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INTRODUCTION
Dear ISC Families:

It gives me great pleasure to present you the ISC PYP Handbook 2022-23.  In this document, you
will find answers to all your most pressing questions about life at ISC as a student and parent.
While we have aspired to be all-inclusive in this guide regarding every aspect of our program,
this handbook is a work-in-progress and may be updated throughout the school year.  You will
always find the most recent version on our website.  If you would like to suggest future
revisions to this guide, please do so by emailing the PYP Coordinator directly:
s.french@isc.ac.at.

I look forward to collaborating with you to make our program accessible to our students and
parents.  Thank you for taking time to learn more about our exciting educational programs and
for your continued support.  Together, We Are ISC!!!

Sincerely yours,

Ines Schreiner

ISC Director

i.schreiner@isc.ac.at

International School Carinthia  — Developing bright futures one child at a time.
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ISC MISSION & ORGANIZATION

Our Mission
International School Carinthia aspires to offer a dynamic educational experience for young
people in grades 1-12 focused on:

● 21st century approaches to learning,
● Rigorous academic offerings and outcomes,
● Local, regional and global perspectives,
● International mindedness and intercultural understanding, and
● Character formation informed by Christian values.

Each student will be empowered with a lifelong love of learning and a fervent desire to
contribute positively to our world.

Our Vision

International School Carinthia  -- Developing bright futures one child at a time…

School Profile
Why an international education?
In the 21st-century global marketplace, the next generation will have unprecedented
opportunities, but to realize these opportunities, they will require a cosmopolitan skillset.
International schools expose students to people from myriad backgrounds, talents,
languages, ethnic groups, cultures and religions.  An educational background with
international mindedness at its core will challenge students to be open-minded,
tolerant citizens of the world seeking to make positive contributions to their
communities.  Following a globally recognized international curriculum will also allow
students to study anywhere in the world after their experience at International School
Carinthia.

A Catholic International School
Religion has and always will be a driving force in the world; therefore, at ISC, students
will be encouraged to explore their own spirituality and learn about global religious
traditions in the process.  Christian values will serve as the cornerstone of ISC’s
character education program with the ultimate goal that students will also gain
respect and tolerance for other religions, belief systems, and traditions.  ISC will be
open to all students regardless of faith, religion or non-religious background, and we
welcome all students to participate in our ecumenical religious education program.

Who We Serve
ISC students hail from Carinthia and the world and will be united by their desire to
pursue an international education informed by Christian values with English as the
primary language of instruction.  To balance the school’s population and provide
educational opportunities for students whose native language is not German, a certain
number of spaces may be reserved in each class for international students each year.

International School Carinthia  — Developing bright futures one child at a time.
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The IB and Austrian National Curriculum
As a state-sponsored, Catholic international school, ISC will offer elements of the
Austrian national curriculum combined with the International Baccalaureate (IB)
pedagogical approach, and English will be the primary language of instruction.
Students in grades 1-5 will experience the IB Primary Years Program; in grades 6-10, the
IB Middle Years Program; and in grades 11-12, the IB Diploma Program curriculum.  At
the end of their high school career, students will have the opportunity to receive a
diploma that is recognized internationally as well as nationally -- the IB Diploma.

IB programs complement the Austrian curriculum by providing a holistic,
student-centred learning approach.  ISC students will be challenged to meet the
rigorous standards of the curriculum through inquiry-based pedagogy that challenges
students to learn how to learn.  Throughout their educational experience at ISC,
students will be encouraged to live up to the core values of the IB Learner Profile in their
pursuit of knowledge and understanding.  They will engage in thought-provoking units
of inquiry with meaningful learning activities leading to authentic formative and
summative assessments to measure their learning along the way.  During the process,
ISC students will always be challenged to reflect on their learning experiences to
deepen conceptual understanding.

The blending of the IB programs and elements from the Austrian curriculum will also
provide students a broad-based educational background.  Students will study
traditional core subjects as well as the arts, religion, world languages, technology,
sports, and social-emotional health.  ISC’s whole-day program will also challenge
students to develop a balanced character through service-learning and extracurricular
activities.  In addition, ISC students will have opportunities to play, socialize, recreate,
and eat nutritious snacks and meals during the school day.
ISC will recruit the best local and international teachers to design and implement our
rigorous academic program.  Our teachers will be committed to ongoing professional
development, collaborative curriculum planning, and educational excellence.  Our
students will benefit from the diverse experiences and backgrounds our teachers bring
to ISC.

ISC -- A Learning Community
The ultimate goal of ISC’s rigorous academic program is for students to embrace
lifelong learning and become internationally-minded global citizens.  As members of
the ISC community, students, teachers, staff, parents and stakeholders will be
challenged at all times to demonstrate Christian values and the core values of the IB
Learner Profile to help students reach these lofty goals.  In and out of the classroom, ISC
teachers will serve as both instructors and mentors for their students, helping them to
develop intellectually, socially and emotionally during their educational journey.  ISC
parents will serve as crucial partners in this process, and there will be consistent
dialogue between home and school so that we can work together to help our students
reach their full potential.  Many times throughout the year, the community will come
together to celebrate the learning outcomes of ISC students.  By enrolling students at
International School Carinthia, parents are also pledging their commitment to ISC’s
mission, core values, and goals.

International School Carinthia  — Developing bright futures one child at a time.
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ISC Organizational Structure

Governance Structure
ISC is a non-profit organization (GmbH) that was founded through a public-private non-profit
association consisting of the following local and regional stakeholders:

● Wirtschaftskammer (WKK)
● Industriellenvereinigung (IV)
● Catholic Diocese of Gurk
● The Carinthian International Club (CIC)

The ISC organization is supported by the city of Velden and the State of Carinthia.

The ISC Director is the CEO, and the Director of Management is the CFO of the GmbH and
report to the organization’s board of trustees as follows:

Director of International School Carinthia GmbH:
Ines Schreiner – Director

Rudolf Gabriel - Director of Management

ISC Association / Verein:
Mag. Dr.h.c. Monika Kircher – Chair, representing Carinthian International Center

Mag. Otmar Petschnig – CEO F&P Dach, representing WKK

Dr. Oliver Zlamal – CEO KMF, representing IV

Mag. Burkhard Kronawetter – Deputy Chair, Chief Officer & Vice-Chancellor, Diocese of Gurk

International School Carinthia  — Developing bright futures one child at a time.
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Supervisory Board ISC GmbH / Aufsichtsrat:
Mag. Walter Kohlbach – CEO Kohlbach Gruppe, representing WKK (Chair)

Dr. Claudia Mischensky – CEO Federation of Carinthian Industries, IV (Deputy Chair)

Dr. Peter Allmaier – Superintendent of Catholic Schools, Diocese of Gurk

Mag. Rosalia Kopeinig – Carinthian International Center

Dipl.Kfm. Alexander Höving – Office of the Government of Carinthia

Mag. Walter Kohlbach – CEO Kohlbach Gruppe, representing WKK (Chair)

International School Carinthia  — Developing bright futures one child at a time.
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THE IB LEARNER PROFILE
The IB Learner Profile is the IB mission statement translated into a set of learning outcomes for
the 21st century. The Learner Profile provides a long-term vision of education. It is a set of
ideals that can inspire, motivate and focus the work of schools and teachers, uniting them in a
common purpose.

IB learners strive to be:

Inquirers: They develop their natural curiosity. They acquire the skills necessary to conduct
inquiry and research and show independence in learning. They actively enjoy learning and this
love of learning will be sustained throughout their lives.

Knowledgeable: They explore concepts, ideas and issues that have local and global significance.
In so doing, they acquire in-depth knowledge and develop understanding across a broad and
balanced range of disciplines.

Thinkers: They exercise initiative in applying thinking skills critically and creatively to recognize
and approach complex problems, and make reasoned, ethical decisions.

Communicators: They understand and express ideas and information confidently and creatively
in more than one language and in a variety of modes of communication. They work effectively
and willingly in collaboration with others.

Principled: They act with integrity and honesty, with a strong sense of fairness, justice and
respect for the dignity of the individual, groups and communities. They take responsibility for
their own actions and the consequences that accompany them.

Open-minded: They understand and appreciate their own cultures and personal histories, and
are open to the perspectives, values and traditions of other individuals and communities. They
are accustomed to seeking and evaluating a range of points of view, and are willing to grow
from the experience.

Caring: They show empathy, compassion and respect towards the needs and feelings of others.
They have a personal commitment to service, and act to make a positive difference to the lives
of others and to the environment.

Risk-takers: They approach unfamiliar situations and uncertainty with courage and forethought,
and have the independence of spirit to explore new roles, ideas and strategies. They are brave
and articulate in defending their beliefs.

Balanced: They understand the importance of intellectual, physical and emotional balance to
achieve personal well-being for themselves and others.

Reflective: They give thoughtful consideration to their own learning and experience. They are
able to assess and understand their strengths and limitations in order to support their learning
and personal development.

International School Carinthia  — Developing bright futures one child at a time.
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PRIMARY YEARS PROGRAMME (PYP)

What is the IB Primary Years Programme (PYP)?
The PYP is a pedagogical framework and curriculum for learning during the primary or
elementary phase of education.  At ISC, students will experience the PYP in grades 1-5.  The
learning objectives of the ISC PYP will be informed by the IBO and the Austrian Volksschule
curriculum in grades 1-4 and the Austrian Neue Mittelschule curriculum in grade 5.  To
internationalize the curriculum, ISC will also supplement the Austrian curriculum with PYP
learning objectives.  As a rite of passage at the end of the PYP, grade 5 students will work on a
long-term project and present it to the community in their PYP Exhibition.

What makes the PYP pedagogical approach unique?
The PYP is a holistic, student-centered program that relies on inquiry as the central approach to
learning.  Through structured units of inquiry, teachers will invite students to ask questions
about concepts under inquiry and challenge them to answer those questions through a variety
of different learning strategies with the ultimate goal of linking students' preexisting knowledge
with new and deeper knowledge about the world.  During a unit of inquiry, students will follow
the inquiry cycle and eventually take action as a result of the new understandings they have
developed.  This process will allow students to learn at their own pace and in their own unique
way.  It will also foster an independent approach to learning where students will take
responsibility for their education.  At ISC, English will be the primary language of instruction.

What will the PYP experience be like at ISC?
Teachers will continuously collaborate to develop ISC's Program of Inquiry (POI).  The POI is the
organized scope and sequence of units of inquiry that students will experience from grades 1-5.
What blends these units of inquiry together into a coherent curriculum is the concept-based,
transdisciplinary approach to teaching and learning.  Students will be challenged to develop a
significant understanding of what they learn in a unit of inquiry via the eight key
trans-disciplinary concepts at the heart of the PYP:

International School Carinthia  — Developing bright futures one child at a time.
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● Form:  What is it like?
● Function:  How does it work?
● Causation:  Why is it like it is?
● Change:  How is it changing?
● Connection:  How is it connected to other things?
● Perspective:  What are the points of view?
● Responsibility:  What is our responsibility?

In each grade level, students will experience six units of inquiry.  Each unit of inquiry will have
one or two key concepts as a focus to bring the learning to life through the six transdisciplinary
themes:

● Who we are
● Where we are in place and time
● How we express ourselves
● How the world works
● How we organize ourselves
● Sharing the planet

The transdisciplinary themes and key concepts allow students to engage the curriculum from
local, regional and global perspectives with the ultimate goal of developing international
mindedness and a passion for learning.

Within the units of inquiry and in stand-alone units, students will also develop the crucial skills
necessary to master the curriculum and be prepared for study in the secondary school.  PYP
students will experience all the subjects offered in the Austrian curriculum through our
Program of Inquiry:

● Mathematics
● Languages:  English and German
● Science
● Social Studies and Religion
● Personal, Social and Physical Education
● Arts (Music, Dance and Visual Arts)

PYP Instructional Practices
International School Carinthia aspires to recruit highly talented teachers from Carinthia and
around the world who want to be part of a dedicated team of educators inspired by our mission
to develop and implement a dynamic educational experience for our students.  Ideally, ISC
teachers and staff will see their role as a calling that they are trying to improve at daily to make
a positive impact on the ISC community.

21st Century Approaches to Learning
A vital part of ISC’s mission is to implement 21st century approaches to learning across the
curriculum.  As an aspiring IB World School, inquiry-based learning is a key component of the
educational process at ISC.

What does inquiry-based learning look like at ISC?

● Hands-on
● Investigating real-world issues
● Builds on students’ pre-existing knowledge
● Question-driven

International School Carinthia  — Developing bright futures one child at a time.
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● Process-based
● Transdisciplinary concept-driven
● Differentiated
● Skills development
● Teacher-guided through lines of inquiry
● Student-initiated action
● Reflection

What does an inquiry-based classroom look like at ISC?
Visitors to ISC will be able to see the following when visiting our programs:

● Posted unit plans
● Posted student work
● The learning journey in progress via visible displays
● Varied room configurations
● Variety of learning activities in progress
● Visible differentiation
● Students actively participating in the learning process
● Clear connections to local, regional and global issues
● Regular curriculum trips
● Experimentation
● Opportunities for individual process and reflection

PYP Best Practices
To live up to our aspiration to be an IB World School of excellence, PYP teachers are encouraged
to incorporate best practices espoused by the IBO when planning, teaching and assessing the
ISC curriculum as follows:*

Plan Teach Assess

collaboratively using the ISC
ManageBac system and the
PYP and/or ISC planner as
appropriate

using a range and balance of
teaching strategies and
approaches to learning

viewing planning, teaching
and assessing as
interconnected processes

based on the
student-learning outcomes
prescribed by the Austrian
national curriculum

grouping and regrouping
students for a variety of
learning situations

using a range and balance of
assessment strategies and
tools

involving students for their
own learning and assessment

viewing students as thinkers
with emerging theories of
the world

involving students in self-and
peer-assessment

building upon students’ prior
knowledge and experience

building on what students
know

using a range and balance of
recording and reporting
strategies

addressing assessment issues
throughout the planning
process

using multiple resources
representing multiple
perspectives

seeking student responses in
order to gauge their current
understanding

International School Carinthia  — Developing bright futures one child at a time.
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emphasizing connections
between and beyond the
subject areas

empowering students to feel
responsible and to take
action

using formative assessment
to give students regular and
ongoing feedback throughout
a unit

recognizing a variety of levels
of language competency

involving students actively in
their own learning

enabling students to see
assessment as a means of
describing learning and
improving learning

recognizing a range of ability
levels

pursuing open-ended inquiry
and real-life investigations

assessing the levels of
students’ current knowledge
and experience before
embarking on new learning

inquiries that explore
similarities and differences
between cultures/places

maintaining constant
awareness of the needs of
additional-language learners

evaluating collaboratively
using an agreed, flexible
system

inquiries that explore broad
human experiences from a
range of perspectives

addressing the needs of
students with different levels
and types of ability

recording assessments using
the ManageBac program

inquiries that focus directly
on significant issues

documenting lessons using
the ManageBac program

documenting students’
progress using the formal
reporting process each year
via the ManageBac program

incorporate technology meaningfully into the planned, taught and assessed curriculum

value the social-emotional development of students throughout the learning process

communicate proactively, positively and professionally regarding students’ progress and the
overall ISC program internally and externally

participate in professional development opportunities to grow and develop as a teacher and
to advance the ISC program

meet stated goals and objectives in terms of facilitating the curriculum throughout the year

support the overall program by contributing to assemblies, publications, open houses,
conferences, meetings, and events throughout the year

lead after-school activity programs and supervision duties with the same level of
commitment as teaching responsibilities

ensure the safety and security of students, community members and school property at all
times

uphold the core values and mission of the school personally and with students and the
community at all times

International School Carinthia  — Developing bright futures one child at a time.
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reflect on professional performance and participate positively in the professional
development process at ISC.

* This chart was adapted from Making the PYP Happen.

Religion Program
Religion has and always will be a driving force in the world.  Therefore, our students will be
encouraged to learn about their own religions as well as global religious traditions.  Christian
values will be a cornerstone of ISC’s character education program with the ultimate goal that
students will also gain respect and tolerance for other religions, belief systems and traditions.
ISC is collaborating with the Diocese of Gurk, the Lutheran Church and other religious
organizations to develop an ecumenical approach to religious education. To achieve this end,
ISC will offer two religion lessons each week as follows:

Religious Studies: One of the religion lessons is for all students and offered as part of the PYP
Social Studies curriculum, and it is required for all students regardless of religious background.
The purpose of this program will be to develop social, intercultural and interreligious
competencies and basic religious knowledge.

Religious Education: The second religion lesson is confessional-oriented.  Students may choose
Catholic, Lutheran, Orthodox and Muslim religious education lessons based on their religious
background.  The Austrian Religious Education Law allows students from other religious
backgrounds to participate in these lessons, too.  ISC will also seek out teachers to work with
students from other religious backgrounds that are not catered to by the Austrian system when
possible.  If parents request with well-founded arguments that students are not allowed to
participate in these lessons, they will engage in academic enrichment activities instead.

PYP Subjects

PYP Discipline Austrian Equivalents

English Englisch

Mathematics Mathematik

Unit of Inquiry Sach-/Gesamtunterricht

German Deutsch

Physical, Social and Personal Education Bewegung & Sport

Music Musik

Arts* Bildnerische Erziehung

Religious Studies Ethikunterricht oÄ

Religious Education Konfessioneller Religionsunterricht
(Römisch-Katholisch, Evangelisch, Orthodox,
Muslim)

* Arts is integrated as part of the units of inquiry

International School Carinthia  — Developing bright futures one child at a time.
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Homework
The PYP faculty believe in developing positive learning habits while reinforcing skills and
concepts taught at school that may extend beyond the classroom.  Mandatory homework may
not be specifically assigned by teachers as additional work beyond the classroom, however, if
work is not completed during the class, it may be required to be completed outside of school
hours.  As students progress through the PYP, their workload will develop to prepare them for
the MYP.  As students develop academically, they are expected to take increasing responsibility
for their own learning.  When a student is absent, it is the student’s responsibility to clarify with
the teacher what has been missed and make a plan to submit work on an agreed-upon
timeline.

The skill of reading is fundamental to lifelong learning.  Therefore, reading should be practised
daily, rather than being considered as additional studies or homework.

ISC is sensitive to the balance between school work and out of school activities.  We
understand that events may arise that prevent the completion of work.  In these cases,
teachers should be notified.  If the student has difficulty understanding an assignment, they
should actively seek clarification from the teacher.

PASTORAL CARE
To fulfill our mission of developing internationally-minded citizens with strong characters who
want to contribute positively to our world, International School Carinthia strives to provide a
comprehensive Pastoral Care program to reinforce these goals.  At the heart of our Pastoral
Care program is the Latin concept “in loco parentis”; thus, we strive to act in the best interests
of our students in every aspect of our curriculum both in and out of the classroom.  With the IB
Learner Profile at the heart of all aspects of our curriculum, we challenge students to embrace
and live up to these core values daily and recognize students as much as possible when doing
so.  We also hope to incorporate an individualized approach to all students when implementing
our Pastoral Care program as we know a “one-size-fits-all” approach will not help all students to
realize our mission.

ISC implements Positive Action aligned with Learner Profiles and Approaches to Learning as a
core approach to developing students’ social-emotional learning. This emphasizes a healthy
and positive cycle of actions that lead to a positive self-concept.

Promoting Positive Behaviour Across the School
All staff are encouraged to verbally praise and encourage students who display good behaviour.
Teachers are encouraged to reward positive behaviour in a variety of methods, which will be
developed and put in place throughout the year.  Some of these are listed below:

★ IB Learner Profile stickers
★ Student Action Awards
★ IB Learner Profile Certificates

Positive behaviour is also promoted through the Positive Action Program which is taught on a
daily basis. Positive Action is based on the intuitive philosophy that we feel good about
ourselves when we do positive actions. (“Philosophy.” Positive Action Curriculum Program |
Positive Action, www.positiveaction.net/introduction#philosophy.)

International School Carinthia  — Developing bright futures one child at a time.
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To emphasize the core values of the IB Learner Profile that stand at the heart of all our
programs, ISC teachers are asked to use IB Learner Profile vocabulary when communicating
with students about their behaviour.  The Learner Profile will feature heavily in daily teaching
and will be reinforced by the celebration of Learner Profile months as follows:

Month Learner Profile

September Inquirers

October Principled

November Thinkers

December Communicators

January Knowledgeable

February Open-Minded

March Caring

April Risk-takers

May Balanced

June Reflective

Individual student recognition is important and should be recorded. Therefore, the faculty aims
to recognise each student’s contributions through Learner Profile certificates or Action Awards
when they have made positive contributions.

PYP Assemblies
Approximately once per month, the PYP will gather in one of the sports halls for an assembly to
celebrate learning and recognize positive achievements across the PYP.  All classes will
contribute to the assemblies when appropriate. The PYP Student Council will assist with the
organization and delivery of the assemblies’ program which will include sharing of relevant
learning experiences and its connection to the learner profile of the month. At this time,
teachers will also recognize student action, positive behaviour and exemplification of the
Learner Profile. Parents are encouraged to share with the homeroom teacher actions that have
taken place outside of the school as a result of their learning so that students can be recognized
in class and/or assemblies.

ISC Essential Agreements
ISC faculty have collaborated to develop essential agreements that will bring out the best in all
members of our community.  Essential agreements are few in number, written by all group
members, applicable to a broad range of situations, understood by all group members, agreed
on by all group members and positively stated.  The ISC PYP Essential Agreements are as
follows:

International School Carinthia  — Developing bright futures one child at a time.
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ISC Whole School Essential Agreements
We want our school to be a safe and happy place for everyone in it, so we agree to do our best
to:

● Respect people and property
● Be friendly and helpful
● Listen to others
● Keep your hands and feet to yourself
● Play fairly
● Follow the cafeteria and playground routines

Classroom Essential Agreements
Each class will draw up essential agreements under the guidance of the class teacher.  The
students will also receive a copy of these in the form of a contract to be signed by the teacher,
the parents and themselves and displayed prominently in the classroom. When drawing up the
agreements, the following expectations will be considered and discussed with students.  In the
spirit of essential agreements and promoting positive behaviour, a list of unacceptable
behaviour is NOT displayed in the classroom.

We expect ISC students:

● To follow the essential agreements for the classroom and around school
● To be at school on time every morning
● To line up with their class and wait quietly for their teacher
● To walk in an orderly and quiet manner with their classmates to the classroom
● To enter the classroom quietly and be ready to learn
● To walk through the school (never run!)
● To be prepared for lessons and bring necessary things like: sports bag, writing tools, and

other school equipment, etc.
● To  tidy up equipment after playtime and tidy up after themselves in the classroom
● To be quiet and polite during the lunch and help keep the lunch area clean and tidy
● To take responsibility for his\her actions
● To listen to adults and follow their directions
● To be respectful and helpful (e.g. hold the door for the next person, assist those who

need help, etc.)
● To leave classroom or break-time areas only with the teacher’s permission
● To play safely at all times

Technology at ISC
Technology Essential Agreements
At ISC, we strive to use technology:

● Carefully and responsibly.
● Safely and securely by protecting our passwords and personal information.
● To conduct inquiries and complete assessments.
● To visit websites related to our inquiries.
● To communicate with teachers and students about school work.
● To post or publish material related to our inquiries and assessments.
● To cite research, images, videos and music according to MLA standards.
● To organize ourselves and keep laptops and iPads organized as they have been set-up.
● To only download software and files approved by teachers.

International School Carinthia  — Developing bright futures one child at a time.
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ISC Electronic Device Essential Agreements
● Electronic devices are for learning.
● Electronic devices require special care.
● Electronic devices can connect us to the world, but we will be careful not to share our

private information without asking our parents or a teacher first.
● Electronic devices can help us learn about many things, but they may also expose us to

things that we do not want to see.  We promise to talk to a teacher if something on the
electronic devices makes us uncomfortable.

● To keep us safe, our teachers and parents may access our accounts at any time.
● We understand that we may lose access to the electronic devices if we do not follow

these Essential Agreements.

Students must inform teachers if any inappropriate material appears via technology.
Inappropriate use of technology may result in the loss of using technology at school for a period
of time determined by teachers and the administration.

The use of mobile phones by students in school is forbidden.  Students who bring a mobile
phone to school must keep the device in their bags with the power turned off.

Personal Property
Responsibility
Students must assume responsibility for personal property, sports equipment, and other items
brought to school. These should be appropriately labelled. We strongly advise that parents not
send large amounts of money or valuable personal items such as iPods, MP3 players, mobile
phones or expensive toys with their children.
At no time are knives, toy guns, or other weapon-like objects allowed at school. If there is a
question as to whether an item is defined as a weapon, management will have the final say in
determining its appropriateness at school. Violators of this policy could be subject to
suspension or expulsion.

Damage and Theft of Personal Property
The school is not responsible for damage to, or theft of, students’ private property; unless the
school has been negligent. We recommend students not to bring to school expensive items
which may be stolen – clothing, mobile phones and jewellery.
Non-valuable items can be taken care of during Physical Education lessons.
The school does not accept responsibility for these items and is therefore not obliged to pay
compensation for lost or stolen items.

Lost Items and Personal Property (including damage and theft)

● We want to have a trusting community where we respect each other's property.
● Everyone is expected to leave each other's property alone.
● All valuables should be stored in locked lockers during the school day.
● Students should consider what valuables they bring to school and whether they are

necessary at school.
● If anyone has taken any other person's belongings, please turn them into the

Reception and no questions will be asked.
● If any item is stolen in the future, students will be encouraged to report it to the

police.

International School Carinthia  — Developing bright futures one child at a time.
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Lost and Found Articles
If an item of value is lost, the school’s office should be notified. If an article of value is found, it
should be taken to the office. Students should not bring unnecessary personal items of value to
school. The school is not responsible for any damaged, lost, or stolen personal items. Any items
not claimed for a period of  two months will be donated to charity.

Behaviour and Consequences

All actions have consequences in life, and when students’ behaviour does not meet
expectations, they will be challenged to take responsibility for their behaviour and reflect on it
as part of the learning process.  It is the responsibility of each class teacher to maintain order in
the classroom and to promote positive behaviour amongst their pupils and the rest of the
school.  Staff, both teaching and non-teaching, will encourage children to act with self-respect
at all times, showing care and consideration for those around them and for their environment.

Teachers will address behavioural issues with students by implementing positive discipline
strategies with a mixture of praise, rewards and sanctions based on the Essential Agreements
of the classroom or school.  It is our belief that the use of a variety of positive behaviour
strategies will result in the limited need for sanctions.  Should sanctions be necessary teachers
will follow the ISC PYP Student Pastoral Support and Discipline Protocol (refer to appendices
section).

Behaviour at lunch and break time should also be managed through the use of positive
discipline strategies.  Students are expected to follow the lunch and break time routines. Should
sanctions be needed, students may be moved to another seat to finish their meal or moved to
another area of the playground. Continuous inappropriate behaviour during lunch and break
will result in the sanctions and consequences outlined above.

Behaviour Plans
In cases where students are referred to the Head of PYP or the Director for not following our
PYP Essential Agreements, the following procedure may be put into place:

● The class teacher will meet with the parents and student and develop a behaviour plan
to address the targeted issues that will be reinforced on a daily basis.  The teacher,
student and parents must participate fully in this plan to support the student to
participate positively in school.  The plan will remain in place for a certain period of time
agreed upon by the teacher, student and parents.  At the end of this time period, if the
student has met the goals of the behaviour plan, the student may participate fully again
in the daily program.

● If the student continues not to meet the goals of the behaviour plan, the teacher,
student and parent will meet with the Head of the PYP and an action plan will be
developed that may require the support of outside professionals and/or a suspension
from school to address the issue.  At this time, the Director will be involved and a
meeting will be organized with the student and family to determine whether ISC is the
best program for the child.

Extreme Cases
When students engage in behaviour that seriously jeopardizes our safety and security or the
positive implementation of the school’s program, the Director reserves the right to intervene
directly in the matter and implement an action plan accordingly with students, parents and
teachers to address the issue appropriately.  In such cases, the Director will determine the
consequences of the behaviour in communication with all parties and with the best interests of
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the ISC community and individuals in mind.

ISC OPERATING PROCEDURES
Day-to-Day Operations
Arrival (8.00-8.30)
Students may begin arriving at school starting at 8.00.  All parents are asked to drop off their
children at the playground gate into the care of the on-duty teacher. Parents may refer any
pressing concerns or issues to the teacher on-duty or to the Reception on the ground floor
because teachers are very busy in the morning planning the school day. The ISC Good Morning
Program starts at 8.00.  The ISC Good Morning Program takes place on the playground or in the
cafeteria area on the UG floor of the school building. PYP students help the staff tidy up the
areas where the program is being offered and line up for their daily lessons by 8.25.
Additional notes:

● Always make sure traffic is clear before crossing the street and follow the
Crossing-Guard Duty Teacher instructions.

● All students must enter the building through the back playground entrance.
● On good weather days, students place their backpacks in the line and check in with the

duty teacher outside.
● On bad weather days, students check in with the duty teachers on the UG floor or in the

cafeteria. At 8.15 students will walk up to the classrooms escorted by their duty
teachers. Students who arrive later than 8:15 are allowed to independently walk up to
their classrooms.

● Late students must report to the Reception and get a late slip that needs to be
presented to the teacher when entering the classroom.

● Students always walk quietly in a line to the classroom using the right-hand side of the
staircase

Registration (8.30)
ISC Staff will meet students at 8.25 on the playground or in the after-school program area and
lead them upstairs to start the ISC Primary Years Program.  The purpose of this time is for
students to get organized for the day and for teachers to take attendance and make
announcements from the Dailies.
All students and faculty are asked to wear inside shoes inside the building to help keep the
school tidy.  Students must bring their bags, coats, shoes, sports kit, etc. to the student
cloakroom area and change into indoor shoes before starting their morning lessons.

Jause Pause (9:55 - 10:15)
In Austria, many people take a morning break to have a snack called a “jause.”  This is an
opportunity for students to eat and relax between lessons in the morning.  Students must bring
their “jause” from home.  Jause will take place outside or in the classroom depending upon
weather.  Duty teachers will be asked to supervise the hallway and classrooms to make sure
students are safe and clean up after themselves.  PYP teachers will create a routine for their
homeroom to facilitate the jause effectively each day.

Lunch (12.20-13:25)
Every day, the school will be provided lunch via our catering service in our cafeteria.  The ISC
lunch staff and caretaker will facilitate service and clean-up of the lunch room.  Lunch
supervision will also be provided by two teachers.  PYP 1-3 students will have lunch from
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12.25-12.55 followed by outdoor or indoor play from 12:55-13:25.  PYP 4-5 students will have
outdoor or indoor play from 12:25-12:55 followed by lunch in the cafeteria from 12:55-13:25.
Additional notes:

● Both during Jause and Lunch times, students must remain seated while and after eating.
● Students are responsible for tidying up their own area.
● Students only leave the dining area and/or the classroom when instructed by the

teacher.
● Students always walk when inside of the building.
● Students use quiet voices when inside of the building.
● Students clean up sports equipment.
● Students line-up when they are called.
● Students follow the ISC Essential Agreements at all times.

Lunch Program
ISC has contracted Feine Küche Kulterer GmbH catering service to provide a warm, healthy
lunch program for our students daily.  At the beginning of the school year, ISC families are asked
to sign their students up for the lunch program via EDWIN.  Every day, students may choose
between three lunch options:  a meat option, a vegetarian option, or an option catering for
food allergies.  Parents are asked to select their children’s menus every two weeks as requested
via EDWIN and keep their students reminded of their selections each day.  Parents must order
lunch on time, or students will have to bring their own lunch until the following month or settle
for one menu the two week period.

If students choose not to participate in the ISC lunch program, they may bring lunch every day
from home. However, ISC will not be able to provide access to a microwave or cooking
supplies for students who bring their own lunch.

ISC families will be invoiced monthly for lunch and asked to pay via direct debit.  When families
provide advance notice of absences, they may cancel lunch via EDWIN accordingly.

Dismissal (15:30)
PYP students who must be picked up by their parents can be released from the playground
between 15:30 - 15:35. Any student not picked up by 15:35 will automatically be registered in
the Afternoon-Program.
PYP students who walk home alone or take public transportation are allowed to leave the
school campus immediately after school.
All PYP students must be picked up from the playground at 15:30, unless parents have granted
permission for their students to leave the school campus by themselves. Only
parent-authorized people are allowed to pick up their children. Picked up students and parents
are required to leave campus latest by 15:35.

Friday Dismissal Routine

On Fridays classes finish at 12:20 followed by lunch and break until 13:25 (official dismissal
time). Students will be ready for dismissal at 13:25 on the school playground. Parents who wish
to have their children dismissed earlier for the weekend must communicate this wish via Edwin,
latest by 8:00 on Fridays. The early dismissal will happen at 12:20 and the parents must meet
their child at the school’s reception (front small entrance). A pick-up between 12:20 and 13:25
is strongly discouraged.

International School Carinthia  — Developing bright futures one child at a time.



ISC IB PRIMARY YEARS PROGRAMME HANDBOOK 20

Occasional early dismissal procedure

Students who may need to be dismissed earlier due to personal reasons must be registered in
Edwin and will wait for their parents at the school’s reception. They will be dismissed by one of
our office staff members.

Afternoon Program (15.30-17.00)
Students have the opportunity to participate in the ISC Afternoon program or After-School
Activities starting at 15.30.  The Afternoon program is open to all students and provided by the
school.  Starting at 15.30, parents should sign their child/ren out from the Afternoon Program.
Parents who wish to enroll their student in the Afternoon Program can register them via email
s.pope@isc.ac.at

Students attending the Afternoon Program or After-School Activities (ASA’s) must follow this
dismissal procedure.  They will assemble in the ASA designated areas or in the cafeteria if they
are attending the Afternoon Program.  ASA trainers and teachers will take attendance and lead
their students to where their ASA will take place.

After-School Activities (ASA’s) (15:30-17:00)
ISC strives to offer an After-School Activities program to expose PYP students to a wide variety
of sports, arts, music, language, outdoor, and wellness pursuits to promote a balanced lifestyle
and offer students an opportunity to sample many different programs to determine what areas
they may want to specialize in as they grow older.  ISC will offer some After-School Activities
throughout the year, such as musical instrument lessons or sports and others.  Students will
have a one-week trial period to determine whether they want to fully participate in an
After-School Activity.  If they choose to participate in the program, families will be invoiced
once for the entire semester and asked to pay by bank transfer or cash accordingly.

After-School Activities will begin in October.  Students must register for ASA’s at extra cost
depending on the program, and these will change each semester.  The Good Afternoon
program and ASA teachers must organize their activities so that students are ready to leave
campus at 17.00 latest.  Parents are asked to pick up their students in the Good Afternoon
Program area or playground no later than 17.00 daily.

Attendance Policy
For the safety and security of our students and to track academic progress, it is important to
maintain accurate attendance records.  Homeroom teachers will take attendance daily by 9.00
as follows:

● Present: Student is present and accounted for in class.
● Absent: Student is not present in class by 9.00.
● Late: Student arrived late. Late arrival students must get a tardy slip from the

Administration Office or will not be admitted to class until they do.
● Dismissed: Student left before the end of the school day for some reason.
● Sports: Student is attending an ISC-sponsored sporting event off-campus.
● Field Trip: Student is attending an ISC-sponsored field trip off-campus.

If a student is absent, teachers will notify Reception. At 9.00, the Administrative Assistant will
check to make sure all attendance has been reported and make contact if a child is missing and
has not been reported absent.  If students are consistently tardy or absent, the homeroom
teacher or Coordinator may call a meeting with parents.
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Reporting Absences and Early Pick-Ups
All teachers take attendance daily by 9.00.  Parents are asked to please use EDWIN to report
absences.  Please inform the office directly regarding absences or the need for children to be
picked up during the school day by this time.  When parents need to pick up students early,
please meet your student at the Reception on the ground floor.  Parents may find all necessary
email addresses and phone numbers on the Faculty and Administration page on the ISC
website.

When students are absent due to illness for three or more days, parents are asked to provide a
doctor’s note to the Reception (office@isc.ac.at) upon the student’s return to school.  ISC
families are asked to schedule medical, dental and vision appointments outside of school hours
as much as possible.

Excused Absences and Unexcused Absences
All absences related to illness and family emergencies or to facilitate state requirements will be
considered excused absences.  In addition, absences related to a student’s participation in an
academic, religious, sports, music or art program that cannot be organized at another time may
also be excused upon request from the Head of PYP.  All other absences that do not meet these
criteria must be referred to the Head of PYP and may be considered unexcused absences upon
review.  ISC families are asked to strictly observe the school holiday calendar.  Requests for
additional excused holiday absences may not be granted and will be considered unexcused.

● 10 absences, the PYP Coordinator will consult with the family.
● 20 absences, the Head of PYP will consult with the family.

When students are absent regardless of excused or unexcused absences for 30 days or more,
families will be consulted by the Director, and students may be required to repeat the school
year.

Curriculum Enrichment Experiences
ISC programs strive to offer our students an interactive educational program with local, regional
and global perspectives.  To meet this goal, teachers will organize curriculum enrichment
experiences for every Unit of Inquiry and every MYP unit.  Likewise, specialist teachers may also
plan curriculum enrichment experiences to enhance our curriculum once per semester.  A
curriculum enrichment experience may consist of one of the following opportunities:

● A curriculum trip
● An in-school workshop, performance or program
● A visit from an expert or specialist relevant to a unit
● A virtual experience provided through technology

Curriculum trips will be chaperoned by ISC teachers and may be accompanied by ISC parents
upon request.  Parents will always receive at minimum, one-week advance notice about
curriculum trips and be requested to submit a permission slip to authorize the school for this
purpose and provide emergency contact information.

COMMUNICATION POLICY
Communication Essential Agreements
At ISC, we are committed to creating a culture where communication is always:

■ Respectful
■ Timely
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■ Clear
■ Specific
■ Thoughtful
■ Concise
■ Solution-Oriented

Verbal Communication
● All staff make a commitment not to interrupt lessons, except in cases of emergency or

to briefly share resources.
● Confidentiality of students, parents, other staff members, and stakeholders must be

highly considered. Ideally, all confidential conversations involving stakeholders take
place in appropriate places on the school campus.

● Individual matters regarding employment should be addressed specifically to the
appropriate Head of Primary or Secondary, Director of Management, or Director in a 1:1
meeting.

● Schedule critical conversations in advance with stakeholders rather than on-the-spot.

Email and Mobile Communication
● Any digital communication shared in relation to ISC roles and responsibilities must

conform to professional standards and etiquette.
● All staff make a commitment to check email prior to the start of the school day by 8:25

and at the end of the school day by 16:00.
● The goal is to respond to all emails within 24 hours of the next possible business day.  In

cases where more time is needed to resolve an email, a simple email stating a proposed
timeline for resolution can meet the 24-hour requirement.

● “Less is more” in terms of email communication with parents.  If it cannot be clarified
easily in an email message, consider a phone, video, or face-to-face meeting to avoid
unnecessary conflicts or misunderstandings.

● Teachers are not expected to check email during lessons, except for attendance
registration purposes.

● External group or multiple group emails to parents should only be sent via ManageBac
or Google Classroom.

● Any external emails to individual parents must have “ISC” in the subject line.  Please
ensure that people are appropriately addressed in CC or BCC for data protection
purposes.

● Try to bundle emails into one and make sure to respond within conversation threads to
keep emails on the same topic part of the same conversation.

● Internally, please only use Google Drive and Google Apps to share documents rather
than sending attachments and try to avoid sending large file-sized attachments as much
as possible.

● Teaching staff are asked not to use mobile devices during teaching or supervision,
except to facilitate learning or in cases of emergencies.

Communication with ISC Families
In addition to our formal reporting process twice per year, ISC faculty have committed to the
following when communicating with ISC families:

● An introductory Parents’ evening in September
● Parent-Teacher conferences in November
● Student-Led conferences in April/May
● Parent Workshops and Information Evenings throughout the year

International School Carinthia  — Developing bright futures one child at a time.



ISC IB PRIMARY YEARS PROGRAMME HANDBOOK 23

● Google Meets may be used when necessary or more convenient to facilitate information
sharing.

ISC faculty will be asked to be available and responsive regarding student achievement and
issues arising at school as follows:

● ISC faculty email addresses will be shared on the parent portal located on the ISC
website and in the Friday Newsletter.  Parents are invited to contact teachers via email.

● As much as possible, ISC faculty are asked to be available to parents to communicate
about student progress throughout the school year.

● In many cases, phone, videoconference, or in-person meetings are preferable to email
exchanges.  Depending on the severity of the issue, more personalized communication
is recommended to avoid misunderstandings and unnecessary conflict.  Follow-up
written records of meetings are highly advised to ensure communication and action
plans are clear and understood by all parties.

ISC staff parents are requested to schedule meetings with their children’s teachers at mutually
convenient times and be explicit
about the roles they are playing during those meetings.

Emergencies
Any information that a staff member considers to compromise the safety and security of any
stakeholder of the school must be shared with a member of the leadership team or the
Director as soon as possible verbally or in writing depending on the nature of the situation.

Digital Communication
ISC staff will communicate with students and parents using the following digital platforms:

PYP: Seesaw, Friday Newsletter, email, ManageBac, Google Meet, telephone calls

MYP: ManageBac, Google Classroom, Google Sites, Friday Newsletter, email, Google Meet,
telephone calls

DP: ManageBac, Friday Newsletter, email, Google Meet, telephone calls

Administration: Friday Newsletter, email, telephone calls, Google Meet, edwin for attendance
and invoicing, ManageBac

Friday Newsletter
The Leadership Team and members of staff will collaborate on a weekly newsletter to keep the
ISC community informed about ISC’s programs and developments.  A calendar will be
generated at the beginning of the year to provide focus for each issue of the Newsletter so that
all programs feature equally within it.  The goal is for the Friday Newsletter to be distributed at
dismissal time on Friday each week during the school year, except for short weeks or holidays.
Staff and parents are requested to submit articles to by 12:00 on Thursdays.Anne Béal

Website
The goal of the ISC website is to be the main communication tool of International School
Carinthia for external visitors.  The Administration will strive to keep the website updated as
much as possible to inform interested visitors about our programs.  All communication should
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direct interested visitors to our website for detailed information about upcoming events and
updates to our programs.

Parent Portal
The goal of the Parent Portal is to provide free access to the Parent Association’s work and
documents.  Login details are provided via the Newsletter.

ManageBac
PYP: ManageBac will be used for curriculum planning and reporting, behavioural monitoring,
reporting, class newsletters and PYP messaging .  Parents have access to see unit overviews and
dates of upcoming assessments.  Parents should make sure they have access to the platform to
view student reports published at the end of each semester.

MYP: ManageBac will be used for curriculum planning and reporting, and behavioural
monitoring.  Parents have access to see unit overviews and dates of upcoming summative and
formative assessments.  Parents should make sure they have access to the platform to view
student reports published at the end of each semester.

DP: ManageBac is the main learning platform for DP students, and Google Classroom is no
longer used. Parents can find units, lesson materials, timetables, attendance data, tasks, grades,
reports, and a calendar of assessments on ManageBac.

Google Classroom
In MYP, Google Classroom is used as the platform for teachers to communicate to their
students regarding individual lesson objectives, content, assignments and homework. The
Stream section is used for lesson content on a daily or weekly basis.  The Classwork section is
used for any work that the student is expected to complete outside of class; “homework”.
Students are responsible for organizing their homework in each class by using their Google
Calendar.  Parents are encouraged to use Google Classroom as a tool to support their child by
receiving updates in their personal email daily or weekly.

Seesaw
Seesaw will be used as the main platform for portfolios in the PYP.  Students and teachers will
publish work and assignments to each student portfolio.  Parents are encouraged to check
Seesaw regularly via the Seesaw App and engage in conversations with their child/ren about
their work.  At the start of the year, teachers will share access to their class/es.

Google Meet
Google Meet is the preferred method for online conferencing at ISC.  The application can be
used to schedule parent meetings, student conferences, and any other communication that
may need to take place virtually.

Print Media
ISC will develop articles to publish in local and international media outlets to promote its
programs.  Monthly, ISC students and teachers will collaborate on articles to publish in the
Veldner Zeitung.  These articles will be shared with relevant students and staff for review prior
to publishing.

Social Media
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The Administration and Social Media Group will maintain an active social media presence to
communicate highlights about our programs.  Teachers are welcome to send suggestions for
social media content to the Administration.  ISC social media will not be used to communicate
with parents.

ISC staff may only interact with ISC students via the ISC-sanctioned platforms listed above
strictly for educational purposes.  ISC staff may not interact with students via social media
platforms, such as Facebook, Instagram, WhatsApp, or others.  ISC staff are highly cautioned
about engaging with parents via social media.  In addition, sharing any student images or
student data by staff via social media is strictly forbidden according to the GDPR.

ISC is not responsible for WhatsApp or social media groups created by parents. The content of
the grade-level groups are managed privately and will not be used for official communication
purposes from the ISC administration.

Teachers who are also parents at ISC may join WhatsApp groups and participate in the groups
as parents not as spokespeople for the ISC administration and staff.

Policies
ISC policies are always in a state of review and change.  Staff must access the most current
policies via the ISC Google Drive Policies Folder.  They will always be in PDF form and labelled
LIVE.

Parent Communication Protocol
ISC recognises the importance of strong partnerships between schools and families.  ISC
expects all stakeholders to embrace the mission and vision of ISC and the IB.  The IB Learner
Profile is at the core of all we strive to be:

Inquirers, Knowledgeable, Thinkers, Communicators, Principled, Open-Minded, Caring,
Risk-takers, Balanced, and Reflective.

These attributes provide the grounding for how we model effective two-way communication  in
different scenarios (e.g. Parent-ISC Staff, Parent-Parent, Parent-Student, Teacher-Student).
Parents are always asked to contact staff members directly about issues or concerns before
escalating them to the senior leadership team.

We understand that effective two-way communication is:

● Respectful
● Timely
● Clear
● Specific
● Thoughtful
● Concise
● Solution-Oriented
● In the best interests of student learning and the school community

It is an expectation that all members of the ISC community conduct themselves in a positive,
solution-oriented manner and avoid public actions or criticism that disparage the school or its
employees.
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DATA PROTECTION
As per the new European General Data Protection Regulation, we would like to inform you and
give you details about the use of your data and your children’s data at ISC.

Purpose of Data Processing
As a school, we are using your data in order to process the following:

● School administration (admission, email, lunch, bus, after school activities, afternoon
care)

● Accounting
● Reports
● Class division and Timetable
● Land Kärnten administration

We need your data to comply with the school’s legal obligations.

Description of Data Collected at ISC
● Last name and first name (parents

and children)
● Address
● Date of Birth (children)
● emails (parents)
● Telephone numbers (parents)
● Religion (children)
● Social security number (children)
● Health issues (children)

● Vaccinations (children)
● Languages (parents and children)
● Previous schools attended (children)
● Bank data (parents)
● Nationalities (parents and children)
● Place of birth (children)
● Cultural background (children)
● Emergency contact information

Beneficiaries
Only administration employees, teachers and the director will internally use your data.

Data transfer to third party
We would like to inform you that we will share your personal data with:

● Austrian Authorities
● Our software database
● Our cooperation partners
● Our assessment partners

Data cancellation
ISC Students:  The data will be kept 60 years after the child left the school

Admission Students:
● The data will be cancelled after one year (electronically and in paper form)
● The admissions excel documents will be anonymized for statistics

Your legal rights
We would like to inform you that you have the right of information, correction, cancellation,
restriction, data transfer and opposition (Art 16-21 DSGVO ).
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Right of appeal
We would like to inform you that you have the right to appeal to the Österreichische
Datenschutzbehörde, if you consider that the processing of your personal data has been
inappropriate.
Österreichische Datenschutzbehörde
Wickenburggasse 8
1080 Wien
Telefon: +43 1 52 152-0
email: dsb@dsb.gv.at

You can contact us any time if you need further information:

Data Protection Officer
Ms Anne Béal
a.beal@isc.ac.at
04274.52471.10

Use of Images
Occasionally, we may take photographs of students. We may use these images internally but
also in printed publications or marketing packages, on our website, on Facebook, and in the
newspaper.  In addition, our school photographer will come once a year to make student
portraits and class pictures as well as student ID Cards (only for MYP/DP students).

To comply with the European General Data Protection Regulation, we need your permission
before we can photograph or make any recordings of your child.  Parents will be provided with
an image consent form upon enrollment to ISC.  Beginning in MYP 4, students will also be
provided with an image consent form.  If parents or students do not provide their consent, they
may not be photographed or filmed for external purposes.

PARENT COUNCIL
ISC Parent Community – Every parent counts!
The ISC parent community is taking collaborative actions in order to meet the needs of the ISC
parents, support ISC mission and IB learner profile and where fitting, it cooperates with ISC
faculty and administration and ISC student council bodies.

The essence of ISC parent community life lies in the classes/study years. Parent Council covers
more strategic topics, whole-school events (like Jingle-mingle ISC events) and financially
supports parents' needs upon its possibilities and bi-laws.

Parent Council
The Parent council provides counsel and advice on initiatives in conjunction with quarterly
meetings with ISC faculty and administration representatives. It supports the mission and
values of ISC and organizes priority topics of parent interest based on democratic discussion.
There are six PC members: President, Secretary, Treasurer, PYP Representative, MYP
Representative, and DP Representative. The representatives coordinate the dialogue among
parents and respective curricular coordinators and coordinate class engagement in the CIC
coffee mornings.

Class Parent Representatives

International School Carinthia  — Developing bright futures one child at a time.

mailto:dsb@dsb.gv.at
mailto:a.beal@isc.ac.at


ISC IB PRIMARY YEARS PROGRAMME HANDBOOK 28

Each class has a parent representative, and alternate to support the representative or replace
him/her in case of need (in case of more classes per year this can be done together for all the
parents). The elections for new parent representatives take place at the beginning of the Fall
semester and are organized in place, or online by previous class parent representatives with the
help of PYP/MYP/DP Representative from the Parent Council.

The class representative and an alternate support cooperation between homeroom teacher
and parents, and care for the class community life. Parent representatives have the Parent
Representatives Handbook at their disposal. Parent representatives should meet with the
homeroom teacher at least once per semester to discuss the parent class climate, needs and
possibility to support the class.

Parent Association
The ISC Parent Association / ISC Elternverein was established in the academic year 2019/2020.
Each ISC family becomes a member automatically at the beginning of the academic year. In case
the family does not wish to be a member, it can withdraw from the PA. There will be a PA
members assembly at least once a year.

Parent Association Online
All the relevant documents regarding ISC parent community are to be found in the secured
online depository at https://www.isc.ac.at/parent-association/ Login is the same as the one for
the ISC Newsletter archive

Parent Council Elections
The Parent Council is elected every second academic year by the Parent Association members.
Every member may become a candidate, while previous active volunteering in ISC parents
activities is strongly recommended. We hope for the gender diversity of candidates, different
cultural backgrounds (local and international parents) as well as the representation of all
academic levels of students (PYP, MYP and DP).

Organizing Community Events
We aim to have two school community events per year. In case you would like to get on board
and make the event happen, please inform your class parent rep or write to the Parent
association, in order to coordinate the preparatory works in the best interests of the ISC
community. Thank you!

Looking forward to a great year of learning together!
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APPENDICES
In the PYP Handbook appendix, parents may reference the core policies that support the ISC
academic program.  These policies are required by the International Baccalaureate Organization
(IBO) and are under review by the ISC pedagogical team on a regular basis.  They guide ISC
practices in fundamental ways and are in alignment with IBO Standards and Practices
accordingly.

ISC Assessment Philosophy
ISC strives to offer an academically rigorous program with 21st-century approaches to learning.
Assessment is integral to all teaching and learning at the school.  Assessing what has been
learned and reflecting upon what has been taught, as part of the cycle of “plan, do, review” is
central to our assessment philosophy.  Assessment at ISC challenges students to integrate and
demonstrate knowledge and competences connected to the real world in significant and
meaningful ways while also offering opportunities for self-reflection during and at the end of
the assessment process.

Primary Years Programme (PYP) Assessment Policy
PYP Assessment Practices
The purpose of assessment at ISC is to:

● provide information about ongoing student performance
● promote learning and teaching practices and align them with the philosophy of the PYP
● evaluate and reflect upon student learning

During each Unit of Inquiry or stand-alone PYP unit, teachers may use the following types of
assessments to match our philosophy and purpose as follows:

● Diagnostic Assessments: designed to find out what the student already knows about
the unit.

● Formative Assessments: designed to measure student understanding and help the
teacher determine lesson pacing and planning.

● Summative Assessments: designed to challenge students to apply understandings and
competencies in significant, real-world situations.

● Self-Assessments: designed to allow students an opportunity to reflect on their own
learning.

● Standardized Assessments: designed to meet state or international requirements to
measure students’ performance and evaluate ISC’s program.

PYP Assessment Requirements
Summative Assessments
At minimum, once per unit, teachers are required to design summative assessments based on
the Unit of Inquiry and discipline areas.

Assessment Feedback
Teachers will report achievement to students regarding assessment via ISC PYP standardized
rubrics.  The following descriptors will be used on each rubric:

● Excelling: Students performing at this level demonstrate knowledge, understanding and
capabilities at a superior level beyond which is required for proficiency.
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● Achieving: Students performing at this level demonstrate knowledge, understanding
and capabilities at a level which indicates proficiency.

● Emerging: Students performing at this level demonstrate knowledge, understanding
and capabilities but are yet to achieve full proficiency.

● Developing: Students performing at this level are developing knowledge,
understanding and capabilities but require support to gain further proficiency.

● Struggling: Students performing at this level require significant support to demonstrate
proficiency in many areas.

Twice per year, parents will be invited for individual conferences to discuss their student’s
progress.  The first conference will occur in November and will be a Parent-Teacher-Student
Conference.  The second conference will occur in March or April and will be a Student-Led
Conference.  Teachers and parents may schedule additional conferences when necessary.

PYP Portfolios
The purpose of the PYP Portfolio is to give teachers and students an opportunity to report and
reflect on the overall learning process.  The PYP Portfolio will serve as the centerpiece in
Student-Led Conferences and will allow students an opportunity to narrate their learning
process to their parents and teachers.  Each ISC PYP Portfolio will contain the following
minimum components:

● Teacher and/or student selected pieces per unit
● Summative assessments
● Students reflections

ISC PYP Reports
Twice per year in February and July, ISC will issue reports regarding students’ overall
performance.  ISC will issue PYP reports in February and July annually. At the end of each
semester,  a report is issued based on the student’s progress aligned to ISC’s learning outcomes.
For each Unit of Inquiry (Social Studies, Science), reporting is stand alone for the acquisition of
knowledge and skills for that unit, regardless of the semester.  In the other disciplines, reporting
considers formative and summative assessments to generate a final mark.  The marking for
each strand is dependent on what may have been taught and learned during each semester,
but is referenced to ISC’s expected learning outcomes for each year level.

As a Statutenschule, ISC has the right to report students’ academic achievement according to
its own curriculum system. The ISC Board approved a proposal from the ISC team to stop
issuing Austrian reports and report students’ achievement only via IB reports. This new policy
will be more consistent with IB Standards and Practices and strive to eliminate unfair and
unnecessary comparisons between the two systems. ISC will only issue IB reports effective this
school year.

ISC PYP Reports will provide information about student performance in the following areas
each semester:

● Unit of Inquiry (Arts, Social Studies and Science)
● English
● German
● Mathematics
● Religion
● Physical Education
● Overall Semester Comments (Social and Emotional Learning)
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Internal moderation
In order to ensure the effectiveness and reliability of our overall assessment system ISC
teachers engage in the process of internal moderation. We come together and share samples of
assessed work to look for agreement on our understanding of what level of work constitutes
what grade based on our performance indicators.  These collective discussions of standards and
progression across the curriculum are also seen as an essential element of professional
development of teachers in all year groups.

Learning Support and Modification
Every student learns in his or her own unique way.  ISC teachers strive to differentiate our
academic program as much as possible to meet all of our students' needs. We realise that at
times a student may have additional needs and may therefore require extra help and support in
order to access the curriculum and make appropriate progress. In order for ISC to officially
intervene and provide additional support, a need has to firstly be identified.  Currently this
happens in one of the following two ways:

1. A family indicates that a student has an official diagnosed learning need.  In this case
the teaching team, in consultation with any outside agencies and the administrator with
responsibility for Learning Support, will devise and share an action plan based on the
diagnosis information provided. The action plan will be shared with the family prior to
implementation and will be reviewed and updated twice per year. Ideally, the
differentiation required by the action plan will take place in the classroom so that
students may participate fully in all lessons.  When students require more individual or
small group support, students may be pulled out from class. ISC will plan this into the
student’s timetable before, during or after school in collaboration and communication
with the student’s family.  ISC families are asked to also support their student’s learning
support needs outside the academic program.  If a student requires support from an
outside specialist, ISC families are highly encouraged to follow through with this
support.

2. The class teacher identifies a learning need, which they believe is a barrier to the
student making appropriate progress.  In this case, the class teacher will submit a
request for follow-up with the administrator with responsibility for Learning Support.
The administrator will conduct one or more observations and examine students’ work in
collaboration with the referring teacher.  If the Student Support Coordinator believes
further intervention is required by a specialist, a meeting will be called with the
student’s family to present the observations and evidence gathered and collaborate
with the family.  At this stage, ISC, with the full support of the family, will make a referral
to FIDS  Fachbereich Inklusion, Diversität und Sonderpädagogik center in Carinthia.
Following consultation with and recommendations by the FIDS  a further referral may be
made to School Psychology for further testing.  An action plan will be devised based on
the resultant diagnosis information and recommendations and  the process will
continue as explained in case number 1 above.

ISC cannot require outside testing without support from a student’s family. ISC reserves the
right to counsel students to enroll in another school when a student’s learning support needs
cannot be catered to by our learning program. ISC has developed a standardised ISC Individual
Education Plan (IEP) for students requiring Learning Support and standardised criteria to
determine which students should be referred.  ISC constantly strives to be informed on the
procedures and processes to follow in order to gain access to support from outside agencies
within Austria.
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Diagnostic, Predictive and Standardized Testing
ISC strives to “develop bright futures one child at a time.”  To realize this vision, we must get to
know our students, their academic performance, and their potential from a variety of
perspectives.  Various external assessments help provide valuable data to help us do the
following:

● Identify each student’s strengths and areas for development
● Evaluate curriculum, instruction and assessment
● Motivate students and teachers
● Make critical decisions about our programs
● Communicate critical information to various audiences

All external testing results will be confidential and handled internally.  Communication about
testing results will be facilitated on a case-by-case basis depending on the audience and
purpose.  The communication plan will be outlined below for each external assessment utilized
by ISC and will be in compliance with the ISC Data Protection Policy.  All assessment data will be
maintained confidentially in a data dashboard with limited access to members of staff as
authorized by the extended leadership team.  Prior to gaining access to external assessment
data, staff will be provided training on how to read, interpret, and use the data responsibly and
effectively.

WIDA English Language Proficiency Assessment
In order to gain an overall understanding of how our students are performing in English,  ISC
has chosen to administer an English language assessment at the start of this academic year. All
students who are learning English as an additional language to their native or mother tongue(s)
will participate in the assessment. We are using the WIDA MODEL, (Measure of Developing
English Language) which is a series of English language proficiency tests, for each grade. This
test measures listening, speaking, reading and writing skills in English. More information about
the WIDA Model can be found at this website.

The purpose of this assessment is to identify strengths and areas for development for each
student in English. The outcomes will help our teachers in the design and delivery of their
instruction and assessments. It also helps us to determine whether a student should receive
additional English language support as part of the regular school day.  All results will be
confidential and handled internally.

The administration of the WIDA MODEL assessments is being coordinated and delivered by the
ISC EAL Coordinator and trained English teachers.  The EAL Coordinator will share results with
the leadership team and teaching team to inform student differentiation and learning support
plans.

German Language Assessments:
Westerman Diagnose is a diagnostic platform which is used for German language testing for
native speakers. It entails four criteria: spelling, grammar, sentence structure and writing.
Students at ISC are being tested at the beginning of the school year, typically in October. Based
on the results of the testing, the program creates an individual advancement plan for each
student. The data of the assessment is used for internal purposes and informs the students of
their areas of improvements solely on the basis of German language aquarcy.

ÖSD assessment is a German language test for German language learners and non native
speakers. The criteria are listening, reading, writing and speaking. The first exam level is the A1
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followed by A2, B1 and B2. Participation is voluntary. Results are shared with individual
students and participants receive a certificate from the ÖSD organisation.

Salzburger Lesescreening is a German spelling test, which measures spelling accuracy and
progress. Results stay internal unless otherwise requested by parents.
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ISC Language Philosophy
At ISC, we believe the following about language learning and development:

● Linguistic diversity is highly valued in our community.
● Multilingualism is viewed as an opportunity to create a dynamic learning environment

for students and is encouraged in the classroom.
● Language learning plays a strong role in developing intercultural awareness and

international mindedness.
● Every teacher and administrator is a language teacher.
● Language for Learning should be actively identified by every subject teacher, including

command terms, subject specific vocabulary, and key concepts.
● Language learning and teaching should happen at school and at home.
● Teachers and parents require ongoing updates regarding the latest research in language

development to support language learning at school and at home.
● Each student should have a language pathway that is suited to their needs, and their

progress should be tracked to ensure access to a Language and Literature course.
● ISC uses Language Phase Levels as described in The Common European Framework of

Reference (usually abbreviated to the CEFR or CEF)
● There are different ways to learn languages, and teachers should actively explore

differentiated strategies in their teaching
● Language Acquisition progresses towards the study of Language and Literature
● Students are all on their own language journeys and we celebrate language learning at

all phases of the language-learning continuum.

These beliefs will guide the ISC community in developing, implementing and supporting the ISC
Language Policy and ISC Language Curriculum.

Whole School Language Practices
Language Learning and Teaching - Best Practices
At ISC, students and teachers strive to engage in research-based best practices when learning
and teaching languages.  Speaking, listening, reading, writing and visual language are the main
focus of ISC’s language programs. These are interrelated in their presentation and outcome.
English, German, UOI and specialist subjects focus on teaching interdisciplinary language skills.
A collaborative approach is key to achieving this.  In ISC’s language programs, we expect to
observe and experience the following best practices on a daily basis:

Integrated approach to language development

Encourage appropriate cooperative discussion in the classroom

Learners create to publish and share with audiences other than the teacher

Use task and performance-based rubrics to know and understand the assessment criteria

Use portfolios to set goals, collect evidence of learning and development, self-assess
proficiency and guide reflection

Speaking and Listening
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Spoken language is the first step in achieving competent communication. It precedes reading
and writing.

A teaching approach that encourages oral communication

Encouraging cooperative communication within the classroom

Use language for creative problem-solving

Making mistakes in language is seen as necessary and inevitable in learning a language.

Reading Writing

reading for meaning writing as a process

making culturally diverse reading material
available

students engaged in spontaneous writing

teaching students to read and research using
multimedia resources

embedded grammar taught using inductive
methods

A literature-based approach to reading and
learning language with student-selected
reading materials

Develop a range of independent spelling
strategies

focus on meaning when reading focus on meaning when writing

nurture appreciation of the richness of
language

present a variety of scaffolded learning
experiences to build writing practice

teach students to read and research
using multimedia resources

provide a range of assessment methods such
as portfolio, writing sample analysis,
response journal, etc.

To consistently improve language learning and teaching outcomes, all teachers will be
encouraged to develop, maintain and monitor professional development plans as part of the
ongoing ISC review and reflection process.  Teachers will be supported to attend IB and other
relevant professional development training programs, share their learning with colleagues, and
implement best practices in language learning within their programs.  Throughout the
academic year, all teachers will participate in regular collaborative planning meetings within
and across disciplines to review the curriculum and reinforce language learning and teaching
best practices.

Language Profile
ISC aspires to offer the following languages via its academic programs:

● English is the main language of instruction across the ISC Primary Years Programme
(PYP), Middle Years Programme (MYP) and Diploma Programme (DP).

● All PYP and MYP students will be required to study German based on the school’s
location in Carinthia, and provision will be made to accommodate all PYP and MYP
phases of German.  Students may waive the German requirement to study another
language to meet the academic requirements of the DP.

● Starting in MYP 1, students will be given the opportunity to study Italian as a third
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language.  In MYP 4, students will be given the opportunity to study Latin.
● Throughout the ISC academic program, ISC will strive to support all students to study

their mother-tongue language as part of or in addition to the academic program.

Since English is the main language of instruction, all communication about the academic
program will be published or transmitted in English.  Translations of policy documents and
handbooks may also be provided in German when possible.  German translators will also be
made available during parents’ evenings and individual meetings with ISC families upon
request.  Parents and students speaking other languages may always request that a translator
be present at official meetings with teachers or administrators to facilitate clear and open
dialogue.

Within the classroom, teachers and students will develop Essential Agreements regarding
communication.  During academic lessons, students and teachers will be expected to
communicate as much as possible within the language of instruction.  To enrich the learning
experience, students will also be encouraged to communicate about and reflect on their
learning in their mother-tongue language.  Outside of the classroom, ISC community members
are welcome to communicate in their mother-tongue languages as long as the communication
is in line with the school’s values and philosophy.

Language Tracking
During the admissions process, ISC will identify students’ mother-tongue languages and assess
their ability in languages of instruction to determine their language phase in each language of
instruction. If the Admissions Committee determines that a student will be unable to attain the
level of proficiency in English required to successfully complete the ISC academic program in DP
2 based on the student’s age/grade level at time of admission, the student will be denied
admission to ISC accordingly.

Transdisciplinary/Interdisciplinary Nature of Language Learning
Language learning does not merely take place in subject-specific language lessons.  Each
subject area in the ISC curriculum has its own specific terminology, and thus, all teachers are
expected to be language teachers.  From a subject-specific perspective, all teachers are
expected to lead students towards cognitive academic language proficiency (CALP).  In addition
to learning subject-specific vocabulary, students need to learn how to use academic language
effectively within each subject area.  Ample time must be given in each course for students to
analyze and interpret subject-specific language so that they may consistently enhance CALP.
From an interdisciplinary teaching and learning perspective, this means all teachers must
consistently collaborate when developing the curriculum and share best practices to ensure the
faculty is working as a team to develop students’ CALP effectively across the curriculum.  All
teachers are also expected to review students’ ISC Language Plans to ensure they are
differentiating instruction effectively for all students.

Language Coordination
Approximately 90% of ISC students are not native English speakers.  Based on individual and
class needs, a certain amount of time will be devoted to supporting instruction within each
class depending on the abilities of the students.  This will consist of differentiated in-class
language teaching, as well as the possibility of small-group or individual programs for new
English speakers supported by the EAL Coordinator and/or the teaching assistant either in class
or as part of a withdrawal group.  The EAL Coordinator, teachers and teaching assistants will
collaborate to ensure differentiation plans are being implemented and maintained.  In addition,
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ISC also supports mother-tongue language learning through supervising and facilitating as many
mother-tongue language programs as  possible.

ÖSD Certification
Since March 2020, ISC is an official ÖSD exam center for German as a Foreign Language exams.
The ÖSD (Österreichisches Sprachdiplom) provides a wide range of internationally recognized
exams that are accepted worldwide by universities, employers, professional bodies and
governments. The exams are based on the guidelines of the Common European Framework of
Reference for Languages (CEFR), starting at A1 for beginners through to C2 for professional
language skills at the highest. For the time being, ISC is authorized to examine on level A1, A2
and B1 and will increase the offer as necessary. Exams will be offered twice a year, depending
on the student's needs. More information can be found on www.osd.at

Which phase for which year group?

Prüfung Alter Phase/Klasse

A1 Österreich Ab 14 Jahren MYP 4, end of Phase 2
MYP 5, eAssessment

A2 Österreich Ab 14 Jahren MYP 4, end of Phase 3
MYP 5, eAssessment

Kid 1 Ab 10 Jahren MYP 1, 2, 3: Entrance exam for Phase 2
PYP 5: Entrance exam for MYP 1, Phase 3

Kid 2 Ab 10 Jahren MYP 1, 2, 3: Entrance exam for Phase 3
PYP 5: Entrance exam for MYP 1, Phase 4

B1 Jugendliche Ab 12 Jahren MYP 4, end of Phase 4
MYP 5, eAssessment

B2 Jugendliche Ab 14 Jahren Diploma Programme - HL

Language Programs
As much as possible, students will be integrated into the academic program taught in English
and supported via differentiation and small-group language instruction.  In the German
program, students will be taught in a language class that can easily facilitate instruction at each
student’s phase level.  In Italian Acquisition,
students will be taught in a phase level that meets their needs whenever possible.

Media Center Resources
The Media Center at ISC is an integral part of language learning. Media are available in English,
German and Italian enabling pupils to carry out research for UOI.  Media will also be available in
mother-tongue languages. The aim is that this multilingual library will establish a lifelong love
of reading.

Classroom libraries are established and rotated periodically to support the learning within the
classroom as appropriate.  These books are used in conjunction with the ISC approaches to
reading (Oxford Reading Tree, RAZ-Kids, Readers Workshop), and students are encouraged to
read a variety of genres whilst familiarising themselves with popular authors.
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In the digital age, students will also develop literacy and research skills using multimedia library
resources via e-readers, iPads and laptops.

Assessment Practices
ISC language teachers will observe and implement the assessment philosophy and practices
outlined in the ISC Assessment Policy.  Students’ language phase levels will be documented on
their language plans and reported accordingly on semester report cards.  Students must have
summative assessments in all assessed categories of target language programs once per
semester.  Each semester, each student’s placement level in target languages will be reviewed
by language teachers and administrators to determine whether students will remain at their
current phase level or advance to the next phase level.  Advancement within the language
program may result in mainstreaming, changes in language differentiation, or a complete
change of language course.

Primary Years Programme (PYP) Language Practices
In PYP English and German language programs, teachers will develop scope and sequence
documents and language planners based on the following learning outcomes:

PYP 1:  Phases 1 and 2
PYP 2:  Phase 2
PYP 3:  Phase 3
PYP 4:  Phase 4
PYP 5:  Phase 5

Students who are not proficient at these phase levels in their PYP class will have differentiated
language instruction within the language class as much as possible.  When necessary, PYP
students may be placed in a language acquisition class to help develop their language skills with
the goal of integrating in their peer group’s language class as soon as possible.  An additional
language class or additional language teaching staff may be provided depending on the number
of students requiring differentiated language learning support in a particular year group.  A
variety of formative and summative assessments will be used to determine students’
placement in language phases and ongoing language support in English and German.

Mother-Tongue Language Programs
When possible, ISC will offer provision for supporting mother-tongue language development by
providing or facilitating in-school mother-tongue language instruction or assisting the student
to access mother-tongue language instruction outside of school.  These provisions may require
additional costs to ISC families.

Students will be encouraged to develop mother-tongue languages other than English or
German within the academic program in the following ways:

● Dictionaries in students’ mother-tongues as well as translation dictionaries for English
and German are available for all students.

● Students may be authorized to demonstrate or reflect upon their learning in their
mother-tongue if they are unable to express it sufficiently in the language of instruction.

● Teachers will encourage students and families to enrich learning by making visuals in
mother-tongue languages to support essential academic vocabulary in units of
instruction.

● ISC will work with families and sponsors to develop library resources in mother-tongue
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languages.
● Events will be organized during the year to celebrate and promote mother-tongue

languages within the school.

German Mother Tongue in PYP
Westermann Grundschuldiagnose and Online Diagnose
In PYP2, PYP3 and PYP4 students take part in the “Westermann Grundschuldiagnose”.
PYP5 students participate in the “Westermann Online Diagnose”.
The Westermann tests are scheduled as follows:

● PYP2 - PYP4:
○ Einstiegstest (beginning of Semester 1)
○ Zwischentest (beginning of Semester 2)
○ Endtest (end of Semester 2).

● PYP5:
○ 3 Haupttests (beginning of Semester 1)
○ 3 Detailtests (in Semester 2)
○ Nachtest (end of Semester 2).

The results of the Westermann tests do not count as summative assessments. The aim of the
Westermann tests are to measure our students’ abilities with the level at German state schools
and to provide differentiated and individualized learning materials through the
“Fördermappen”.
The individual “Fördermappen” can be printed for students or shared digitally. The
“Fördermappen” can be used for differentiated learning in class or independent learning at
home. Parents are to be informed about the “Fördermappen” via the class newsletter.

Salzburger Lesescreening
In PYP2 - PYP5 students participate in the “Salzburger Lesescreening”. The “Salzburger
Lesescreening” assesses the reading rate (reading speed) as a basic reading skill.  The test is
conducted twice a year, at the end of Semester 1 and at the end of Semester 2.

The “Salzburger Lesescreening” is primarily conducted in PYP. However, it is also available for
MYP.

German Acquisition in PYP
German Acquisition students study German based on their phase level (phase 1-6).
For students below the age of 10, the phase level is assessed internally and they do not take
part in external German language examinations. A change in phase level can occur at the end of
the school year or between semesters 1 and 2. Teachers need to give notice of a phase level
change in the semester or end of school year report.

German Acquisition students aged 10 and above have the opportunity to take part in the KIDA1
and KIDA2 ÖSD German language examinations at the end of the school year.  Participation in
the ÖSD exams is on a voluntary basis. The guidelines stated in the ISC ÖSD policy must be
followed.

If a student passes the KIDA1 exam, he/she will move to a Phase 3 German Acquisition class in
the following school year.
If a student passes the KIDA2 exam, he/she will move to a Phase 4 German Acquisition class in
the following school year.
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The decision to place a student in a German Acquisition or a German mother- tongue class is
made on an individual basis, considering all aspects of the student’s language profile. The
respective Heads of Department (Primary and Secondary, in case of transition from PYP5 to
MYP1) are a part of this process.

Speaking and Listening Instruction and Documentation
In English and German classes, students will be working towards the target phase level in
speaking and listening in their PYP class.  For students who are not yet proficient in English or
German at their PYP class language phase level, language instruction will focus primarily on
speaking, listening, vocabulary development, and grammar instruction before pursuing reading
and writing instruction in target languages.

Students engage in speaking and listening activities across the curriculum.  These activities can
sometimes be ends in themselves while, at other times, they arise as preparation for reading or
writing exercises.  Speaking and listening is stimulated by a wide variety of sources from across
the curriculum.  Students’ own written work as well as that of their peers will often be used as
a starting point.  Material from all cultures are used.

Students are encouraged to plan and think by speaking and listening to each other.  They are
supported in their attempts to present their ideas coherently and with increasing awareness of
their audience.  They are exposed to as many different audiences as possible: peers, other
pupils, teachers, visitors and parents.  Teachers also play a major role in modelling oral
language and understand the importance of how questioning extends students’ thinking.

Reading Instruction and Documentation
Students’ English, and German reading levels will be monitored throughout PYP each semester
via a standardized reading assessment program. Teachers will use the results and information
provided by the standardized reading assessments to help in planning their differentiated
reading groups.

Reading is taught through a combination of shared, guided and independent reading based on
the Reader’s Workshop model. Teachers will aim to have reading sessions with each of their
differentiated groups at least once a week. During reading sessions teachers use a list of
reading targets to plan their sessions and to monitor student progress.

Writing Instruction and Documentation
Writing is considered as an equal and active complement to reading rather than a segmented
element of Literacy development.  In both English and German classes, teachers collaborate to
deliver content that emphasizes the skills, strategies and conventions of writing.

The PYP has adopted the Lucy Calkins Writers Workshop model for writing instruction.  This
instruction fosters lifelong love for writing by engaging writers in the writing cycle while
developing authentic ways students write about their own lives.  Students are involved in
modelled, shared, guided and independent writing processes, with significant time dedicated
to developing student independence as well as allowing for teacher conferencing.

In English and German classes, students will be working towards the target phase level in
writing in their PYP class.  For students who are not yet proficient in English or German at their
PYP class language phase level, language instruction will focus primarily on speaking, listening,
functional and practical vocabulary development, and grammar instruction in integrated and
small-group instruction before pursuing reading and writing instruction in target languages.
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From the beginning of PYP 1, students will participate in shared and modelled writing with the
teacher.

Each student will work at a challenging level within his or her own ability range. Tasks and
outcomes will be differentiated so that children will experience a feeling of achievement.
Students are encouraged to write for a variety of audiences: for themselves, their peers, the
school, the website and their parents.

Spelling Protocols
ISC has adopted an open approach to British and American spelling. Both are acceptable.
ISC uses its own approach to spelling developed from methods: Words Their Way, Word Inquiry
and Jolly Phonics.  To this end, spelling is differentiated based on students’ understanding and
continually aimed to challenge each student at an academically appropriate level.

Spelling aims to focus on phonetic patterns, high-frequency words, and selected words from
each student’s writing, which is used to further encourage reflection and application through
the process of reading and writing.  Students are encouraged to explore these words through
practical application and make connections to recurring phonemic patterns.

Language Policy Review Process
Each year, ISC will form a language committee comprised of the EAL Coordinator, teachers and
administrators to review language learning and teaching practices across the school and
recommend revisions to the policy for review by the faculty and administration accordingly.
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Academic Integrity Policy
Review Cycle
The ISC Academic Honesty policy will be formally reviewed on a five-year cycle. However,
updates to the policy may happen on an annual basis based on experience and the evolution of
the ISC academic program. The next formal review of the policy will take place in school year
2021-22.

Purpose
“Academic honesty is an essential aspect of teaching and learning in IB programmes where
action is based on inquiry and reflection” (Academic honesty in the IB educational context, 2).
IB students are expected to be principled members of the ISC community according to the IB
Learner Profile and to “act with integrity and honesty” throughout the learning process.  All IB
programs challenge students to develop approaches to learning that will help them become
lifelong learners, and Academic Honesty applies particularly to Self-Management,
Communication, Thinking and Research across all IB programs.  The ISC Academic Honesty
policy strives to provide guidance to all members of the ISC community about academic
honesty and  adherence to high standards in this area throughout the ISC learning journey.

Academic Misconduct**
The IB defines academic misconduct as behaviour that results in, or may result in, the student
or any other student gaining an unfair advantage in one or more assessment components.
Academic misconduct includes:

● Plagiarism - the representation, intentionally or unwittingly, of the ideas, words or work
of another person without proper, clear and explicit acknowledgment

● Collusion - supporting academic misconduct by another student, as in allowing one’s
work to be copied or submitted for assessment by another

● Duplication of work - the presentation of the same work for different assessment
components

● any other behaviour that gives an unfair advantage to a student or that affects the
results of another student (falsifying data, misconduct during an examination, creating
spurious reflections).

For most MYP assessments, students are expected to work independently but with appropriate
support from teachers and other adults, although there are many occasions when collaboration
with other students is an important part of the learning process.

**Excerpted directly from MYP: From principles into practice.

Responsibilities
● Students

ISC students are expected to understand what academic honesty means at
developmentally appropriate levels as they progress through the curriculum.  When
students submit work it should be their own, and any outside support should be clearly
noted by the students at the end.  In cases when research is used to support formative
and summative assessments, students must adhere to using MLA citation practices cited
in the most recent Modern Language Association Formatting and Style Guide as stated
in the ISC Language Policy.

● Teachers
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ISC teachers will begin instructing students about academic honesty starting in PYP 5,
but students in PYP 1 and 2 will already learn about honesty and doing the work
themselves (see Academic Honesty Scope and Sequence).  As students progress through
the program, teachers will review the ISC Academic Honesty Policy regularly, ensure
students understand the policy based on their development level, and challenge
students to adhere to the policy across the curriculum.  When teachers discover
academic misconduct in students’ work, teachers will follow the procedures outlined in
the ISC Academic Honesty Policy, and Academic Honesty Scope and Sequence,
accordingly.

● School
ISC is committed to offering “rigorous academic offerings and outcomes” as a core
aspect of its mission, and academic honesty plays an integral role in realizing this.  The
ISC administration has drafted this ISC Academic Honesty policy in collaboration with
faculty members to ensure it meets IB standards and practices and embodies ISC’s core
values.  The ISC Academic Honesty policy will be published for the community in the ISC
Handbook.  On a frequent basis, ISC administrators will review the policy with faculty
and staff to ensure they are fully aware and informed about it.  When necessary, ISC will
sponsor professional development for faculty and staff to enhance their understanding
of academic honesty and best practices in this area.  ISC administrators will also host
parent workshops about the IB programs each school year and review the ISC Academic
Honesty policy with parents at these times.  The ISC administration is committed to
internally reviewing the Academic Honesty policy on a regular basis.

● Parent
ISC parents are responsible for understanding the ISC Academic Honesty policy and
supporting their students in adhering to it.  Parents must understand the delicate
balance between supporting their students to complete formative and summative
assessments and completing assessment tasks on behalf of their students.  When
parents have questions about this crucial area, they must ask teachers or administrators
to help clarify the policy for them and the role they have played in supporting their
students’ work.  Parents are highly encouraged to attend ISC parent workshops to better
understand academic honesty and its role within the IB programs.

● Librarian
The ISC librarian has a leading role in promoting academic honesty at ISC, and in
developing the academic honesty policy. The librarian meets classes and provides age
appropriate training on how to reference the work of others, using the academic
honesty scope and sequence as a guideline. The librarian can provide advice and
sources of information to help students with MLA format, organising their bibliography,
how to avoid plagiarism, and so on. These sessions may happen at the library, or the
librarian may come into classrooms to work with students.

Academic Integrity Scope and Sequence

Students should understand the following:

PYP
1&2

> What honesty is
> The importance of growth mindset and the
value of mistakes in learning
> Which ideas are their own, and which come
from other people

> When they are writing in their own words
> Why we give credit for other people’s ideas
> How much help their parents are allowed to
give
> That, with teacher support, they may begin to
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acknowledge the author

PYP
3&4

> What student honesty is
> The importance of growth mindset, integrity,
and the value of mistakes in learning
> Which ideas are their own, and which come
from other people
> How to recognise “quotation marks” and
what they are used for

> How to discuss whether to trust a source
> How much help their parents and tutors are
allowed to give
> How to acknowledge the author, with teacher
support
> How to create a basic list of sources

PYP 5 > What academic honesty is, and some basic
types of misconduct
> The importance of growth mindset and the
value of mistakes in learning
> Which ideas are their own, and which come
from other people
> How to use “quotation marks”

> The importance of academic honesty for the
PYP exhibition
> How to evaluate the trustworthiness of a
source
> How much help parents and tutors are
allowed to give
> How to acknowledge the author
> How to create a list of sources used
(bibliography) with some formatting

MYP
1&2

> What academic honesty is, and a range of
types of misconduct
> The importance of growth mindset, integrity,
and the value of mistakes in learning
> Which ideas are their own, and which come
from other people
> How to use “quotation marks”
> key terms such as plagiarism, quotation,
citation, integrity, reliability

> How to evaluate the reliability or
trustworthiness of a source
> How to copy & paste effectively
> How much help parents and tutors are
allowed to give
> How and why to create a works cited list
> The basics of MLA and how to use easybib etc.
> How to copy & paste effectively
> How / if to use online cheats and help apps
such as Grammarly

MYP
3&4

> The importance of academic honesty and
how it relates to all parts of the MYP
Programme, including Service as Action
> The importance of growth mindset, integrity,
and the value of mistakes in learning
> Which ideas are their own, and which come
from other people
> How in-text citations work
> How to use “quotation marks”
> Key terms such as plagiarism, quotation,
citation, integrity, collusion, duplication,
credibility
> How to copy & paste effectively

> What reliability or credibility of sources is, and
how to evaluate it
> How much help parents and tutors are
allowed to give
> How and why to create a works cited list
> How to create a list of works cited in MLA
format (and how this differs from a
bibliography)
> How / if to use online cheats and help apps
such as Grammarly
> How to use & cite translations
> What turnitin is, how to upload to it, and what
an originality report is

MYP 5 > The importance of academic honesty and
how it relates to all parts of the MYP
Programme, including SA and the Personal
Project
> The importance of growth mindset, integrity,
and the value of mistakes in learning

> What reliability or credibility of sources is, and
how to evaluate it
> How to copy & paste effectively
> How much help parents and tutors are
allowed to give
> Mastery of how and why to create a works
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> Which ideas are their own, and which come
from other people
> How to paraphrase effectively
> How in-text citations work
> How to use “quotation marks”
> Key terms such as plagiarism, quotation,
citation, integrity, collusion, duplication,
credibility
> the sanctions for Academic dishonesty

cited list in MLA format
> How to attempt MLA format for documents
> How / if to use online cheats and help apps
such as Grammarly
> How to use & cite translations
> How to respond to a turnitin originality report,
with assistance

DP
1&2

> The full range of academic misconduct that
potentially affects DP students in coursework
and exams, and the terminology
> The importance of growth mindset, integrity,
and the value of mistakes in learning
> the importance of academic honesty and
how it relates to all parts of the IBDP
Programme, including CAS
> Which ideas are their own, and which come
from other people; the meaning of intellectual
property
> How to paraphrase effectively
> How in-text citations work
> How to use “quotation marks”

> Key terms such as plagiarism, quotation,
citation, integrity, collusion, duplication,
credibility
> the sanctions for Academic dishonesty
> Complete MLA formatting of documents,
citations and works cited
> how to reach a balanced view of the reliability
and suitability of sources
> how / if to use online cheats and help apps
such as Grammarly
> How to use and cite translations
> how to upload final assessments to turnitin
and make adjustments based on the originality
report
> University & career consequences for
infringements

Measures taken to provide education and support
● MYP

At the beginning of each school year, MYP faculty will review the current ISC Academic
Honesty policy.  MYP teachers will be asked to reference it and review it with students
and, where appropriate, with parents at the first ISC Parents’ Evening.  The ISC MYP
Coordinator will offer an MYP Assessment Workshop for Parents each year and include
a segment of the program on the ISC Academic Honesty policy.  When MYP
administrators or faculty find it necessary, ISC will seek professional development or
outside support to clarify and improve the ISC Academic Honesty policy. In MYP 5
students will receive extra information and support to help with the personal project,
and Turnitin (plagiarism checking software) will be used to help stop any academic
honesty issues.

● DP
The academic honesty policy will be published on the ISC DP website each year and
students will be asked to sign an academic honesty agreement. Teachers will receive a
yearly workshop on academic honesty so that they can offer regular up-to-date advice
to students. Special attention will be paid to academic honesty in assessments that will
be uploaded to the IB (again, Turnitin will be used to check these), and the Extended
Essay, which will involve further training for students.

Procedures
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When students, teachers or parents suspect a student has engaged in academic misconduct,
please adhere to the following procedures.

● Reporting
○ Contact the subject teacher immediately via email, phone or personal

appointment.
○ Fully explain the academic misconduct.
○ The subject teacher will keep detailed notes of the report.
○ Depending on the level of seriousness, the subject teacher may conduct further

investigation to confirm the report and involve the Coordinator.
○ If the subject teacher and/or Coordinator confirm that academic misconduct has

taken place, the incident will be recorded and consequences will be
administered accordingly as specified. See Academic Dishonesty Interventions
for more information.

● Recording
○ After a case of academic misconduct has been confirmed and consequences

have been administered, the incident will be recorded by the Coordinator and
will remain on the student’s record for one year for all students in MYP 1. For
students in MYP 2 their record will remain until the end of the MYP 3. For MYP 4
students records will last until the end of MYP 5. For DP students, records
remain available throughout the duration of the programme.

● Monitoring
○ When cases of academic misconduct are reported and confirmed, the IB

Coordinator will check students’ records to see if there have been any other
cases reported.

○ Each year, the IB Coordinator for each area will create an academic honesty
report for administrators, faculty and staff based on cases that have arisen each
year so they may improve instruction and in-class support in regards to academic
honesty.  This report will also help inform the ISC Academic Honesty policy
review process.

Consequences
Academic honesty is a complex issue that takes time and experience for students to master
effectively.  Consequences for academic misconduct must take into consideration the student’s
age, development, background, character, and history.  Academic misconduct can lead to
valuable teachable moments for students, parents and teachers and give students an
opportunity to better learn how to avoid academic misconduct in the future.  However, when
individual students repeatedly engage in academic misconduct, consequences will escalate
accordingly.  The IBO has strict academic honesty policies in regards to externally assessed
student work.  Repeated or significant cases of academic misconduct may lead to a student’s
failure on an assessment, failure of a course, or dismissal from the program.

When students engage in a serious academic misconduct incident or repeatedly engage in
academic misconduct, the ISC administration will convene an Academic Honesty Review Panel
(AHRP) of two faculty members and the relevant IB Coordinator to review the case and find
consensus on the consequence for the student(s) involved.

In MYP5 and in the Diploma, plagiarism and other forms of academic misconduct may result in
a zero being awarded on internally assessed work. If plagiarism is discovered on assessment
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work that has been sent to the IB then the student risks failing the entire Diploma, and may be
permanently disqualified (prevented from re-taking the subject at a later date).

Student Rights in Academic Honesty Cases
In cases of academic misconduct, students have an opportunity to present their side of the
incident to the subject teacher and IB Coordinator depending on the seriousness of the case.
The student has the right to ask for a faculty member who is not involved in the case to be
present to ensure that the student’s side of the incident has been heard and that the student
fully understands the proceedings. If a case requires an Academic Honesty Review Panel to be
convened, the student has the right to submit any other information that the student would
like the Panel to know in writing.

Academic Integrity Interventions

Level 1 of academic dishonesty:

● Part of the work submitted has
been plagiarised

● Presenting other people’s ideas as
part of your own work

● Copying homework
● Handing the same work in twice

for different tasks
● Getting too much help

Consequences - Level 1 of academic dishonesty:

Subject Teacher:
● Gives the student a verbal warning
● Records the incident (this information is shared with other teachers and the Coordinator)
● Meets with the student to discuss academic honesty and provides advice on how ideas

should be referenced.

Student: re-submits the assignment with a new deadline.

Level 2 of academic dishonesty:

● Repeat of Level 1

● All / most of the work submitted
has been plagiarised

● Cheating on a formative test

Consequences - Level 2 of academic dishonesty:

Subject Teacher:
● Gives the student a verbal warning
● Records the incident (this information is shared with other teachers and the Coordinator)
● Meets with the student to discuss academic honesty and to reinforce advice
● Informs the parents via email

Student: re-submits the assignment with a new deadline

Level 3 of academic dishonesty:

● Repeat of Level 2

● Serious plagiarism, copying or
dishonesty on the final draft of a
major assessment task
(i.e. e-assessment portfolio,
Personal Project, or DP
assessment task).

● Cheating in an exam

Consequences - Level 3 of academic dishonesty:

Subject Teacher:
● Gives the student a verbal warning
● Records the incident (this information is shared with other teachers and the Coordinator)
● Meets with the student to discuss academic honesty and to reinforce advice
● Discusses the incident with the Coordinator

Coordinator:
● Conducts a 1:1 reflective meeting with student
● Oversees the completion of a Learner Profile Reflection or Apology Letter by the student
● Convenes Academic Honesty Review Panel (AHRP) and presents the evidence to them
● Informs the parents via email

Academic Honesty Review Panel (AHRP):
● Reviews the student’s record and the current plagiarism case
● Determines the appropriate consequences. The consequences may include resubmission of

work, submission of new work, or awarding a zero.
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Level 4 of academic dishonesty:

● Repeat of Level 3

● Theft of exam or assessment
materials

● Bribery or coercion

Consequences - Level 4 of academic dishonesty:

Subject Teacher:
● Gives the student a verbal warning
● Records the incident (this information is shared with other teachers and the Coordinator)
● Meets with the student to discuss academic honesty and to reinforce advice
● Discusses the incident with the Coordinator

Coordinator:
● Conducts a 1:1 reflective meeting with student
● Oversees the completion of a Learner Profile Reflection or Apology Letter by the student
● Convenes Academic Honesty Review Panel (AHRP) and presents the evidence to them
● Informs the parents via email
● Discusses the incident with the Director

Academic Honesty Review Panel (AHRP):
● Reviews the student’s record and the current plagiarism case
● Determines the appropriate consequences. The consequences may include awarding a zero,

suspension from school, or referral to the Director.

Director:
● Responds to the advice of the AHRP and may suspend or permanently exclude the student
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Academic Honesty Contract
IB Diploma and DP Courses Candidates

Academic Honesty is about acting with integrity when producing work for assessment, and

during examinations. In order to act honestly students need to know how to effectively

reference the ideas and work of others. In the Diploma Programme it is the student’s

responsibility to ask if they need more information on how to create in-text citations and a list of

works cited in each of their subject areas. The consequences for Academic dishonesty can be

serious, including failing the IB Diploma.

Please sign the following statements, if you agree to them:
- I will acknowledge the work of other people
- I will always use “quotation marks” when using other people’s words
- I will use MLA format for in-text citations and a list of works cited
- I will ask for help if I do not understand how to reference the work or ideas of others
- I understand that I may receive a zero for plagiarism (representing ideas, words or the

work of another person without proper referencing).

- I understand that I may receive a zero for collusion (copying, or allowing my work to be
copied or submitted for assessment by someone else)

- I understand that I may receive a zero for duplication of work (using the same
assessment work in different subjects, or using older work for a new assessment).

- I understand that I may receive a zero if found cheating in exams, tests or
assessments.

- I will avoid any other behaviour that gives an unfair advantage to a student or that
affects the results of another student (falsifying data, misconduct during an examination,
etc).

- I understand that academic misconduct could cause me to fail the Diploma.

Graduating class of: _____________

Name: _______________________________________

Signed: ____________________________________                  Date: _____________

Diploma Programme and DP Courses, International School Carinthia
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ISC Health and Safety Policy
ISC places a high priority on maintaining a healthy and safe environment for our learning
community.

The Health and Safety Committee is comprised of the following ISC members of staff:

● Director
● Business Manager
● Office Manager
● PYP Coordinator
● MYP Coordinator
● DP Coordinator

When health and safety issues arise, the ISC Administration Office is the main point of contact.

First Aid
● All teachers are required to have a valid first aid certificate.
● Regular first aid training will be provided by the school for all staff members in need of

maintaining valid first aid certificates.
● By Austrian law, staff are only allowed to administer very basic or life-saving first aid.

For injuries that do not seem to be very basic or life-threatening, staff are asked to
stabilize the injured person and report the injury to the office for follow-up by
appropriate medical personnel or parents.

● First aid kits are located in the office.

Health and safety procedures have been developed for the following situations:

Student Injuries
When student injuries occur, faculty and staff are advised as follows:

● Manage the student’s needs and get the student into a safe and comfortable position.
● Call or ask someone to call emergency personnel ASAP if the student appears very

injured or is unconscious:  dial 144
● Ask the office to call the parents and report the situation.  The office should call all

numbers on record until a parent or emergency contact is reached.  Leave it up to the
parents whether they want to pick up the child or not.

● After the situation is under control, file an accident report with the office as soon as
possible.  Office staff can help with this as needed.

Medical Action Plans
● The Administration Team will develop and maintain a Medical Action Plan for all

students with reported medical conditions.
● Medical Action Plans will be communicated to all faculty and staff and shared via Google

Drive upon completion.
● Medical Action Plans must be reviewed once per year.

Medication Administration
Parents who want their children to take medication in school need to be aware of the following:

● Medication should be given to the Homeroom teachers with instructions of usage and
dosage.

● The medication will be locked in a cupboard in the office.

International School Carinthia  — Developing bright futures one child at a time.



ISC IB PRIMARY YEARS PROGRAMME HANDBOOK 51

● When the child needs to take their medication s/he will have to go to the office where
the child will self-medicate under the supervision of a teacher, teaching assistant or
administrator.

● The medication will then be returned to the locked cupboard.
● Any unused medication will be returned to the student to bring home.
● Certain exceptions to these routines may exist with the permission of the School

Administration and the agreement and understanding of parents.

General Evacuation Meeting Point
All teachers must lead students out to the meeting point area based on the emergency exit
marked on the Evacuation Plan in the classroom where he or she is teaching and lead students
to the playground meeting point in the picture below.  Teachers must assemble their students
in straight lines to be accounted for by homeroom teachers.  All teachers are asked to assemble
in a straight line by the fence as indicated below.  An administrator will hand homeroom/LLS
teachers an attendance list, and an updated absence list will be distributed to help facilitate
attendance counting.
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ISC Bring Your Own Device (BYOD) Policy

PURPOSE
As part of International School Carinthia’s mission to offer 21st century approaches to learning,
we use technology as an instructional tool.  We believe that technology integration has the
capacity to “excite, invite, support and extend learning in multiple ways” (IBO, 2018).  Many
schools across the world implement Bring Your Own Device (BYOD) policies for staff and
students.  By allowing students to use personal devices on campus, we aim to increase access
to technology for all students to succeed.

To this end, ISC strives to provide appropriate and adequate technology to support instructional
purposes.  Therefore, BYOD in the Middle Years Programme (MYP) is mandatory. From the
academic year 2021-22, students in the Primary Years Programme (PYP) 4 and 5 will also be
expected to bring their own device.  Students who are unable to participate in BYOD will not be
penalized and alternate modes of participation may be available.

The use of personal devices remains at the discretion of the classroom teacher with adherence
to the guidelines in this document.

In addition to the guidelines within this document, students are expected to comply with ISC
Essential Agreements while using technology.  The use of technology is a privilege.  When
abused, privileges may be taken away.

Our ultimate goal is to support students at ISC to become lifelong learners, which includes
learning how to be responsible digital citizens.  Our teachers strive to monitor students' use of
devices at ISC to ensure they are being used for learning at all times.  When students prove
they cannot handle this responsibility, they lose access to devices until they can prove they may
use them responsibly again at school.  ISC still uses books, notebooks, and many other
traditional learning tools to facilitate our curriculum.  Our overarching aims are for technology
to engage, enhance, and extend learning and provide students opportunities to continue
learning in meaningful ways outside of school.

DEVICE TYPES
For the purpose of this policy, the word “devices” includes: laptops, netbooks, iPads, and
tablets.  Please note that gaming devices with internet access are not permissible at this time.
Smartphones are also not suitable for the educational needs of the programme.

For specific programme specification, please refer to the Appendices.

In the PYP: laptops and tablets are acceptable for use, as long as the device has a working web
browser.  A Windows-based, Apple, Chromebook, or Android operating system should suffice
for the needs of the PYP.  For versatility and product life beyond the Primary Years, it is
recommended to also review the MYP requirements.

In the MYP & DP: A laptop with either Windows or Apple operating system is required.

The use of smartphones is at the discretion of the teacher during the class time.  Outside of the
classroom, phones should be turned off.
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SAFETY & EXPECTATIONS
ISC is not responsible for any possible device charges to accounts that might be incurred during
approved school-related use.

General Guidelines & Expectations
■ Students and parents/guardians participating in BYOD must sign the contract that

outlines the expectations of this policy.
■ The use of devices is at the discretion of ISC Staff.
■ Devices must be in silent mode while in use, unless otherwise allowed by the teacher.

Headphones are recommended.
■ Devices may only be used to access computer files on internet sites which are relevant

to the classroom curriculum.
■ Devices are for learning and should not be used for other purposes (ie. messaging,

personal engagements, gaming) and/or anything that may contradict academic integrity.
■ Students may not use devices to record, transmit, or post photographic images or video

of a person or persons on campus during school hours or during school activities.

Technology Essential Agreements
At ISC, we strive to use technology:

● Carefully and responsibly.
● Safely and securely by protecting our passwords and personal information.
● To conduct inquiries and complete assessments.
● To visit websites related to our inquiries.
● To communicate with teachers and students about school work.
● To post or publish material related to our inquiries and assessments.
● To cite research, images, videos and music according to MLA standards.
● To organize ourselves and keep devices organized as they have been set-up.
● To only use software and files approved by teachers.

ISC Device Essential Agreements
● Electronic devices are for learning.
● Electronic devices require special care.
● Electronic devices can connect us to the world, but we will be careful not to share our

private information without asking our parents or a teacher first.
● Electronic devices can help us learn about many things, but they may also expose us to

things that we do not want to see.  We promise to talk to a teacher if something on the
electronic devices makes us uncomfortable.

● To keep us safe, our teachers and parents may access our accounts at any time.
● We understand that we may lose access to the electronic devices if we do not follow

these Essential Agreements.

Students must inform teachers if any inappropriate material appears via technology.
Inappropriate use of technology may result in the loss of using technology at school for a period
of time determined by teachers and the administration.

Firewalls & Filtering
ISC is supported by the Kapsch Group for all our IT needs.  Kapsch upgraded the ISC firewall
system to provide security for incoming and outgoing internet traffic.  This firewall system
receives regular updates and blocklists to prevent ISC users from accessing harmful sites.  In
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addition, ISC may request Kapsch to prohibit users from accessing certain sites on the ISC WLAN
network.

Student and Parent/Guardian Acknowledgement
Despite all these protections, ISC students may use their personal hotspots on their phones to
access prohibited websites on their laptops.  Since students' devices are private, ISC cannot
limit this access.  We have required that students keep their phones in their lockers throughout
the school day, but they may still connect to them as personal hotspots to access prohibited
websites.  Students may also use a Virtual Private Network (VPN) to access prohibited websites
if they subscribe to these types of services.  This makes patrolling students' use of the internet
at ISC a particular challenge, and we ask parents to support us by enabling parental controls on
students' devices to limit their access.  The following article gives advice on how to do this.
Furthermore, students and parents/guardians acknowledge that:

● The school’s network filters will be applied to a device’s connection to the internet and
any attempt to bypass the network filters is prohibited.

● ISC is authorized to collect and examine any device that is suspected of causing
technology problems or was the source of an attack or virus infection.

● Students are prohibited from:
○ bringing a device on premises that infect the network with a virus, Trojan, or

program designed to damage, alter, destroy, or provide access to unauthorized
data or information.

○ processing or accessing information on school property related to “hacking.”
Altering or bypassing network security policies.

● Devices are subject to search by school administrators if the device is suspected of a
violation of Essential Agreements.  If the device is locked or password protected the
student will be required to unlock the device at the request of a school administrator.

● Printing from personal devices will not be possible at school.
● Personal devices must be charged prior to school and run on battery power while at

school. Charging of devices may not be available.

An important aspect of BYOD focuses on appropriate online behaviors.  We will review
cyber-safety rules with students frequently throughout the course of the school year and offer
reminders and reinforcement about safe online behaviors.

DIGITAL CITIZENSHIP
Digital citizenship refers to the norms of appropriate and responsible behaviours when
engaging with technology (Ribble 2011).

To support learners in becoming digital citizens, ISC will work collaboratively with students to
define and implement a shared understanding of appropriate digital practices, including:

● codes of conduct
● policies
● rights and responsibilities
● health and well-being
● protection.

By learning about these elements of digital citizenship, students not only become responsible
users of technology, but they can recognize inappropriate technological behaviours that might
impact themselves or others. (IBO, 2018)
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TECHNICAL SUPPORT
Network Connectivity
Access to the school’s network shall be made available to students primarily for instruction and
administrative guidelines. Students’ devices will be connected to the network by ISC staff.
Access to school wireless networks are based on the understanding that:

● Users maintain appropriate bandwidth for school-related work.
● Impose no tangible cost to the school
● Does not unduly burden school or provider network resources
● Has no adverse effect on ISC employee performance or ISC student academic

performance.

ISC does not guarantee connectivity or quality of a connection with personal devices.  ISC is not
responsible for maintaining or troubleshooting student devices.  Users who cannot access ISC’s
network or who may have technical issues with their device need to manage the issue
personally and consult device user manuals during their own time.

Charging
It is the responsibility of the student to bring their device to school charged.  Access to charging
points may not always be available, however, teachers may be willing to allow students to
charge their devices in their classrooms when they are not being used.

Printing
Currently, printing is not available from personal devices.  In any case, we think before we ink
and save a tree!

LOSS, THEFT, DAMAGES
Each user is responsible for their own device and should use it responsibly and appropriately.
ISC takes no responsibility for stolen, lost, or damaged devices, including lost or corrupted data
on those devices.  ISC Staff will help students identify how to keep personal devices secure,
students have the final responsibility for securing their personal devices.  Please check with
your personal insurance policy regarding coverage of personal electronic devices.
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APPENDICES
To facilitate NWEA Map Growth Assessments, the following minimum system requirements are
as follows:

Device Operating System Secure Testing Tool

WindowsⓇ PC* Windows 7, 8.1, or 10 NWEA secure browser for PC, 5.4.180.0
minimum
See Windows Setup

MacⓇ MacOSⓇ 10.12 minimum
(10.13 suggested)

NWEA secure browser for Mac, 5.0.0.0
minimum
See Mac Setup

Chromebook* Google Chrome OS™ 65 minimum NWEA Secure Testing App, 3.1.0 minimum
See Chromebook Setup

iPadⓇ

(not iPad mini)
iOS 9 minimum
(12 or 13 suggested)

NWEA Secure Testing App, 3.3 minimum
See iPad setup

*Touch screens are not supported, and Chromebook™ tablets are only supported with an external
keyboard
Recommended: Set up computer user accounts dedicated to testing, and disable digital assistants (SiriⓇ

and CortanaⓇ), voice dictation, and unsupported screen readers (Chromevox™ and VoiceOver™). See
Computer User Accounts for Testing for details.

PYP Specifications Recommendations
We recommend a laptop with at least:

● Intel U-series or H-series Core i5 CPU (or better)
● 4GB RAM (minimum)
● 13-inch display or higher
● 9 hours battery life
● Application requirements: NWEA MAP, Seesaw, Mathletics, Raz-kids, Google Suite

MYP Specifications Recommendations
If you are bringing an existing/old laptop, it needs to at least have the following minimum:

● Core i5, equivalent or better
● 4GB RAM
● 13-inch display or higher
● WLAN 802.11b/g/n
● At least 20GB of available disk space
● Headphones
● Windows 10 or Mac OS 10.13 (High Sierra) - 10.15 (Catalina)

If you are getting a new laptop, we would suggest the following (or better)
● Core i5/AMD Ryzen5, equivalent or better
● 4GB RAM
● 13-inch display or higher
● WLAN 802.11b/g/n, Bluetooth v4.0
● 250GB SSD
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● Webcam/Headset
● Windows 10

Note: if you are planning to take digital design/use art software, please be advised that
● MAC OS 10.15 (Catalina) will not be able to use the Adobe Licenses provided by ISC
● you will also need more disk space/RAM to run the Adobe programs and for storing the

art files.

Diploma Specifications Recommendations
● Core i5, equivalent or better
● 4GB RAM
● 13-inch display or higher
● WLAN 802.11b/g/n
● At least 20GB of available disk space
● Headphones
● Windows 10 or Mac OS 10.13 (High Sierra) - 10.15 (Catalina)

If you are getting a new laptop, we would suggest the following (or better)

● Core i5/AMD Ryzen5, equivalent or better
● 4GB RAM
● 13-inch display or higher
● WLAN 802.11b/g/n, Bluetooth v4.0
● 250GB SSD
● Webcam/Headset
● Windows 10

Note: if you are planning to take digital design/use art software, please be advised that MAC OS
10.15 (Catalina) will not be able to use the Adobe Licenses provided by ISC you will also need
more disk space/RAM to run the Adobe programs and for storing art files.
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USER AGREEMENT
I understand and will abide by the above policy and guidelines.  I further understand
that any violation is unethical and may result in the loss of my network and/or device
privileges as well as other disciplinary action.  During the course of the school year,
additional rules regarding the use of personal devices may be added.

Technology Essential Agreements

At ISC, we strive to use technology:
● Carefully and responsibly.
● Safely and securely by protecting our passwords and personal information.
● To conduct inquiries and complete assessments.
● To visit websites related to our inquiries.
● To communicate with teachers and students about school work.
● To post or publish material related to our inquiries and assessments.
● To cite research, images, videos and music according to MLA standards.
● To organize ourselves and keep devices and iPads organized as they have been set-up.
● To only use software and files approved by teachers.

ISC Device Essential Agreements

● Electronic devices are for learning.
● Electronic devices require special care.
● Electronic devices can connect us to the world, but we will be careful not to share our

private information without asking our parents or a teacher first.
● Electronic devices can help us learn about many things, but they may also expose us to

things that we do not want to see.  We promise to talk to a teacher if something on the
electronic devices makes us uncomfortable.

● To keep us safe, our teachers and parents may access our accounts at any time.
● We understand that we may lose access to the electronic devices if we do not follow

these Essential Agreements.

___________________________ _______________

Signature of Student Date

_________________________ ______________

Signature of Parent/Guardian Date
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PYP Student Pastoral Support & Discipline

Purpose
Student learning and academic success at ISC are of utmost importance. We support
positive social, emotional, and academic development through proactive approaches of
communicating expectations and celebrating exemplary performance. We believe it is
crucial to communicate behavior expectations and consequences to students, families, and
staff. We embrace the attributes of the International Baccalaureate Learner Profile to guide
all students to be inquirers, knowledgeable, thinkers, communicators, principled,
open-minded, risk-takers, balanced, caring, and reflective. As such, we create an
environment in our school where all students feel safe and can thrive in addition to
encouraging all students to become responsible, self-regulating, contributing citizens of the
community.

Key Principles
The following key principles are essential:

1. Effective development of student performance and success is an interactive relationship
between the school, parents, and students.

2. Supporting positive student behavior and performance is the responsibility of all staff.
3. Teachers are encouraged to deal with issues using their professional judgement in the

situation.
4. Homeroom Teachers are the key pastoral providers for students. They should be informed of

any issues with their respective students and should consult with colleagues, the Pastoral
Care Coordinator, School Counsellor, and any other Leadership Staff Member, if necessary,
to ensure consistency across the grade levels.

5. The processes and expectations below exist in the context of, and are underpinned by,
effective classroom management strategies. Without effective classroom management,
students are not given the necessary scaffolds for success.

As a school community we believe we all should work together to support the success of
every student through not only the communication of expectations and student
development, but also through the recognition of the cultural norms and the social milieu
which our students bring to campus.

The above statements and subsequent components to student management are supported and
directed by our Vision and Mission Statements.

Promotion and Development of Prosocial/Positive Behaviors
We believe that promotion and recognition of positive behaviors is an effective and critical
approach to building a community at the school. Various opportunities exist for students to be
recognized and to promote a culture of excellence including:

Awards
- Action and IB Learner Profile Awards

Recognition
- Ongoing Learner Recognitions by teachers (stickers, certificates, home messages, golden

time…)
- Athletic recognitions
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- House-Point System
- Positive Action Program
- Monthly recognition of students in assemblies

Student Leadership
- Student Council (Executive members and Grade Level Representatives)
- House-System Champion

Positive Action Program
- Positive Action aligned with Learner Profiles and Approaches to Learning are a core

approach to developing students’ social-emotional learning. With an emphasis on
promoting a healthy and positive cycle of actions that lead to a positive self-concept.
Positive behaviour is also promoted through the Positive Action program which is taught
on a daily basis. Positive Action is based on the intuitive philosophy that we feel good
about ourselves when we do positive actions. (“Philosophy.” Positive Action Curriculum
Program | Positive Action, www.positiveaction.net/introduction#philosophy.)
To emphasize the core values of the IB Learner Profile that stand at the heart of all our
programs, ISC teachers are asked to use IB Learner Profile vocabulary when
communicating with students about their behaviour.  The Learner Profile will feature
heavily in daily teaching and will be reinforced by the celebration of Learner Profile
months.

Faculty and Staff connections to students
- Faculty and staff at ISC believe that rapport with students is a meaningful and powerful

way to support appropriate student behavior.  This is represented in valuing student
ideas and perspectives while simultaneously communicating clear and consistent
expectations of behavior. Whenever possible, staff members are encouraged to “catch
students doing the right things” and to reinforce those behaviors.

Communication of Location-Specific Behavior Expectations
We feel it is important to communicate specific expectations which are consistent with our
Code of Conduct and Student Handbook. In all locations and at all times, students are expected
to follow the ISC Essential Agreements:

● Respect people and property
● Be friendly and helpful
● Listen to others
● Keep your hands and feet to yourself
● Play fairly
● Follow the cafeteria and playground routines

Primary School Student Lunch and Break Time Opportunities and Expectations

Location Opportunities and Expectations

ISC Playground Students are allowed to relax in the shade or sun.

Students are expected to:

- Share playground equipment and toys and tidy them up at the end of the break.

- Use only allowed playground equipment and toys.

- Respect people and property

- Be friendly and helpful
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- Keep hands and feet to themselves

- Play fairly

- Line-up immediately once told by the teacher

ISC PYP Floors Students are not allowed in the buildings during lunch or Jause break and should not

plan to go to PYP rooms or the School Office unless possessing a note from a teacher

or in a sanctioned activity/meeting with faculty supervision.  Students can, of course,

remain in the building during break under direct supervision of a teacher during that

time.

Library Library is available only under teacher supervision.

Elevators Students are not allowed in the elevators.  Students should utilize the stairs at all

times during the school day unless they have specific permission.

Note on

cell-phone use:

Students are not allowed to use their phones on the school campus. Access to a

phone is always possible in the ISC School Office at any time of day.

Mobile phones should be switched off, and stored securely.

Note on

computer use:

Computer use should be for educational purposes only, as per the Responsible Use

Policy.  If necessary, students will be reminded once and any subsequent violation of

the policy will result in the computer being taken to the Pastoral Care Coordinator

(by the teacher or by the student with an email to inform the Pastoral Care

Coordinator that the student will be dropping it off) where it will be held and

checked out to them only during classes when it is needed.  Frequent violations will

result in loss of their computer privileges.

Discipline and Supports
Behavioral Levels and Summary

Level 1
Minor Misbehavior (occur 3 times)

Type Responses

Student Concern -
Academic

Assignment/Task not
completed and/or repeatedly

unprepared for class

Subject Teacher:

1. If significant or ongoing, Teacher uses his/her judgement and reports the
concern to parents via email.

2. If the situation is not resolved, the teacher fills out the Student of Concern
Form (SoC) and shares it with the Pastoral Care Coordinator. The form must
also be uploaded to Managebac. This will trigger a meeting to decide the next
steps:
- Parental Meeting
- Create a Student Success Action Plan
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Student Concern -
Behavior

Late to class

Inappropriate computer use

Phone Use (during class)

Disrespectful Behavior

Lack of compliance with the
ISC and Class Essential

Agreements

Minor disruption to student
learning

Inappropriate language

Unauthorized Lift Use

Protocol For All Level 1 Non-Academic Behaviors

Observing Faculty:

1. Whenever possible, the teacher addresses the issue on the spot with the student
to understand why the behavior occurred and communicates the expectation of
appropriate behavior. The teacher communicates the concern to parents via
email.

2. If it is significant or resolution doesn’t immediately occur, the observing teacher
fills out the Student of Concern Form (SoC) and shares it with the Homeroom
Teacher and the Pastoral Care Coordinator. The form must also be uploaded to
Managebac.

a. If necessary, the student is referred to the PCC, or if PCC isn’t available,
wait by the office. This may be necessary if observing faculty cannot
address on the spot or student needs to be removed, as a last resort,
from the environment.

b. In this situation, a parental meeting must be scheduled. The affected
teacher, Homeroom and PCC are requested to attend.

c. PCC determines consequences and/or develop a Student Success
Action Plan

Level 2
Ongoing Minor Misbehavior / Moderate Misbehavior

Type Disciplinary Roles and Responses

Student Concern -
Academic

Repeated occurrence of
Level 1 Behaviors (occur more
than 3 times after intervention)

For Grades 4 & 5

First occasion
academic dishonesty

Protocol for students skipping class and consistent pattern of Level 1 Behaviors

Subject Teacher:

1. Logs incident in SoC Form (shared with Homeroom Teacher and PCC) and
uploads it to ManageBac.

2. Pastoral Care Coordinator is prompted by SoC Form, issues the following
consequences (one or more may be appropriate):

● 1:1 reflective meeting with student
● Lunchtime Workshop
● Positive action Reflection Sheet
● Parental notification required at this level

Protocol for first occasion academic dishonesty

Subject Teacher:

1. Logs incident in SoC Form (shared with Homeroom Teacher, PCC and
PYPC) and uploads it to ManageBac

2. Subject teacher meets with student to discuss academic honesty
3. Student re-submits the assignment

Subject Teacher/ Homeroom teacher issues the following consequences:

● 1:1 reflective meeting with student and review of Student Handbook
on Academic Honesty including consequences

● Lunchtime Workshop
● Positive action Reflection Sheet
● Parental notification

International School Carinthia  — Developing bright futures one child at a time.



ISC IB PRIMARY YEARS PROGRAMME HANDBOOK 64

Second occasion
academic dishonesty

Protocol for second occasion academic dishonesty

Subject Teacher:

1. Logs incident in SoC Form (shared with Homeroom Teacher, PCC and
PYPC) and uploads it to ManageBac

2. Subject teacher meets with student to discuss academic honesty
3. Student re-submits the assignment

Subject Teacher / Homeroom teacher issues the following consequences:

● 1:1 reflective meeting with student and review of Student Handbook
on Academic Honesty including consequences

● Lunchtime workshop
● Learner Profile Reflection/Apology Letter (example attached)
● Parental notification
● Lunchtime workshop with Pastoral Care Coordinator

Third occasion academic
dishonesty

Protocol for third occasion academic dishonesty

Subject Teacher/ Homeroom teacher issues the following consequences:

1. Logs incident in SoC (shared with Homeroom Teacher, PCC and PYPC) and
uploads it to ManageBac

2. Subject teacher meets with student to discuss academic honesty
3. Student re-submits the assignment

PYP Coordinator
1. PYP Coordinator is prompted by ManageBac log, issues the following

consequences:

● 1:1 reflective meeting with student
● Positive Action Reflection Sheet
● Parental notification
● Suspension

Fourth occasion academic
dishonesty

Protocol for fourth occasion academic dishonesty

Subject Teacher:
1. Logs incident in SoC Form (shared with Homeroom Teacher, PCC and

PYPC) and uploads it to ManageBac
2. Subject teacher meets with student to discuss academic honesty
3. Student re-submits the assignment

Primary School Principal
Primary School Principal is prompted by ManageBac log, issues the following
consequences:

● Parental notification and face-to-face meeting
● Expulsion

Student Concern -
Behavior

Consistent Pattern of
Level 1 Behaviors

Skipping class (first instance)

Relational Aggression

Minor physical or verbal issue

Protocol For All Level 2 Non-Academic Behaviors

Observing Faculty:
1. Logs incident in  in SoC Form (shared with Homeroom Teacher, PCC and

PYPC) and uploads it to ManageBac

Homeroom Teacher:
1. Teacher checks in with student to support and understand issue in the effort

to resolve

Pastoral Care Coordinator:
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Failure to attend lunchtime
workshop

Misbehaviors off
campus/Online

Blatant disrespect toward
another member of the

community/Disruption of class

Significant failure to comply
with school policy

Minor vandalism

1. Prompted by log and Issues the following consequences:
● 1:1 Meeting with PCC
● Pastoral Care Coordinator Agreement
● Student Behaviour Contract
● Positive Action Reflection Sheet
● PCC Workshop (more than two days may be appropriate for student

to complete their reflection)
● Parental notification and meeting to communicate concerns

regarding return to class

2.  PCC brings student case to Student of Concern, if needed, (SoC) Meeting
a. Consider involvement of Academic Support staff (Counselor and/or

behavior intervention)
b. Create a plan for regular check-in with the student as decided in the

SoC  Meeting
c. Communication to students and teachers as relevant

*Fighting: student will complete Pastoral Care Coordinator Agreement
Sanctions as being removed from school for the remainder of the day and serving
in-school suspension may apply.

*Issues of relational aggression should involve support with school counselor

Level 3
Significant Problem Behaviors

Type of Behavior Disciplinary Roles and Responses

Student Concern -
Academic

Consistent Occurrence of level
1 or Level 2 behaviors

Protocol for Level 3 Academic Behaviors

Subject Teacher:
1. Logs incident in SoC Form (shared with Homeroom Teacher, PCC and

PYPC) and uploads it to ManageBac

2.  PYP Coordinator issues the following consequences:
● Academic Probation
● Parental meeting

Student Concern -
Behavior

Consistent pattern of
Level 2 behaviors (repeated

violations of Technology
Essential Agreements,

lateness,
class disruption, etc...)

Bullying

Risks the safety of others

Recurring blatant verbal or
physical harassment of

students, staff, or visitors to the
School

Persistent willful disruption or
anti-social behavior

Protocol for Level 3 Non- Academic Behaviors

Observing Teacher:
1. Logs incident in SoC Form (shared with Homeroom Teacher and PCC) and

uploads it to ManageBac

Pastoral Care Coordinator and Head of PYP:
● Meeting to review the student’s file
● Positive Action Reflection Sheet
● Consider Suspension (1 - 5 days in/out of school)

○ Return to school on continuing contract
○ Parental notification and meeting to communicate concerns

regarding return to class
● Consider involvement of Academic Support staff (Counselor and/or

behavior intervention)
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Significant or persistent
vandalism

Breach of PCC
Commitment Contract

Inappropriate behavior
determined by the Student

Handbook

Truancy from school (multiple
instances)

Level  4
Extreme Problem Behavior / Illegal Activity

Type of Behavior Disciplinary Roles and Responses

Student Concern -
Academic

Third Occasion of
Academic Dishonesty

Protocol for third occasion academic dishonesty
Subject Teacher:

1. Logs incident in SoC Form (shared with Homeroom Teacher, PCC and
PYPC) and ManageBac

PYP Coordinator issues the following consequences:
● Meeting with PCC, Head of PYP and ISC Director to review the

student’s file
● Recommendation for expulsion in consultation with the Head of PYP

and ISC Director
● Phone call and letter home documenting third occasion
● Meeting with PYP Coordinator and Head of PYP, Student and

Parents

Student Concern -
Behavior

Consistent pattern of Level 3
behaviors

Illegal behavior

Use/possession/sale/distributio
n of substances (including

alcohol, drugs whether
prescribed or otherwise,

cigarettes etc)

Breach of Continuing Contract

Other inappropriate behavior
determined by Principal in
accordance with the ISC

Essential Agreements

Protocol for Level 4 Non- Academic Behaviors

Observing Teacher:
1. Logs incident in SoC Form (shared with Homeroom Teacher and PCC) and

ManageBac

Pastoral Care Coordinator and Head of PYP:
1. Meeting with PCC to review the student’s file
2. Meeting with PCC, Head of PYP, Student and Parents

● Recommendation for expulsion is likely
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