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WELCOME FROM THE SCHOOL DIRECTOR 
  

Dear Parents and Students,  
  
A school becomes a very special place when students, parents, teachers, and administrators work cooperatively 
to establish an orderly, safe and friendly environment for students. Over the years the AISJ Pretoria Campus has 
developed that reputation. The school, its vision, and goals, are a direct result of working partnerships in a school 
that continues to grow and develop to meet your student‘s needs. 
  
When I walk through the grounds of the Pretoria Campus I always look forward to seeing the energy and 
enthusiasm of young students as their teachers guide them through their learning. For young learners it is an 
exciting time for both students and parents as we celebrate new discoveries and the development of the skills, 
knowledge, and attitudes that are critical for future learning. What is critical in that process is the development of 
a caring, warm, and supportive environment where everyone connected knows exactly how things work and how 
they can work together to achieve the best results. 
  
The three years of Middle School are always recognized as very formative years.  It is understood and accepted 
that students will want to be somewhat independent and more involved in decisions affecting their lives. Many will 
say that this is a real period of growth – socially, emotionally and physically.  It is the school’s role to provide a safe 
and supportive environment to ensure that this personal growth and development can occur.  The AISJ Pretoria 
Middle School is relatively new and has continually adapted and reviewed its programs to meet these needs and 
to prepare students for the academic rigors of High School. 

  
The Parent-Student Handbook is an important tool as it attempts to document how the school will operate and deal 

with everyday situations. It provides a guideline for students and parents and, therefore, becomes a critical 
document in working out what one should do - rather than what one should not! I encourage you all to read 

it carefully and to play an active role in the school throughout the year. 
  

2016-2017 promises to be another exciting school year as our Pretoria Campus is again led by Ms. Rachel 

Caldwell, our Pretoria Campus Principal, who is joined by Ms. Sheena MacLeod as Assistant Principal, and Ms. 

Eliza Pomiecinska who is our Pretoria Campus Counselor. What also makes this year special, is that we are 
embarking on a new strategic plan focused on three goals in which learning at AISJ is Conceptual, 
Connected, and Personalized. I invite you to familiarize yourself with the strategic goals, which are 
available on the AISJ website, as these will be incorporated into the curriculum and visible in your child’s 
learning at AISJ. I encourage you to work closely with the Pretoria staff and to play an active role in the 
school and your child’s learning. I am sure it will be a vibrant and rewarding year! 
  
  
Dr. Andy Page-Smith 
School Director 
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WELCOME FROM THE PRETORIA CAMPUS PRINCIPAL 
  

 
Dear Students and Parents, 

  
On behalf of our Faculty and Staff I welcome you to the International School of Johannesburg’s Pretoria Campus. 
This Handbook is designed to acquaint you with the more formal aspects of our school and to help you to become 
familiar with our various procedures, protocols and systems. If anything you wish to know about us is not included 
please do not hesitate to contact your child’s Class/Advisory Teacher, the Office Staff or the Principal.  
  
By way of an introduction to what you can expect from us I will share with you our stimulating vision statement; 
  

“Together we dare to imagine, inspire to succeed, and courageously make a difference.” 
  

The Elementary years of school lay the foundation for a life of learning. During these years we work together with 
our students to help them achieve many important milestones. Visiting our classrooms you will observe welcoming, 
confident students inquiring and collaborating together.  
  
Our curriculum is designed to meet the diverse needs of all our students. We use a balanced literacy approach to 
teaching reading and writing. Readers’ and Writers’ Workshop are at the core of our literacy program. We aim to 
inspire our learners; to create students with confidence and fluency in the reading and writing processes.  
  
Our mathematics program is designed to promote problem solving and mathematical reasoning. Emphasis is 
placed on developing strong number sense in our students, whilst ensuring that they learn to use multiple strategies 
and can explain their mathematical thinking and reasoning. 
  
Specialist teachers provide lessons in art, music, physical education, and Spanish. The latter beginning in Grade 
1. We have a dedicated learning support team which includes teachers and a counselor and which provides for 
students with particular needs in academic and social and emotional domains as well as support for English 
Language Learners (ELL).   
  
We recognize the importance of parent-school partnership and encourage parental involvement in their child’s 
educational journey.  
  
AISJ Pretoria extends into a full Middle School. We know that middle school students are at a unique time in their 
lives; a time when they are seeking greater independence and exploring their identity. As such, we are committed 
to offering learning experiences relevant to the lives of adolescents. Through a safe, nurturing learning environment 
supported by a caring team of teachers, our program provides each student with opportunities to inquire, explore 
and to develop confidence. Our stimulating academic program strives to help students make connections to the 
world around them and to equip them with the necessary skills, knowledge and understanding. We offer core 
academic subjects, physical education, a choice of two world languages and a variety of elective courses which 
include multi-media, chorus, robotics, band, drama and art.  
  
Our annual “Classroom without Walls” program offered from Grade 4 to Grade 8, enables students and teachers 
to create enduring memories and friendships through physical and intellectual challenges. We also offer a diverse 
co-curricular after school activities program for Grades 1-8.  
  
Thank you for choosing AISJ Pretoria. I hope you enjoy your membership of a community of learners committed 
to being the very best we can be. 

  
Rachel Caldwell 
Pretoria Campus Principal 
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BRIEF HISTORY OF AISJ 

At a July 4th picnic celebrating American Independence Day in 1982, a group of Americans interested in promoting 
education discussed an exciting new idea.  On September the 6th they began to advertise the opening of a new 
"American" school in Johannesburg.  A few short months later, the American International School of Johannesburg 
opened its doors to its first students.  Founders Ed Norman and Benna Jansen van Vuuren, together with American 
Embassy personnel and multinational businesses in South Africa saw the need for an American-style curriculum 
and international education for expatriates living in Johannesburg. 

   
Accredited by the State of Tennessee (USA), the school's first home was a residence in the northern suburb of 
Rivonia and the school opened its doors to 72 students.  By 1984 the school was bursting at the seams and the 
search for a larger facility was initiated. Two hundred and sixty acres were acquired from the Oppenheimer family.  
The only building on the campus was a crescent-shaped stable for horses.  The building was soon converted into 
18 classrooms, and the school moved to its present location during the 1985-86 school year under the leadership 
of Director Dick Apple. 
  
As South Africa went through the dark days of Apartheid, the school's population dwindled through the late 80's 
and early 90's.  But 1994 ushered in a new era of democracy for South Africa and since then the country has seen 
an influx of global interest and investment.  Director Everett Gould saw the opportunities of a new free South Africa 
and how that would impact on the growth of the school, which in 1995 had 395 students.  He served as director 
from 1992-1998 and during that period AISJ saw on-going development of its campus beyond the horse stables 
building. The High School wing was added, as was a new swimming pool, cafeteria, library, gym, Fine Arts Center 
and boarding houses.  The Elementary School wing was added in 1995-96. By the year 2000, our student 
population stood at 530 students. 
  
Today's AISJ would be almost unrecognizable to those who remember the 1985 campus. The crescent - shaped 
horse-stables still exist, making up the administrative core of AISJ, but there have been many more additions. 
  
Leo Ruberto, the school's director from 1999 - 2003, was instrumental in seeing the need for a satellite campus in 
Pretoria, the nation's capital. The Pretoria Campus of AISJ opened its doors in 2001 with 14 students in a 
Kindergarten through Grade 2 setting. The growth of the student population in Pretoria has been 10% to 15% per 
year, a reflection of the fact that Pretoria has the second-highest number of High Commissions and Embassies in 
the world and that more students continue to arrive each year as South Africa's importance on the continent grows. 
Small wonder, then, that the Pretoria campus has outgrew its first set of facilities and moved to a new campus in 
August 2011.  
The purchase of the new campus - located in the Faerie Glen neighbourhood - was approved by the School Board 
in November 2010. This 'new' campus now offers classes from Pre-K through Grade 8ADE CHANGES  
  
In 1994 AISJ introduced the International Baccalaureate Diploma Program which a majority of our Grade 11 and 
12 students are enrolled in. 
  
As South Africa continues to attract foreign companies and diplomatic missions, AISJ's growth will be directly 
connected with South Africa's renaissance. Our diverse student population today stands at approximately 107 
nationalities school-wide and AISJ provides an atmosphere in which students can maximize their academic 
potential in a safe and encouraging environment. To maintain the school's strong tradition of providing an excellent 
balanced program, while attracting new students, AISJ must continue to grow, and the school's Facilities Master 
Plans foresees a Johannesburg campus that can accommodate 1050 students, and a Pretoria campus that can 
accommodate 300 students. In short, the school is well positioned to accommodate projected growth. 

  

Over the 33 years since opening, we’ve come from small and humble beginnings to a vibrant American 
International school that prides itself on maintaining a low student/teacher ratio to effectively run a student-centered 
program culminating in the International Baccalaureate Diploma. It places a strong emphasis on diversity, 
community outreach and links with its local community while focusing on a balanced program of academics, 
athletics, arts, and service. AISJ is developing an outstanding international reputation for innovative learning and 
community outreach. 
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BRIEF HISTORY OF THE PRETORIA CAMPUS  
  

Welcome to your school! 
  
The American International School of Johannesburg has served the Pretoria diplomatic and expatriate community 
since the school opened more than 25 years ago. In August 2001, AISJ opened a separate Pretoria Campus with 
a total enrollment of 14 students in Kindergarten to Grade Two in a single building. The aim was to provide a 
neighborhood alternative to younger students. In the past 10 years the Pretoria Campus has grown steadily from 
that modest start. Beginning in the 2011-2012 school year, AISJ Pretoria began to offer a Pre-K to Grade 8 
program. The school chose its first location to highlight the neighborhood feeling. The central location was ideal in 
terms of proximity to Embassies and High Commissions, but as we grew in both numbers and grades more space 
was essential. As luck would have it, just as our strategic planning process identified the need for a location with 
room for growth and opportunities, the perfect site came on the market.  
  
Our current magnificently landscaped property is situated on a five-acre plot and gives the school a delightful, 
spacious feel. A campus redevelopment plan provides for both an Elementary and Middle School in a Pre-
Kindergarten to Grade 8 setting with a possible capacity in the future of just over 300 students. The first phases of 
the campus development plan included 16 classrooms, a science laboratory, a library, an undercover assembly 
area, a cafeteria, a soccer field, a swimming pool, and extensive play areas. The next phases of the development 
plan included tennis and basketball courts. The basic description does not do justice to the site. Numerous 
beautiful, old trees provide plenty of shade as well as invite the kind of school-without-walls learning opportunity 
that the South African climate is perfect for. The Middle School classrooms open onto a long covered porch or 
‘stoep’ that faces a quiet garden setting. Middle School students who visited at our first Open House were thrilled 
that they would have their own private reading and study area. There are also separate play areas for the younger 
children. At the heart of the school is a huge thatched lapa with a stage and a Band Room at one end. In March 
2015 we opened the Weinberg Center named after Pretoria’s first Principal Ben Weinberg. The center houses a 
stunning library space including an annex and meeting room. In addition, there is a tech office, an Art Room, and 
a Learning Support space which includes a sensory room. The Parent Room, located at the playground end of the 
building, is another welcome addition. The Pretoria Campus has both the spaces and facilities to accommodate 
different developmental needs and also to allow the school to come together as a learning community.  
  
In purchasing and developing the new campus, the AISJ Board of Directors has committed to developing the 
Pretoria Campus’ academic and activities programs so that they support the school’s vision. In academics, sports, 
and the arts we seek to inspire the imaginations of all students and provide them with the skills, knowledge and 
understanding to welcome challenges and opportunities with boldness and confidence. Our dynamic teaching and 
learning program, excellent facilities, and small class sizes allows us to put a clear emphasis on individual attention 
and motivation for learning at the heart of all we do. 
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VISION, MISSION AND CORE VALUES STATEMENTS 
  

Vision Statement 

Together we dare to imagine, inspire to succeed, and courageously make a difference. 
  

Mission Statement 

Inspired Learners: Connected, Creative, and Courageous 
   
  

Core Values 

We believe that…. 
 

 Honesty, integrity, and accountability are fundamental 
 Personalized, differentiated, authentic, and inspired teaching and learning are essential for 

achievement and growth 

 A culture of continuous improvement is critical to success 

 Diversity and inclusion encourage open-mindedness and empathy 

 Learning is cognitive, creative, active, and purposeful 
 Creativity, adaptability, curiosity, and inquiry equip us to thrive in a changing world 

 Strong community is built through participation, communication, collaboration, and mutual respect 
 Contributing positively to society is our responsibility 

   
  

Parameters 

AISJ will…. 
  

 Ensure that school enrolment, resources, and capacity are aligned 

 Maintain a sense of community and attention to individuals 

 Not tolerate behavior that is detrimental to the safety, integrity, or dignity of any individual 
 Hire and retain qualified and adaptable staff whose attitudes and actions reflect the school’s 

vision, mission, and core values 

 Adhere to a sustainable and transparent financial plan 

 Maintain a strong international identity while respecting our host country’s cultures 

 Approve and maintain only those programs that are consistent with the strategic direction, are 
financially justified, and provide for professional development and assessment 

 Provide a Pre K-12 education 

 Use English as the primary language of instruction 
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BOARD OF DIRECTORS 
  

In accordance with our Memorandum of Incorporation, the AISJ school board is composed of a maximum of eleven 
voting members, one US Embassy representative (non-voting) and the School Director (non-voting). Of the eleven 
voting members, five are elected by the AISJ community (parents/guardians) and four are appointed by the AISJ 
school board based on recommendations from the Nominating Committee. The five elected members must be 
AISJ parents/guardians. The elected and appointed members serve three year terms.  The board can also second 
up to two additional members. The seconded members serve one year terms and have voting status. No more 
than two of the appointed and seconded members can be non AISJ parents/guardians. The Board must at all times 
have a simple majority of US citizens as voting members. Board elections take place in April each year and the 
results are announced at the Board Annual Information Meeting. Board appointments follow as soon as possible 
thereafter and before the end of the school year.  

  
The role of the board is to oversee the long-term well-being of the school.  In collaboration with the AISJ 
parents/guardians, faculty, staff, students and administration, the board sets and maintains the strategic direction 
for the school. The board hires the school director to implement the strategic plan and to direct the school’s day-
to-day operations. Two other critical roles of the board are to ensure the long-term financial stability of the school 
and to set broad policy in accordance with the school's vision, mission and core beliefs. The full board meets once 
per month but the majority of its work is accomplished in the board committees which also include AISJ parents 
and guardians.  There are currently three standing committees: Finance & Audit, Facilities, and Governance. The 
Nominating Committee is a subcommittee of the Governance Committee. 

  
Full details of current school board members, our Memorandum of Incorporation, Strategic Policies, and Board 
Meeting Reports are found on the AISJ website under “About Us” 

  

 PARENTS’ ASSOCIATION 
  

A warm welcome to our new families as you join our diverse international community. Welcome back to our 
returning families! 
  
The Pretoria Campus (PA) has organized a campus specific Parents Association (PA).  The PA meets on a monthly 
basis and is made up of parents who provide resources to the school by organizing volunteers for events, 
programs, and activities.  The PA is an excellent opportunity for parents to get involved with our school community.  
If you are interested in being a part of the PA or attending any of the meetings, please call or email the school 
secretary for additional details.   
  
The school community calendar includes PA sponsored events at both campuses throughout the school year.  In 
addition to these more structured events, we invite parents to participate in all of our special events or to help 
support our programs as and when they can. 
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ACADEMIC PROGRAM 
School Program 

 
Schedule 
The regular school day runs from 7:40 am to 2:50 pm on Monday, Tuesday, Thursday, and Friday.  On Wednesday, 
school is in session from 7:40 am – 1:30 pm to allow teaching staff to participate in Professional Growth and 
Collaboration Time.   
  
The regular schedule in the Elementary School is as follows: 
  

7:40 am -11:55 am            Academics and Specials 

11:55 am -12:35 pm            Lunch / Recess 

12:40 am - 2:50 pm           Academics and Specials 

  
Wednesday’s schedule is as follows:  
  

7:40 am – 11:00 am Academics and Specials 

11:00 am – 11:35 am      Lunch/Recess 

11:35 am – 1:30 pm Academics and Specials 

  
Our classroom schedules vary according to the developmental and learning needs of the different ages in Grades 
Pre-K to Grade 8.  Younger students alternate academic learning periods with their specials, while the older 
students have a modified block schedule allowing them extended academic periods that support work in integrated 
thematic units and projects.  Depending on their classroom learning schedules students have a short, flexibly 
scheduled snack and recess during the course of the day.  The regular schedule in the Middle School is as follows: 
  

Middle School 
Time Table 

2016 - 2017 

                

Monday, Tuesday, 
Thursday, Friday 

        Wednesday       

  Start End Minutes     Start End Minutes 

Advisory 7:40 8:15 35   Advisory 7:40 7:45 5 

Passing 8:15 8:20 5   Passing 7:45 7:50 5 

Block 1 8:20 9:40 80   Block 1 7:50 8.55 65 

Break 9:40 10:00 20   Break 8.55 9:15 20 

Block 2 10:00 11:20 80   Block 2 9:15 10:20 65 

Passing 11:20 11:25 5   Passing 10:20 10:25 5 

Block 3 11:25 12:45 80   Block 3 10:25 11:30 65 

Lunch 12:45 1:25 40   Lunch 11:30 12:10 40 

Passing 1:25 1:30 5   Passing 12:10 12:15 5 

Block 4 1:30 2:45 75   Block 4 12:15 1:25 70 

Advisory 2:45 2:50 5   Advisory 1:25 1:30 5 

We use a two day rotating schedule. Students have the same four classes every other day.  
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HOMEWORK   

Homework in the Elementary School 

We consider play an important part of childhood and encourage children to actively participate in opportunities to 
play and be involved in other activities outside of school. We believe it is important for children to have opportunities 
for unstructured activities, to assist them in developing the skills to plan, organize and encourage creativity and 
imagination. 
  
We expect children to read at home every day. We encourage parents to read with their children regularly, 
especially in their mother tongue. Reading should form a natural part of the daily routine and emphasis should be 
on a shared enjoyment of reading. Reading at home is an excellent means of developing thinking skills, increasing 
fluency, developing language skills and helping children develop confidence with their reading. The child’s teacher 
can provide parents with recommendations for suggestions of books. 

  
Students at AISJ Pretoria are expected to complete homework assignments set by their classroom or 
single subject teachers. A regularly scheduled time and a working environment free of distractions will help 
the child to develop good home learning habits. 
  
Activities are likely to include: 

 Reinforcement and Practice: exercises to supplement or reinforce concepts studied in class, 
e.g., number facts, spelling. 

 Extension Work: taking a concept taught in class and applying it in open-ended activities and 
or problems. 

 Enrichment: cooperative activities for parents and students. These could include longer-term 
projects, creative writing, reports and research. 

 Reading: teachers will also encourage all students to read or be read to for pleasure on a 
daily basis. 

 There may also be learning activities for the family to do together, such as playing games, 
cooking together, etc. 

  
Most tasks are designed to be completed independently by students. However, there will be many 
occasions where parents will share the activities with their children. Parents should resist the temptation 
to “do it all.” 

 To provide a regular opportunity for students to show initiative, independence, responsibility, and self-
direction 

 To allow time for reflection and application as well as the opportunity to pursue projects in greater depth 

 To reinforce school learning through related reviews, practice, and applications 

 To develop sound study habits 

 To actively include parents in the learning process 
  
In the Elementary School homework is usually assigned on a week-to-week basis. It is difficult to define a 
set time for homework as individual students work at different rates and there may be variations at different 
times of the year as teachers match the homework to the needs of their class and individuals. However, 
the following guidelines are given to indicate a reasonable amount of time to be spent, on a day-to-day 
basis, at each grade level.  
  
Kindergarten  
15 minutes of reading (parent reading aloud to their child) 

Grade 1     

20-30 minutes, this time includes at least 10 minutes of independent reading 

Grade 2  



13 
 

25-35 minutes, this time includes at least 15 minutes of independent reading 

Grades 3     

30-40 minutes, this time includes at least 20 minutes of independent reading 

Grade 4         

35-45 minutes, this time includes at least 25 minutes of independent reading 

Grade 5 

45-55 minutes, this time includes at least 30 minutes of independent reading 
  

Homework in the Middle School 

Homework in the Middle School is designed for students to practice skills taught that day, acquire additional 
knowledge or to prepare for a future assessment. Homework provides an opportunity for students to follow through 
with responsibilities, practice good study habits, and to experience the success of independent leaning. 

Parents often want to help their children with homework. While it is good to be supportive and available to your 
child please ensure that it is the student who is doing the work! 

Communication between home and school is a priority at AISJ Pretoria. If your child is frustrated by his or her 
homework on a regular basis, please contact your child’s teacher. The school will also contact the parents if 
homework is not completed on a consistent basis 

As for the elementary students, it is difficult to define a set time for homework as individual students work at different 
rates and there may be variations at different times of the year as teachers match the homework to the needs of 
their class and individuals. However, the following guidelines are given to indicate a reasonable amount of time to 
be spent, on a day-to-day basis: 

  

Grades 6 - 8         

60-80 minutes, and in addition about 30 minutes of independent reading 

  
Additional Guidelines for Middle School Students  

 If your child doesn’t have formal homework then they should be spending time going over class work and 
doing background reading 

 Homework will be written in planners as well as on teacher blogs 
 If your child is absent than it is their responsibility to catch up any missed work and homework 
 Homework supports work taught in class. It is not ‘busy’ work 
 Emails will be sent home to parents when homework has not been completed on two consecutive 

occasions 

  
Please note that activities included in homework assignments will vary according to a student’s grade level and 
the nature of the subject. 

  
If your child is spending a considerable amount of time above his/her grade level guidelines or is frustrated by the 
work, contact his/her teacher to discuss ways to remedy the situation. 

  

Parents as Partners  
Suggested Guidelines for Parents 

  
Parents and teachers have the same goal for our students; a rich and motivating educational experience which 
allows each student to reach their potential. We work together, forming a strong alliance to support a child’s 
emotional, social and academic growth. 

  
Supporting Your Child in ES and MS: 
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 See that your child attends school regularly and arrives punctually. If for any reason your child cannot 
attend school, inform the school of the reason for the absence 

 Support the school in its efforts to maintain proper student conduct based on mutual respect 

 Let us know if your child has any problems outside of school that might affect his / her attitude, self- esteem, 
or schoolwork 

 If you have concerns or questions about any aspect of the school program, please do not hesitate to 
contact us. Your child’s teachers and the Pretoria Administration (Principal, Assistant Principal and 
Counselor) are available to discuss areas of interest with you 

 Be visible! Attend student led conferences and school events so that you and your child’s teacher can get 
to know each other. It is important that children know their parents value education 

 Look at your child’s completed homework and sign as required, regularly read updates on the AISJ website 
and sign and return required papers 

  

Reading at Home - ES students 
Tips for helping your child read at home: 

 Read with your child or discuss their reading with them for at least 15 minutes a day.  This experience will 
enhance your child’s comprehension, literacy skills, and love of reading. 

 Recognize your child’s successes in reading and offer specific praise 
 Ensure that your child is exposed to a wide range of reading materials in print and electronic formats (e.g. 

newspapers, letters, emails, the internet, recipes, TV guides, magazines, puzzle books etc.) 
 Encourage reading in your home language or mother tongue 
 Encourage your child to read for different purposes: 

 reading biographies and novels 
 reading and explaining instructions for using new appliances 
 reading interesting articles from the newspaper and the internet 
 reading to a younger brother or sister 
 reading to find out more information about a topic 
 Reading for fun and enjoyment; 

 Value your own reading and be informed by that of your child 
 Widen each other’s horizons 
 Make sure you read some of the books your child enjoys so you can share reactions and pleasure together 
 Take an interest in books by favorite authors; talk about them and give them as presents Encourage your 

child to talk about books he or she has enjoyed or disliked 
 Foster thoughtful criticism and comment  
 Let your child see that you sometimes need to discuss and clarify what you read to help your understanding 
 Discuss ideas, statements, and underlying beliefs which are evident in newspapers, books, posters, 

advertising, the Internet, videos, video games, and television programs 
 Recognize that both your child and you may have quite different ideas about what you want to read and 

respect choices made 
 Broaden reading experiences by exchanging books  
 Read books which have been made into films or videos and encourage your child to discuss the differences 

between the books and the video or film 
 Talk to your children about how your parents read to you or told you stories. When you watch the news on 

television, read the newspaper or listen to the news on the radio (especially in the car), discuss it  
 When something is difficult for your child to read, read it to him / her and then discuss what it is about 

  

Middle School Students 
Many of our Middle School students are also at the age when they are learning the difference between making 
healthy choices and making choices that are not wise.  Parents are learning how best to counsel, guide, protect, 
and trust adolescents who have and require increasing autonomy. Below, we offer some guidelines for 
consideration as parents negotiate the shifting parameters of their relationships with their Middle School students. 
The best advice for parenting - be concerned, be consistent, be communicative, and be diligent. 
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Talk 
Talk with your child clearly about your values and family expectations and remind your child that these same 
expectations apply even when you are not together. Help your child discuss his/her own values and personal 
expectations. 
  

Set clear, enforceable limits 
Consistently apply appropriate consequences for breaking family rules. Be sure the consequences are ones you 
are truly willing to enforce, are appropriate to the situation and understood by the child. Be open to renegotiating 
your rules as your teen gets older and proves to be responsible and trustworthy. 
  

Have a Set Time to Return Home 
Compare notes with the parents of your child’s friends and set a curfew that is right for your child and for your 
family. We suggest the following for your consideration:  a) Students should not go out to friends’ houses or social 
events on school nights. b) On weekends, ensure that your child still gets plenty of sleep. c) Always be waiting to 
greet your child when he / she arrives home from a later evening.  

  

Monitor Unsupervised Time 

1. Going out 
When your teen is going out, be sure to know where he / she is going and who he / she is with. If your teen 
is going to different locales, ask him / her to check with you. If plans change, ask your teen to call and let 
you know where he/she will be. Stay in close phone contact. 
  
2. Sleepovers 
When your child is invited to spend the night, call to find out if the parents will be home and what time the 
family expects their teen (and yours) to be in the house.  
  
3. Parties 
When your child is invited to a party, call the host parent and inquire about adult supervision and what 
activities are planned for the party. Please do not distribute invitations at school. 

  
4. When you leave town 
Do not leave your child alone or with a housekeeper. It is better to arrange for your child to stay with another 
family member or for another adult to stay with your teen in your home. During the school year, AISJ requires 
that parents notify the office as to the identity of the person who will be legally responsible for the safety and 
care of their child if both parents will be out of town. 

  
5. Money / Allowances 
Having too much or too little money can cause problems for students. It’s a good idea to work out a budget 
so that the student has adequate money for snacks, savings, and for emergencies.  

  
6. Cell Phones 
Most children today have phones. These phones are a technological tool that aid in our day-to-day lives but 
must be used responsibly.  Discuss your expectations of using phones and their features (texting, internet 
browsing, pictures, etc.) with your child before letting them use the phone and revisit these agreements 
often.  Students should understand the implications of using a phone inappropriately and the consequences 
of doing so.  You should check the content of the phone as well from time to time.  
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AFTER SCHOOL SPORTS AND ACTIVITIES 
 
The Pretoria Campus offers a wide variety of programs and activities on four days a week after school (not 
on Fridays).  Our aim is to ensure that there are opportunities for both depth and breadth in the program.  
Some activities are primarily for older students while others are geared toward younger ones.  Our sports and 
activity program has continued to develop as the Pretoria Campus has expanded.   
  
Students develop skills, self-confidence, and self-awareness more successfully if they get involved and 
participate in a rich array of activities.  These activities also help students to gain new friends, explore new 
interests, and have fun.  In addition, participation in activities outside of academics builds community, pride, 
and school spirit.  
  
The After School Activities program has three, 9- week sessions with breaks between each session. The 
school offers a range of activities each session.  There are two types of after school activities offered: “Teacher 
Sponsored” (Free) and “Private” (Parent Paid). Students who enroll in “Private” activities will receive an invoice 
for the entire session the first time the activity meets. Parents must pay this invoice by the time the activity 
meets for a second time. It is the student’s responsibility to inform the provider if they will be missing a lesson. 
  
Program overviews and sign-ups are distributed before each session begins so students can select the 
activities they want to participate in for the session. 
  
Through each of these programs, we emphasize that participation in student life is a privilege and we 
encourage all students to take part. We have high expectations for behavior, commitment, academic 
achievement, and making healthy choices. 
  
The program runs from: 

 1:45 pm – 2:50 pm Wednesdays  

 3:00 pm – 4:30 pm on Monday, Tuesday, and Thursday 
  
Only students who are enrolled in an after school activity are allowed to stay after school. 
  
A healthy snack selection is available at our Tuck Shop before After School Activities begin. 
  
Our goal is to give students a range of choices so they are sure to find activities that are motivating and 
exciting for them.  The activities include sports (soccer, tennis, volleyball, basketball, and swimming) as well 
as drama, music and art. Students remain in their chosen activity for the entire session. We talk with students 
about the importance of choosing carefully and making sure their schedules are balanced.  We do not expect 
that students will participate on all four days.  Some activities demand extra time and energy.  The activity 
schedule clearly outlines the commitment to each activity and sport.  Students are to check the activity 
schedule carefully and make choices based on their willingness and ability to participate in every 
session.  Students are expected to commit to activities that they join and attendance for all sessions is 
mandatory.  They will stay in the activity until the end of the session and participate in the culminating activity 
unless there are medical or other extenuating circumstances.  Please talk over the activities with your child 
and help them to make choices appropriate to them 
  

After School Activities Guidelines 
Students participating in a Sport or Activity have the following responsibilities: 

 Make choices based on activity schedule 

 Commit to activity and follow through on commitment 

 Attend all sessions (notify sponsor/coach if unable to attend) 

 Participate fully 
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 Demonstrate appropriate sportsmanship at all times 

 Have fun 
  

General Guidelines 

Grades 1 and 2 1 - 2 activities per week 

Grade 3 2 - 3 activities per week 
(not including homework Club) 

Grades 4 - 8 3 - 4 activities per week  
(not including homework Club)  
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STUDENT LEADERSHIP 
 

The Middle School Student Council was established during the 2012-13 academic year. The goals were to:  
 Develop a middle school culture and traditions 
 Increase school spirit through student organized events 
 Role model leadership skills and positive dispositions to the younger students on campus 
 Make connections and give back to our local community through charitable fundraisers and events 

Since 2015 we have also benefited from the introduction of an Elementary School Student Council. 
Our StuCos continue to develop end evolve and are committed to our school's Vision and Mission. 
  

Student Ambassadors 
The first students to meet and greet new students enrolled in the Middle School are the Ambassadors. 
These students may attend the New Student Orientation where they serve as a friend and supporter and 
introduce new students to the activities and programs in the Middle School.  Ambassadors can also serve 
as guides for other Middle School activities as needed (i.e. example Parent Open House Night) and host 
socials.  The counselor oversees the student ambassadors and solicits applications throughout the year. 

  

Model United Nations (JoMUN) 

The MUN program began to run  as an ASA for MS students over the 2015/2016 academic year and the first grade 
8 students have participated in a JoMUN XIII conference in September 2015. The program has seen a great 
success and will continue during  the academic year 2016/2017 as well. JoMUN prepares the students to: 

-to-date with current global issues 

earch information 

 

 

 

 

  

School Director's Student Advisory Group 

The Director’s Student Advisory is a group that was initiated by students who wished to have a stronger student 
voice in the strategic and operational discussions and decisions of the school. The Director’s Student Advisory 
consists of two grade level representative from grades 4-8. Representatives can serve for up two years, with the 
exception of rising 6th graders who may serve an additional year to ensure continuity from ES to MS. When there 
are vacancies, student representatives are selected to fill the positions with input from students, teachers, and 
administrators. The Director’s Student Advisory meets once a month over lunch.   
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STUDENT TRAVEL 
  

AISJ encourages expanding students’ learning beyond the four walls of the classroom. A field trip is any time a 
group of students leaves the campus under the supervision of the school. Field trips provide a real life application 
and enrichment of concepts being taught in the classroom.  As an extension of the classroom, field trips may be 
planned during part of the school day. 

  
When planning any field trip we consider the following:  

 The safety of the children  

 Facilities available i.e. toilets, drinking water, food 

 Transportation to and from the destination 

 Supervision and chaperones 

 Lunch and/or snacks 

 Other classes and teachers that may be affected 

 The time necessary for traffic/travel when deciding on departure and return times 

 Detailed, timely communication for all involved 

  

Field Trips in and around Pretoria and Johannesburg 
Prior to the trip, a notice will be sent home informing parents of the plans and what, if anything, they will need to 
furnish. It is necessary to have a signed permission slip for each child before leaving campus. If the permission 
slip is not signed by the parent and in possession of the field trip sponsor, the student will not be permitted to take 
part in the activity and will remain on campus.  Each permission slip has a section which provides parents contact 
details, times and what their child needs to bring. 
  
Transportation for field trips is arranged by the school transportation department and students are not allowed to 
take private transportation to field trips unless written consent is given.  If parents would like to pick up their child 
from a field trip destination without having the child return to school, the parents must give the school a written 
note stating their intention a minimum of 24 hours before the trip. 
  
The same expectations and responsibilities that apply at school apply to time spent on field trips. Similarly, 
disciplinary concerns relating to the buses will be handled as they would be if they happened at school. 
  
All field trip locations receive clearance from AISJ’s security manager. 
  

Field Trips outside of Gauteng 
Overnight field trips require considerably more coordination and planning and are arranged and coordinated with 
the school administration and supervised by classroom teachers and teaching partners.  Overnight trips have been 
key elements of the grade level program beginning in Grade 4.    
  

The signed permission slips should be returned together with the completed student information sheet two weeks 
prior to the camp trips as the student information sheets should return to the camp organizer in advance for proper 
arrangement. Our Security Manager, assesses each field trip and security guards accompany as necessary.  
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SERVICE LEARNING  
 

What is Service Learning? 
Teaching and Learning connects positive and meaningful action in the community with academic learning, personal 
growth and social responsibility. Service Learning empowers students to develop new skills and knowledge through 
integrated connections to the curriculum. 

Service Learning: Contributing to the Community 
AISJ is committed to providing students with a balanced educational program. By balanced we are referring to the 
four pillars: Academics, Athletics, Arts, and Service. We believe that an understanding and commitment to 
Service Learning is critical and as such it has to be an integral part of what we do. 

Our service learning program provides students and community members with opportunities to enrich the lives of 
others and leadership opportunities to genuinely make a difference.  

Service Learning is organized by grade level. Service learning projects are chosen to complement different aspects 
of the academic curriculum. 

Service learning has an authentic link with the curriculum and should be something that a class is engaged in 
throughout the school year. Service Learning may focus on contributing to the school community or to part of the 
wider community through actions such as: Direct, Indirect, Advocacy or Research. 

An example of this is where a student selects his/her own global/social issue, completes an investigation and then 
creates an action plan to share with the wider community. Students all chose their own type of action; some present 
to younger students through direct action, some create websites to advocate for their cause, some complete 
fundraising/drives based on community needs through indirect service and others collate research and create 
resources for the community.  

For examples of these and to find out more about service learning please see the AISJ Website > Service 
Learning Pages 

For more information on Service Learning or to volunteer, please contact Tara Barton our Pre K-12 Service 
learning Coordinator 

CLASSROOM WITHOUT WALLS – CWW 
 

The Pretoria Campus students in Grades 4 – 8 participate in off-campus learning opportunities designed to 
complement and enrich the grade level curriculum and overall school experience. The learning in these off campus 
settings offers students a significant level of independence as well as the chance to connect classroom learning 
with the real world.  The Classroom Without Walls experiences are opportunities to grow socially and emotionally 
as well as academically.  
  
Classroom Without Walls is a privilege and students must be in good standing in terms of behavior in order to 
attend. Classroom Without Walls is a key component of our academic program and it is our hope that all students 
will participate barring extraordinary circumstances.  Students who do not attend will be expected to remain at 
home and will receive a special project to complete during their absence. 
  
The goals of our program are for students to:  

 Learn how to recognize, respect, and appreciate both the similarities and differences of others.  
 Build self-esteem, trust, and cooperation within the community by facing challenges and experiences 

together.  
 Create enduring memories and friendships through physical, intellectual, and emotional challenges.  
 Develop an appreciation of South Africa through authentic learning experiences in the wider 

community.  
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   ASSESSMENT PRACTICES 
Philosophy & Definitions 
  
The principal objective of assessment is to provide feedback on the learning process so that learning can be 
improved.  
  
Assessment is viewed as being integral with planning, teaching and learning.  
  
Assessment should be authentic and inspire students to take responsibility for their own learning. Authentic 
assessment allows students to demonstrate their competence in multiple ways.  Throughout, students are required 
to reflect on their work and on their thinking in order to develop their capacity to assess and redirect their 
learning.  Authentic assessments are embedded in ongoing curriculum work, as well as in culminating 
performances.   
  
Formative assessment helps teachers and students find out what the students already know and can do in order 
to plan the next stage in learning. Formative assessment and teaching are directly linked: neither can function 
effectively or purposefully without the other. 

  
Teachers assess students’ prior knowledge and observe and respond to student progress. In this way planning 
and teaching can be modified as required. 
  
Teachers utilize a range and balance of strategies and tools for assessing student learning, that take into account 
the diverse ways in which individuals learn. Feedback is recognized as a fundamentally important element in the 
assessment process and is used to inform and improve learning. It is important to provide opportunities for students 
to respond to and act on the feedback they are given. 
  
Assessment for learning turns day-to-day assessment into a teaching and learning process that enhances student 
learning. Extensive research conducted around the world shows that by consistently applying the principles of 
assessment for learning, we can produce impressive gains in student achievement (Black & Wiliam, 1998). 
  
Students also participate in, and reflect on, the assessment of their work. They are involved in self and peer 
assessments which provide additional opportunities for reflection and allow them to learn to be self-directed 
learners. 
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REPORTING STUDENT PROGRESS 
Reporting Progress in the Elementary Section 

Standards Based Report Card 

A Standards-Based reporting system is designed to inform parents about their child’s progress towards achieving 
specific learning standards and to provide feedback that is more detailed regarding the progress children are 
making towards specific content indicators at each grade level. This report card allows parents and students to 
understand more clearly what is expected at each grade level. With this understanding, parents will be better able 
to guide and support their child helping him/her to be more successful. The Standards-Based report card measures 
how well an individual student is doing in relation to the grade level standards, not the work of other students. This 
will give parents a better understanding of their child’s strengths and areas for growth, and encourage all students 
to do their best. Standards-Based report cards encourage students to demonstrate their ability to apply skills and 
knowledge beyond grade level expectations. This is evidenced by the fact that it is possible to achieve a scale 
placement of Exemplary. Performance at this level is characterized by self-motivation and the ability to apply skills 
and demonstrate understanding with consistent accuracy, independence, and a high level of quality. 

We would like to remind you that a report card must provide accurate information about the student in focus within 
the context of the school and in relation to our standards. In composing reports, teachers analyse all available 
assessment information in order to present a comprehensive and accurate profile of a student’s strengths and the 
areas in need of the greatest focus.  

The narrative comments are extremely important and must be considered alongside the achievement scale 
indicator allocated. 

There are 5 possible indicators your child may receive as follows: 
  
Exemplary- The student consistently exceeds the standard. The student demonstrates exceptional in-depth 
understanding of the key concepts, processes and skills, and transfers their understanding within other contexts. 
This is not something that is easy to achieve. 
  
Proficient- The student consistently and independently meets the standard. The student grasps and applies the 
key concepts, processes and skills. 
  
Approaching- The student is beginning to, and occasionally does, meet the standard with support.  The student is 
beginning to grasp and apply the key concepts, processes and skills. 

  
Developing- The student does not meet the standard with support. The student has limited understanding of the 
key concepts, processes and skills. 

  
Not Applicable- this shows areas of the curriculum that we have not covered yet, but will become a focus later in 
the year. 
  
Teachers work together, discuss, and calibrate student learning and evaluate student work, to be able to look at 
what each standard and benchmark might look like at each semester. These expectations can look different and 
therefore, a student may receive the same indicator at each semester, meaning that they did improve since the 
target has moved. 
  
Learning Conferences 
Parents are encouraged to initiate conferences with teachers in order to ensure a complete understanding of their 
child’s growth relative to his or her ability to achieve, and to the grade level standards.  
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REPORTING PROGRESS IN THE MIDDLE SCHOOL  
The primary purpose of reporting is to provide students and parents with feedback and an accurate evalaution of 
student performance in relation to the learning outcomes.  For the purposes of reporting the Middle School is 
divided into three reporting cycles; report cards are issued three times a year.  These dates are published in the 
community calendar.     
In the Middle School we report student progress on subject specific reporting outcomes.  Teachers collect evidence 
of student learning based on the grade-level standards and benchmarks which specify what a student should know 
and be able to do.  Each learning outcome receives a performance indicator according to the specific grading 
criteria.  Academic progress and learning behaviors (approaches to learning) are reported separately to provide 
clear, specific feedback. 

  

Middle School Descriptive 
Grading Criteria 

  

Exemplary 
7 

Consistently exceeds the learning outcome. Clear evidence of synthesis, 
analysis, and evaluation used with initiative, creativity and originality 
commonly demonstrated. 

Advanced 
6 

Consistently meets and regularly exceeds the learning outcome by applying 
and/or extending the key concept, processes, or skills. 

Proficient 
5 

Consistently meets the learning outcome by applying key concept, 
processes or skills. Is able to use higher application skills on occasion. 

Satisfactory 
4 

Meets the learning outcome. Is able to apply required knowledge and skills 
effectively. 

Approaching 
3 

Sometimes applies the key concept, processes, or skills, but inconsistently 
meets the learning outcome. 

Concern 
2 

The learning outcome is not fully or consistently met even with support. 

  
Unsatisfactory 
1 

Little effort made or unable to able to grasp the learning outcome.    

I 
Insufficient Evidence* 

Insufficient evidence to make a valid and reliable judgment on achievement. 

N/A 
Non-Applicable* 

Learning outcome was not assessed 

  
*If an I or an N/A are assigned to a learning outcome a detailed explanation will be provided in the narrative 
on the report card which includes any expectations for the student 
 
  

Middle School 
Approaches to 
Learning 

        

  
  

Concern Approaching Proficient Exemplary 

Takes ownership for 
learning 

Often disengaged, 
struggles to 
contribute; requires 
constant 
prompting. 

Usually engaged, but 
contributions are not 
always meaningful. 
  
Inconsistently works 
to ability and seldom 

Consistently 
engaged and 
provides 
contributions that 
are beneficial for 
learning. 

Engagement adds to 
the depth and 
richness of learning. 
  
Works to ability, seeks 
help when needed, 
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Does not work to 
ability or seek help. 
  
Feedback and 
reflection are not 
seen as a 
meaningful strategy 
for growth. 

  
Reflects upon growth 
and feedback, often 
forgetting to follow 
through on plans for 
growth. 

  
Strives to work to 
ability and seeks 
help when needed. 
  
Reflects upon 
growth and 
feedback, 
following through 
on future plans 
accordingly. 

and helps others gain 
a fuller understanding. 
  
Self-motivated to 
reflect on growth and 
feedback, seeks 
opportunities for 
growth. 

Contributes to the 
learning process 

Class time is 
wasted by 
socializing with 
peers or off task 
behaviors, hinders 
learning. 
  
Attitude has a 
negative impact on 
environment; 
apathetic. 

Usually on task, but 
occasional behavior 
prevents others from 
fully participating in 
class. 
  
Tries to have a 
positive attitude, but 
does not always 
support the learning 
environment. 

Class time is used 
effectively; 
behavior rarely 
prevents others 
from fully 
participating in 
class. 
  
Attitude enhances 
individual learning 
opportunities. 

Class time is used 
effectively; behavior 
enhances the learning 
environment. 
  
Attitude enhances 
classroom learning 
opportunities. 

Cooperates and 
interacts respectfully 
with others 

Unwilling or unable 
to solve 
interpersonal 
problems; may be 
illogical or blame 
others, or become 
violent or sarcastic. 
  
Often appears to be 
unfriendly and 
negative; is 
reluctant to work 
with others, has 
difficulty 
cooperating. 
  
Shows little regard 
for other people or 
their ideas. 

May try to solve 
interpersonal 
problems and 
consider others’ 
feelings, but often 
needs support; may 
become frustrated 
and blame others. 
  
Is usually friendly, 
and if asked, will 
cooperatively work 
with others. 
  
Accepts ideas from 
others. 

Tries to solve 
interpersonal 
problems calmly; 
often shows 
empathy and 
considers others’ 
perspectives. 
Is routinely kind 
and friendly.   
  
Cooperatively 
helps and works 
with others, often 
without prompting. 
  
Accepts ideas 
from others and 
allows self to learn 
from peers. 

Uses a repertoire of 
strategies to deal with 
interpersonal 
problems; tries to be 
logical and non-
judgmental; considers 
others’ feelings and 
perspectives. 
  
Is kind, friendly, 
helpful and inclusive.  
Without prompting 
finds opportunities to 
help and include 
others. 
  
Accepts ideas from 
others and seeks 
opportunities to learn 
from peers. 

Practices self-
management 

Poor organizational 
habits causes 
student to be 
unprepared and 
miss opportunities 
to use time in class 
toward learning. 
  
Incomplete work 
prevents student 
from participating in 

Organizational 
habits occasionally 
cause student to be 
unprepared and miss 
opportunities to use 
time in class toward 
learning. 
  
Takes responsibility 
for incomplete work, 
but often needs to be 
prompted. 

Organizational 
habits contribute to 
being prepared 
and using time 
effectively in class 
toward learning. 
  
Takes 
responsibility for 
incomplete work, 
usually without 
being prompted. 

Demonstrates 
exceptional 
organizational habits. 
  
Pro-actively 
responsible in 
ensuring all work is 
completed as 
required. 
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current discussions 
or projects. 
  
Poor time 
management 
interferes with 
potential to be an 
effective member of 
the learning 
community. 

  
Time management 
issues are infrequent 
but may cause 
interruptions to the 
learning 
environment. 

  
Time management 
issues are 
infrequent and 
cause few 
interruptions to the 
learning 
environment. 

Time management 
skills enhance 
learning opportunities. 

  
Measures of student progress are based on the following criteria: 

 Student work samples and self-reflection that demonstrate the level of learning toward individual goals. 

 Development of the grade level knowledge, skills and understandings in each subject area. 

 Performance on projects, tests, presentations, and reports.   

 Teacher observations and student self-reflection regarding participation in class discussions and projects. 

 Teacher observations and student self-reflection regarding the Habits of Mind, trans-disciplinary skills and 
attitudes that support learning and collaboration. 

  
Report card marks reflect student work, teacher observations, and student growth and development.  Teachers 
collect evidence of student learning towards the grade-level standards and benchmarks which specify what a 
student should know and be able to do.  Each learning outcome receives an indicator of achievement.  Academic 
progress and learning behaviors (approaches to learning) are reported separately to provide clear, specific 
feedback. 
  

Modified Programs 
Students who receive program adaptions or an individualized learning program will receive N/A for learning goals 
that are not assessed, and modified learning goals will be detailed in the narrative on the report card.  
  
After consultation with teachers and parents, the principal may decide that the student may not participate in extra-
curricular activities or social events until his/her level of achievement or progress is sufficient. Students on 
academic probation will not travel to sports tournaments or participate in other school-related trips without 
permission from the principal. 
  

Retention 

Retention of students in a grade is only done if it will increase the student’s chance of achieving success in school. 
Retention will not be recommended at AISJ simply because a student has not mastered all the skills taught at a 
particular grade level, has not yet acquired English proficiency, or lacks good study or work habits. 
  
Retention of a student will occur only upon the recommendation of the student’s teacher and by a final decision of 
the principal. No student may be retained solely on the basis of English language proficiency or academic ability.  
  
Many factors, including social development and/or maturity, behavior and family considerations will be evaluated 
before a recommendation of retention is made. Often, further external assessments will be required in order to 
make a final decision on retention. 
  
Retention is typically only considered in the very early years of school and it is not something that is taken lightly. 
Parents will be kept informed throughout the year and consulted regularly regarding any possible retention 
decisions. 
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LEARNING CONFERENCES 
Parents are encouraged to initiate conferences with teachers in order to ensure a complete understanding of their 
child’s growth relative to his or her ability to achieve, and to the grade level standards. These conferences can be 
requested at any time in the school year. 
 

Parent/Teacher Conferences 

The purpose of Parent/Teacher conferences is to provide specific academic and social information in regards to 
your child’s areas of strength and areas for future growth. These conferences are held in mid-November, students 
do not attend these conferences. 
  

Student Led Conferences 

The purpose of Student Led Conferences is for students to demonstrate their learning through an interactive 
reflection process. These conferences allow students time to 'walk' their parents through their learning and 
demonstrate their growth within the year. Student Led Conferences are held in all grade levels Pre-K through 
Grade 8.  
  
All Pretoria students have portfolios. These are used to document student learning and growth. Portfolios are 
available to share with parents throughout the year and are sent home with departing students to keep at the end 
of each academic year. Returning students will use the portfolio as a tool to introduce themselves to their new 
teacher(s) at the beginning of the academic year. Following this the portfolio will be sent home and students will 
begin a new portfolio. 
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MEASURES OF ACADEMIC PROGRESS (MAP) 
The American International School of Johannesburg’s assessment program is diverse and includes a variety of 
evaluation procedures.  One component is the annual administration of a standardized test called MAP.  
AISJ Pretoria, currently uses the Measures of Academic Progress (MAP) in Grades 3 - 8. Students are assessed 
twice a year, in September/October and in April/May. 
  
MAP is a computerized test and provides feedback on individual students within a short time frame. It is also an 
adaptive test. This means that the assessment adjusts depending on individual student responses. The data shows 
us where students are performing along a scale of cognitive complexity rather than at a particular grade level. It 
gives specific feedback to support differentiation in the classroom.  In addition, MAP is suited to the diverse cultural 
demographics of international schools.  
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PERMANENT STUDENT RECORDS 
The AISJ Board of Directors specifies that accurate records shall be kept for each student.  All permanent student 
files are stored in the office in cabinets that are locked when the office in unoccupied.  Parents can examine the 
contents of their children’s records, but may do so only in the presence of the Principal.   
  
The Student files should contain the following documents: 

 Enrolment Form 
 Last Report Card (from previous school) 

 Report cards for each year at AISJ 
 Map testing results for each year as AISJ  
 Medical Form 

  
Student files will be maintained in the school for three (3) years after the departure of the student from school, as 
per the Board of Directors policy. When a student withdraws, parents may take the student files of their children 
with them if they sign a statement relieving the school of all further responsibility for the records.  
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HOME – SCHOOL COMMUNICATION 
If you have a problem or a concern, please start by talking with the Classroom or Advisory Teacher. 
  
This direct route will result in faster and more effective service in addressing the problem.  If you need additional 
help after consulting with the teacher, your next step is to contact the Principal or Assistant Principal. 
  
If you are still not satisfied, you should then approach the School Director. 
  
This procedure applies for transportation issues as well.  Talk to your child’s bus driver and share your concern 
with him to see if the situation can be resolved between the two of you before involving an administrator. 
  
Our purpose at the school is to meet the educational needs of your child in a safe, positive and enriching 
environment.  One of administration’s primary tasks is to address your concerns and ensure your satisfaction in 
our services, so please do not hesitate to contact us. 
  

    Office Contact Details 
Should you wish to contact the Pretoria Campus, please use the following number: 087 803 0453.  
Should you be unable to contact the school on the above number, please try on 083 628 5262 during office hours. 
  
Our phone system is set up so as not to ring through to the classrooms. In case of a family emergency during class 
hours, the school secretaries can relay a message to the faculty member involved. 
  

 POSITION NAME EMAIL 

Principal  
Curriculum, Elementary and Middle School 
issues, Discipline 
Assistant Principal 
Curriculum, Elementary and Middle School 
issues, Discipline 

Rachel Caldwell 
  
Sheena MacLeod 

rcaldwell@aisj-jhb.com 
  
smacleod@aisj-jhb.com 

Pretoria Office  
General inquiries, Attendance, Updating of 
Student Information 

 Petro Proudfoot 
 Hilda Mondlane 

pproudfoot@aisj-jhb.com 
mondlane@aisj-jhb.com 

Counselor  
Course selection, Admission / Withdrawal, 
Academic Advice 

 Eliza Pomiecinska epomiecinska@aisj-jhb.com  

Medical Center 
Questions/Inquiries about health concerns or 
issues. 

Jetta Breeden 
Lucia Grobler 

 Pretoria-
medicalcenter@aisj-jhb.com 
 

Student Support Services  
Learning Support and English Language 
Learning (ELL) 

Clare Michelson (Learning Support 
Campus Coordinator) 

cmichelsen@asj-jhb.com  

Library   Services 
Questions/Inquiries about the Library 

Danielle Richert drichert@aisj-jhb.com  

Admissions 
Questions/Inquiries about   admission  

Mary Jane Hart mjhart@aisj-jhb.com  

School Transportation  
Questions/Inquiries about transportation 
Pretoria Facilities 

Mr. Sandile Shabangu (Pretoria Campus) 
Steve Motseo (Pretoria Campus) 
 

sshanbangu@aisj-jhb.com 

  

Activities Coordinator 
Questions/Inquiries about sports teams and 
after school activities 

Robyn Hall rhall@aisj-jhb.com  

Communications Office 
Questions/Inquiries regarding AISJ branding, 
the Izindaba & AISJ website 

Tamara Rodrigues-Schlebusch communications@aisj-
jhb.com 
website@aisj-jhb.com 

mailto:rcaldwell@aisj-jhb.com
mailto:smacleod@aisj-jhb.com
mailto:pproudfoot@aisj-jhb.com
mailto:pproudfoot@aisj-jhb.com
mailto:epomiecinska@aisj-jhb.com
mailto:Pretoria-medicalcenter@aisj-jhb.com
mailto:Pretoria-medicalcenter@aisj-jhb.com
mailto:cmichelsen@asj-jhb.com
mailto:drichert@aisj-jhb.com
mailto:mjhart@aisj-jhb.com
mailto:sshanbangu@aisj-jhb.com
mailto:rhall@aisj-jhb.com
mailto:communications@aisj-jhb.com
mailto:communications@aisj-jhb.com
mailto:website@aisj-jhb.com
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Website 
To access the divisional portals of the website that house all vital information relevant to you, you will need a 
Username & Password. If you have not received yours or if you are having trouble logging in please email 
website@aisj-jhb.com for assistance. 

   

Classroom Sites 
Teachers at the Pretoria Campus create and maintain an up to date section of the school website.  All classes at 
the Pretoria Campus also use a notebook or student planner for daily communication.  Students take their notebook 
or planner home in their homework folders and Elementary School classroom teachers check the notebook daily.  
The notebooks and planners are an effective way to send a note in to school and to get regular feedback from your 
child’s teacher. 

  

Parent Involvement (Room Parents) 

Room Parents assist teachers in social events which happen within the school; organizing class parties or special 
activities are a couple of examples. If required, Room Parents assist teacher(s) in obtaining chaperones for field 
trips and/or helpers for other functions. If you wish to become a room parent,  contact  the Parents Association 
(PA) coordinators. 

  

Information Sessions 
  

Throughout the year the school will hold parent sessions. These could be offered by the Counselor, the Principal, 
the Literacy Coach or other faculty member depending on the subject matter and the needs of the community. 
These sessions will be announced in the Principal's Weekly Update and on the Pretoria Campus Portal. 
 

Community Events 

“Back to School Nights” are held early each year.  The Back to School Night gives parents an opportunity to 
meet teachers and to learn more about the curriculum, major themes, the class’s schedule, and student 
expectations.  Teachers will also discuss their professional background, instructional style, and educational 
philosophy.  The Pretoria Campus Back to School night dates (ES and MS are held on different evenings) can be 
found in the school’s Community Calendar. 

                                                                                
The school also includes several regularly scheduled discussion / conversation opportunities at both campuses 
such as focus groups, School Director’s Coffees, counselor's sessions, and curriculum sessions.  Some of these 
events are included on the AISJ Community Calendar, while others will be announced in the Pretoria Parent 
Update.  These are opportunities to bring up general observations and questions, more personal or specific 
questions or concerns are better handled on an individual basis rather than in a group setting.  The coffees and 
discussion groups are wonderful ways to become an involved and informed member of the AISJ community. 

  
Visiting the school 
We encourage parents to visit the school and become actively involved in the education of their children.  We do 
ask that parents consult with the teacher and make prior arrangements for visits and involvement.  While teachers 
are very open to talking to parents, please remember their first priority during the day is the instruction of students.  
If a visit will take more than a few minutes, the parent should schedule a meeting time that is convenient for both 
parties.  A note explaining the reason for the visit is beneficial for the teacher so he/she can prepare for the meeting. 
Please always pass by Reception before visiting a classroom if you do not have a scheduled meeting with a 
teacher. 

  

Guests 

Any student wishing to bring a guest to AISJ must obtain permission from the principal two days prior to the 
visitation day in order to provide the school time to arrange for the visit.  The school has the right to decline such 
a request if the class is committed to a specific activity that is not conducive to having additional children involved. 
Generally, visitations by guests will be approved for only one day and are intended primarily for visiting family or 

mailto:website@aisj-jhb.com
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friends. On the day of the visit, the student must bring his / her guest to the office to make them aware that the 
student is on campus. 

  
AISJ students are responsible for the behavior of their guests and for informing them of the school’s expectations 
and regulations. Each guest must stay with his / her host throughout the day.  Guests will not be allowed to visit 
the school during testing days, field trips, or the day prior to a school holiday. 
  

Birthdays 

It is important to recognize and celebrate birthdays. Students may want to involve their friends and classmates in 
celebrating their birthdays.  We ask that parents show sensitivity and care in how they and their child invite others 
to parties or provide a celebration at school. If it is possible we suggest that parents include all the students in a 
class for a party. However, we realize this is not always possible particularly as the school grows.  We do ask that 
invitations be given to the classroom teacher to pass out to students and that invitations are only brought to school 
if you are able to include the whole class. This avoids putting students in uncomfortable or awkward social 
situations.  
  
If you would like to have your child share this special day with his class, we suggest that you coordinate this with 
the classroom/advisory teacher.  We also strongly suggest that any food or materials given to the students should 
be modest.  Sharing a small treat is one thing, using the classroom as the venue for a major party is quite another. 

  

Joining or Leaving AISJ 

AISJ recognizes the fact that families will join and leave the school throughout the school year.  We make every 
effort to ensure your child’s transition to their new school is smooth and welcoming.  Families that will arrive during 
the school year are encouraged to communicate with the school to facilitate the process.   

  

Withdrawal procedures 

Parents are required to inform the school, in writing, of plans to withdraw from the school one month in advance of 
departure. Before school records can be released, the family must have all accounts settled and returned all school 
property back to AISJ in good condition. Please notify both the Admissions Office and the School Office of your 
departure so they can start preparing an exit package. An AISJ withdrawal Form must be completed before school 
records are released. Parents are obligated to pay fees for all of any semester a child has attended. The AISJ 
Business Office should be contacted to determine whether any adjustments of payments or tuition repayments are 
applicable. 

  

Emergency SMS Message System 

The school has a bulk SMS message system which is activated for staff and/or parents in cases where critical 
and/or emergency messages need to be distributed immediately. These messages are usually followed up with 
more detailed information via school e-mail or the school’s website. It is critical that all parents ensure mobile phone 
numbers are kept current with the school for these systems to work effectively.    
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ALL SCHOOL COMMUNICATION 

Email 

All school emails are used sparingly to avoid our community being inundated with communication. Most 
communication can be found on the divisional portals of the website. All school emails will be sent by 
AISJ-Communications@aisj-jhb.com. Please whitelist this domain so that the email does not go to your 
spam folder. Click here for a ‘How to’ guide on how to whitelist a domain. It is also imperative that your 
family’s contact information is current. We pull all information from our school database PowerSchool. If 
your email, telephone number, emergency contact or physical address has changed please contact the 
school office to update your information. Alternatively, you can update it yourself on PowerSchool.  

  

How to update contact information on PowerSchool  

Below you will find details that enable you to create your AISJ PowerSchool account and add your 
student/s to this account. 

How to Guides:  

Kindly click the links below for more information: 

1.       How to create PowerSchool parent account  
(For parents without a PowerSchool account) 

  

2.        How to add students to your PowerSchool parent account  
(Parents already with PowerSchool accounts who need to add their children in AISJ)  

  

3.       How to update my demographic information  
(Each parent MUST go through this demographic update how-to guide to make sure their 
information is accurate)  

We strongly encourage you to take several minutes and update your details. It is extremely important 
that this information is current as all of our communication relies upon this data – including the Nurse’s 
Office and the AISJ Transport Department. Should you encounter any difficulties, please email 
powerschool@aisj-jhb.com 

  

eNotify 
 
eNotify is the AISJ’s Website email platform. All information housed on the AISJ website is pulled from 
PowerSchool. Hence, it is imperative to ensure your information is correct on PowerSchool. At times, 
emails will be sent through eNotify and will come through from an AISJ-Communications@aisj-jhb.com 
account. Please ensure you whitelist the following address: noreply@aisjohannesburg.myenotice.com. 
This will ensure that the email does not go to your spam folder. On eNotify you have the option to 
unsubscribe. However, we caution you from unsubscribing from this mailing list as we use this platform 
for emergency communications. If you click the unsubscribe button in error, please contact 
website@aisj-jhb.com so we can re-subscribe you.  
 

AISJ Community Classifieds 
Do you have something to sell? Are you looking to buy a few items? It's quick, it’s easy! 
 
Click here to request access to the AISJ Community Classifieds Facebook Group. 
 

mailto:AISJ-Communications@aisj-jhb.com
http://www.aisj-jhb.com/uploaded/New_Portals/Support/How_to_Whitelist_a_Domain.pdf?1458722921395
https://aisjjhb-my.sharepoint.com/personal/rmereku_aisj-jhb_com/_layouts/15/guestaccess.aspx?guestaccesstoken=vMAU4mb5dOl5TcW56gnxaZD2vnnf%2fmPCp%2fJX%2bxdkzT8%3d&docid=072782f8cf41a4eedaa894bb609202323
https://aisjjhb-my.sharepoint.com/personal/rmereku_aisj-jhb_com/_layouts/15/guestaccess.aspx?guestaccesstoken=qVpFtEdq%2fK4hJSme4uqzP7k8qo6ZJzP4jY2AsT4MQJc%3d&docid=0bbb8eb409581486195a222d0a0b3e9ba
https://aisjjhb-my.sharepoint.com/personal/rmereku_aisj-jhb_com/_layouts/15/guestaccess.aspx?guestaccesstoken=Nu%2buuPRAev8l6KoG82QD5tI%2fSjWYWbJdlwVmDj3Bx%2bM%3d&docid=070becf32c96f42929ddaf469fe4c6c37
mailto:powerschool@aisj-jhb.com
mailto:AISJ-Communications@aisj-jhb.com
mailto:noreply@aisjohannesburg.myenotice.com
mailto:website@aisj-jhb.com
https://www.facebook.com/groups/390228134490935/


33 
 

Please Note: This a purely community driven group, AISJ has no involvement in the transaction 
between the buyer and seller. AISJ reserves the right not to approve posts of items that are deemed 
inappropriate. Posts older than 1 month will automatically be removed. If items are not sold, please 
repost. 

 
 AISJ Official Facebook Private Group 
 
The AISJ Communications Department also manages the official AISJ Facebook group. Please click 
here to request access as it is a private group. All members are vetted before access is given due to 
security reasons. Only alumni and current community members are able to view content.  
 

Transport SMS System 
In our constant effort to improve communication to parents, we have now implemented an SMS system 
for the Transport Department. Parents of bus riders will now receive SMS communication in the event 
of the following situations: 

1. Bus breakdown en route with students on board  

2. Delay in departure from campus (more than 20 minutes)  

  

News Alerts 

On the divisional portals, you will find a ‘News’ tab in the top navigation. All divisional / all school news 
will be posted there including the respective Principal weekly updates. Community members have the 
option subscribe to ‘News Alerts’ which means each time there is a new post in the ‘News’ section an 
email will be received. Click here to learn how to set up ‘News Alerts’.  

  

School Event Communication 
On the divisional portals, you will find a button ‘School Events’ which links to a page with information on 
all of the major upcoming school events. All school events can be accessed via the ‘Calendar’ tab on all 
the portals. You can access all of the divisional calendars as well as the community calendar. We urge 
parents to please make use of the electronic calendars as if there are changes to an event they will 
reflect there.  
 
Parents also have the option of exporting the whole calendar to their personal device - click here to 
learn how. There is also an option of setting alerts for individual events of interest - click here to learn 
how. 
  

Parents’ Association (PA) Event Communication 
On the divisional portals, you will find a button ‘Parents Association Info & Events’ which links to a page 
which houses information on all of the major upcoming PA events. All PA events can be accessed via 
the ‘Calendar’ tab on the respective portals. Both the Pretoria and Johannesburg Parents Associations 
have their own Facebook pages. To request access to the Pretoria PA Facebook group click here and 
the Johannesburg PA click here. All members are vetted before access is given due to security 
reasons. Only current community members are able to view content. 
 
Izindaba Monthly eNewsletter 
The Communications Department is responsible for the facilitation of the monthly all school newsletter, 
Izindaba. The word Izindaba is a Zulu word which means ‘news’ 
 
If you would like to contribute articles to the school newsletter, please contact the Communications 

https://www.facebook.com/groups/255363757870399/
https://www.facebook.com/groups/255363757870399/
http://www.aisj-jhb.com/uploaded/New_Portals/Support/HOW_TO_SIGN_UP_FOR_NEWS_ALERTS.pdf?1458722966008
http://www.aisj-jhb.com/uploaded/New_Portals/Support/HOW_TO_EXPORT_A_CALENDAR.pdf?1458722035544
http://www.aisj-jhb.com/uploaded/New_Portals/Support/HOW_TO_SIGN_UP_FOR_CALENDAR_ALERTS.pdf?1458721989455
https://www.facebook.com/groups/1680728142212418/
https://www.facebook.com/groups/aisjpajhb/
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Department at AISJ-Communications@aisj-jhb.com.  The Izindaba is a tool the school uses to share 
information about school events throughout the year, but it is also a place where the larger school 
community – parents, students, faculty members – can share articles on activities they are participating 
in or accomplishments they have achieved in sports, the arts, academics, and even in helping to solve 
local problems in the community. The newsletter is published once a month – the schedule for 
submission of content is available on the AISJ website.  
 
A link to the latest issue of the newsletter is emailed to all parents who have given the school a valid e-
mail address when the newsletter is published.  It is also always available on the landing page on the 
Divisional Portals of the AISJ website. 

 

Emergency Communication 
In an emergency situation, you can expect the following sequence of communication: an eNotify will be 
sent to the AISJ community, followed by an SMS. The same content will then be loaded to the 
divisional portals. After you log in a page pop will appear with the communication sent. This is to ensure 
that the community is able to access the communication if the eNotify and/or SMS have not been 
received. To reiterate, please ensure your contact information is current in PowerSchool at all times so 
that you receive communication in the event of an emergency.  
  

Website Log in Assistance and Support 
The AISJ website is the HUB of information. All community members need log in details to access the 
portal and class spaces on the website. If you have not yet received your log in details, please email 
website@aisj-jhb.com. Once you have logged in you will find a ‘Support’ tab in the top navigation. 
Complete the online form should you need assistance. Someone from the website support team will be 
in contact to assist you with your query. Should you have queries regarding your child’s class spaces, 
please contact the divisional office and/or the Technology Integration Coaches.  

 

Use of digital images at AISJ 
Normal video and photography are used in a learning context at AISJ, both by teachers to deliver 
relevant and engaging lessons and increasingly by students as a way of demonstrating an 
understanding of their learning. These movies and pictures frequently feature our students and are 
sometimes shared in the AISJ online learning environment that provides our students with an audience 
and an authentic publishing environment. 
 
With the introduction of different staff, student and parent portals, we are able to control access to the 
media we put on the internet. The faculty at AISJ is very conscious of the need to keep student 
information private. The safety of our school population is taken very seriously at AISJ and we have 
developed guidelines for teachers detailing the appropriate usage of photos and videos online. 
 
Students themselves are involved in Digital Citizenship lessons where they learn about the benefits and 
hazards of a connected world. By signing the student handbook, they agree to behave in a responsible 
manner when it comes to maintaining an online presence and to use social media thoughtfully. 
 
In addition to the classroom environment, AISJ faculty and staff take pictures and videos of students at 
several events throughout the year.  Images and videos are used on the school website, yearbook, 
publications, promotional materials, and school documentation. Every effort will be made to use 
discretion and taste in the use of these images, and videos.  
 
On occasion, AISJ receives requests from outside publications who would like to feature the school and 

mailto:AISJ-Communications@aisj-jhb.com
mailto:website@aisj-jhb.com
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its students in their stories / articles / websites. Where a request is made for such photos, the 
Communications Department will contact the parents directly for their permission for their image/s to be 
used outside of AISJ.  

 

Important school documents and links 
All school documents, such as handbooks, guides, and booklets as well as links to climate survey data 
dashboards and divisional presentations can be found under the ‘Resources’ tab (Top Navigation) on 
the respective divisional portals. The cafeteria menu and latest Izindaba schedule can also be found on 
this page.  
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STUDENT SUPPORT SERVICES  

Learning Support   

 

K-12 Learning Support Philosophy 

Students who receive Learning Support services are entitled to the support necessary to maximize their potential 

given the capacity of the school. Each student’s language, culture, and/or learning difference has value, and 

each student has the right to an education that is relevant, supportive and inclusive. 

K12 Learning Support Mission Statement  
The purpose of K-12 Learning Support is to ensure that students who are English Language Learners and students 
who have learning differences receive the support they need to reach academic and social-emotional success 
within an inclusive community. 

  

K12 Learning Support Core Beliefs 
We believe that… 

 All teachers are responsible for the education of each child irrespective of language, culture or 
learning differences. 

 Teachers become better instructional practitioners when there are diverse populations in our 
classrooms. 

 Learning Support and classroom teachers collaborate, plan, and teach together. 
 Each student has the right to learn in a natural and supportive environment. 
 We have, and seek to uphold, high expectations for each student. 
 Each student has the right to achieve personal success; and success may look different for each 

student. 
 Students learn best when their cultural identities are valued. 
 Literacy in the first language facilitates the development of literacy in the second language. 
 Student self-advocacy and independence are necessary skills for academic and life success.  

 

K12 Learning Support Principles 
Learning Support ensures that… 

 We provide a continuum of services. 
 Students are fully involved in lessons and have opportunities to interact meaningfully with teachers 

and other students. 
 Scientifically-based and evidence-based research guides our instruction. 
 Students and parents are an integral part of the student’s individual learning plan. 
 Students’ progress is measured; instructional decisions are based upon assessment outcomes. 
 The least restrictive environment is adhered to; learning support is a service, not a place. 
 Learning Support teachers have expertise in ELL and multiple learning differences. 

  
Learning Support at the Pretoria Campus 
At the Pretoria Campus, the Learning Support and classroom teachers work very closely with one another. 
Students who receive Learning Support services may receive small group instruction in addition to support within 
a co-teaching model. Students are assessed annually or semi-annually, and their progress is monitored frequently. 
Each student has an Individualized Learning Plan (ILP) that is developed based upon the student’s academic 
and/or social-emotional needs. Parents/guardians, classroom teacher(s), the Learning Support teacher, and the 
student has input into the student’s annual learning goals and objectives. An annual ILP meeting is typically 
scheduled at the beginning of each school year to share those goals and objectives, and any recommended 
accommodations or modifications.  
If parents/guardians have concerns that their child may need Learning Support services, they are encouraged to 
contact the child’s classroom teacher or counsellor.  
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SOCIAL & EMOTIONAL LEARNING 
 
Social & Emotional Learning  

The AISJ Pretoria Guidance Program is committed to the positive growth of all students as individuals and as part 
of the entire AISJ community. The counselor acts as a teacher, consultant, coordinator, and collaborator.  Ethical 
Standards of the American School Counseling Association (ACSA) are used as guidelines in the implementation 
of our Counseling Program at AISJ Pretoria.  

   

Elementary School 

In Kindergarten through Grade 5 classrooms, the counselor delivers whole class lessons to students supporting 
the teachers to facilitate the development of self-control, positive self-esteem, emotional awareness and 
interpersonal problem solving skills.  The lessons focus on social skills and self-awareness including such topics 
as emotional literacy, goal setting, friendship skills, conflict resolution, communication skills, cooperative learning, 
personal safety, and preparing for adolescence. In elementary school we use Kelso’s Choices to help us resolve 
conflict in a positive way. Kelso’s Choices empower students to solve small problems.  

   

Middle School 

In the Middle School our counselling program is delivered through our advisory program.  Middle School students 
face unique and varied challenges, both personally and developmentally that impact their academic achievement. 
Our advisory program follows the CPR; Circle of Power and Respect model. It is designed to build relationships 
and establish trust with advisors and peers. It is a special time set aside to work on emotional safety through 
building connections to responsible and caring adults. Advisors advocate for their students and help them grow 
academically, socially and emotionally. In addition, advisory focuses on building a sense of belonging and creating 
a positive school climate. It is our belief that once the students’ emotional needs are met, cognitive development 
and learning takes place.    

     

Counseling 

The school counselor also offers brief, short-term counseling sessions for individual students who may be referred 
by the parents, the teacher, the student themselves, or the principal. The counselor is available to teachers and 
parents for consultation regarding a student’s academic, personal/social, and/or emotional needs. On occasion, 
the counselor may recommend a meeting with the teacher and the child or with the parents and the child to resolve 
the issue. As a member of the Learning Support Team the counselor works closely with the learning support 
teachers, the Principal, and/or the class/subject teachers to be able to address and meet the needs of the whole 
child. Throughout the year, the counselor conducts presentations to parents on developmental issues experienced 
by elementary and/or middle school students. 

  

Bullying 

AISJ believes that every child has the right to learn without fear in an atmosphere of mutual trust and respect. 
Every student is expected to be responsible for his/her own behavior, to exercise self-discipline, and to refrain from 
behavior which interferes with other student’s right to learn. AISJ will not tolerate bullying. 

It is important to make a distinction between conflict and bullying. Conflict is a normal part of everyday life. It is 
through playground conflict our children learn to negotiate, share and take turns, and get on with their friends. 
Conflict builds skills necessary to build relationships. There will always be times when children don’t get along with 
others and have disagreements. Bullying is intended to hurt someone’s feelings, or to hurt them physically. It is 
unfair and it happens usually more than once. Bullying leaves no room for negotiation. It does not build skills or 
relationships. Our Child Protection Handbook is linked here for your reference of our policy and procedures.   

  

http://www.aisj-jhb.com/uploaded/Child_Protection_Policy/Complete_Child_Protection_Policy_Handbook.pdf?1434540797011
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Library 

AISJ Pretoria’s Library is housed in the beautiful, newly constructed Weinberg Center.  
  
The goal of the Library is to ensure that students and faculty are effective, self-reliant, and critical users of ideas 
and information enabling them to be literate, life-long learners.  The Library is the hub for literacy and inquiry within 
our learning community. 
  
The Pretoria Campus Library specifically serves the needs of Elementary and Middle School students and staff by 
providing high quality, reliable resources and offering instruction in their use. The library also maintains and 
promotes an extensive collection that supports exploration and growth in reading a variety of literature and genres 
for all students Pre-Kindergarten through Grade 8. All members of the AISJ community are encouraged to use the 
Library’s resources - books, periodicals, audio and electronic books, DVDs, and online sources. The AISJ libraries 
have adopted the American Association of School Librarians’ “Standards for the 21st Century Learner” as a 
framework for collaborating with teachers. These standards are designed so that learners can: “inquire, think 
critically, and gain knowledge; draw conclusions, make informed decisions, apply knowledge to new situations, 
and create new knowledge; share knowledge and participate ethically and productively as members of our 
democratic society; and pursue personal and aesthetic growth.”   
  

Library Hours 
The library is open from 7:30 am to 3:30 pm Mondays, Tuesdays, Thursdays and Fridays. On Wednesdays and 
other early dismissal days, it is open from 7:30 am to 1:30 pm.  
  

Circulation Policy 
Most items circulate for two weeks and can be renewed once. There are no overdue charges.  However, if a book 
is lost or damaged, a replacement fee will be charged that will include the price of the book and its shipping charge. 
Normally the fee is calculated at the cost of the book plus 19% and then converted into Rands.  
  

Collections 

The Pretoria Library collection includes more than 8,000 books, e-books, audiobooks, and DVDs, as well as 
subscriptions to periodicals and online resources. The library catalog, available at library.aisj-jhb.com, is a 
searchable database of all the holdings in the AISJ libraries on both campuses which are available to all members 
of the AISJ community.  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://jhb-itlib-01:81/
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MEDICAL CENTER  
The school has employed a certified nurse to attend daily to the Pretoria Campus students’ health, safety, and 
medical needs. The nurse is on duty daily until the last buses leave at 4:30 pm (except for Wednesdays when we 
have early closure). 

  
The first priority of the school nurses is to provide first aid for minor injuries and illnesses that inevitably arise during 
the school day but is not intended to take the place of parent-directed medical care. In the case of more serious 
injuries requiring more than first aid treatment and certain medical conditions, the parent will be contacted 
immediately. In the event of a life threatening illness or injury, the student will be transported to the nearest hospital 
by ambulance. A copy of the student’s medical information will be sent with the student. The school principal or a 
school nurse will accompany the students and remain with them until the parents arrive. Please be aware that the 
school is absolved from all liability whatsoever when a student is injured at school or during a school-related event. 
Also, parents are responsible for the payment of any medical charges which are incurred due to an accident which 
occurs at school. 

  
There are limited services available from the school nurse for injuries and illnesses which occur at home. The 
nurses are prepared to follow a doctor’s written instructions for treatment that may need to be followed during 
school time. The medication must be brought to the nurses and must be in the original container and labeled clearly 
with the student’s name, medication name, and dosage. The school nurse will give a medication authorization form 
which must be completed by the parent / guardian and include instructions and the reason for the medication. The 
forms are available at the Medical Center. 

  
If a student has one of the following medical conditions they should not come to school: 

  
•             High fever (>37, 5 C/> 100 F) 
•             Diarrhea 
•             Vomiting 
•             Conjunctivitis (pink eye) 
•             Active head lice (not eggs) 
  

Parents should not medicate students with fever reducing medication in order to send them to school as it only 
masks the symptoms and does not treat the cause of the fever. If any of these conditions develop during the school 
day, the parent will be contacted to collect the student from school as they are responsible to obtain medical care 
and treat the student at home. 

  
No student with a high fever, vomiting, diarrhea or conjunctivitis (pink- eye) may go home on the school bus.  

  
In case of pink eye the student must have medical treatment. 
The student is allowed to return to school after 24 hours of medical treatment and if there is visible improvement 
in the healing process. Before the student returns to class he/she must be checked by the school nurse. 

  
In the case of head lice, the student needs to be checked and cleared by the school nurse before he/she may 
return to class.  
In the case of fever, diarrhea, vomiting and other conditions, the student needs to be symptom free for 24 hours 
and to have completed the course of medication for 24 hours, before returning to school. 
  
The second priority of the nurses is to maintain and update student’s immunization records and treatment records. 
No student may start school without the required immunizations. All students’ immunization records will be checked 
annually and parents will be notified via e-mail or a phone call as to which immunizations are outstanding. A copy 
of the record of any immunizations given should be sent to the Nurse’s Office. An annual health update form will 
be sent out to parents; it should be completed and returned to the nurse’s office.  
  
A daily log book is kept of all students treated during the day, including any medication given. 
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Optional health checks are made available once a year for all the students. Parents will be notified via an email 
from the school nurse.   Checks include measuring height and weight, as well as a dental, vision and hearing 
screen.  Grades 4 and 5 students are also checked for scoliosis. 
If necessary, the school nurse will inform the parents about the results of the health screening. 
  

Sun Protection 
Ozone depletion has become a real health concern for South African residents. Students and parents need to be 
aware that UV protection is critical as people sunburn quite quickly in this country with possible health 
consequences. We urge all students to wear lightweight long sleeve shirts and apply a generous amount of sun 
block before coming to school. At school, students are required to wear hats when they are outside. Students who 
do not wear hats during recess time will be asked play under the covered canopy located on the playground. 
  

Hot Weather Guidelines 
Students should: 
  
•             Stay hydrated by frequently drinking liquids and as such require their own water bottle 
•             Play in the shade whenever possible. 
•             Wear a hat while playing outside. 
•             Avoid becoming overly fatigued during physical activities. 
•             Notify their teacher immediately if they feeling sick or faint after being outside. 
•             Wear long sleeve shirts and sunscreen. 
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EMERGENCY PROCEDURES 
The school’s administration develops extensive procedures in case there is an emergency situation on the campus 
or in the vicinity of the school.  These guidelines address fire, inclement weather, intruders and political unrest. 
They also stipulate evacuation routes, meeting points, checking attendance and alternative ways to transport 
students home if necessary.  It is critical that all members of the school community are aware of the emergency 
procedures as staff, students and parents on campus are required to participate in our drills as well as in the case 
of a real emergency. 

  

Evacuation to the Main or Alternate Rally Points 
The route is indicated on maps throughout the campus. 

  
The alarm will sound and an announcement will be made to evacuate to the field. Upon hearing this announcement 
teachers should do the following: 

 Line students up in classroom 

 Do not touch light switches 

 Close door (Do NOT lock) 

 Tell the students to leave their backpacks/belongings in the classroom 

 Escort students to field in an orderly but brisk manner, everyone should be silent 

 Have students line up in single file in their classroom or advisory groups and sit silently 

 Homeroom teachers take roll call and report attendance to the Principal who will stand in front of the lines 

 Non-advisory teachers (teaching partners and specialists) report to the school secretary and then help 
advisors monitor students 

 Stay with students and keep them quiet 

 Wait for further instructions 

  

Evacuation to the Gym 
The alarm will sound and an announcement will be made to evacuate to the gym. Upon hearing this announcement 
teachers should do the following: 

 Line students up in classroom 

 Do not touch light switches 

 Close door (Do NOT lock) 

 Tell the students to leave their backpacks in the classroom 

 Escort students to gym in an orderly but brisk manner, everyone should be silent 

 Deliver students to their designated area in the gym 

 Have students line up in single file in with their classroom teachers or their advisory groups and sit silently 

 Homeroom teachers take roll call and report attendance to the Principal who will stand in front of the class 
lines 

 Non-advisory teachers (teaching partners and specialists) report to the school secretary and then help 
advisors monitor students 

 Stay with students and keep them quiet 

 Wait for further instructions 
  

 Duck and Cover  
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A duck and cover is used in the event of an intruder on campus.  Upon hearing this announcement students should 
quickly and quietly hide under their desk or in another designated area of the classroom away from the door.  If 
outside they are to quickly go in to the closest classroom.  Students are to stay hidden and sit in silence until further 
notice. 

  

Do not Dismiss 
Severe rain storms and lightning strikes can come upon our campus with little warning.  At the Pretoria campus 
we are especially vulnerable to lightning strikes.  In the event of a Do not Dismiss procedure students are to seek 
immediate cover and remain in cover until an “all clear” announcement is made and teachers say it is okay to 
move.  Students are not to use the washroom during this time. 
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STUDENT CODE OF CONDUCT & CONSEQUENCES 

  
Code of Conduct 

  

An AISJ student is expected to: 

  
Take Ownership for Learning -  
help create a positive learning environment report to class on time, prepared and ready to learn allow themselves 
to be helped seek help when they need it make decisions regarding their personal life and behavior in accordance 
with school rules 

  
Be Safe -  
assist in keeping all areas of the school, including lockers, sanitary and clean, refrain from roughhousing, practice 
healthy habits and refrain from substance abuse, follow directions and remain calm during emergencies and 
emergency drills, remain on campus during school hours and during the hours of organized school activities, obtain 
permission to remain on campus outside of school hours, walk and not run on campus  

  
Be Respectful -  
understand the school’s Vision, Mission and Core Beliefs and seek to support them through words and actions, 
know and abide by the expectations, procedures, and rules in classrooms, of programs, and those contained in 
this handbook, conduct themselves with integrity and dignity, use appropriate and positive language and behavior, 
participate fully and positively in school activities, fulfill their commitments to academics, sports, and activities, 
arrive on time to school, to classes, and to organized activities, protect and take care of their own property, the 
property of the school and of others 

  
A Positive Approach:  The Basics 
The Pretoria Campus uses a consistent approach to classroom management and expectations for student 
behavior.  Classroom Essential Agreements are clear and specific and are based on the school’s focus 
dispositions:  

 Caring 

 Open-minded 

 Risk taking 

 Ethical 
  

Teachers work with students to develop a real and concrete sense of what it looks like to show these 
characteristics.  Our intent is to maintain a clear and persistent focus on the positive and an equally consistent but 
simple consequence for behavior that does not match the agreements.   We believe that focusing our energy on 
the positive allows students to develop the realistic self-confidence necessary to face today’s challenges.  We 
believe that by giving our energy and attention to the positive, we help students develop inner strength and reach 
their true potential. 

  
Students enrolled in the school shall, while on or off the school grounds, conduct themselves in a manner, which 
will bring credit to themselves and the school.  

  
When students engage in behavior or make choices that disrupt teaching and learning the classroom teacher 
and/or the Principal will contact the parents to explain the situation and discuss corrective strategies. 

  

Social Contract 

If a student is involved in a serious disciplinary infringement, they may be placed on social contract. The 
social contract is drawn up by the Principal and signed by the student and his / her parents. The scope 
of the contract may include: 
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 Loss of school privileges such as free time, off-campus privileges, or participation in school 
sponsored activities 

 Regular meetings with the Counselor 

 Mandatory counseling outside the school 

 Community service hours 

 In-school suspension 

 Out of school suspension 

 Maintaining personal logs of behavior 
 

Academic Integrity  

  

In a learning community, each one of us seeks to learn, to be understood, to be treated fairly, to treat others fairly, 
and to be honest in our relationships with people and with our school work. Integrity is one of the single most 
significant capacities for happiness and success. When we do not meet or realize all of these standards, our own 
learning or that of others is compromised. This includes: 
  

Cheating 
 Using any notes, study aids, or information on a test or quiz without the teacher's permission  
 Changing graded work after it has been returned, and then submitting the work for re-grading  
 Allowing another person to do your work  
 Turning in the same papers for credit in more than one course without permission from the course 

instructors 
  

Plagiarism 
 Turning in material that in part or whole is not written by you (and not appropriately cited)  
 Using photographs or other digital media without practicing fair use 

  

Fabrication 
 Making up information and presenting them as facts 

  

Obtaining an Unfair Advantage 
 Stealing, reproducing, or circulating any information about tests and quizzes  
 Stealing, destroying, defacing or hiding library materials with the purpose of keeping it from others  
 Working with other students on any assignments without teacher's permission  
 Retaining, possessing, using or giving away exam materials without the teacher's permission 

Intentionally interfering with another student's work  
 Doing anything with the purpose of creating or obtaining an unfair academic advantage over other 

students' work 
  

Helping Others Be Dishonest 
 Helping others to do any of the things mentioned above 
 Changing documents and permission slips 
 Changing any school papers Forging anyone's signature or giving any false information of any kind 

including permission 
  
In instances of academic dishonesty, the teacher / educator concerned will notify the principal. Consequences for 
the first offense involve a decision from the teacher and parent notification. The teacher has the discretion to modify 
the consequences for a first offense in order to take advantage of a teachable moment. A second offense will result 
in a conference with the student, teacher, parent, and principal. A second offense may also result in counseling of 
the student and could be subject to a letter to the student's parent(s) or legal guardian(s), which will be included in 
the student file 
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SUSPENSION, EXPULSION & PROBATION 
The Principal has the authority to suspend and/or expel a student from school.  The suspension will involve a 
hearing which includes involved school personnel and the parents.  The school’s Director will be notified of any 
suspensions and must approve any expulsions. 

  
Students can be suspended and/or expelled from school for the following actions: 

 Lying                     

 Stealing 

 Fighting                     

 Academic dishonesty 

 Insubordination 

 Physical or verbal harassment 

 Profanity or abusive language 

 Showing disrespect to fellow students or adults associated with the school 

 Abusing, damaging, or destroying school property 

 Possessing dangerous objects 

 Repeatedly violating school rules 

 Any other behavior which is deemed to be improper or offensive 
  
  

Consequences 
Depending on the nature and the gravity of the choice and the age of the student, any or all of the following may 
result: 
 Warning to the student (including where appropriate the consequences of a second or subsequent violation)  
 Lunch or after-school Time-out or detention  
 Loss of privileges  
 Letter to the student's parent(s) or legal guardian(s)  
 Counseling of the student involved, parent/student/administrator conference  
  

More Serious Consequences 
Disciplinary Probation (including suspension from extra-curricular activities)  
When student conduct is seriously misaligned to expectations, or when violations persist in spite of counseling 
and/or warning of the student and parents concerned, the principal of the school may place the student on 
disciplinary probation. 
  
In all cases where a student is given disciplinary probation, the student and parents must be informed in writing 
both of the reason for the probation and the terms of that probation. When the principal thinks it is necessary and 
appropriate, the student will be recommended for counseling. Disciplinary probation may include restrictions on 
participation in extra-curricular activities and/or the requirement that some class time be spent in supervised study 
to strengthen the students’ internalization of the rule(s) violated. All instances of disciplinary probation must include 
reference to the consequences of any further violation of the rules of student conduct, and this must be shared in 
writing with the student and parents concerned. 
  

Suspension 
Disregarding rules and regulations in this handbook may result in suspension. Suspension may be in or out of 
school or could be during Classroom Without Walls. The student is responsible, during the period of suspension, 
for obtaining and completing the assignments given during the period of absence from class. 
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In cases where the violation is of sufficient magnitude and/or if the offense takes place in the context of a history 
of violations of other school policies and rules, the director may expel the student. Decisions regarding probation 
and suspension are made by the principal. Appeals against such decisions may be made to the School Director. 
Decisions regarding expulsion are made by the Director in accordance with Board policy. 

  

Notice of Right to Appeal 
The interpretation and enforcement of all school rules and policies are subject to the right of appeal by the student 
and / or parents.  This means decisions made by the teacher may be appealed to the Principal, decisions by the 
Principal may be appealed to the School Director and decisions by the School Director may be appealed to the 
Board of Directors in view of process only. 
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BEHAVIORAL EXPECTATIONS: RESPECT YOURSELF AND YOUR COMMUNITY 

Student Rights 

A high standard of behavior is expected of all AISJ students. Students and teachers value a strong sense of 
community and place great importance on honesty, respect, responsibility, and trust. 

  
Students have the right to learn and work where they are safe where people and property are treated with respect 
in an environment free from physical, emotional, psychological, and verbal harassment or bullying. 

  

Appropriate Language 
Students are expected to use appropriate language at all times while at AISJ campus, on the school bus, or during 
any field trip or school sponsored activity. 

  
Assemblies 
Students are expected to: 

 Pay attention 
 Support friends, peers and all fellow students by encouraging them to do their best 
 Behave in a respectful manner 

  
  

Students must demonstrate respect the AISJ Core Beliefs which promote mutual respect and emphasize the 
importance of collaboration.  While we support honest and open interaction between students and staff there is no 
place for disrespect in a learning community.   

  
Throughout the year we will advertise and enjoy assemblies or events which will either feature our students or 
professional performers.  

  

Food & Snacks 
Students may either purchase a snack from the school Tuck Shop or bring a snack form home.  Water is available 
throughout the day.  The Tuck Shop will be stocked with a selection of healthy snacks which will be available after 
school for children staying to participate in after school activities.  The school strongly discourages the consumption 
of soft drinks and sweets. 

  
  

Lunch, Break, Recess and Playground 
Students may bring a packed lunch or purchase lunch at school.  Our newly renovated cafeteria has been equipped 
to run independently.  We also have trained cafeteria staff here in Pretoria.   

  
We ensure there are extra lunches for students who have forgotten lunch. Parents will be notified should a student 
have been provided with a lunch so that appropriate payment can be made.  

  

Lunchroom Rules 

 Quickly and quietly find an appropriate place to sit and eat. 

 Eat in an orderly fashion without disturbing others displaying the same manners you would use if you were 
eating in a restaurant with your parents. 

 Remain seated until given permission to leave. 

 Talk in a normal conversational tone. 

 Help clean up your area. 
   

Elementary School Recess 
Pretoria Campus has separate play and sport fields for PreK and K, Elementary, and Middle School students.  
Specific routines are developed during the course of the year.   
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In general the same guidelines apply to all age students: 
 Recess and break times are for having fun 
 Make sure that is it fun for the people you are playing and interacting with 
 Make sure that your fun does not interfere with anyone else’s fun 

  
A few basics 

 Students are not allowed to leave the playground area unless they receive permission from the recess 
teacher 

 No chase games are allowed on any of the climbing equipment 
 Students will obey the recess teacher the first time directions are given 
 Students must wear a hat while playing; otherwise they must remain in the shaded area 
 Students should not throw any inappropriate (rocks, sand, trash, etc.) items 
 At the end of recess, line up 

  

Middle School Recess 

Recess is a time for the students to decompress, socialize and relax with their peers. Middle school students are 
encouraged to engage with their friends and peers in conversation or games in areas which are suitably supervised. 
Therefore, the use of technology is discouraged, with the exceptions below:  

 Morning recess is 20 minutes daily  

 Two teachers are on duty per morning recess  

  All Middle Schools students will spend morning recess in the MS courtyard or on the field 

 Students are able to go to the tuck shop as long as the duty teacher is aware of their location 

  No computers will be used during morning recess  

 Lunch is eaten in a 20 minute period daily  

 Two teachers are on duty per lunch and lunch recess  

 All students to eat in the lapa  

 Lunch recess is 25 minutes daily  

 Middle School students can spend the recess at the field or in the MS courtyard area  

 No computers will be used during lunch recess in the lapa/field/MS courtyard 

 If a student needs to use a laptop to complete work, or would like to get ahead with work, then 
they are welcome to speak to the teacher concerned in order to work in a classroom. This is 
available during morning or lunch recess. This is not for last minute homework.   

  

Attendance 
Students are expected to attend school every school day. Simply being present is one of the best predictors of 
success in school. We can best help educate students when each student meets this expectation. Parental 
excuses are required when absent from school. It is the responsibility of the student to make up work missed as a 
result of absences. Make-up work shall be completed in a timely fashion according to the schedule established by 
the teacher. 

  
Arrival & Departure from Campus 
Procedures 
If students are sick or must miss school for some other reason, parents or guardians should do the following: 
  

Absence     
Notify the School office before 7:30 am on the day of an unplanned absence by telephone or email. 
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Late Arrival     
Students who arrive late to school should check in at the School Office before reporting to class to enable us to 
record their attendance.  

  
Early Departure     
Students who must depart early from school for personal reasons must have permission from a parent or guardian 
and must receive a pass from the School Office to exit the premises.  
  

Late Pick Up  
If a student is not enrolled in an After School Activity, he/she cannot remain on campus unsupervised. Any parent 
who is late to up their child needs to call ahead to the Office to inform them. Any child that is not picked up from 
school will be required to wait in the office. Parents should be on time to pick up their child up from school. Dismissal 
time is 2:50pm on regular school days and 1:30pm on Early Release days. Please note the Office staff are not 
responsible for supervising students after school dismissal. 
  
In the interest of safety and security, children who are not picked up after their After School Activity will be taken 
to the Pretoria Office or the security gate where they will wait for their parents to pick them up. Students who are 
consistently late being picked up will be contacted by the administration.  
  

Planned / Extended Absence 
If students plan to be away for some reason, they must inform the office in advance and contact their teachers for 
their assignments, if the absence is for a day or two. It is at the teacher's discretion to provide homework in 
advance; however, students are responsible for completing all work they have missed.  

  
Extended Absence Due to Illness / Emergency 
Parents will notify the School Office when an absence due to illness or emergency will prolong a student’s return 
to school. Teachers will make every reasonable effort to provide learning materials, assignments, and assessments 
to students faced with this challenge. A student’s assessments and grades may be adjusted at the teacher’s and 
principal’s discretion to reflect what the student was reasonably able to accomplish.  
  

Absences for Vacations 
AISJ has a rich holiday calendar published a year in advance. We encourage parents to utilize this holiday schedule 
when planning family vacations and refrain from taking their children out of school for vacation purposes. 
  

Participation if Absent 
AISJ students are not permitted to participate in or attend a school activity on a day they are absent from school. 
In order to participate in an activity, students must be present all day or, if late to school, should arrive by 11:00 
am on the day of participation. The only exceptions to this procedure can be made by the principal. Absent students 
should not contact friends during the school day by phone, SMS, e-mail or any other electronic means. All 
messages to the school should come through the School office. 
  

 Excessive Absences 

Absences in excess of 5 percent of the days in any semester (approximately 4 or 5 school days per semester) may 
be subject to disciplinary or academic consequences including promotion to the next grade. In the case of chronic 
absences a parent conference may be held with the principal. 
  

Late / Tardy to School 
Being at school and classes on time is essential to guarantee to each student full access to all of the educational 
opportunities that AISJ has to offer. Students are expected to arrive to school and to be in class on time. When 
arriving late in the morning, students are expected to have a note from parents and report to the School office 
before reporting to class so that we may remove their name from the absentee list. Teachers will inform the office 
if a student is habitually late for school and the principal will hold a conference with the student and an e-mail will 
be sent to parents.  

  
At all other times of the day teachers will instigate their own consequences for students who are late for class. 
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Permission to Stay on Campus after 3:00 pm 
Students need permission to stay on campus after 3:00 pm. Permission is gained through signing up and 
participating in an activity or sport that takes place after school, or by securing adult supervision to stay on campus 
and visiting the School office to sign in with details. 
  

Remaining on Campus 
Students are to remain on campus at all times during the school day. Going off campus is not allowed. If students 
must leave because of illness, they should report to office first to see the nurse who will call their parents. Students 
may not excuse themselves from campus without a note in writing from their parents. All parents wishing to take 
their child off campus before 3:00 pm need to report to the Office to collect a leaving campus pass to be presented 
to security at the gate. 

  

Visitors to the School 
Any student wishing to bring a guest to AISJ must obtain permission from the Principal prior to the visitation day in 
order to provide the school time to arrange for the visit.  The school has the right to decline such a request if the 
class is committed to a specific activity that is not conducive to having additional children involved.  Generally, 
visitations by guests will be approved for only one day and are intended primarily for visiting family or friends. The 
visitor's parent/guardian must sign and return an indemnity form available from the School Office. 

  
AISJ at Pretoria students are responsible for the behavior of their guests and for informing them of the CORE.  
Each guest must stay with his/her host throughout the day.  Guests will not be allowed to visit the school during 
testing days. 

  

Personal Property  
The care of personal property (money, clothing, lunch boxes, notebooks, toys, etc.) is the student’s responsibility.  
The student’s name should be clearly marked on all clothing and personal property so it can be returned 
if lost.  All money brought to school should be kept in a wallet or envelope marked with the student’s name as well 
as his/her teacher’s name.  If the student is paying a school account, this should be done first thing in the morning. 

  
We strongly suggest that parents use checks (or EFTs) to pay school accounts so parents have a record of when 
such accounts are settled. 

  

Lockers and Cubbies  

Students in PreK – Grade 4 will each have a cubby and students in Grades 5 - 8 will be assigned a locker. All 
students are expected to use their cubbies or lockers on a daily basis. It is expected that they will keep these 
personal areas clean and in good condition.  
  
Middle School Students will be issued a padlock at the beginning of the school year. Students who lose their 
padlock will be required to make a payment of R 50.00 to receive a new lock. Students are strictly prohibited from 
sharing their locker combination or key with anyone. If they have difficulty accessing opening their lock or forget 
their combination they are to come to the office to receive help. 
  
Students are responsible for personal property they bring on campus and are strongly advised not to bring 
valuables or money to school.  
  
School lockers and storage areas such as cubbies are the property of the school. At no time does the school 
relinquish its exclusive control of lockers provided for the convenience of students. School authorities may conduct 
inspection of the interior of lockers at any time without notice and without student consent. 
  

Care of School Property 
As part of their educational experience, students shall be taught to respect and properly care for the school 
grounds, school and personal property, including the facilities, equipment, and instructional supplies.  Students 
shall be held accountable for loss of or damage to these items.  The school administration shall take action against 
students who lose, damage, or destroy property. 
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Student pride will help preserve the appearance and surroundings of the school. Any wanton destruction, 
vandalism, or defacing of property will be dealt with immediately. 
  

Textbooks / Library Books 
All textbooks / library books lost, badly damaged or not returned will be paid for by the student who was issued the 
book.  The assessed charge for a lost or destroyed book will be determined by the school.  
  
No school records or grades will be given until all textbooks/library books are returned, or a receipt for the lost or 
damaged book(s) can be obtained from the student. 
   

Lost and Found 
If students find something, it must be turned in immediately to the School Office. If students are missing something, 
they should check the place it was last seen, retracing all of their steps, and then check with the School Office.  All 
articles that have been found are kept in the lost and found boxes located in the Parent Room.  Periodic checks 
for missing items should be made by parents. 

  
Items that are unclaimed from the lost and found will be donated at the end of each semester. 

  

Bullying 

AISJ believes that every child has the right to learn without fear in an atmosphere of mutual trust and respect. 
Every student is expected to be responsible for his/her own behavior, to exercise self-discipline, and to refrain from 
behavior which interferes with other student’s right to learn or endangers the health or well-being of others. AISJ 
will not tolerate harassment or bullying 

  
It is acknowledged that bullying causes distress and fear, and it is recognized that bullying is not a normal part of 
growing up. Individual children have different levels of tolerance and it is important for all students to understand 
this and the effect their behavior may have on others well-being.  It is also recognized that while the victim’s safety 
and well-being are paramount, many children who engage in bullying may themselves have emotional or 
psychological problems which may need to be addressed by their parents and the school. 

  
Bullying is improper behavior that is directed at and is offensive to another student or a member of the staff and 
that the student knows (or ought to know) would be unwelcome. It includes objectionable conduct, comment, or 
display on a one-time or repeated basis which demeans, belittles, or causes  humiliation or embarrassment, and 
includes harassment based on grounds of discrimination which are prohibited – race, national or ethnic origin, 
color, religion, age, gender, marital status, sexual orientation, physical appearance, or disability. It can be verbal 
or written (which includes use of text messages, email, social networking sites, and other electronic means of 
communication.) 
  
Bullying is a form of harassment. It is improper behavior by one or more students which is directed at another 
student and is offensive and interferes with their well-being. It includes teasing, name-calling, threats, unwanted 
physical contact or violence, often on a repeated basis, which demeans, belittles, humiliates, or frightens the other 
student. It can take place in and out of the classroom. Harassment and/or bullying of a student or staff member of 
AISJ by a student or group of students is considered a serious violation of school rules, and will result in any or all 
of the disciplinary consequences up to and including expulsion. Our Child Protection Handbook is linked here for 
your reference of our policy and procedures. 

  

Cell Phones and Electronic Devices 

Parents should not phone students during class time. Students who must call home may do so from the telephone 
in the School Office. Cell phones brought on campus are the responsibility of the student and must be kept in the 
student's back pack (on silent) from the time they arrive to school until 2:50 pm.  

  
 
 

http://www.aisj-jhb.com/uploaded/Child_Protection_Policy/Complete_Child_Protection_Policy_Handbook.pdf?1434540797011
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Gaming and Music Devices 

Basically valuables should NOT to be brought to school.  AISJ at Pretoria does not approve of valuables being 
brought on the bus or kept in book bags.  AISJ at Pretoria is not responsible for the reimbursement or recovery of 
lost or stolen personal possessions.  
  
If a student chooses to bring MP3 Players, iPods, CD Players, or other forms of music devices, they are only 
allowed before or after school, during lunch or breaks, or with teacher permission. Students are responsible for 
any music device they bring on campus and these should not been used during the school day.  

   

Dress Code 
The purpose of AISJ’s Dress Code is to support a comfortable positive learning environment.  AISJ wants to 
establish an environment that will be comfortable for students, conducive to learning and respectful of our host 
culture.  In addition we want students to take responsibility for dressing for school while maintaining autonomy.   
Students should be neatly dressed in clothing appropriate for a PK-12 school environment. The expectations and 
guidelines are as follows: 

 Shoulders and backs must be covered. Sleeveless shirts are acceptable but should cover the shoulders 
to the end of the shoulder joint. 

 The shirt and pants must overlap; midriff should not be visible with normal posture and movement. 

 Boxers/undergarments should not be visible. 

 Shorts and skirts should reach, at least,  mid-thigh  

 Clothing promoting ideas which are inappropriate in the school setting should not be worn  

 Sandals or shoes are acceptable 

 Footwear must be worn at all times 

 Bras and bra straps should not be visible. 

 Cleavage should not be exposed. 
  
A student who is not dressed according to the guidelines will be asked to provide more appropriate attire 
(if available) or return home to acquire more suitable dress.  If a student repeats this choice, parents will 
be contacted and further consequences may result. 
  

Public Displays of Affection 

Respect for younger students, classmates, parents, and other adults should be shown. Holding hands, kissing, 
sitting on each other’s lap, and other public displays of affection at school or school events or field trips are not 
allowed. 

  

Skateboards, Scooters and other wheels 

Skateboards, roller blades, and scooters are not allowed in school, unless in an organized Physical Education 
activity or with principal’s permission.  

  

Drug Policy Regulations 
The following procedures shall apply in the case of drug or alcohol use by AISJ students.  
  
Alcohol Usage: is the purchasing, possession, using or being under the influence of any alcoholic beverage on 
school grounds, on school transport or at any school organized event or trip. 
  
Drug Usage: is the purchasing, possession, using or being under the influence of illegal drugs or the misuse of any 
legal drugs (such as, psychoactive substances or performance enhancing drugs, stimulants, depressants, 
narcotics, hallucinogens, cannabis, inhalants, designer drugs or anabolic steroids etc.) on school grounds, on 
school transport or at any school organized event or trip.  
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The school reserves the right to insist that students undergo drug-testing based purely on suspicion of drug or 
alcohol use at school or at any school-organized event. In addition to testing based on suspicion, AISJ may conduct 
random drug or alcohol screening for all students in Grades 9 - 12. 
  
The school recognizes that it is not responsible for students’ behavior outside of school hours or at non-school 
activities. However, if the school is made aware of students abusing legal or using illegal substances, parents will 
be contacted and the student may be subjected to drug or alcohol screening. 
  

First offense of possessing, using or being under the influence of alcohol 
The student will be immediately suspended from school for a minimum of three and a maximum of ten school days. 
The Principal will require a parent conference before the student may return to school. When the student returns 
to school he/she may be placed on social probation for a period of at least one semester from the date of returning 
to school. 
  
The terms of social probation for violating the alcohol policy may include: 

 No bus use (if infraction occurred on the school bus) 

 No school activities after 2:50 pm 

 No school-sponsored social activities 

 Campus work project 

 Mandatory counseling for student and his / her family 

 Random drug screenings during the duration of social probation   
  
A recommendation for expulsion is possible for a first offence for a student with a history of disciplinary problems, 
or in cases where the student sells or purchases alcohol on school grounds, on school transport or at any school-
organized event or trip. 
  
Depending on the circumstance, the incident may be reported to the student’s potential universities. 
  

Second offense of possessing, using or being under the influence of alcohol 
Immediate suspension and recommendation for expulsion. 
  

First offense of dealing or supplying drugs 
Dealing and supplying illegal drugs are criminal offenses in South Africa. 
Dealing is the active selling (for financial or other gain), promoting or bartering of drugs to other students. 

 A student dealing drugs will be subject to immediate suspension from school and a recommendation 
for expulsion for the dealer / distributor and possibly the customer / receiver. This also applies in the 
case of an agreement made at school for a transaction to be completed out of school. In the case of 
an attempt to deal or distribute to an unwilling customer / receiver only the dealer / distributor will be 
subject to a recommendation for expulsion. 

 Depending on the severity of the offense, a recommendation for expulsion is possible and local 
authorities may be contacted. 

  
Supplying is the bringing of drugs into the school environment by a non-dealing supplier for use by other students.  

 A student supplying drugs will be immediately suspended from school for a minimum of five school 
days and a maximum of 10 school days. The Principal will require a parent conference before the 
student may return to school. When the student returns to school he / she will be placed on social 
probation for a period of at least one year from the date of returning to school. 

  
Depending on the severity of the offense, local authorities may be contacted. 

  

First offense of possessing, using or being under the influence of illegal drugs. 
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The student will be immediately suspended from school for a minimum of three and a maximum of ten school days. 
The Principal will require a parent conference before the student may return to school. When the student returns 
to school he/she may be placed on social probation for a period of at least one semester from the date of returning 
to school. 
  
A recommendation for expulsion is possible for a first offense for a student with a history of disciplinary problems. 
  
Depending on the circumstance, the incident may be reported to the student’s potential universities 
  
Second offense of using drugs, purchasing drugs, possessing drug paraphernalia, possessing a small 
quantity of drugs for personal use, or of being under the influence of drugs     
Immediate suspension from school and a recommendation for expulsion. 
  

Students Voluntarily Seeking Aid 
Students who voluntarily seek aid for drug abuse will not be subject to disciplinary action providing they do not, 
from the time they seek aid, contravene the school policy on drug abuse. Such students’ privacy will be respected 
and they will be counseled appropriately for their drug abuse problem. These students and their families will be 
expected to comply with any recommendations that may be made by the Pretoria Campus Counselor or by any 
professional counselor to whom they are referred by the school. 
  
Please Note: This does not apply after a student has been reported or caught. 
  

Suspicion of Being under the Influence 
The Teacher will alert the Principal, who will observe and talk to the student. The Pretoria Campus Counselor and 
the Nurse will, if possible, also observe and talk to the student. If it appears that the student may be under the 
influence of a substance in contravention of AISJ School policy the Principal may require that the student be tested 
for drugs and/or alcohol and their locker, their person and their personal belongings will be searched. 

  

Smoking Policy 

In consideration for the health of the students and the safety of the school property, AISJ students and professional 
staff are not permitted to smoke on campus, at school sponsored activities, or on the school bus.  Students are not 
allowed to possess tobacco products at school, nor are they allowed to have lighters, matches, or other 
paraphernalia related to smoking.  If you smoke on campus, you could be suspended from school. 

  
  

Violent Behavior and Dangerous Weapons 
Violent behavior and / or the threat of violence by a student using a weapon or dangerous object is a serious 
violation of community values and school rules and cannot be tolerated. The carrying of offensive or dangerous 
weapons or toy weapons to the AISJ campus or while participating in any AISJ-sponsored activity is prohibited. 
The student will be subject to serious disciplinary measures up to, and including, expulsion. 
Students are not allowed to bring toy guns, knives, swords, or other fake weapons to school.  If a child needs to 
use a toy weapon for a classroom production or project, the teacher must be notified before the object is brought 
to school.  Such toys will be stored in the teacher’s closet until it is needed and cannot be used during recess 
periods.  Any personal toys or objects that are considered dangerous or inappropriate will be confiscated until 
parents discuss the matter with administration and come to collect the item. 

  

Field Trips  

The same expectations and responsibilities that apply at school apply to time spent on field trips. Similarly, 
disciplinary concerns relating to the buses will be handled as they would be if they happened at school. 

  

Theft 

No student will knowingly take, possess, or sell the property of another student, staff or faculty member without 
explicit permission. Theft of any kind is a significant violation of community values and school rules. Any infraction 
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of the rules is a serious matter and the student will be subject to serious disciplinary measures up to and including 
expulsion. 

 

Temporary Guardianship 
From time to time, it may be necessary for parents to travel without their children. It is in the best interests of the 
child and the parents that the school is informed and a temporary guardian appointed. Parents are to notify the 
School Office when this happens including details of dates of travel, and contact information for the temporary 
guardian. 
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TRANSPORT GUIDELINES 

The AISJ Transportation Department provides logistical and maintenance support for the Johannesburg 
and Pretoria Campus drivers and busses. Day-to-day operation is handled by Transport Manager; the 
Assistant Transport Manager at the Johannesburg Campus and Operations Manager for Pretoria 
Campus.  For any school transport related matters should be directed to the below personnel. 

  

Transport Office Contacts 

Sandile Shabangu (Operations Manager Pta 
campus) 

 087 803 0463 / 083 600 9457 

sshabangu@aisj-jhb.com 

 Operations Manager (Pretoria Campus) ;Transport Manager and the Assistant Transport Manager, are 
in charge of establishing bus routes and overseeing the daily running of transport department. All school 
drivers are equipped with a functional school cellphone for constant communication with parents and 
office. If you have any concerns or questions about student behavior on the buses, please refer them to 
the school counselor / principal. 

In order to minimize behavior problems, disruptions, all busses have sitting charts where each is assigned 
to a bus seat.  

  

Bus Rules and Consequences 

AISJ’s school vehicles are extensions of the AISJ campus. All expectations, unless otherwise noted, 
apply to school transport as well.  The same expectations and responsibilities that apply at school apply 
to time spent waiting for and riding on the bus. Similarly, disciplinary concerns relating to the buses will 
be handled as they would be if they happened at school. 

  

Transportation Changes 

Unplanned Absence - Parents are to contact the Transport Department as soon as possible from 5:30 
am for an unplanned absence of the child due to illness, injury or whatever nature. If the Transport 
Department cannot be reached, call the driver and report the absence to him as soon as possible from 
5:30 am. 

Planned Absence - Parents are to contact the Transport Department as soon as possible when they 
become aware of a planned absence from school. Please notify the transport department prior to 24 
hours of a planned absence 

If the child is visiting a friend and wishes to use the bus, notifications via e-mail or a signed note by 
parent/Guardian is to be forwarded to the admin secretaries for the respective school division as well as 
the Transport Department by 10 am at the latest on the day. Ideally both departments would like 24 
hours' notice of this type of event so that we are able to ensure sufficient availability and capacity on the 
bus. If the Transport Department is not notified in writing and seats are not available, the friend will not 
be allowed to ride the bus. If the communication was made before 10am the transport department will 
respond via email that they are unable to fulfill the request. If the communication came in after 10 am 
then there is risk that the transport department may not be in a position to reply timeously and the student 
will (in the event of being a normal bus rider ) need to take their usual bus home. If the student is not a 
normal or regular us rider the parent is responsible for ensuring the student is collected and taken home 
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Bus Rules: 

 Be on time   

 Remain seated with your seat belt fastened 

 Keep everything, including head and hands, inside the bus at all times 

 Refrain from using bad language 

 Don’t distract the bus driver or other drivers on the road 

 Keep all noise to a minimum 

 Keep the bus clean and tidy 

 No arguing or fighting with the driver or other passengers 

 Take your belongings as you leave the bus 
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TECHNOLOGY AT AISJ 

IT Technology and Learning Vision Statement 

At the American International School of Johannesburg, we believe technology is a crucial tool for learning 
and inquiry. We believe that technology inspires students and teachers and empowers them to make a 
difference.   

"Young learners today have the world at their fingertips in ways that were unimaginable just a 
generation ago. World renowned lectures, a symphony of voices and opinions, and peer-to-peer 
learning opportunities are all a click away.” Connected Learning Research Network 

Our approach to technology reflects the diversity of our community. We have built systems and purchased 
equipment to provide a balanced learning program and provide meaningful opportunities for inquiry, 
differentiation, integration, achievement and positive contributions to society. 

Technology at AISJ is used for more than increasing productivity; it is embedded in the curriculum and 
integrated into classroom practice. Students and teachers are expected to be active users of technology.  

At AISJ we create and innovate, communicate and collaborate. We use technology to research and to 
think critically. Technology helps us to make informed decisions, to solve complex problems and to 
identify questions worthy of our attention. 

We realize great responsibility comes with technology and we strive to be good Digital Citizens.  

  

Technology Integration 

Digital Citizenship  

“In this increasingly global world of information, students must be taught to seek diverse perspectives, 
gather and use information ethically, and use social tools responsibly and safely” – American Association 
of School Librarians 

Internet Safety 

Keep your personal information private: Private information should never be given to anyone online 
without an adult you trust making sure it is okay. Tell your parents if an online “friend” asks personal 
questions. 

Keep away from mean websites: Some websites are disrespectful because they show people behaving 
inappropriately or illegally – or are racist, or unkind. Show your respect for others by staying away from 
these sites. If you visit one by accident, close it and tell an adult. 

  

Privacy and Security 

Choose a good password and keep it secret: Passwords are very important to keep your information 
safe. Some information is private: There is information about you that you should avoid sharing online 
because it is private. 

Privacy is important: Always set privacy settings carefully so that only the people you know can see you 
and your personal information. 

Respect other people’s privacy: Show respect for other’s privacy by not trying to get into their online 
spaces without invitation, by not stalking them or copying their pictures. Don’t post pictures of other 
people online without their permission. 
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Relationships and Communication 

There is a difference between online friends and real-life, face-to-face friends: Only invite people you 
actually know in the real world to be your friends in the online world. 

Be responsible to your online and off line community: Good digital citizens are responsible and respectful 
in the digital world (and beyond). 

  

Cyber Bullying 

Treat others like you want to be treated: Show you care by not flaming (sending hurtful messages) other 
people, or forwarding messages that are unkind or inappropriate. 

Don’t say anything online that you wouldn’t say in person: Don’t get involved in conversations that are 
unkind, mean or could be perceived as bullying. To get help, inform an adult you trust to help protect 
yourself and others. 

Tell your parents/guardians or teachers if you are being treated unkindly or bullied: Tell them if you know 
about conversations you see that are unkind, mean or bullying. Imagine if the things being written were 
about you. If you find they are hurting your feelings, then tell someone about them. 

  

Digital Footprint and Reputation 

Only post things that you would want your parents/guardians to see: Only place information online that is 
appropriate and post pictures that are suitable. Not everyone seeing your profile or pictures will be 
friendly. 

Stay away from advertising and spam: Advertising, spam, and unwanted messages can be a way to get 
access to your personal information or to damage your computer. 

  

Self-Image and Identify 

Choose a good name: Use online names that are suitable and respectful. 

Be safe when you talk online: Only talk to people you know. 

  

Information Literacy 

 IT can help you as a learner: You are starting to know yourself as a learner, start knowing how technology 
can help you better learn and share your learning with others. 

  

Creative Credit and Copyright 

 Respect other’s IT property, including the school’s IT property: Understand when it is acceptable and 
legal to use other people’s work. It’s easy to download music, games and movies, but it is illegal for you 
to download media that you have not purchased or that has not been shared by the author. 

 Be careful with school IT property: many students can share the equipment you use, including tablets. If 
you break your equipment it can impact others, as they will no longer have the equipment available to 
use. 
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AISJ Online Communication Guidelines for Students 

Consider you audience and that you are representing AISJ.  Only post things that you would want 
EVERYONE (in school, at home, in other countries) to know.   

     Ask yourself:  

Who is going to look at this, and how are they going to interpret my words? 

Do I have a good reason/purpose to post this?  

What will I cause by writing this post? 

                 

Do not share personal information.   

      Ask yourself:  

Could someone find me (in real life) based on this information? 

Have I protected my classmates’ personal information? 

  

Anytime you use media from another source, be sure to properly cite the creator of the original 
work.  

Ask yourself: 

Who is the original creator of this work? 

Is it licensed under Creative Commons? 

  

Use appropriate language, proper grammar and spelling. 

Ask yourself: 

Am I proud of my thoughts and ideas? 

Would I want this to be graded? 

         

Feedback and comments are constructive, not hurtful.   

Ask yourself: 

Would I want someone to say this to me? 

Is this inappropriate, immature or bullying? 

Am I treating others the way I want to be treated? 

  

THINK before you POST 

If it’s inappropriate in real-life then it’s inappropriate on the Internet. 

  

Personalized Learning 
Philosophy and Vision 

At AISJ, technology is personal and integrated - it supports inquiry, integration and differentiated 
instruction and develops conceptual, independent and connected learners. We believe that creativity, 
adaptability and innovation empower us to thrive in a changing world. 
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Connected learning allows students to pursue personal interests and passions with the support of friends 
and caring adults and to link this to career success and civic engagement. 

  

Device Administration 
Damages / Loss / Theft of Devices 

Students must immediately communicate the damage, loss or theft to their divisional principal and the IT 
department who will then inform the Director of Technology and AISJ Security. 

 If damaged, the laptop should be brought to the IT Office as soon as possible after the event. The 
IT Department will assess the damage done to the laptop and its potential for coverage by any existing 
warranties or insurance, and the Director of Technology will decide on the subsequent procedures to be 
taken to repair the damaged laptop. If required, a laptop will be made available on loan to the student 
during the period in which s/he is without a laptop. 

   

Once the damage is diagnosed and the Director of Technology is apprised of the extent and estimated 
cost of the damage to the laptop, the Director of Technology will contact the parents to inform them of 
the assessed damage. 

  

If the loss theft or damage has occurred out of school and is not covered by any warranty or insurance, 
the student may be charged for the full cost of replacement or repairs. (Please note: due to warranty and 
other considerations, repair of the laptops may only be handled by AISJ approved partners though the 
AISJ IT department.) 

  

If the loss, theft or damage occurred at school and is not covered by any warranty or insurance, the 
student may be charged for the full cost of repairs only if there was evidence of negligence on the part of 
the student. Evidence of such negligence is determined through the following process: 

 A meeting with the Director of Technology, Principal, Director and faculty/staff member is held to review 
and discuss the report materials and other pertinent information about the event. 

 Subsequent to this meeting, the IT Director, Principal and Director will make a final decision about 
whether negligence has occurred. 

 If negligence is determined to have occurred the student is liable for repair costs for the damaged laptop. 

 The Director of Technology will inform the parents of the costs. 

  

All costs to be paid by parents will be invoiced by the AISJ finance department. 

  

School Liability 

AISJ makes no guarantee that the functions or the services provided by or through the school system will 
be error-free or without defect. The school will not be responsible for any damage you may suffer, 
including but not limited to, loss of data or interruptions of service, or acquisition of a virus.  Use of any 
information obtained via the LAN (Local Area Network) and other information systems is at your own risk.  
The American International School of Johannesburg specifically denies any responsibility for the 
accuracy of information obtained through its Internet services and the school is not liable if users succeed 
in gaining access to controversial or inappropriate materials. AISJ will not be responsible for financial 
obligations arising through the unauthorized use of the system.  
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Agreements 

Technology Responsible Use Agreement 

I understand that my computer, email account, and all other AISJ IT services and resources are to be 
used for educational purposes, this means… 

Unless authorized by the teacher, I understand that streaming video or music, social networking sites, 
instant messaging and chat, video games are not allowed during class time. 

I understand that creating, accessing, displaying, producing, storing, circulating or transmitting 
pornographic or offensive material in any form or medium is against school rules and in some cases 
against the law. This includes sending, posting or displaying offensive images, language or any other 
type of offensive content including the bullying, harassment or intimidation of others.  

I will not give out my password to anyone nor use someone else's password or log-in identity and I 
understand the dangers of giving out personal information. 

I will not deliberately introduce any virus, worm, Trojan horse or other harmful or nuisance program or 
file, or deliberately circumvent any precautions taken by the school to prevent this from happening. 

I understand that peer to peer, file sharing or torrent software is strictly prohibited on the AISJ network. 
(e.g., LimeWire, Bit Torrent, Vuze, utorrent, etc.). 

I understand that electronic communication and computer use may be monitored at any time. 

I understand that AISJ may limit, suspend or revoke access to the school's technology systems, services, 
or network upon violation of the Responsible Use Agreement. 

I agree not to install on-line gaming software on any computer supplied to me by AISJ unless specifically 
granted permission. 

  

Student Laptop Agreement 

The school issues laptops, tablets and other portable devices so that students are better able to 
participate in classes; as such you are expected to bring it to school each day. This agreement refers to 
any such device. 

 The laptop (and any peripheral devices such as a case, power supply or stylus) is the school’s property. 
The school’s IT Department will provide you with the software/applications necessary to support your 
curriculum. Only school approved software will be pre-installed and supported 

 As your tablet or case may be issued to another student in subsequent years, personalizing the 
laptop/case/sleeve is not allowed. (E.g. no stickers, pen marks etc.) 

 The maintenance and tech support will be provided by the IT Department. Please note throughout the 
year, periodically you may be expected to turn your laptop in to the IT Department for scheduled 
maintenance. You will be notified well in advance and given a few alternative options regarding timing. 

 Laptops and any peripheral devices may need to be returned to the IT Department at the end of each 
year, in such circumstances, students will not have access to a school issued device for the summer.  

 You are responsible for backing up all necessary documents, folders, files and items on the 
laptop. The IT Department will not back up your laptop and the School cannot be held responsible for 
any documents, folders, and files lost during maintenance or malfunction of the laptop. 

 Your laptop can be used in and outside of school. The machine and any peripheral devices are your full 
responsibility in regards to loss, theft or damage outside of the AISJ Campus. 
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a. The school will insure the laptop on your behalf but in the event of loss, theft or damage outside of 
the AISJ Campus you will be responsible for an amount to be determined by the school depending 
on the circumstances. 

b. Please note that for the loss, theft or damage outside of the AISJ Campus, where negligence is 
determined, you may be liable for the full replacement cost of the device to the school.  The 
replacement device can only be purchased by the IT department. Repairs can only be done through 
the school. If you travel with your laptop we recommend you get travel insurance, which can be used 
to cover loss and/or damage of the laptop.  

c. Please use and care for this laptop at school as you would any other piece of school equipment 
entrusted to you: with the reasonable care, safety and security of property and user in mind. You will 
not be held liable for damage or loss at school if there is no negligence on your part. 

  

Laptop Administration Privileges 

a. You may be given full administrative access to your machine and in this instance will be fully 
responsible for ensuring that all appropriate updates are done on a regular basis. 

b. You will not install any non-legal software, content, programs/applications on this machine. 

c. You understand that if you install any additional software (on top of the standard software the IT 
Department provides) that is not pre-approved and tested by the IT Department, you take full 
responsibility to ensure you have legal copy and if there are any problems with it, you are to manage 
and troubleshoot this independent of the IT Department. The IT Department will not provide any 
support for software/applications, which are not part of the standard pre-approved 
software/applications pre-installed by the IT Department. 

d. You understand that should your laptop have any problem with the laptop’s applications and/or 
operating system the ASIJ  IT Department will only re-image the machine to its original state with all 
ASIJ approved applications, and printers. The IT Department will not troubleshoot the machine under 
any circumstances. This re-imaging process will take a minimum of four hours.  

e. Prior to bringing your laptop to be re-imaged, it is your responsibility to back up all essential files, 
documents, etc. The IT Department will not be held responsible for any lost data or to back up your 
machine for you. 

f. You will be required to have the machine checked once a year by the IT Department to ensure there 
is no damage to the top/bottom case, sides and screen. We will communicate with your directly to 
schedule a convenient time to do this. 
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