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See AIS Policy Manual 1.203 
 

To provide outstanding education to students and excellent professional 
opportunities for educators in international communities, instilling the 

knowledge, skills, and character necessary for success in the 21st 
century. 

 
 
AIS EGYPT PHILOSOPHY & BELIEF STATEMENTS 
 
See AIS Policy Manual 1.204 
 
AIS EGYPT TEACHER CODE OF ETHICS 
 
See AIS Policy Manual 1.206 
 
AIS WEST TRADITIONS 
 
School Colors: Navy Blue, White, and Orange 
Mascot: Lynx 
Unofficial Motto: “Lynx to Learning” 
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ACADEMIC HONESTY 
 
See AIS Policy Manual 3.812 for definition of Academic Honesty.  
 
Monitoring Academic Honesty on Written Assessments 

Secondary students will be required to submit all writing assignments through turnitin.com or electronically to their 
teachers to verify original work.  Students participating in the International Baccalaureate Diploma Program will be 
required to sign an agreement and understanding of the IB Academic Honesty expectations, reconsideration process, 
and appeals procedures in the event of suspected malpractice, as outlined in the “General Regulations:  Diploma 
Program” handbook (page 10, section C).   
 

Consequences for Academic Dishonesty 

If a student cheats, plagiarizes and/or lies, she or he may not receive credit for the entire assignment and may not 
qualify for makeup of the assignment; this is subject to the school administration’s discretion taking into account the 
intended audience of the assessment.  
 
Behavioral and academic consequences for suspected and confirmed academic dishonesty will be determined based 
on the severity of the offense. The specific consequence for any violation of academic honesty will be determined by 
the school administration after consultation with the teacher and a review of any prior violations.  
 
It remains an expectation at AIS WEST that the assignment in question must still be completed, with full academic 
honesty.  
 
For International Baccalaureate students, DP Coordinator, in consultation with the school administration, may assign 
additional penalties based on the severity of the offense up to, and including, expulsion from the program, in 
accordance with the IB Diploma Program guidelines and procedures. 
 
Minimizing the Opportunity for Cheating on Semester Exams & Classroom Assessments 
1. The desks should be spaced and spread out through the rooms; students should not sit immediately next to one another. 
2. All students should be provided colored paper to use as a cover sheet.  
3. We will provide all paper that the students will use for the exam, including lined writing paper. Students are required to turn in 

any scrap paper or note paper they use during the assessment.  
4. All mobile phones are to be switched off and set on a common desk/table where they will remain for the exam periods. 

Students may not pick the phones back up until they are leaving for the day—they may not have them once they finish an 
exam or even once every student finishes; they may touch them only as they are walking out the door to leave school. If a 
student claims that they do not have a phone, she or he will have to empty all of her or his pockets to verify this. 

5. Any conversations during the exam, especially in Arabic, can be viewed as cheating and if done during a course’s final 
assessment, students will not be allowed to complete their exam; they will be graded up to the point where the paper was 
taken. Teachers will continually monitor/ supervise/ invigilate.  

6. If students bring something to read in case they finish their assessment early, they must leave the reading material in the 
designated location in the exam room, separate from where they write their exam. They may only pick-up the reading 
material by exchanging it for all of their pens/pencils. 

7. Bathroom breaks will be limited.  
8. Unless there is an absolute emergency situation, a student will have to wait until after the exam to see the doctor. 
 

 
ACCIDENT REPORTING 
 
All accidents, except those of a very minor nature, must be reported to the School Doctor and Principal to ensure 
proper treatment and to remedy potential dangers. Following the referral of the student to the doctor for treatment, an 
accident report must be completed by the first staff member to become aware of the accident. Accident reports are 
available from the doctor, to whom they must be returned when completed. 
 
 



 
2014-2015            Page 6 of 44 
  

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.  
 
Class attendance is mandatory for the entire school day before a student may attend any extracurricular activity.  
Participation in extracurricular activities is an additional responsibility that should not conflict with the student’s primary 
academic responsibilities.  
 
 
ALCOHOL & DRUG ABUSE 
 
Students  
 
See AIS Policy 4.406 & 4.407 
 
Faculty and Staff 
 
Faculty and staff at AISW are never to consume nor have in their possession on school property, during school 
activities or events, or school transportation, alcohol or illegal drugs. If you are arrested for any criminal activity off 
campus, there will be repercussions at AISW. Please use good judgment at school and on your own time. Educators 
are always held to a high standard in society for behavior. Remember that you always represent AISW and your 
profession.  
 
 
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. All assembly agendas and seating arrangements 
must have prior approval from the principal. 
 
Teacher Responsibility 

Teachers are expected to remain with their students at all times. In addition, teachers will be responsible for the 
general supervision and control during the assembly.   
 
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/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. 
• Appropriate expressions of applause are encouraged. 
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ASSESSMENTS 
 
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. 
 
Students should not have to sit for multiple, larger assessments on the same day. Additionally, teachers are to provide 
students at least one-week prior notice of all summative assessments. 
 
It is a guiding principle at AIS West that students, as well as adults, learn from their mistakes; therefore, all summative 
assessments are open to multiple administrations. Teachers will establish clear re-sit criteria and include these in their 
course syllabus. In order for a student to be eligible to re-sit, he or she must have met all of the pre-established 
criteria. 
 
  
ATTENDANCE  
 
Student Attendance 
See AIS Policy 4.201 
 
 
The following communications will take place in cases of excessive absenteeism.  

• 5th absence: notification  
• 10th absence: parent conference with Principal or attendance official 
• 15th absence: notification that the high school student will not earn credit in impacted courses 
• 20th absence: notification that the middle school student will not earn credit in impacted courses 

 
For students missing extended periods due to illness a “homebound status” can be applied for, from the appropriate 
Principal and implemented. 
 
Make up Work for Student Absences 
For excused absences, students may make arrangements with individual teachers to make up missed exams or work. 
In general, students have 1 day per day absence to make up missing work.  
 
 
Teacher Attendance 
 
If you are going to be out, call, text or email the Assistant Principal the night before or by 6:15AM on the day of the 
absence. It is very difficult to locate a substitute after 6:30AM. The Assistant Principal will make arrangements for a 
sub. Make sure the day’s lesson plans are on your desk or that someone will bring them to the office for you or you 
can email them in. In case of extended absences, the teacher should phone the school every day to report expected 
return or continued absence. Call before 12:00PM so that the same substitute can be requested.  
 
Two day’s pay will be deducted for each day of unauthorized absence in addition to a ‘double count’ of the absence 
towards the end of year Non-Absence Bonus.  
 
 
BOOK-BAGS 
 
Book-bags, of any size, are not allowed inside the classrooms. 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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Elementary students are provided with cubbies to store their book-bags. Bags with wheels are not strongly 
discouraged as they do not fit into the cubbies.  
 
 
BUS  
 
Good conduct of school bus passengers is essential to provide a safe and effective means of transportation for all 
students.  If the bus monitor witnesses or is made aware of a bus infraction, she will inform the transportation 
supervisor and he will write a bus referral and send it to the appropriate administrator. Bus safety rules are:  

1. All students must remain seated while the bus is moving. 
2. Students are expected to respect the school bus property. 
3. All students will wear the safety belt at all times while on the bus. 
4. Students should not throw objects while on the bus. 
5. Students should use a quiet voice level and avoid shouting. 
6. Students should keep their hands and feet to themselves. 
7. Bullying, harassment, and name-calling will not be tolerated. 
8. All students are expected to be respectful toward others and avoid the use of profanity or other unacceptable 

language. 
9. All students are expected to always display respect toward the driver and bus supervisor.   
10. Students are expected to report promptly to the bus after the 2:50 dismissal time.  The buses are scheduled 

to depart at 3:05.  
11. Fighting will result in an automatic bus suspension, no matter who starts the fight.   

    
Consequence steps during each quarter marking period:  (Depending on the severity of the infraction, the 
administration reserves the right to skip the warning step and assign one or more days of bus suspension.) 
 
Fighting will result in an automatic bus suspension of 3 or more days. 
 
☐ 1st Referral  Warning-only for first bus referral 
☐ 2nd Referral  1 day bus suspension 
☐ 3rd Referral  2 day bus suspension 
☐ 4th Referral  3 day bus suspension 
☐ 5th Referral  4 day bus suspension  
☐ 6th Referral                Bus suspension for remainder of quarter marking period 
 
* Please note that at the start of each term, if the warning has already been received, he/she will receive a bus 
suspension for one or more days for each referral received. 
 
 
CHANGE OF CONTACT DETAILS 
 
Staff members are asked to promptly report changes in parent contact details regarding email, mobile, or telephone 
numbers to the secretarial staff. Please make sure that all information is current throughout the year. 
 
 
CHANNELS OF COMMUNICATION 
 
When a question or problem concerning a student and his or her work in school occurs, the best course of action is 
direct communication between the classroom teacher and the parent. AIS WEST teachers are expected to provide 
regular and timely communication to students and parents. Students and parents are expected to promptly 
communicate any questions and/or concerns they may have directly to the teacher and not bypass the teacher and go 
to the administration. When a student has a concern, she or he should also see the teacher first. Teachers should 
reply to all parent emails and phone messages within 24 hours.  
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Problems which remain unresolved through a conference with the teacher or counselor, or 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.  
   
 
CHILD ABUSE POLICY 
 
See AIS Policy 3.705 
 
 
CLASSROOM CARE  
 
All teachers must maintain an orderly, neat, and attractive classroom. Keep in mind that your classroom makes a 
definite statement about you as a teacher. Choose to display your pride in yourself and your school to parents, 
students and colleagues by maintaining an organized, clean, and stimulating learning environment. If you take pride 
in your room and in the cleanliness of our school, that pride will rub off on your students. Set the example and model 
it for your students. (Reinforce good cleaning habits.) Teach your children how to organize and straighten their area. 
 
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. 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. Make sure you and your students end 
the day cleaning, straightening, and picking up books off the floor of your room. Anytime you have a spill, (water, juice, 
coke, coffee, etc.) or if gum gets in the carpet, send for the cleaning crew immediately. 
 
 
CLASSROOM MATERIALS AND REQUESTS 
(See also Technology Support Requests, Maintenance, Cleaning and Carpentry Requests)  
 
Many classroom materials and forms are kept in a common stocked supply room (room 113), managed by Essam 
Magd. You will need to submit a Materials Request Form and our supply office will deliver the items to you.  This 
Materials request form is online, and you will receive a link to this form. Please save this link on your computer. Essam 
reviews the list of requests each morning and during the day. The supply room will deliver item requests in the morning 
and then again in the afternoon. Requests that are submitted after 12:00 p.m. will be delivered the next morning. 
Please do not request items from the Supply Room by email or in person. Examples of items in our supply room 
are: 

• Stationery needs (pencils, pens, markers, scissors, colored paper, crayons, etc..)  
• Batteries 
• Listening Stations 
• Textbooks 
• Printer paper 

 
 
CLASSROOM OBSERVATIONS 
 
Informal observations often follow a Walk-Through model, which is designed to facilitate quick observations of the 
level of student engagement, the learning objectives, instructional strategies, and the classroom environment. Formal 
observations will adhere to the teacher supervision and evaluation process of AIS WEST. 
 
 
COMMITTEES 
 
Each year a number of faculty committees will be formed to deal with specific topics or issues. Teachers are 
encouraged to serve on such committees. 
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COMMUNICATION WITH PARENTS 
 
All mass written correspondence to parents (i.e. team, drama group) or to an entire grade-level must be approved in 
advance by the Principal. A copy of letters or emails to parents of individual students concerning deficient 
performance, poor attendance and other problems should be saved. Please keep the administrators informed and 
remember that all correspondence provides a record and documentation. Please be sure to check spelling and 
grammar on any communication and to convey any messages in a positive and professional way.  
The school schedules parent conference days in the fall and in the spring. Teachers are requested to hold additional 
conferences with parents as needed throughout the year; Sunday after-school is set aside specifically for this purpose. 
Take the initiative in establishing parent meetings. These parent conferences help to establish the relationship that will 
result in better student achievement.  
 
Teachers are to use their AIS WEST email address when communicating with students and parents via email. When 
sending an email to a group of parents, teachers are to enter parent email address in the “Bcc..” field to preserve 
confidentiality and to eliminate the option of a parent using ‘reply all’. 
 
 
COMMUNITY ACTIVITIES 
Employees will abstain from any political activity or other acts in conflict with the material or moral interests of the 
Egyptian government or Egypt, our host country. 
 
 
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 Sundays 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 by the teacher, 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-
proclaimed 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.  
 
 
CONFIDENTIALITY 
 
While it is sometimes necessary for staff to discuss student issues during the work day, personal and confidential 
information regarding a student should not be shared outside of the school walls for any reason by any staff person. 
The most appropriate means of complying with this regulation is to approach it conservatively. In addition, it is helpful 
to view it from a personal perspective in the sense of how we would want someone to deal with information if it was 
about our own children or ourselves. 
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COPY SERVICES 
 
Photocopying  
Plan with teachers at your grade level so papers you will be using can be run at one time. At a minimum, you must 
have any papers you want copied turned in to the copy center 24 hours in advance. Coordinate with your grade level 
so everyone’s copies can be run at the same time. The more copies you run together, the fewer masters it takes, and 
this results in your materials being more economical.  
 
All photocopying for instructional purposes will be made by the copy clerks in the production room. This should be 
used for a limited number of copies. Students may not have any materials copied for personal use. Students are not 
permitted to operate any photocopying machines in the building or to visit the photocopying room. 
 
Color Printing  
Staff does not have direct access to color printing. Any items that need to be printed in color must first be emailed to 
the Principal for approval and, if approved, the items will be forwarded by the principal to the copy room and printed by 
the copy room staff.  
 
 
CURRICULUM FRAMEWORK OVERVIEW 
 
See AIS Policy 3.10-3.40 
 
 
DANCE POLICY 
 
Basic Rules of All Dances 

1. Students are responsible for the behavior of their guests. If a guest commits an act that would require 
disciplinary action, the AIS WEST student will serve the consequence. 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. Only one guest per student. Students must be with the guest at the gate when they enter the gate 
and they will be photographed to clearly establish who arrived together.  

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

 
 
DISCIPLINE: Behavior Policy and Student Expectations 
 
See AIS Policy Manual 4.40 
 
At AIS West Campus, our Student Code of Conduct is based on the following beliefs: 

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

inappropriate behavior. 
• Discipline should involve considerations for individual circumstances as well as for the rights and welfare of 

the entire school population.  
• We will interact with all stakeholders from the norm of “Public positively” and “Private Negatively.” 
• The school strives to achieve a balance between the rights of the students and the need for order and safety.  
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The school administration and staff are committed to the principle of fair and equal treatment of all 
students within the school as well as uniform and equal enforcement of school policies, but each case 
will be reviewed as an individual event. Through cooperative relationships between students, school 
staff and parents, the school experience for all students can be meaningful, stimulating and produce 
lifelong benefits. Students are expected to: 
• Attend school on a regular basis and be prompt in arriving at school and to assigned classes 
• Understand and adhere to all school policies and be willing to accept the responsibilities that go along with 

their rights and privileges 
• Respect the worth and dignity of each individual and respect the rights of fellow students 
• Respect the rights and responsibilities of all staff members as they perform their duties 
• Observe a code of conduct for all citizens through the use of proper language, etiquette and appearance 
• Exercise proper use of and care of school facilities and equipment. 

 
 
DISCIPLINE: TEACHER RESPONSIBILITIES 
Look upon discipline as a means of developing student self-control and realize that it is therefore an essential part of 
every good learning situation.  Classroom discipline is essentially the teacher's responsibility. The teacher is expected 
to have tried several approaches to solve routine discipline problems prior to referring the student to administration.  .  
Good teachers recognize their responsibility as members of the school staff and exert their influence for developing 
self-control with all students in all parts of the school, as opportunities present themselves to do so.  Generally 
speaking, an important part of your job as a teacher is to handle discipline problems effectively. When you need 
advice for handling a group or an individual, consult a fellow teacher, your department chairperson, a guidance 
counselor, or a Leadership Team member. The following are some principles leading to successful classroom 
discipline and control. 

• Be prepared for class. Ten seconds of idle time can develop into 10 minutes of problems. 
• Make your assignments reasonable and clear. 
• Be a good and neat dresser and be friendly. 
• Be prepared for the unexpected. 
• Keep rules to a minimum--basic rules are needed, but many rules have no real purpose. 
• Be consistent every day. 
• It is never appropriate to punish a whole class for the actions of a few. 
• Never say anything to a student in front of a class that you would not say in the presence of your Principal. 
• Never humiliate a student in front of others. 
• Students have plenty of friends. Don't be a "friend" be a teacher. 
• Don't be afraid to apologize. 
• Use the telephone. Let the parents work with you. 
• Never argue with a student in front of the class. 
• Be enthusiastic--it's contagious. 
• Don't be a screamer. Increasing sound volume does nothing but make noise. 
• Know your students' hobbies, interests, problems, friends, etc.; show a sincere interest in these things. 
• Keep Leadership Team members informed when dealing with problem students. 

 
 
DISCIPLINE: Positive Behavior Support 
 
AIS relies on a proactive approach to discipline 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. Features of Positive Behavior Support are:  

• Establish regular, predictable, positive learning and teaching environments. 
• Teach and model behavioral expectations 
• Acknowledge students when they are doing the right thing 
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• Develop environments that support academic success.  
• Create systems for providing regular positive feedback.  

 
DISCIPLINE: Conduct Violations and Consequences 
 
Negative behaviors that will prompt disciplinary action are divided into three major categories as follows:  
 
Level 1 Infractions: Minor infractions 
Examples of general misconduct behaviors include (but are not limited to) the following: 

• Refusal to follow prescribed school rules and regulations, such as dress code, mobile phone policy, etc… 
• Profanity or obscenity in English or in Arabic 
• Excessive talking 

Level 2 Infractions: Major infractions 
• Intimidation/Bullying 
• Inciting others to break school rules 
• Disrespect  towards a teacher or staff member 
• Intentional damage or destruction of property 
• Repeated disruptive behavior 
• Inappropriate physical contact 
• Plagiarism and cheating 

Level 3 Infractions: Illegal or Severe Infractions 
• Theft or possession or stolen property 
• Arson 
• Possession or use of illegal substances 
• Possession of a weapon 
• Extortion 
• Harming or threatening to harm fellow students or staff 
• Violations of Egyptian law 

Consequences for behavior infractions are as follows:  
 
FOR ELEMENTARY STUDENTS:  
Minor Infractions: 

1) Teacher gives first verbal warning 
2) Teacher gives second warning and initiates other classroom management strategies such as moving student 

to another location in the room, separating from the group, time out, etc.. 
3) If student continues to persist in behavior, teacher issues a Minor Infraction Report (MIR).  
4) Teacher/administrator discusses the behavior with the student and assigns consequences depending on the 

severity of the behavior. The parent is informed that the child has received an MIR. The Infraction is 
maintained in the student’s discipline file.  

 
Repetition of infractions: 
1) If a student receives 5 MIR’s, an OFFICE REFERRAL is mandated. An administrator meets with the student 

and assigns a progressively more serious consequence and the parent is notified of this consequence. A 
parent conference may take place at this time. Student may be placed on a Behavior Plan where 
expectations are agreed upon and all parties sign to the agreement. Counselor may be called in to provide 
behavioral counseling support during detentions.  
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2) Continuance of behavior infractions directly following the initiation of the Behavior Plan will result in after-
school detention. The parent is notified that the Behavior Plan has been violated. On the 3rd behavior 
infraction following the initiation of a Behavior Plan, the student is assigned an in-school suspension. Another 
Parent/Teacher/Student conference is convened. The Principal is present at this conference.  

3) Continued repetitions of Level 1 infractions, or instances of Level 2 infractions require a student to be placed 
on a Monitored Behavior Plan.  

4) Violations of the Monitored Behavior Plan may result in at-home suspension or other serious consequences 
upon consultation with teacher/counselor/supervisor/principal/head of school.  

 
Serious infractions 
Consequences are immediate and determined by administration. Consequences are assigned in direct relation to the 
offense.  
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FOR SECONDARY STUDENTS 
Secondary discipline procedures follow the flowchart steps below:  
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Minor Infraction Reports (MIR) (Secondary Students) 
 
An MIR is used to document teacher-managed student behaviors. In other words, MIRs are issued when a student 
has repeatedly ignored or broken rules in the teacher-managed category on the Behavior Management Process Flow 
Chart. (See flow chart.) 
  
Each time an MIR is issued, the teacher must send a personalized email home to the child’s parents. In the email, the 
teacher must identify why the child received the MIR and how the child can improve in the future to avoid receiving an 
MIR again. Each MIR email must also have the divisional vice-principal carbon copied in the email. Moreover, an MIR 
is only considered official when the parents have been notified via email with a carbon copy to the vice-principal. MIR 
emails must contain the following information in the subject line: 

 
(Student Name) + Grade Level + MIR 

Example: Mohamed Abdel Hamid Youssef Gr 7 MIR 
 
*If a student is given a time out in another classroom and denied access to instruction by the teacher, an MIR must be 
issued to document why the student was denied access to their education. 
 
Middle School Procedures: 
MIRs accumulate over a rolling 8-week period, which means that MIRs expire 8 weeks from the issue date. If a child 
has 4 active MIRs simultaneously, the teacher is required to call a conference with the child’s parents. After 4 MIRs 
and a parent conference, the teacher is required to issue an office referral for the fifth "active" MIR. 
MIRs are accumulated and tracked by individual teachers. For example, if a student receives 4 MIRs from 4 different 
teachers, a parent conference is not required. If a student receives 4 MIRs from the same teacher, a parent 
conference is required. After 4 documented MIRs and a documented parent conference, the teacher may submit an 
Office Discipline Referral (ODR) to refer the child for discipline from the administrative team. 
 
High School Procedures: 
MIRs accumulate over a rolling 8-week period, which means that MIRs expire 8 weeks from the issue date.  
High school MIRs are accumulated collectively across classes. The High School Vice Principal will track the MIRs, 
based on receiving copies of emails sent to parents regarding MIRs that have been assigned.  Once a high school 
student receives 4 MIRs, the Vice Principal will call a (required) parent conference, and will ask the teachers who have 
given the student one of the active MIRs to attend the meeting. If a student receives a 5th MIR within the same 9 week 
rolling period, the Vice Principal will write an Office Discipline Referral on the student, and will contact the parents 
regarding this.   
 
Office Discipline Referrals (ODR) 
 
An ODR is used to document office-managed student behaviors. Unlike the MIR, ODRs are used to document chronic 
minor infractions (more than 4 documented MIRs and parent conference) or major infractions (See flow chart.) If a 
child is sent to the office for discipline, an ODR must be submitted the same day. 
Upon issuance of an ODR, the teacher must send a personalized email home to the child’s parents. In the email, the 
teacher must identify why the child received the ODR and how the child can improve in the future to avoid receiving an 
ODR again. The Principal and divisional Vice-Principal must be carbon copied in the email. The following information 
must be placed into the subject line: 
 

(Student Name) + Grade Level + ODR 
Example: Mohamed Abdel Hamid Youssef Gr 7 ODR 

 
Failure of students to comply with the school’s progressive discipline plan may result in a student being asked to leave 
the school.  
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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. 
 
 
DRESS CODE, Faculty  
 
Also see AIS Policy 2.304 
 
AIS WEST teachers will maintain a level of professional appearance equal or superior to professionals in similar fields, 
including the style and manner of dress. Men and women are encouraged to dress properly. Men are expected to 
wear ties and wear dress shirts, dress slacks, no jeans, dress shoes and socks. Women are expected to dress 
conservatively and appropriately in dresses, slacks, skirts (appropriate length for a school environment) and blouses 
and dress shirts. T-shirts, eccentric shirts, jeans, shorts, tightly fitted garments, ski-pants, beach flip-flop, leggings, and 
jeans of any color are inappropriate for classroom teachers and may not be worn to school.  
 
 
DUTY RESPONSIBILITIES 
 
A duty schedule will be developed by the administration. Each teacher will have assignments each week. Be prompt 
for your duty. Teachers are responsible to have someone cover duties if they are unable to take the duty for any 
reason. A trade in duty is a fair way to handle this problem. If a teacher recognizes that the area is not supervised, 
he/she should call the office (or send a student) and supervise until someone arrives to take the duty. The duty person 
should not leave his or her designated area unsupervised for any reason. Students are not to be left in any room 
unsupervised at any time. Position yourself on the playground to cover the largest area and the most students at all 
times. Be on the watch. Be in position when recess begins and remain on duty until all of the students have cleared 
the area. Do not leave the playground to bring discipline problems to the office. Do not visit with other staff members 
or small groups of children during your duty. Circulate around the area assigned to you. 
 
 
ELEVATOR USE 
 
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.  
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Students must maintain a positive academic and behavioral standard in order to participate. Any activity sponsor who 
has concerns regarding student participation, especially for international travel opportunities, should address these 
directly with the principal. The principal has the final say in all eligibility matters and may require students and their 
parents to sign a behavioral/academic plan. 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. When students travel as part of a school team, teachers 
need to provide two school days upon their return to complete assignments and/or sit for assessments; students do 
not have time during these activities to study properly or work on extended homework and it is also unfair to students 
to require them to complete assignments in advance unless they have been provided suitable notice. 
 
Students may participate in school trips, athletic and/or cultural, for a total of six school days. That total includes 
athletic and cultural activities as well as tournaments and conferences (e.g. METS, MUN) hosted by AIS WEST. 
 
Teachers may participate or sponsor trips, athletic and/or cultural, for a total of six school days. This includes athletic 
and cultural activities as well as AIS WEST hosted activities and conferences (e.g. METS, MUN). The Principal will 
establish a rotating schedule for teachers' participation in school trips and AIS WEST hosted activities so that a greater 
number of teachers may bring their contribution and participate in school activities.  
 
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. 
 
 
EMERGENCY PROCEDURES 
 
See AIS Policy 1.306 
 
 
ENGLISH LANGUAGE LEARNERS (ELL) PROGRAM 
For students identified as needing English language support, referred to as English Language Learners (ELL), 
specialist teachers in our Learning Support department are hired to work with them in a program that provides support 
for their successful participation in mainstream classes. Teachers will receive training in the referral process for 
students needing Learning Support services.  
 
 
EVALUATION OF INSTRUCTIONAL STAFF 
 
See AIS Policy 2.308 
 
Evaluations of all instructional staff take place annually. Teacher evaluations are based on self-assessments, walk-
through observations, extended classroom observations by peers and/or administrators, and the fulfilment of 
professional obligations. 
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FACILITY SAFETY  
 

All exits to classrooms and buildings must be clear and accessible at all times. Make sure there is nothing blocking 
your fire exit doors. Evacuation plans and procedures for fires are to be posted by each teacher on the classroom wall 
beside the main door.  
 
 
FACULTY HOURS  
 
The regular school day for teachers Sunday through Tuesday is from 7:30AM-4:00PM. Wednesdays are reserved for 
meetings and other school related business and the work day will end at 4:30PM. On Thursdays, teachers’ departure 
time will be 3:15 PM, taking into consideration the late departure on Wednesdays.  
 
 
FACULTY / STAFF MEETINGS  
 
Also see AIS Policy 2.311 
 
Faculty meetings, full faculty and/or divisional, will be held on Wednesday afternoons. Steering Committee, 
Accreditation, planning meetings, etc. may also occur once a month unless more are needed. Childcare, doctor 
appointments, sports coaching, etc. should not prevent or limit teacher attendance and participation.  
 
 
FIELD TRIPS 
 
Also see AIS Policy 3.704 
(Also see International Travel Procedures)  
 
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.   
 
Teachers should follow these procedures when planning a field trip: 

• Check the proposed place for the field trip for safety and control factors. Check to see that you can meet the 
objectives for the trip. 

• Complete a Field Trip Request form and submit it to your Principal at least two weeks before the proposed 
trip date. 

• Review the purposes of the trip and how it relates to your course outline, including how you will prepare the 
students ahead of time, debrief and assess the trip for content knowledge, skills and insights gained. 

• Obtain approvals (administration, business manager, transportation supervisor).   
• Make arrangements for covering classes you will miss while on the field trip. 
• Notify teachers concerning students on the trip (school bulletin, etc). 
• Plan for distribution and collection of parent permission papers. 
• Make arrangements with the Business Manager regarding charging or collecting fees for the trip.    
• Assure that the field trip has been placed on the school calendar. No field trips during school hours may be 

held during the first 3 weeks or the last 4 weeks of school. 
• The cost of the field trip, including entrance fees and food, is the responsibility of the parents. 
• There is no charge for transportation within the Cairo area. Students must pay transportation fees for any trip 

out of greater Cairo. 
• Overnight trips must be approved by the Director. Students taking field trips during the day should be back on 

campus by no later than 1:30 p.m. as buses are utilized for transporting students and staff home. Allowances 
for Cairo traffic jams and delays should be considered in making plans for the day. 

• When students go on a field trip they are required to wear the school uniform. 



 
2014-2015            Page 20 of 44 
 

• The ratio of teachers to students will be 1-10. 
• Teachers must receive notice of the field trip a minimum of two weeks prior to the event. Field trips with less 

than two weeks’ notice will not be allowed to take place. 
 
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 chaperone’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. 

 
 
FIRE DRILL EXITS & LINE-UP 
 
Also see AIS Policy 1.306 
 
During a fire drill, everyone in the building is to exit the building in an orderly manner and remain as quiet as possible.  
 
Evacuation Procedures 

• Make sure your classroom is empty and the door is closed but unlocked. 
• Accompany your students to their assigned areas on the athletic field making sure that students proceed in a 

quiet and orderly manner—secondary school students line up by grade level and homeroom on the far side of 
the field paralleling the road; elementary students line up by grade level and class on the turf field with the 
youngest students closet to the stairwell and the older students closest to the gym building.   

• Have your roll sheets and communication cards in order to account for each student. 
• Take role. 

o If you can account for all students, hold up your green card. 
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o If you cannot account for all your students, hold up your red card. 
• Remain with your students until the all clear has been sounded or you are released by an administrator. 
• Accompany your students back to your classroom. 

 
 
FOOD SERVICES AND THE CAFETERIA 
 
Students may only be in the cafeteria during their assigned lunch breaks and must remain the areas designated for 
their group. Faculty should not send students to the cafeteria to purchase food for them.  
 
 
FORMS FOR TEACHERS (on teacher portal)  
 
See Appendix H at end of document.  
 
 
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  
 
(see also Report Cards)  
See also AIS Policies 3.803 – 3.808 
 
As AIS WEST utilizes a standards based curriculum, the grades students earn are measurements of mastery for each 
standard. 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. Students must 
have been registered for at least five weeks of the marking period to receive a grade. 
 
All grades will be recorded in the teacher’s official standards-based grade book in a timely manner. All entries should 
be clearly labeled and easily understood by other educators. The administration has the right to request access to a 
teacher’s grade book throughout the school year. Each teacher is required to submit his or her grade book to the 
school at the end of the academic year. 
 
Additionally, teachers are expected to enter marks in their grade book throughout each of the four terms. Grades are 
reported to parents every 9 weeks.  
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GRADUATION REQUIREMENTS 
 
See AIS Policy 3.814 
 
 
HEALTH SERVICES / CLINIC 
 
(see also Illness and Exclusion from School Guidelines) 
 
The Clinic is located on the first floor. This room is open for students who may need health services from 8:00am to 
3:00pm. 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.   
 
 
HOMEWORK 
 
See also AIS Policy 3.801 
 
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 
   Elementary School  30 minutes maximum 
   Middle School  60-90 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”. 
 
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 
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Homework request when absent or sick 
 
Students 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. 
 
 
ILLNESS & EXCLUSION FROM SCHOOL GUIDELINES 
 
(see also Health Services/Clinic) 
 
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. 
 
 
INTERNATIONAL TRAVEL PROCEDURES 
 
See AIS Policy 3.704  
 
In addition to the policy, all international trips for AIS WEST will take place during the “Week Without Walls.” Setting 
aside a designated week for international travel is done for the following beneficial reasons:  

• it allows for greater staff participation and reduces the burden on others due to the need for substitutes,  
• trip week is immediately after the first semester exams thus reducing the impact that these trips have on units 

of instruction, 
• the school will be able to provide students who are not attending the trip with other opportunities for 

experiential learning. 
 
Trip Week does not include travel organized by the Middle East Triangle Sports Conference, Model United Nations, or 
other such events/competitions that are exclusively scheduled by the host school. Teachers wishing to sponsor travel 
opportunities for students during any other time of the school year other than trip week, will need to do so during 
school vacation times.  
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Locations for Trips 
The secondary school will designate locations to each grade level so that the trips are tied to the curriculum standards, 
provide varied locales, and do not present excessive financial burdens for parents. Direct flights to and from Cairo 
International Airport are required. All precautions for participant safety will be taken into consideration when selecting 
travel options. 
 
Participation Guidelines for AIS West 

(in addition to AIS Policy 3.704) 

Teachers may participate in trips, athletic and/or cultural, for a total of four school days, beyond the “Week Without 
Walls”. This includes athletic and cultural activities as well as AIS WEST hosted activities and conferences. The 
Principal will establish a rotating schedule for teachers' participation in school trips and AIS WEST hosted activities so 
that a greater number of teachers may contribute and participate in school activities.  
 
Students must meet the following requirements to participate in school-sponsored international trips 

• Passed all classes at the end of the preceding report card. 
• Behavior Self-Regulation grades must all be 2 or above on the preceding report card. 
• Must have less than 10 absences. 
• All tuition fee payments must be current.  

 
Students Who Do Not Travel 
There are a myriad of reasons students and parents may decide not to participate in the grade level’s class trip. 
Students who do not attend are still expected to participate in a project to demonstrate that they have benefited from 
experiential learning. Our intent is to have students participate in two days of job shadowing, visually document what 
they did each day, interview employees, and make a brief presentation to an AIS West teacher about the experience.  
 
 
LANGUAGE OF INSTRUCTION 
 
See AIS Policy 3.708 
 
 
LEAVE: SICK, BEREAVEMENT, MATERNITY, DISABILITY, ANNUAL, JOB SEARCH, UNPAID, AND PERSONAL 
DAY 
 
See AIS Policy 2.315 and 2.213 
 
Please note that you must complete a Request for Absence form, submit it for administration and receive approval 
prior to taking any type of leave except for calling in an unforeseen sickness. Personal days must be scheduled in 
advance. You cannot “call in” a personal day without receiving advance permission to take it.  
 
Regardless of the type of leave (even for calling in sick), teachers are responsible for making sure meaningful plans 
are left for your substitute teacher.  
 
 
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 
appropriate secretary. The student is to be checked out from the office and sent to reception. He or she should check 
back in at the office to get an admission slip if returning before the end of the day. 
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LEAVING DURING THE SCHOOL DAY—Faculty  
 
Sometimes it may be necessary for a teacher to be off campus or to leave the school early. Being off campus should 
only be considered for purposes that cannot be fulfilled after dismissal from school or during the weekend. Some 
necessary reasons to be off campus may include:  

• Emergency doctor visit 
• A banking issue that cannot be resolved after school 
• Visa and/or passport issues 

Before leaving the campus, you must first seek permission from your school administrator. The administrator then 
completes an online form which notifies the HR office that you have permission to leave campus. Please note that if 
HR does not receive this notification, your salary may be deducted by 25% for that particular day.  
 
 
LESSON PLANS  
 
Every teacher must prepare written lesson plans that are sufficiently clear and can easily be followed by a substitute 
teacher. Learning/behavioral objectives should be included. Lesson plans should be prepared for at least one week in 
advance.  
 
 
LIBRARY 
 
See also AIS Policy 3.703 
 
The library is open to all students and teachers. 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 8:00AM to 3:30PM each school day.   
 
 
LICE  
 
Pursuant to current best practices in school lice management set forth by the National Association of School Nurses,  
please note our procedures for lice detection and reporting below:  
 

1) The school clinic conducts routine, scheduled lice checks. 
2) The school will contact parents of any students who have been found to have nits or lice and notify them to 

advise on treatment options.  
3) Children with visible nits only will be allowed to remain in class for the remainder of the day.  The parent can 

come pick up the child if the parent desires, but the school will not mandate it.  The clinic will contact the 
parent and the parent will be required to pass by the clinic the next morning to re-check the student before 
returning to class to insure that the child has received necessary treatment.   

4) If live lice are noted, the parent will be notified to come take the child home and provide treatment.  The child 
may initially be sent back to class for a short time and then retrieved once the parent arrives at school 
because we do not want to identify and isolate in front of the other children.  

5) The teacher will be notified of the identified children just to pay attention to any activities where heads may 
come in close contact.  Again, we strive for confidentiality and lack of embarrassment to the child in all such 
cases.  

6) We will continue to send information letters home to parents when we have discovered lice so they know to 
be more diligent about checking their children.  

 
Please note that despite popular belief, the practice of isolating and sending children home has not been shown to be 
effective in reducing the spread of lice as in-school transmission is considered to be rare. Once lice or nits are 
discovered by the school, the child has already had them for weeks, perhaps, and finishing up one more school day on 
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the day of discovery is not going to make any difference to the transmission of them.  Our goal is to contain the spread 
of lice and maintain the dignity of the student at the same time.  
 
 
LOCKERS    
 
School lockers are assigned to secondary school students. Lockers are school property, but the school is not 
responsible for lost, stolen, or damaged items. Students may use either a combination lock or key-operated lock to 
secure the door; however, the combination or a key must be provided to Secondary School office. 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. Students should not bring items of a valuable nature to school 
unless they plan to secure the items inside their locked locker. 
 
 
LOST AND FOUND 
 
Parents are 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. 
 
 
MAIL—ELECTRONIC 
 
Each staff member may be issued an Outlook account. The most efficient method of communication to all staff is via 
email. This necessitates the checking, reading, and implementation of the messages sent through Outlook. However, 
please be aware that your planning period does not correspond to everyone else’s and auditory notices of email 
arrivals can be distracting to students; a time delay can be placed on non-emergency emails. Additionally, group email 
and reply-all comments are to be avoided.  All staff members will be responsible for information disseminated via email 
in accordance with the school’s Acceptable Use of Technology Policy (3.706) as well as through printed 
memorandums.  
 
 
MAIL SERVICE 
 
Once a month, you may send mail to the USA; you will need to pre-attach the appropriate postage. Dates mail will be 
sent to the States will be announced. Incoming mail can be sent to AIS WEST, and will be delivered to you. 
 
The American International School in Egypt 
West Campus; STAFF NAME 
Sheikh Zayed City, District 1, 12588 
6th of October, Egypt 
 
 
MAINTENANCE, CLEANING AND CARPENTRY REQUESTS 
 
Maintenance Requests:  
Ahmed Ashiri manages the maintenance department, which will take care of any repairs that may be needed in your 
classroom or hallway. You will receive a link to the online Maintenance Request Form. Please save this link on your 
computer. Please do not send maintenance requests to Ahmed Ashiri by email or in person.  
 
 
Cleaning or Additional Furniture Requests:  
Ahmed Goda manages the custodial department. You will receive a link to the online Furniture/Cleaning Request form. 
Please save this link on your computer. Please note that Ahmed Goda and his staff will deliver furniture requests but if 
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your request entails something to be installed, you will need to place a maintenance request for the installation. 
Please do not request furniture items or cleaning from Ahmed Goda by email or in person.  
 
Carpentry Requests: 
In the event you need the school carpenters to build something for your classroom, please complete a Carpenter 
Request form, which can be found on the teacher portal and submit it to Lee Wilson for review and then to Ahmed 
Ashiri for project completion.  
 
 
MOBILE PHONES PROTOCOL FOR STUDENTS 
 
See also AIS Policy 4.402 
 
In general, mobile phones are not to be used to make phone calls in school during school hours except where noted 
below.  Phones are to remain set to the silent. Use of mobile phones in the classroom for educational purposes is at 
the full discretion of the teacher.  
 
Middle and high school students:   

• Permitted to use smart phones for other purposes (games/music/texting) only while they are outside during 
their lunch periods.  

• No voice phone calls made be made by students while inside the school building.  

Elementary students:  
• All mobile phones are to remain in the “off” position and inside the students’ book bag during the day.  
• No mobile phone usage is permitted for elementary students unless directed by the teacher for an 

educational purpose 

Failure to comply with this policy will result in the phone being confiscated and disciplinary action taken against 
the student. (see Discipline)  
 
The school bears no responsibility for loss or damage to mobile phones. The students bring them at their own risk.  

 
 
MOVEMENT OF STUDENTS TO AND FROM CLASSES  
 
Elementary classes:  
Elementary teachers must accompany their students during all class movements. Individual students must be given 
hall passes if they are leaving their class. Only one student at a time is allowed to leave the class to go to the 
bathroom. Teachers cannot send unaccompanied groups of students to any location. Single or paired students may 
travel together with passes.  
 
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 or in the hallways 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. 
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Middle School & Related Arts Addendum 
 

After homeroom… 
• 6th graders will be sent down the stairwell near the painting of the world, PE teachers need to be there to pick 

them up 
• 7th graders will be sent to related arts—these teachers are to meet the students in the foyer in front of the 

secondary school office and then escort the students to the classroom 
 
After the first class of the day… 

• PE teachers will take 6th grade students to the central courtyard 
• Related Arts teachers will take 7th grade students to the central courtyard 
• Students will be exchanged by the teachers—it should not be a mad rush, it must be done by the teachers 

 
After the second class of the day… 

• PE and Related Arts teachers need to return their students to a logical stairwell that directly accesses the 
middle school hallway 

• Students are not allowed to divert—you need to see that they are only going up the stairs 
 
PE teachers—after your high school lessons that occur during the school day; return the class to an appropriate 
stairwell—as these would be grade 8 through 10 the outside stairwell on both sides of the cafeteria are perfect. 
 
Secondary School Hall Pass Procedure 
 
The Secondary School utilizes AIS West yellow hall passes to allow students to leave the classroom with teacher 
permission. If the student wants to leave the classroom for any reason, the teacher must give the student a hall pass. 
(A specific Clinic pass is designated for trips to the Clinic). If a student is found without a pass, s/he will be sent back 
to the classroom teacher to get the pass.  It is preferable that only one student be allowed out of class at a time. 
However, teachers can write a single pass for up to 4 students for various destinations except for the bathroom. In no 
instance may more than one student (regardless of gender) be out of your room at a time to go to the bathroom.  
 
 
OPEN HOUSE 
 
Early in the school year, an “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. You are required to seek approval at least 24 hours prior to any celebrations involving food or beverages. 
Under no circumstances will ‘fast food’ be allowed. Additionally, siblings of students will not be permitted to leave class 
to attend another class’ party. Please complete a Class Party Request form which can be found on the teacher portal 
and submit it to administration prior to the party.  
 
 
PROBATION (Academic) 
 
Academic review is implemented in the Secondary School with students who receive two or more failing grades 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 
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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. 
 
 
PROFESSIONAL DEVELOPMENT FUNDS 
 
See also AIS Policy 2.312 
 
Each year, oversea-hire teachers at AIS WEST have $750 USD to use for professional development opportunities. 
Teachers must have prior approval from the Principal in order to submit a reimbursement claim. The request for 
permission should document the particulars of the opportunity and also a brief explanation of how the PD will impact 
their teaching. 
 
If the $750 is not used one year, it will roll over into the second. The bank of PD funds may not exceed $1500 USD; 
teachers may not combine three years. Teachers who will not be returning to AIS WEST for the following school year 
must complete their PD prior to February 1. 
 
All teachers must have permission from their Principal and the Director in order to use their allotment of school-
supported PD funding. Teachers requesting to participate in professional development courses or workshops will 
adhere to the following list of criteria:  
 

• Option 1: Summer Conferences—this is the best option for teachers with direct classroom responsibilities. Summer 
conferences are available in our region and throughout the United States.  

• Option 2: Online Class—whenever available, teachers may enroll in the online training as it is the most economical 
choice and leaves teachers in control over when they choose to complete the tasks.  

• Option 3: Weekend Workshop—if an online training or summer conference is not available, teachers may attend a 
weekend workshop that is being held in a geographically convenient location. Geographically convenient is defined as 
classroom teachers not missing as many or more days of teaching than the actual number of days in the workshop; i.e. 
a teacher may not miss three instructional days of school to attend a three day conference. Additionally, if a teacher will 
miss instructional days to attend the conference, the conference must have a direct impact on her or his current 
position: i.e. ESOL schools will not seek MYP authorization so missing work to attend a MYP conference will not be 
approved.  

• Option 4: Action Research—this is an option for teachers who want to participate in a specific professional development 
opportunity that was designed by the individual teacher. In order for this option to be considered, the Principal must be 
provided an explanation as to what the teacher seeks to learn from his or her action research. The Principal and the 
Director will meet to decide if the teacher may use this option. 

• Option 5: Work Week Conferences—conferences that take place exclusively during the instructional week are to be 
avoided unless this is the only viable option. In order for this option to be considered, the Principal must be provided an 
explanation as to why this is the only viable option for the teacher. The Principal and the Director will meet to decide if 
the teacher may use this option. 
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IBO Diploma Program Training  

All teachers must have permission from the DP Coordinator, the Secondary School Principal, and the Director in order 
to attend a DP workshop using school funding. Teachers in need of IBO training in a specific course area will adhere 
to the following list of criteria to meet the requirements.  
 

• Option 1: Online Class—whenever possible, teachers should be enrolled in the online training as it is the most 
economical choice and leaves teachers in control over when they choose to complete the tasks. When this option is not 
available, the DP Coordinator may use Option 2. 

• Option 2: Weekend Workshop—if the online training is not available, teachers may be sent to a weekend workshop that 
is being held in a geographically convenient location. Geographically convenient is defined as the teachers not missing 
as many or more days of teaching than the actual number of days in the workshop; i.e. a teacher may not miss three 
days of school to attend a three day conference. 

• Option 3: Summer Conferences—this is the best option for those teachers who teach a class where the curriculum or 
scope and sequences has been changed. Training sessions in summer are also advantageous for teachers who will be 
new to AIS West as they can receive their training prior to arrival. Summer conferences are available in our region as 
well as in several locations in the United States.  

• Option 4: Work Week Conferences—conferences that take place exclusively during the instructional week are to be 
avoided unless this is the only viable option. In order for this option to be considered, the Secondary Principal must be 
provided dates of the next three IBO weekend training sessions in all regions and an explanation as to why these are 
not recommended. The Principal and the Director will meet to decide if a teacher may use this option. 

 
 
PURCHASING MATERIALS 
 
Local Purchase Request 
 
During the school year, you may need items for your classroom that are not on the supply room inventory. Each 
grade/subject level is given a budget for classroom purchase requests. You will be notified of the yearly amount shortly 
after the start of each school year. To have an item purchased, you can complete a Local Purchase Request form 
electronically, or by hard copy, and our Purchasing Department will obtain it for you. This form can be found on the 
teacher portal. When filling out the Local Purchase Request form, you only need to complete “Item”, “Description”, 
“Quantity”, “Signature”, “Date when completing the form”, and “Due date when items are needed.” After completing the 
form, please send it to Essam in the supply room, who will follow through on the process for you. Please allow three 
days for your item to be delivered to your classroom. If you do not receive the requested item after three days, please 
follow up with an email to:  
 
 Tarek Ahmed (trahmed@aiswest.com) - Purchasing Department 
          With CC: to Essam (Emagd@aiswest.com) and Lee (lwilson@aiswest.com)  
 
Reimbursement Forms 
 
There are two types of Reimbursement Forms. Copies of both forms can be found on the teacher portal.  
 

• General Reimbursement Form – used to obtain reimbursement for things like the tourist visa or other 
expenses outside of the local purchases. Complete the form, attach receipts and submit to the Director for 
authorization to reimburse. Except for the reimbursement of the Egyptian tourist visa, you must have 
pre-approval from the Director before purchasing anything for reimbursement.  
 

• Local Reimbursement Form – used for items purchased locally only when there is a problem with the 
Purchasing department obtaining an item for you. All purchases for local items must be pre-approved by the 
Business Office. Complete the Local Purchase Reimbursement form and attach receipts. Then present the 
form to Essam for signature. Then the form is given to Lee to complete the process.  
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REPORT CARDS 
(see also Grades) 
 
Also see AIS Policy 3.803 & 3.804 
 
Report cards are completed four times a year. There is a separate report for pre-school, KG1, Grades KG2-5, and 6-
12. This allows reporting to fit the development of the child.  
 
Secondary School 
Teachers will be provided detailed instruction as to how to complete report cards in a memorandum (Report Cards: 
Grades and Comments, How To) during the early part of the first term.  
 
 
RETENTION PROCEDURES (A.K.A. HORIZONTAL PLACEMENT) 
 
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. Any teacher suggesting retention is required to 
verbally notify his/her Principal before the second conference in the spring; written notification should occur in the third 
report card. The administration and the homeroom teacher will meet to reach a final recommendation. The Principal, 
after consulting with the Director, will notify the parent and share the final decision regarding retention.  
 
Criteria for Passing/Failing a Secondary School Course:   

Final grades are determined through a combination of the two semester averages. Students will have passed a course 
if they earn any final grade other than an F.  
 

• If a student earns a failing grade (F) for the first semester, the student must earn at least a C- during the 
second semester of that course to earn passing mark for the year.  

• If a student passes the first semester and fails the second semester of a course, the student will not pass the 
course—even if the first semester mark was exceptionally high. 

• If a student does not pass three year-long core classes, the student will not earn promotion to the next grade. 
A student failing three or more year-long classes is not eligible for course/credit recovery options. 

 
At the end of first semester, any secondary student who is in jeopardy of failing a class or the entire grade-level will be 
scheduled for a mandatory conference with all of his or her teachers and the school administration. These students will 
be monitored and will have a follow-up meeting with each teacher during the spring parent-teacher-student 
conferences. 
It is important to note that while students may earn credit for a course with a final grade of D or D-, students are 
required to maintain an overall average of C- or better in order to graduate from AIS West. Students in 8th grade whose 
year-end averages are below C- will have their re-enrollment status evaluated prior to entry into credit-bearing, high 
school classes. 
 
Course Recovery through Summer School, Option for Middle School Students  

AIS Egypt operates a summer school program for middle school students, which is located at the East Campus. 
Summer school may be recommended or required.  
 

• If a middle school student is recommended to enroll in summer school, it is not a requirement for promotion to 
the next grade level.  

• If a middle school student fails one or two core subjects (Math, English, Science and Social Studies), the 
student is required to attend and pass a pre-approved, summer school program in order to be promoted to 
the next grade level.  
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Online Credit Recovery Option for Secondary School Courses  

High school students who do not pass one or two credit-bearing classes, as defined by the criteria previously 
mentioned will be required to enroll in an approved credit recovery program and successfully complete the course(s). 
The programs that are used by AIS West is Penn Foster’s Virtual High School and Keystone School Online. Students 
must earn passing marks in the credit recovery course to receive the necessary credit. 
 
Credit recovery is an option available to secondary school students who did not earn a final, passing grade in one or 
two courses. The intent of the program is to provide these students with further instruction, more practice, and 
additional time to learn the required course standards that were missed the first time. Credit recovery cannot be used 
to earn credits in classes that the student was not already enrolled in at AIS West. 
 
Students who need to enroll in an online course will be notified as soon as possible; however, it is often the case that 
the need for credit recovery is not clear until after final exams.  
 
Students must successfully complete all course requirements in order to earn the needed credit. Upon receipt of the 
official transcript from Penn Foster or Keystone indicating a passing mark, which is at or above a C-, the student’s 
end-of-year AIS West grade will be adjusted to a C- and credit conferred. The student’s AIS West transcript will 
indicate that credit recovery was utilized for that class. 
 
Please note that it is a requirement of our school that the final exam for each online course be taken at AIS West 
under the supervision of one of our staff members. The credit recovery course must be successfully completed prior to 
the first day of school in September. 
 
Also, students in DP level courses needing to use credit recovery are still required to meet all external requirements 
set by the IBO in order to earn course certificates or to be eligible for the IBO’s full diploma. 
 
Grade Retention  

If at the end of the academic year a student fails three or more year-long courses, the student will be either required to 
repeat the current grade or will be dismissed from AIS West.  
 
If a student is unsuccessful during course/credit recovery options and does not meet requirements to pass the 
course(s), that student will be retained or dismissed. 
 
 
RETIREMENT CONTRIBUTIONS 
 
See AIS Policy 2.212 
 
 
SKIPPING CLASS 
 
Any student caught skipping any class will receive between 1-3 days of out of school suspension. As this is a free 
choice students are making, students will receive a 0 on all assignments including tests/quizzes/papers etc. There will 
be no possibility of a re-do's, retakes, or extra credit. 
 
 
SMOKING 
 
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 for at least three days in 
the first instance and may face expulsion for any further instance. 
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SUBSTITUTE FOLDERS  
 
An up-to-date substitute folder will be kept in the Assistant Principal’s office. It is due September 25. Grade levels may 
choose to work together and compile a folder of work. A list of minimum requirements for the folder follows. As work is 
used, it should be replaced to keep five days’ worth of work available.  
 

1. Daily Schedule with a description of each segment.  
2. Title(s) and location(s) of books used (including teacher’s guide and general procedures and plans for use).  
3. Seating charts. 
4. Location of special materials (tests, work sheets, attendance cards)  
5. Emergency procedures and materials if daily lesson work cannot be covered by a substitute (instructional 

games are acceptable).  
6. List of routine procedures and how to handle them.  
7. Class rules and discipline plan.  
8. Make sure directions are easy to follow, complete, and that you have more than enough work for each day.  

 
 
SUBSTITUTE PAY  
 
Regular classroom and specialist teachers shall receive substitute payment for classes that they substitute. Payment 
will be made for substituting in the following categories only: 

• If a secondary school teacher or coordinator is asked to substitute during a prep or lunch period, he/she can 
only be compensated for a maximum of two periods per day. 

• Elementary teachers shall receive payment if they are asked to substitute during prep time, which occurs 
during specials or prep periods.  

• Payment will not be granted for substituting if a class or classes are combined. 
 
 
SUBSTITUTE PLANS  
 
Most of our substitute teachers have had little or no experience as a teacher in the classroom. Our substitutes will do 
their best but keep in mind they have not had the level of training as a certified teacher, so you cannot assume they 
will know how best to handle students and a classroom.  You are responsible for easy to follow substitute plans on the 
day(s) you are out.  Make sure the plans are detailed and include schedules, routines, etc.  
 
Email one copy to the Assistant Principal and leave a copy on your desk. Please be aware that the substitute teachers 
will be given a feedback form to provide information about their day(s) in your classroom. After the feedback is 
reviewed by the Assistant Principal, you will be given a copy.   
 
 
SUPERVISION OF STUDENTS  
 
See also AIS Policy 2.303 
 
Students must be actively supervised at all times. This also includes minimizing your use of the computer while 
students are in your classroom for an instructional lesson. Under no circumstances should a faculty member leave his 
or her students unattended. In an instance where a faculty member must leave the classroom for an emergency, 
another staff member should be asked to supervise the class. When small groups are working in the hallways monitor 
them frequently. Teach your students to walk silently and orderly in these common areas. Silence is the goal. When a 
student is setting a good example please reinforce her or his good behavior with a positive comment. Hallways, media 
center, cafeteria, etc. are common school areas shared by everyone; they should not be used for disciplining students. 
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SUPPLIES, Student 
 
The teachers will provide a list of supplies that each student will be required to have for his or her class. Usually, these 
supply lists are posted on the school website at the end of each year in anticipation of the new school year. General 
classroom supplies, like Kleenex, are provided by the school. There will be occasions where the teacher may request 
students to contribute supplies to general collection of the classroom. 
 
 
SYNERGETICS OPERATIONS 
 
Please refer to Appendices A-G at the end of this document for instructions.  
 
 
TARDIES, students 
 
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.  
 
A student who arrives late to a specific class during the school day without a note is not to be sent back to attain a 
written excuse. You are to accept the student and send an email directly to the staff member the students claim to 
have been with seeking verification. 
 
 
TEACHER RESPONSIBILITIES 
 
See AIS Policy 2.302 
 
 
TEACHER WEBSITES 
 
The use of teacher websites, like Class Dojo, etc…is to be limited to sharing information with parents, teachers, and 
with students. Curriculum documents, a calendar of events, after-school activities, pictures, videos, etc. may also be 
included on the site. Teachers are fully responsible for the content on their websites; the web address must be 
provided to the school administration as soon as the website is live. 
 
 
TECHNOLOGY POLICY 
 
 (Acceptable use of Technology Policy)  See AIS Policy 3.706 
 
Students and members of the faculty and staff will each be permitted one device (not a cell phone) on the AIS West 
Wi-Fi network. These devices can include a personal laptop, a tablet or iPad. When inappropriate use of the network 
takes place, the proper school administration will be notified of the abuse. IT department will block any device which 
exceeds the daily download limit of 1.5 GB for teachers and 1GB for students. The internet usage will be actively 
monitored on a daily basis and usage reports will be generated. If a teacher exceeds the usage limit, the teacher’s 
personal device will be blocked until administrative notification is sent to the IT department. Students who exceed the 
usage limit will be blocked for 20 minutes for the first offense, 24 hours for the second offense, and upon the third 
offense, an office referral will be issued. Network users that continuously violate the usage permitted may be blocked 
up to a semester in length.  
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TECHNOLOGY SUPPORT REQUEST 
 
Requests for IT assistance are done by email. The IT department has their own email address and it is checked often 
during the day. If you need IT support or assistance, please email them at IT-team@aiswest.com. 
 
 
TEXTBOOKS 
 
See also AIS Policy 3.701 
 
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 
 
See also AIS Pollcy 2.313 
 
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. 
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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.  

 
 
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 required uniform consists of navy blue trousers, skirt or shorts and the official AISE shirt. The authorized 
PE uniform may be worn only during physical education instruction. Shorts, when authorized, must be loose to the 
knee.  During cold weather all sweaters or cover-ups should be the regulation style or a solid navy blue or white color 
without a logo or insignia. No jeans/warm up pants or pants with zippers on the legs will be permitted at any time. No 
hats are to be worn.  (AIS Policy 4.30) 
 
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). 
 
Repeated violations of the dress code will result in a parent conference and possible suspension from school. 
 
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. 
 
 
VIDEOS AND INSTRUCTIONAL ELECTRONIC COMMUNICATIONS 
 
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. 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 Security. 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 with Security.  
 
 
WRITTEN / WORD PROCESSED ASSIGNMENTS 
 
All extended writing assignments completed by secondary school students must be typed/word-processed. Student 
writing must adhere to the following criteria when word-processed: Times New Roman font, 12pt font size, double-
spaced, 1” margins on all sides, paper size A4, and MLA citations. All extended writing assignments must also be 
submitted using Turnitin.com so that the work can be reviewed for originality. 
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APPENDICES: 
 
Appendix A: Synergetics "How To" Part 1: Student/Parent Contact Info 
 
If you follow this step-by-step you will be able to find parent names, mobile phone numbers, and parent email 
addresses. 
 
1. Open Synergtics by clicking on the icon on your desktop or opening it from your program list in the start menu. 

Log in. 
 

2. You will see a few icons across the top banner once Synergetics opens. The first icon is “Students”, click on that 
icon. 
 

3. A drop-down menu will open up, find “Current Student Maintenance”. 
 

4. A search box will open up titled “Set Current Student Search Criteria”. The box has two columns. The one on the 
left has two rows the one on the right has three. This is where you can enter any combination of information to find 
an AIS West student or parent. 
 

5. The most useful rows are in the left column, “General” and “Student”. 
 

6. In “General” you can narrow your search by selecting the specific “year level”. For example, if you were to only 
use “year level” and select 8 and click “OK”, then all of the 8th grade students will be listed in the “Current Student 
Selector” box. You could then select the student you are looking for. Students in red are inactive. 
 

7. If you want to see only one student’s information and not the entire grade level, my recommendation is that you 
enter the first letter of the student’s first name in the “Preferred:” slot in the “student” row in the left column. 
Surnames often have added portions to them that the students do not always use when they turn papers in to you 
so it may not be the best way to conduct a search. 
 

8. When you find the student name in the “Current Student Selector” box, double click on the name and that 
student’s information box will open up. 
 

9. Across the second row of tabs at the top of the student’s box you will see a folder tab labeled “Contacts”. Click on 
that tab. 
 

10. You are now at the desired location. At the bottom of the box you will find the parents’ names, mobile numbers 
(missing the extra number that was added last spring to all mobiles), and email addresses. At the end of the email 
address you will also see a little letter icon. You can click directly on that icon to send a message to that one 
parent and a new message box will open up. However, I would say that it is better to highlight each parents email 
address, copy and paste it into an outlook message, and then send from outlook as that version will have spell 
check. 
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Appendix B: Synergetics "How To" Part 2: Taking Homeroom and Class Attendance 
 
In the secondary school, the official attendance count is through homeroom but we also take class by class 
attendance as well—you need to enter attendance as the class is with you. All related arts and PE teachers are also 
required to enter attendance for each of their classes on a daily basis but the PE teachers in particular may need to 
enter their information after the class has been held. 
 
1. Open Synergetics by clicking on the icon on your desktop or opening it from your program list in the start menu. 

Log in. 
 

2. You will see a few icons across the top banner. The first icon is “Students”, click on that icon. 
 

3. A drop-down menu will open up, find “Attendance Maintenance”. Click on it. 
 

4. A search box will open up titled “Set Attendance Search Criteria”. The box should open up automatically with your 
teacher code in the “School Staff Code:” box which is the first thing noted. If for some reason you are not listed in 
that box, use the down carrot at the end of the staff code field to open up the list of all staff members and find 
yourself. 
 

5. To the right of your name you will find an entry box “Timetable Date”. The default setting is always that day’s date. 
If you need to go back and enter for a previous day, click on the down carrot and select the date from the calendar 
you want to enter—you are limited to two weeks back entry though. 
 

6. There will be a list of all your classes in the table at the bottom of the “Set Attendance Search Criteria” box. Right 
now, there are a lot of things listed in the table besides you real classes—the ones that count are the ones that 
have information listed in the “Class” column; the rest will be deleted eventually. 
 

7. Double click on the class you want to enter your attendance for and a new box will open up. This box will list all of 
the students that Synergetics thinks are in your class. You will also have a picture available for each student. 
 

8. The first column where you can enter information is “ Attended”. The default is that the students are here so you 
do not need mark anything for students who are present. If a student is absent, click on the “Attended” square for 
that student and a X will appear. If you make a mistake just click again and it will switch to present with a green 
check. 
 

9. If a student is absent due to a suspension, click on the space for that student in the “Poss Tchr Type” column and 
select either OSS or ISS. 
 

10. If a student arrives late and you still have the attendance screen open, click on the square in the “Late Arrive” 
column. The time of day when you click in the square will be automatically be entered into the next column. You 
would follow the same procedure if the student leaves early. 
 

11. If a student is tardy and you need to go back in later and enter the time, click on the “Late Arrive” square and then 
in the “Time” column correct the time—it is OK to use approximations. You do need to use : when entering the 
time. 

 
12. You will also find a “Today [now]” column. This will tell you the student’s attendance so far for the day, which may 

help indicate to you if a child is skipping your class. 
 

13. Once you have entered the attendance for the class, hit the “Submit (F12)” button at the bottom or just hit the F12 
key at the top of your keyboard. Another box will pop open asking to verify that all the kids listed are actually 
present. Confirm.  

 



 
2014-2015            Page 39 of 44 
 

Appendix C: Synergetics "How To": Class Attendance for OFF SCHEDULE DAYS (Monday on Tuesday) 
 
In the secondary school, the official attendance count is through homeroom but we also take class by class 
attendance as well—you need to enter attendance as the class is with you. All related arts and PE teachers are also 
required to enter attendance for each of their classes on a daily basis but the PE teachers in particular may need to 
enter their information after the class has been held. 
 
1. Open Synergetics by clicking on the icon on your desktop or opening it from your program list in the start menu. 

Log in. 
 

2. You will see a few icons across the top banner once Synergetics opens. The first icon is “Students”, click. 
 

3. A drop-down menu will open up, find “Attendance Maintenance”. Click on it. 
 

4. A search box will open up titled “Set Attendance Search Criteria”. The box should open up automatically with your 
teacher code in the “School Staff Code:” box which is the first thing noted. If for some reason you are not listed in 
that box, use the down carrot at the end of the staff code field to open up the list of all staff members and find 
yourself. 
 

5. To the right of your name you will find an entry box “Timetable Date”. The default setting is always that day’s date. 
If you need to go back and enter for a previous day, click on the down carrot and select the date from the calendar 
you want to enter—you are limited to two weeks back entry though.. If you change the date you will have the 
correct class list to enter.  
 

6. There will be a list of all your classes in the table at the bottom of the “Set Attendance Search Criteria” box. Right 
now, there are a lot of things listed in the table besides you real classes—the ones that count are the ones that 
have information listed in the “Class” column; the rest will be deleted eventually. 
 

7. Double click on the class you want to enter your attendance for and a new box will open up. This box will list all of 
the students that Synergetics thinks are in your class. You will also have a student picture available. 
 

8. The first column where you can enter information is “ Attended”. The default is that the students are here so you 
do not need mark anything for students who are present. If a student is absent, click on the “Attended” square for 
that student and a X will appear. If you make a mistake just click again and it will switch to present with a green 
check. 
 

9. If a student is absent due to a suspension, click on the space for that student in the “Poss Tchr Type” column and 
select either OSS or ISS. 
 

10. If a student arrives late and you still have the attendance screen open, click on the square in the “Late Arrive” 
column. The time of day when you click in the square will be automatically be entered into the next column. You 
would follow the same procedure if the student leaves early. 
 

11. If a student is tardy and you need to go back in later and enter the time, click on the “Late Arrive” square and then 
in the “Time” column correct the time—it is OK to use approximations. You do need to use : when entering the 
time. 

 
12. You will also find a “Today [now]” column. This will tell you the student’s attendance so far for the day, which may 

help indicate to you if a child is skipping your class. 
 

13. Once you have entered the attendance for the class, hit the “Submit (F12)” button at the bottom or just hit the F12 
key at the top of your keyboard. Another box will pop open asking to verify that all the kids listed are actually 
present. Confirm.  
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Appendix D: Synergetics "How To" Part 4: Verifying Your Class Roster for Report Cards 
 
You might very well think that the attendance module should be directly linked to the report card module but then that 
would be making it way too easy for such a sophisticated crowd. 
 
1. Open Synergetics by clicking on the icon on your desktop or opening it from your program list in the start menu. 

Log in. 
 

2. You will see a few icons across the top banner once Synergetics opens. The second icon is “Assess”, click on that 
icon. 
 

3. A drop-down menu will open up, find “Student Results Maintenance”. Click on it. 
 

4. A search box will open up titled “Set Student Search Criteria”. The box should open up automatically with your 
teacher code in the “School Staff Code:” box which is the first thing noted. If for some reason you are not listed in 
that box, use the down carrot at the end of the staff code field to open up the list of all staff members and find 
yourself. 
 

5. Click OK and two new windows will open.  
a. One is “Student Results Selector”—this is the list of all of the classes the program believes you teach; 

you need to verify that all of your classes are listed. 
b. The second window, which is somewhat hiding behind the other one, is “Student Result Maintenance”—

this is the one that you use to enter report card information. You can move this window to the right side if 
you want to see both windows at the same time by clicking on the top blue-ish area while holding the 
mouse down then sliding the window over. 

 
6. In order to verify class enrollments you need to look at the “Student Results Maintenance” window. The default 

view is the second tab “All Students”. 
 

7. Go line by line to verify that each student that is listed is actually in that particular class—send any errors to Mona, 
Hattem, and the Marwas. 
 

8. A common mistake is that teachers only verify the names in the list and then forget to go back and see if there are 
any names missing—send any missing names to Hatem, and Marwa. 
 

9. Once you finish one class, please continue through the rest of the classes in the same manner. You move from 
class to class by clicking on the list in the “Student Results Selector” window. 
 

10. Part 5 will walk you through the steps for adding comments into your Comment Bank. 
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Appendix E: Synergetics "How To" Part 5: Entering Report Card Grades 
 
1. Open Synergtics by clicking on the icon on your desktop or opening it from your program list in the start menu. 

Log in. 
 

2. You will see a few icons across the top banner once Synergetics opens. The second icon is “Assess”, click on 
that icon. 
 

3. A drop-down menu will open up, find “Student Results Maintenance” and select that option. 
 

4. A search box will open up titled “Set Student Results Search Criteria”. The box has two sections. The one on 
the top should say 2013, Term 1. The bottom should have your name in the “Staff Code:” field. Click OK. 
 

5. Two windows will open up. 
a. Student Results Selector—which is a list of all your classes 
b. Student Results Maintenance—which is a list of the students in the class highlighted in the other 

window 
 

6. You can move the two windows around the screen by clicking on the top light-blue banner and dragging the 
window to the desired location. 
 

7. The default tab view in “Student Results Maintenance” is “All Students”. This is the best way to view the mark-
book for secondary teachers; elementary would use “Single Student” more often. 
 

8. You will see a list of all the students the program thinks are enrolled in your class—double check that all the 
names listed are enrolled and then go back and make sure that all the kids enrolled are actually listed—these are 
two very different tasks. 
 

9. You will see 6 columns; only the first 5 apply to the quarters 1 & 3 (semester grades are only after quarters 2 & 4). 
 

10. The “Quarter Grade” column is for the academic grade the student has earned—it will be a choice of letter grade 
options (a conversion from the 4.0 scale to a letter grade will be provided—there are no exceptions to our 
established conversion scale) 

 
11. The next 4 columns go through the student skills—each student must receive a grade in each category with 

scores ranging from 0 to 4. 
 

12. You do not have to use the drop-down function, you can simply type the letter/number the student has earned 
 

13. You can move across the mark-book by hitting “Tab” 
 

14. Remember, every student must have 5 grades for each class 
 

15. You can move from class to class by either clicking on the list in the “Student Results Selector” window or by 
clicking on what looks like a play button at the top of the “Student Results Maintenance” banner 
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Appendix F: Synergetics "How To" Part 6: Creating & Using Your Comment Bank 
 
1. Open Synergtics by clicking on the icon on your desktop or opening it from your program list in the start menu. Log in. 

 
2. You will see a few icons across the top banner once Synergetics opens. The second icon is “Assess”, click on that icon. 

 
3. A drop-down menu will open up, find “Student Results Maintenance” and select that option. 

 
4. A search box will open up titled “Set Student Results Search Criteria”. The box has two sections. The one on the top 

should say 2013, Term 1. The bottom should have your name in the “Staff Code:” field. Click OK. 
 

5. Two windows will open up. 
a. Student Results Selector—which is a list of all your classes 
b. Student Results Maintenance—which is a list of the students in the class highlighted 

 
6. Towards the bottom of the “Student Results Maintenance” window is the “Comments” box.  

 
7. One of the options available above the box is “C Bnk”. Click on that button. 

 
8. A new window will open, “Comment Tree”. We now need to maintain our Comment Tree, click “Maintenance…”. 

 
9. A new window will open, “Staff Personal Comments”. This is where all of your comments that you entered will be stored as 

long as you are at AIS West. 
 
10. Over to the right side of the window you will see “Add”, click on that button. 

 
11. The cursor will automatically drop into the “Topic:” field—give your comment a topic title, i.e. World War 2, Soccer, Lab 

Reports, Long Division, etc. 
 

12. Tab over to “Rating:”—here you could say this is your 3.0 comment, or your 2.0 comment, or your lazy student comment, 
etc. 

 
13. In the “Comment:” field at the bottom of the window—type your comment. You should use “Spell Check” and then when you 

are finished with that comment, click “OK”. The comment will be added to your tree. Repeat these steps to continue adding 
other comments that you will want to use with more than one student 

a. Shortcut #1—any time you enter ? as part of a comment the program will automatically replace the ? with the student’s name 
i. So don’t add, “The students studied WW2…” 
ii. Do add, “? studied WW2… 

b. Shortcut #2—the program will change “he” to “she” in a comment when the student is female and will also change “his” to “hers”; 
this only works male to female and not from female to male 

 
14. If you want to see all of the comment options for a category—keep clicking on the headings or hit the “Expand Branch” 

button 
 

15. When you want to enter a Comment Bank comment into a student’s narrative, simply double-click on the comment and it will 
be dropped in automatically. 

 
16.  You do not have to use the “Comment Bank” you can enter your comments directly into the Comments box. However, if you 

copy and paste from a word document: there might be formatting issues, it will not pick-up the he/she conversions, nor will it 
change a ? to the student’s name. 

 
17. The program will likely spell check all of your comments—add the students’ names to your dictionary or else the names will 

keep popping up as potential mistakes all year. 
 

18. There is a 900 character limit. 
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Appendix G: Synergetics "How To" Part 7: Using the Teacher Portal from Home 
 
I cannot type step-by-step instructions like the other “How To” emails because the TeacherPortal (and the ParentPortal) for 
Synergetics cannot be accessed from inside the school network—you really do have to be home or somewhere else off school 
grounds that has internet/wi-fi. 
 
It is possible to do report cards correctly from home—thanks to Dina Sonbol’s experimenting. 
 
The teacher portal is located at “teacherportal.aiswest.com”. Do not add “www” or do a google search for the site as it will take you 
through the wrong link. 
 
Your user name and password is the same combination that you use at school to sign in. 
 
Getting to the mark-book spot is generally easy to find if you have used the actual Synergetics program a few times already. 
 
The potential mistake you could make will be putting your narrative comments in the wrong box—which will create more work for 
you. 
 

• DO NOT USE “TOPIC COMMENTS” AT ALL—it will let you put comments here but anything entered here will not 
show up on the report card 

 
• You need to hit the “filter” button. A new window will open up. Click on the box that says to “show overall comments”. 

Close the box. Now at the bottom of the portal grade page, you will see the overall comment box—that is where all 
comments must be entered.  
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Appendix H:  

Accessing Information and Forms Via the 
Teacher Portal 

 
Once logged in to your home page:

 
Scroll Down to Resources 
 
 
 

 


