, quizzes and 
major tests. The probability of academic success increases as attendance improves. 
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Approval of Absences 
Approval of absences for the reasons other than illness or family emergency must be requested in advance in writing 
to the Principal. Absences not approved in advance may be considered unexcused. 
 
It is a parental responsibility to ensure that a child is well enough to attend school, and a pupil who is clearly unwell 
should not be at school. This is not only to safeguard the sick child but also to prevent any infection being transmitted 
to other students and staff. If there are any concerns about whether a child should be attending school, please contact 
the School Doctor for information about exclusion policies. 
 
Absences from school due to personal illness, death in the family, emergency dental or medical treatment, religious 
holidays, renewal of passport or attainment of documents or other necessary reasons are sometimes unavoidable.  
Teachers will make reasonable efforts to assist students in making up instruction, homework assignments and tests 
for such absences.  Equivalent rather than identical assignments may be given. 
 
If a child needs to leave campus during the school day to attend an appointment (doctor or dentist, for example), 
parents are asked to: 

 Inform Reception and/or their class teacher of the reason they need to leave school and the time; 

 Sign the child out in the Pupil Book in Reception when collecting them. 
 
Students who become ill during the school day and who are not able to continue in their classroom will have their 
parents contacted for early dismissal. 
 
 
There is a limit of 25 absences (maximum total per year) for any reason, excused or unexcused, beginning on the first 
day of school. 
 
 
The following communications will take place: 

 8th absence: notification letter 

 16th absence: parent conference with Principal 

 25th absence: notification that student is not invited back for the following academic year 
 
6 tardies/early dismissals equal one absence.  
 
For students missing extended periods due to illness a “homebound status” can be applied for, from the appropriate 
Principal and implemented. 
 
Students who are approaching or have surpassed the maximum permissible total of absences and parents can make 
an appeal to the director.  
 
On-Time Incentive 

This incentive is only for students in the secondary school—grades 6 through 10. AIS WEST would like to reward 
those students who continue to act responsibly and arrive at school on-time. On-time means students are in their first 
period class before the 8:00AM bell rings.  
 
Students who arrive on-time all week, all five days, will be allowed to be out-of-uniform the following Sunday. Each 
Thursday, the first period teacher will verify which students have met the conditions for the incentive.  
 
If a student did not earn the incentive and still “mistakenly” comes to school out-of-uniform on a Sunday, he or she will 
not be allowed to attend classes until in the proper uniform. The school will be happy to bill students who “forgot” to 
bring money as well. 
 
Students who have earned the incentive need to remember to dress appropriately for the school setting and keep in 
mind that they will be expected to fully participate in PE class. 
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STUDENT SUPPORT SERVICES AT AIS WEST 
 
Student Support Team (SST) 
The AIS WEST Student Support Team recognizes and emphasizes the value and worth of each individual and 
believes that its primary responsibilities are to bring students’ needs to the attention of staff, help students to  grow  
academically,  personally,  and  socially,  to  meet  individual  needs  and  goals,  to  be  open  and receptive to our 
changing world, and to become contributing members of society. 
 
While AIS WEST is a unique learning situation as an international school, problems and challenges of our students are 
not so different to those typical of children everywhere. Because the school recognizes that individual children have 
areas of strength and areas of weakness which sometimes must be addressed outside of the classroom, AIS WEST 
has established the Student Support Team. Consisting of Learning Support specialists, EAL teachers, Administrators, 
and Counselors, the SST serves those students experiencing difficulty in their development. 
 
Referrals may come from teachers or parents, and any initial referral is appropriate, whether or not the child is 
determined to need services. In some cases, the information developed through the referral process itself may contain 
the key to facilitating the growth of the student. 
 
Parental permission is not required for an initial referral. Parental permission will be obtained before any formal 
assessments are conducted or a student’s schedule is changed, and parents will be informed before the Counselor 
undertakes ongoing work (i.e. more than two sessions) with a student. The Learning Support Teacher, Counselors, or 
Principal, as deemed appropriate, shall co-ordinate this permission. 
 
Counseling Program 
A student needs a clear mind to be able to study well. The role of the Counselors is to serve as a resource for 
students, teachers, and parents to help students learn at their best. The Counselors are available to help students 
discuss their academic or personal concerns, and to work with students on social and friendship skills. The Counselors 
are also available to consult with parents about any concerns of an academic or personal nature that they have about 
their children. Appointments should be made directly with the appropriate Counselor. 
 
English as an Additional Language  
The EAL Department offers a program of intensive English instruction and support for students whose first language is 
not English. The aim of these classes is to enable students to access the social, cultural and academic life of the 
school. Lessons are tailored to individual needs. The four skills of reading, writing, listening and speaking are taught 
through topics and themes related to the mainstream curriculum. New students may be assessed to determine the 
amount of EAL support they require. 
 
Learning Support Program 
The Learning Support Program at AIS WEST is designed to support the learning needs of students who are 
experiencing difficulties in accessing the curriculum. The majority of students who are currently supported in the 
program have diagnosed specific learning difficulties and typically receive long-term support. There are also some 
students who have temporary difficulties, perhaps as a result of a change of school, who receive help for a short 
period of time. 
 
At the Elementary level, Learning Support teachers work with the children through a variety of depending on the grade 
level. Students are either supported in the regular classroom or in the learning centre where they receive one-to-one 
instruction and work in small groups. Most often, Elementary support is focused on math and literacy skills; however, 
individual goals are tailored to each student’s needs, through regular conferencing with the classroom teacher. 
 
 
STUDENT TARDIES 
 
Habitual tardiness cannot be permitted. A reasonable allowance is made for unavoidable tardiness. Students who 
are tardy to school or check out early for unexcused reasons 6 times during the school year will be considered 
absent from school one day.  
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TEXTBOOKS 
 
As teachers prepare textbooks for distribution, they will record the number and condition of the book with the student’s 
name. Students, at the end of the year or at the time of withdrawal, with damaged or lost books will be required to pay 
for the cost of replacement or repair. At the end of each year, teachers will complete a form and give it to the Principal 
for any students who have not taken care of these financial obligations. 
 
Textbooks will be issued to you by your teachers. 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. 
 
Damaged or Lost Items Policy 
If a book is lost or damaged, the student is responsible for paying the replacement cost of the book. The charge for a 
lost hardback book is 250 LE and for a paperback book is 150LE. 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 will not be released. This includes student transcripts and report cards.  
 
The school issues texts, calculators, library books, instruments and other valuable materials to students each year.  
Students are responsible for returning these items in good, reasonable condition at the end of the year, or whenever 
the teacher asks for them back. If items checked-out to students do not return, or are returned in a manner deemed 
damaged or in need of repair, the student will be charged a repair or replacement fee. If the fees are not paid, the 
report card is not issued to the student until the items are recovered, restored or repaired.  
 
 
TUTORING 
 
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. Teachers should not accept payment or gifts for the extra 
assistance given. Any paid tutoring must have the pre-approval of the Superintendent. No AIS WEST teacher may 
tutor his/her own student for pay. Approved tutoring is to take place on AIS WEST’s campus and not off campus.  
Payment for services rendered is to be made through the Business Office and 100% of the instructional fees are paid 
to the school and then the Business Office will reimburse the teacher. Fees for tutoring are set by the Superintendent. 
 
AIS WEST’s curriculum encourages a student-centered approach, with the students becoming independent learners. 
We expect teachers to assist their students in reaching this goal. For this reason, we do not encourage long-term 
tutoring. We expect a tutor to give short-term assistance in relation to a specific problem. AIS WEST will do its best to 
ensure that tutoring is carried out in what we believe are the student’s best interests. Consequently we will abide by 
the following guidelines: 
 

1. All private tutoring must be authorized by the school. 
2. Private tutoring does not take precedence over your contractual obligation to: 

 Provide support to your own students 

 Offer an after-school activity or coach a sport 

 Attend Wednesday afternoon meetings 
3. If school administration feels that a teacher’s heavy tutoring load is having a detrimental effect on his or her 

performance in the classroom, it will intervene.  
4. Teachers must be informed about who is tutoring their students. A student’s teacher and his or her tutor 

should cooperate to ensure tutoring is most effective. However, the teacher is not required to provide lesson 
plans to the tutor. Tutoring does not take the place of what goes on in the classroom. If a teacher feels that a 
tutor is going too far in supporting a student, the teacher should report the concern to the administration. 

5. A tutor must not become the parents’ representative in AIS WEST. It is not acceptable that an AIS WEST 
teacher who is a tutor comes to the administration conveying the wishes of the tutee’s parents, or appears as 
the parents’ representative at conferences.  
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UNANNOUNCED VISITORS  
 
Parents are not allowed to enter student classroom at any time during the school day without permission from the 
administration. If a parent comes to a classroom unannounced at any time during the day (whether seeking a 
conference or to pick up a child), they must be sent to the office to schedule a conference or to sign out a child.  No 
one will be allowed to take a student from a classroom unless the teacher has received notification from the office.  
 
 
UNIFORM REQUIREMENTS FOR STUDENTS 
 
All AIS WEST students are expected to be properly groomed for school and to wear the school uniform daily unless 
otherwise announced by the Administration. 
 
The school uniform consists of regulation or solid blue pants, regulation or solid blue shorts, or regulation skirt and the 
regulation shirt (PE shirt or one with the navy blue collar and AIS logo). During cold weather all sweaters or cover-ups 
should be the regulation style or a solid color without a logo or insignia. 
 
Students who are not dressed according to the dress code might not be permitted to attend class. These students will 
be given the opportunity to: remove the non-uniform item, borrow clothes from unclaimed lost and found items, have 
the appropriate uniform clothing sent to school, or purchase items from uniform shop (we will happily extend the 
student credit and bill their parents). 
 
On out-of-uniform days or after school functions, clothing worn to school events should be in keeping with the 
academic environment of the school. Clothing should be modest and in good condition. Logos depicting inappropriate 
items and or language are not permitted. 
 
Secondary School Dress Code Court 

Each and every day, during homeroom, the homeroom teacher will need to visually scan the students to see if they 
are in uniform. Students who are clearly not in uniform or those that are questionably adhering to the dress code are to 
be referred to the Dress Code Court. If the student is not referred to the Dress Code Court that day, they may not be 
reprimanded for uniform issues as long as they did not change or alter what they were wearing during homeroom. 
 
Teachers may not appeal non-referrals nor may they complain to the administration that a colleague did not send a 
child to the Dress Code Court. 
 
The Dress Code Court will consist of all four core teachers and they will convene court every school day during the 
period of their day designated for school business. With all four teachers serving on the court it reduces uncomfortable 
situations arising from male teachers commenting on the specifics of girls’ clothing and the same for female teachers 
and boys’ clothing. It also shares the responsibility across the team so that one teacher does not look like they are the 
only one enforcing a rule. 
 
The Dress Code Court will decide on each student’s referral. When the Court’s decision is unanimous, the student will 
be provided with the four options outlined in the rules to correct the infraction. As soon as the infraction has been 
addressed, the student will return to his or her classes. 
 
Repeat violators of the Dress Code Court may be referred to the office for insubordination. 
 
 
  



 
2011-2012            Page 27 of 35 

 

VIDEOS AND INSTRUCTIONAL ELECTRONIC COMMUNICATIONS MEDIA  
 
Electronic communications media includes, but is not limited to movies, videos, disks, and tapes. Electronic 
communications media purchased by the school may be used in a school/classroom when it relates directly to a 
subject being studied, correlates with the curriculum guide, and serves to enhance and enrich student learning.  
 
Videos must be used as instruction, not to fill in time. If videos other than those from our school collection will be used 
to extend your lesson, you must request video approval from one of the Principals. You must also document in your 
lesson plans the name of any video you use and list objectives it will meet. Movies and videos may not be used solely 
to entertain or reward students.  
 
 
VISITORS  
 
All visitors are required to report to Reception upon arrival, and state the nature of their visit.  All visitors will be 
required to sign in and wear a visitor's badge while on campus.  Upon leaving the campus, they must sign out and 
return the badge to the Receptionist. 
 
Parents coming in to school are asked to wear a parent’s badge while on campus and to sign themselves in and out in 
the Parents’ Book next to Reception. 
 
Student visitors must be approved prior to their visit. If a student wishes to bring a visitor to school, she/he must 
complete a Visitor Permission Form (available from the Elementary School Office) at least one day in advance of the 
visit.  All relevant teachers and the Principal must approve the visit. The form should be left at Reception to be 
checked when the visitor enters that day. In order not to unduly disrupt classes, the student visitor should not visit the 
school for more than one day unless special arrangements have been made with the Principal. If the Visitor 
Permission Form has not been completed and approved, the student visitor will be asked to return the next day. 
 
 
WITHDRAWING STUDENTS 
 
Every student who withdraws from school during the school year must complete a clearance form before school 
records and transcripts can be released. This form is obtained from the registrar. Students are required to secure 
signatures from all their teachers, the librarian, the business office, and the Principal’s office to ensure that all fees 
have been paid, all books returned, and all other school obligations settled.  
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POSITIVE BEHAVIOR PLAN IN OUR 

ELEMENTARY SCHOOL 
 

 

We expect students to be respectful of themselves and others, to act in a safe and responsible 

manner, and come to school ready to learn. Parents have a large role to play in helping to teach 

their children responsible and respectful behavior. We need everyone’s cooperation to ensure 

that this school remains a peaceful and caring environment. Therefore, we ask parents to review 

the rules of conduct with their children at the beginning of the year and to support us in teaching 

children the importance of following the rules of conduct by discussing any incident with their 

child. 

 

It is up to all of us; students, teachers, parents and administration to treat everyone with respect 

and kindness. By being respectful, we model the behavior we expect from others with whom we 

have contact on a daily basis. 

 

Our first priority is the SAFETY of all students. Every effort is made to ensure that every child is as 

safe as he or she would be at home. At no time will we allow any behavior to compromise this 

priority. 

 

 

Definition of Positive Discipline 

 

Positive discipline teaches important social and life skills in a manner that is respectful to both 

adults and children. It is designed to help children solve problems and make good choices. 

Positive discipline focuses on consequences that promote learning.  

 

Positive Discipline is... 

 Non-punitive (no humiliation; no blame, shame, or pain) 

 Kind and firm 

 An opportunity for learning 

 Designed for children to understand and apply important life skills. 

 

 

 

The Eight Rules of Conduct 

 

1. We must obey the adults in charge. 

 

2. We must be kind and courteous to others. 

 

3. We must be on time and be prepared for class. 

 

4. We must always use polite language. 

 

5. We must use indoor voices inside the school. 

 

6. We must respect school property. 

 

7. We must walk inside the school. 

 

8. We must report any problems to the teacher or the adult in charge. 
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Consequences 

 

Consequences are meant to ensure student safety and to teach appropriate behavior. 

Consequences are also meant to be logical and appropriate. We follow the four R’s when 

deciding on a consequence. The consequence must be: 

 

Related - consequence is associated with the problem. If a student writes on a desk, the student 

would have to clean desks as a consequence. 

 

Reasonable – consequence does not add to the punishment. A student with incomplete 

homework would have to use their free time to finish it. Upon completion, the student could rejoin 

the group.  

 

Respectful - teachers and students maintain a respectful attitude in their manner and tone of 

voice. 

 

Revealed - students should know in advance the consequences of their behaviors. For example, if 

homework is not completed, the student will use his or her free time to finish it. 

 

 

Each student and each situation will be handled on an individual basis. Consequences could be 

one or more of the following: warnings, notification to parents, time out to reflect in reflection 

room, temporary removal from class or bus transportation, parent conferences with the teaching 

team and temporary removal from school. Each of these consequences is briefly described 

below. 

 

Warning: 

Re-teaching and/or elaborating the rule of conduct to ensure that the student understands the 

expectation. Ask the child to repeat to ensure understanding. 

 

Time out:  

In the case of a repeated or more serious misconduct, the student may be required to spend 

time in reflection to write or draw a picture (depending on the age of the student) describing the 

behavior that the student must begin to demonstrate. This reflection sheet is then sent home for 

the parents to sign and discuss appropriate behavior with their child. The reflection log allows 

teachers and administrators to keep a record of the date and reason for the reflection period.  

 

Notification letter to parents:  

A notification sheet, which describes an incident of misconduct, will be placed in the pocket of 

the student agenda. Parents are asked to sign and return this notification sheet. In the case of 

misbehavior on the bus, a copy of the bus driver’s misconduct ticket will be sent with the 

notification letter. 

 

Temporary removal from class or bus transportation:  

When repeated warnings, time out, and notifications home are unsuccessful, or in the case of 

serious misconduct, a student may be removed temporarily from the classroom or bus to provide 

time for the student to develop a plan to change their behavior, with the help and support of 

their parents, teachers and administration. If a student is sent to the office more than twice for a 

similar reason, an intervention meeting will take place with the parents to establish an alternative 

solution.  

 

Temporary removal from school:  

In the case of extremely serious and dangerous misconduct students may be sent home. Student 

must return to school with parent(s) and an intervention plan will be developed with the 

collaboration of the parents, staff, and student before the student returns to the school. 
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Secondary School 

Positive Behavioral Support System  
Expectations & Guidelines for Students 

 

Respect 

Responsibility 

Ready to Learn 
A Guide for Behavioral Expectations 

 
AIS West’s Secondary School will move from a reactive disciplinary system that relies on punishment to a proactive 
approach that incorporates the principles of Positive Behavioral Supports. The system of Positive Behavior Supports 
will increase our capacity to reduce school disruptions and educate all students including those with problem 
behaviors through the following: 
 

 Clearly defined outcomes 
 Research-validated practices 
 Supportive supervisory systems 
 Use of information for problem solving. 

 

Features of Positive Behavior Support 
 

 Establish regular, predictable, positive learning and teaching environments. 
 Train adults and peers to serve as positive models. 
 Teach and model behavioral expectations. 
 Create systems for providing regular positive feedback.   
 Acknowledge students when they are doing the right thing. 
 Improve social competence. 
 Develop environments that support academic success. 

 

 
AIS West would like to acknowledge the work done by the staff at Kruger Secondary School, in Michigan City, Indiana, for their 

hard work in creating the original document that this is based on, making it available for other schools to use, and recognize their 

significant improvements regarding behavior modification. 
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AIS West’s Secondary School 
Behavioral Expectations 

 
This guide provides specific goals, behavioral expectations, teacher and staff responsibilities, strategies for 
acknowledgement, procedures for handling infractions of behavioral expectations, and specific routines to be 
followed. 
 
School Goal: 
Students at AIS West will be respectful, responsible and ready to learn. 

 
 
AIS West’s Secondary School Behavioral Expectations—the 3 Rs: 

 

Respect 

 

Responsibility     
 

Ready to Learn 
 

 
Teacher and Staff Responsibilities: 
 

 Teachers and staff will teach, model and practice each of the behavioral expectations throughout the 
year. 

 Teachers and staff will acknowledge student behaviors that meet our goal. 
 Teachers and staff will implement MIS strategies. 

1. Movement among students in different settings. 
2. Interaction with students in different settings (4 to 1 ratio --4 positive statements to 1 

negative statement). Interaction should be high frequency and high quality. 
3. Scanning students in different settings. This should include visual and auditory techniques. 

 
 Teachers and staff will follow the Six Components of School-Wide PBS: 

1. Select and define expectations and routines. Expectations and routines need to be 
Observable, Acknowledgeable, and Teachable (OAT). 

2. Teach behaviors and routines directly in all settings. 
3. Actively monitor behavior. 
4. Acknowledge appropriate behavior. 
5. Review data to make decisions. 
6. Correct behavioral errors.   

 Pre-Correction,  
 Boosters, and  
 De-Escalation strategies. 
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Handling Infractions of Behavioral Expectations 
 

AIS West’s Secondary School will maintain a level system for handling infractions of behavioral expectations. Outlined 
below is the level system along with the instructions for handling such behaviors: 

 
Level 1 Behaviors include: 
 

 Inappropriate Language 
 Horseplay 
 Defiance, disrespect, insubordination, non-compliance 
 Lying, cheating 
 Harassment, teasing, taunting (physical and/or verbal) 
 Disruption, excessive talking 
 Dress code violation 
 Not prepared for class 

 
Step 1:  Level 1 behaviors are to be handled by the classroom teacher or staff member witnessing such 
behaviors. The student behaviors should be documented using the Minor Infraction Report. 
 
Step 2:  If behaviors persist, the classroom teacher will call the parent to advise them that the teacher will 
meet with the student for the purpose of goal setting. The teacher and student will meet and complete the 
Goal/Strategy Sheet. If need be, the counselor may be a resource for this process.  If you would like to use 
the guidance counselor as a resource, please fill out the Student in Need of Assistance form and send it to 
the counselor. The classroom teacher should phone parents to inform them of the goal sheet. An e-mail or 
note may be sent if phone contact cannot be made. After two weeks, parents should be contacted regarding 
the student’s progress or lack thereof on the goal sheet. Each parent contact should be documented in a 
phone log and on the goal sheet. 
 
Step 3:  If level 1 behaviors have not improved after 4 weeks, please complete the Student in Need Follow-
Up and send it to the guidance counselor. The student support team will meet and the form will be returned 
to you with recommendations. 
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Level 2 Behaviors include: 
 

 Pushing/Shoving 
 Abusive Language 
 Theft 
 Property Damage 
 Truancy 
 Technology Violations 

 
Level 2 behaviors could be referred to the office at teacher discretion. Teachers will complete an Office 
Discipline Referral and send it to the office. The appropriate personnel will call for the student when 
instruction is least interrupted and an administrator is available. On the same day the student is sent to the 
office, the teacher or staff member witnessing the incident will communicate the details to the parents by 
phone. 

 
 

Level 3 Behaviors include: 
 

 Fighting 
 Arson 
 Bomb threat, false alarm 
 Use, possession of alcohol 
 Use, possession of prescription or non-prescription drugs 
 Use, possession of tobacco 
 Use, possession of weapons 

 
Level 3 behaviors should be referred to the office immediately. The teacher will complete an office referral to 
accompany the student. Consequences for students who engage in level 3 behaviors will include removal 
from the classroom for a period of time. An administrator will notify parents. 
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Student Behavior Management Process 
 

 

 
 

 

Observe 

Problem 

Behavior 

Problem-

solve with 

students 

Is behavior 

office-

managed? 

NO 

*Use Teacher 

Consequence 

(see below) 

**Complete 

Minor Incident 

Report 

(see below) 

 

Has the 

teacher 

team given 

the student 

four MIRs 

during this 

report card 

term? 

NO YES 

Write Office 

Discipline 

Referral 

Form 

Teacher-managed 

 Language  

 Lateness 

 Preparedness 

 Calling out 

 Put down 

 Throwing items 

 Refusing to work 

 Minor dishonesty 

 Touching 

 Tone/Attitude 

 Electronic devices 

 Food  

Office-managed 

 Weapons 

 Fighting or 

aggressive physical 

contact 

 Chronic minor 

infractions 

 Aggressive 

language 

 Threats 

 Harassment 

 Major dishonesty 

 Truancy 

 Smoking 

 Vandalism 

 Alcohol 

 Drugs 

 Gambling 

YES 

Write Office 

Discipline 

Referral Form 

 

Administrator 

Determines 

Consequences 

*Take concrete action to correct behavior (fill out student goal sheets, start the student on a weekly progress report, 
assign detention, student conferences, etc.). 
 
**Minor Incident Reports (MIRs): issue MIR slip when student does not respond to pre-correction, redirection, or verbal 
warning. 
 
Notify parent following each MIR. 
 
When possible, have the corrective action correspond to the behavior being corrected. 

Administrator 

Determines 

Consequences 

Continue 

teacher 

management 

until 4 MIRs 

are collected 


