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v l t o Sk agknmdadaten, Primary and Middle Schools. This handbook will

inform you about our routines and procedures and help you to understand the way that the school runs.

If you cannot find the information you need, please use the website, email or ca | | us. We 6 dvhat |i

you are looking for so we can include it next year. We welcome contact at any time.

We are glad to have you as a member of the Skagerak community and we look forward to working with you so
that, together, we can all make this a great school i one that gives your child the best possible education.

- The Administrative Team: Jon Davidson, Janet Field
August, 2009

Section 1: About the School

1.1 Facilities Kindergarten and Primary School
: I Located in a large building in Virik, owned by Sandefjord kommune.
1 Seven classrooms, computer lab, library, playground, school office.
T Approximately 10 minutesdé walk from
91 Bus service from the train station.

Middle School

Locatedinthehist or i ¢ 6red buildingd at Fr al
Share facilities with Skagerak International School (high school).

General teaching classrooms, auditorium, computer lab, specialist Science
and Art/Design rooms, student lounge, sealed outdoor play area.

Wireless network throughout.

Nearby cafés and public gym.

Easy to reach from the bus station or town on the Framnes-Buer route (#3).

15 minute walk from the centre of town.

1.2 Who to contact Do you have feedback, a question, a request, a concern or a
complaint? Contact the following:

School office for messages, basic information, admission or transfer forms.

7 Homeroom / classroom teacher for everyday matters. In particular
1 sick days or absence notes, information, trips, well-being or unhappiness,
behaviour, homework concerns, checking on student progress.

Student support / PPT teachers for inquiries about Norwegian schools, special
needs, access to the school nurse or other health services, EAL (PS).

Principals for bigger or more serious issues to do with granting absences from
school (more than one day), behaviour or discipline problems, getting to and from
school, safety, admission, fees.

Primary and Middle School Curriculum Coordinators (PYP and MYP) for

bigger or more serious issues to do with the curriculum; in particular

1 what is taught, how it is taught, what is learnt, academic progress,
assessment and reports.

Please note that because we are a small school, staff may have more than one réle or area of responsibility. If
you need help with translation when communicating with anyone at school, we can assist.



1.3 Our Organization

Principles

Aim

Legal status

Authorities

Access

Curriculum
programmes

Vision
A school that actively seeks the best by continuously thinking, learning, reflecting
and growing.

Mission
To create a learning community in which all members are empowered to take
action and participate as responsible, versatile, effective citizens of the world.

We Value

1  The rights of all individuals to learn according to their needs in a
secure, supportive environment

Reflective practices that promote open mindedness and life long learning
Cultural diversity

The importance of connecting learning to the realities of life

The natural world

Openness, honesty, integrity.

E I ]

The aim of the school is to provide an education of excellent quality using English
as the principal medium of instruction.

We are two independent, non-sectarian, non-profit-making foundations.

i Skagerak Primary and Middle School (2000), operating under the
Privatskoleloven (2007).
i Skagerak Kindergarten (2004), operating under the Barnehageloven.

As a private school, we are not required to follow the Norwegian national
curriculum. Instead, the Department of Education has authorized us as an
international school, operating an IB curriculum.

Although the Department of Education does not have direct authority over the
school, it will ensure that we maintain high educational standards, that buildings
and equipment meet expected standards, and that we observe safety standards
and regulations.

1  Vestfold County (fylke) and Sandefjord City Council (kommune) regularly
check our buildings and our health and safety routines, and make sure that
the organization is well-run.

i The International Baccalaureate Organization (IB) is responsible for
ensuring the quality of the school ¢

We believe in the equality of educational opportunity. Fees are kept to a minimum
and there are a small number of scholarships available upon application to the
Head of Schools, in cases where there is a need for financial assistance. The
school has a policy of non-discrimination, and we try to accept all qualified
students who apply.

See www.ibo.org for information about the International Baccalaureate
Organization and its three programmes for schools.
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1.4 Our Structure and
Roéles

1.4.1 Board of
Trustees

Board members

1.4.2 Staff

Head of Schools

At Skagerak, we offer the IBO

i Primary Years Programme (PYP) for kindergarten & primary classes.
Authorized 2006.

1 Middle Years Programme (MYP) for middle school classes.
Authorized 2008.

Skagerak International School (SIS) continues this IB curriculum with the

i Diploma Programme (DP) for high school; leads to the IB Diploma.
Authorized 1992.

The governing body of the school; legally responsible for the organization and
empowered with the responsibility of making sure that the school sets sound
policies, adheres to them, and meets its objectives.

The Board has final responsibility in all affairs of the school and appoints the
Head, who is the chief executive officer of the school.

The Board consists of the following:

Voting members

bl Three independent members

i Elective representative of the Parent Council
1 Chair of the Staff Council

Non-voting members

Head of the Schools

Chair of the Student Council

Principals: Kindergarten/Primary and Middle School
Representative of non-teaching staff

Political representative.

=A =4 =4 -4 -9

Independent board members are selected by an election committee which
represents the interests of all members of the school community, including
founders, parents, students and staff.

Board members normally serve for a three year term, apart from the student
representative who only serves as long as he or she is acting as the chairperson
of the school ds Student Counci l

Head of Kindergarten, Primary and Mi
hence the title). Overall responsibility for policy, finance, human resources,
strategic development, marketing, community and external relations, and the
educational leadership of the schools.



Business Manager

Principals

Senior Teachers

Curriculum
Coordinators

PPT Coordinators

Student Support
Teachers

Teaching Staff

Office and other
Administrative Staff

The Business Manager is responsible for financial management, facilities,
projects, legal complianceand f or managing the sch
systems.

The principals are responsible for the administrative and the curriculum
organization at each campus. The Head of Schools currently holds the Middle
School Principal position and the Primary Principal deputizes as Head when
necessary.

A senior teacher is appointed at each site. Their responsibility is to assist the
principals in ensuring that day to day arrangements run smoothly. The Senior
Teacher will also function as the acting Principal when necessary.

Both the PYP and the MYP have programme coordinators who are responsible
for the design and delivery of the curriculum in their sections of the school.

These staff members are responsible for coordinating special needs testing and
support, including the administration of individual educational plans (IEPs).

Middle School: responsible for local high school enrolment and liaison and for
matters connected to the Norwegian education system; support for emotional and
physical health and liaison with local health and welfare providers.

Primary School: EAL testing and coordination of support programmes.
Currently represent 13 nationalities. All teachers are trained and well-qualified;
between them they have a wide variety of previous teaching experiences in

international and state school systems.

Teaching assistants work at all levels of the school in order to help teachers meet
the needs of individuals in the class.

An office manager is based at our main office which is on the Virik site.
Admissions are coordinated by this office.

Administrative s er vi ces, i nc | ubdsinesg and finance opetatnios)
are shared with SIS on the Framnes site.

1.4.3 Parent and Student Councils

Parent Council

An elected council with one representative for each class in the school. There is
also a deputy who is available for times when the parent representative is
unavailable.

Parent Council class representatives are generally elected at the class meetings
which are held early in the school year.

The Parent Council holds regular meetings (approximately monthly).

The Parent Council provides one voting member for the Board, who serves a
three-year term. He/shei s abl e t o b o¢ohcersanideiews torthe
Board and to share information from the Board with the parent body through the
council members.

All parents are encouraged to express general ideas, concerns and suggestions
about the school through their elected parent representatives.

The Parent Council supports the school with projects such as



Class and
Kindergarten Parent
Groups

Student Council

i fundraising
i improving the campus and facilities
i special events.

Becoming involved in the Parent Council or its activities is an excellent way
for new parents to meet others and to become part of the Skagerak
community.

Parents are welcome to meet together in any groups that are relevant i for
example, class groups, project groups, nationality groups. Class meetings are
occasionally organized by the Parent Council class representative.

Representatives of the kindergarten parents also meet together from time to time.
They are referred to as the Kindergarten Parent Association
(samarbeidsutvalget) and are part of the s chool 6 s P aindemgarten(
parents are represented on the Board
the same way as all other classes in the school.

Both the Primary and the Middle School have student councils. Class
representatives are elected early in the year. There are regular meetings where
students discuss concerns and develop projects that show service towards either
the school or the wider community.

A staff advisor is attached to each Student Council and there is ongoing coaching
of the student representatives in meeting procedures and democratic processes.

The Chairperson of the Middle School Student Council is a non-voting member of
the Board and attends the monthly meetings to represent the voice of all students
in the school. He / she liaises with the Primary School Student Council to make
sure that information passes freely between the students and the Board.

The Vice-Chairperson of the Middle School Student Council attends the monthly
meetings of the Parent Council, to ensure good representation and
communication with that group.



Section 2: Admissions

2.1 Admissions

2.1.1 Inclusion

2.1.2 Your rights

2.1.3 Priorities for
Admission

2.1.4 Procedures for
Admission

2.1.5 Information on
Admission

2.1.6 Deadline for
Applications

The principals on each site are responsible for enrolling students in the school
and placing students in the appropriate class.

The school 86s of fi ce prozad@aseaperwoskeanddnquiriast
related to admissions.

We do our best to include all students, with no discrimination. Students do not
have to be able to speak English to come to Skagerak, although they will be
expected to learn it and will be given help until they become independent.

We wish to promote effective learning, interest in other cultures and global
perspectives, and international mindedness.

We seek students with a positive attitude, who are highly motivated, who are
eager to learn, and who wish to be involved in an IB education.

Applications will be treated according to the rules in the Law of Administration.

In case of any dispute, parents have the right of appeal. You can appeal to
Fylkesmannen i Vestfold.

Because we have limitations on the number of students we can accept into any
class, the following priorities have been set:

1. Existing students.

2. International students and applicants who do not have Norwegian as their
mother tongue.

3. Brothers or sisters of students who are already in the school.

4. Any other applicants, providing there is space.

A student 6 s h o mesigréfidadce ie theair applicatianfor aoceptance.

A new student can be admitted

T after parents have completed the sc

1 when both the parents and the school have assured themselves that joining
the school is in the best interest of the student;

1 when the appropriate class placement has been decided;

1 when the contract between the parents and the school has been signed, and

a non-returnable advance payment has been received.

In order to fulfil paragraph 3-4 in the Education Act (1999) -t hat #fAt he

to be adjusted to each student ds | e it &slhelphulntd recaivei
documentation from any previous school and to meet with and talk with the
applicant, accompanied by parents.

This documentation can i ncl ude sampl es or portf«
school reports, transcripts, references or recommendations, test results and
records of any language or special needs testing or support. It is also very useful
to see outlines of the courses that students have followed in their previous school.

Any other information that is necessary for putting the student in the appropriate
class 1 for example, entrance tests or writing samples 7 will be gathered at an
early stage to ensure that the best class placement is made.

The school has no deadline for applications. Students may be admitted at any
time during the school year, apart from the month of June.



2.1.7 Trial Period

2.1.8. Class
Placement

2.1.9 Maximum Class
Sizes and Waiting
Lists

We can arrange a trial period, where a student may join the school for a few days
to see if they like it.

If the parents decide not to place their child in the school permanently, there shall
be no charge for any trial period.

Children can be admitted into the Kindergarten if they turn 4 during the calendar
year of enrolment, providing they are toilet trained.

Children entering the Primary School in PY1 should normally reach the age of 6
by December 31% in that school year.

Placement for new students into subsequent classes will depend on a number of
factor s, including the total number o
the student has previously been in. There is a school structure diagram (see
appendix) to show how this works.

Please note that students who come from the Norwegian state system after their
9" year of school will be admitted into MY4, which is equivalent to the 10" year in
Norway.

However students who have completed the ot grade in an international school
can be accepted directly into MY5, which is equivalent to the international
Grade 10 level.

The School s administration has the
there are sound educational reasons; for example students coming from other
international schools.

I't is the schooldés policy to cater fo
enrichment and extension. We do not accelerate students beyond their correct
social class placement without extraordinary reason.

Any initial placement in a class or group is provisional, and we may advise a

change after t he student 6s l evel of
thoroughly assessed.

We normally try to apply the following maximum class sizes

i Kindergarten and Primary School: 18 children
i Middle School: 22 students.

However, the Board waives these limits if there is an extraordinary demand. In
particular, we wish to make sure that one or two places are available per class for
students who apply from overseas and for whom local school alternatives are
unsuitable. Therefore, maximum class sizes may vary a little.

If a class is full, applicants can have their names added to the waiting list.

The priorities listed above (2.1.3) will apply. Aside from that, the waiting list will be
ona6first come, first served basis for



Section 3: Finances

3.1 Principles

3.2 Tuition Fees and
Payments

3.3 Extra Charges

3.4 Scholarships

Both the Kindergarten and the Primary & Middle School are non-profit making
ventures.

Kindergarten i fees are set according to local authority guidelines but, provided
it is supported by the kindergarten parents, it is possible to apply to charge higher
fees if this is necessary to maintain the quality of the Kindergarten. Fees are
adjusted in January each year, in compliance with Sandefjord k 0 mmu naanda
review.

Primary & Middle School i the Department of Education provides a formula for
setting maximum tuition fees.

Due to the cost of running two premium international programmes, the school
needs to place a strong emphasis on fundraising.

The tuition fee is the basic fee charged for the lessons that the students are
taught and the essential activities that are related to these.

It also includes

1 the loan of textbooks

1 supply of exercise books for Primary students

9 supervision during non-instructional times during the school day for
Kindergarten children.

A non-refundable initial payment must be paid when contracts are signed, in
order to secur e Thispaymentisepatrofithie annyallifee.c e .

Fees are invoiced by the accounts office in regular instalments through the year.
If you need to make alternative arrangements, please contact the finance office
directly (janne.larsen@skagerak.orq).

For 2009-10, fees are divided into eight instalments.

There may be occasional extra charges when students have the opportunity to
receive an extra service or item. This could include

9 tuition and books in extra languages outside the normal curriculum or
additional subjects, by request, that are not normally offered by the school

I any extra support for an individual student in the classroom, over and above

what is offered by the school and/or the kommune support services (PPT).

the before- and after-school care arrangements

optional student trips, excursions and events (e.g. school ball)

materials for school projects that will become the property of the student and

which have distinct requirements above and beyond the normal curriculum

provisions (e.g. Design Technology projects)

materials for extracurricular activities and school clubs

clothing items (t-shirt, sweatshirt) with school logo.

=A =4 =4
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The School has a small number of scholarships which enable students to be
enrolled in the school when they would not otherwise be able to afford it.

The scholarship fund exists due to the generosity of individual donors.

Families who require financial support can make a confidential application in

9
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3.5 Fees Payable
when a student
enrols during the
school year

3.6 Fees Payable
when a student
leaves the school

writing to the Head of Schools. Applications are normally considered in May and
June, prior to the beginning of the new school year, and are subject to conditions.

Students who begin school up until and including October 16, 2009 are required
to pay full school fees.

Students beginning on or after October 19, 2009 are required to pay a proportion
of the school fee as indicated on the late enrolment payment schedule that is
available from the school office.

A mini mum of 45 avHtiee nadieer of withdrawv@al from the
school is required.

1 Students who leave during the school year must pay school fees up until the
end of the billing month in which they leave;t hose who | eave
fees have been fully paid will receive no refund.

1 Only in serious cases which make the continuation of study no longer feasible
may the fees be waived at the discretion of the school.

1 We do not refund fees in cases of expulsion, suspension from school for
whatever reason, sickness, or early departure at the end of a semester.

10



Section 4: Attending School

4.1 Calendar and
Holidays

4.2 The School Day

4.3 Supervision
Before and After
School

4.4 Attendance and
Absence Leave

Each year, in December or January, the school publishes a calendar for the
coming school year.

The school calendar is based on the Norwegian school calendar, with small
deviations to accommodate our international community.

The school is open to students for 185 days a year.
Norwegian statutory holidays are observed.
Major holidays are:

Autumn holiday i one week

Christmas / New Year i three weeks

Winter holiday i one week
Easter holiday i one week plus statutory days if applicable.

=A =4 =8 =9

Kindergarten and Primary School
08:30 to 15:00
Closes at 14:30 on Fridays.

Middle School
08:40 to 15:00

Kindergarten and Primary School
By special arrangement, children will be supervised during the hours of

07:307 08:30 and 15:0071 16:30 (Monday i Thursday)
07:307 08:30 and 14:3071 16:30 (Friday).

Supervision is not provided on the first or last days of the term, nor on days when
the school is closed.

For Primary school students, there is an additional charge of 10 000 NOK a year
for this service. A casual fee of 60 NOK a day applies to children who only attend
from time to time.

For Kindergarten students, this supervision is included in the basic tuition fee.

Middle School

Middle School students are welcome to stay at school after hours and use the
facilities or get help with their homework, provided that Middle School teachers
are available.

Students must inform a teacher that they are in the building. There are strict
security procedures after hours, and students must be very careful not to remain
inside the building when the security alarms are turned on.

Students must attend kindergarten or school unless they are sick.

Sick days
Please notify the school office or homeroom teacher by 08:30 on the day that a
child or student is home sick.

11



Sick notes
For illnesses longer than three days, a doctor 6s rtchoeld be
given to the home room teacher.

Absence for appointments

Pl ease give the school at | east one
unavoidable appointments. This will help us if we need to reschedule tests or
important events.

Legal guidelines about absence leave
Like all schools in Norway, we may grant up to a total of 10 days absence per
year for family, medical or social reasons.

The homeroom teacher may grant permission if only one day is required.

For periods of absence lasting more than one day, parents should apply to the
Principal. The granting of leave is at the discretion of the school. We encourage
parents to keep this kind of absence to an absolute minimum, as it is very
di sruptive to a childbés/ studentods | ea
others in the class, as it has an impact on group activities, projects or
assessments.

At the Middle School, a form called Pre-arranged leave of absence should be
filled out by students and signed by all teachers affected by such an absence.
Students will be required to make up any work that is missed. Forms are able to
be picked up from the Middle School reception area or downloaded from the
website.

Students must not leave school during the school day without permission from
their parents.

1 Kindergarten/Primary School: the office should be informed.
1 Middle School: the student should inform their teacher, report to one of the
designated administrators, and then sign out in the book kept at reception.

Middle School students who are late arriving to school must also sign this book
when they arrive.

Any regular appointments which cut into the school day (e.g. weekly confirmation
classes) must be carefully considered and discussed with the school as they are
likely to have a serious impact upon learning in the classes that are missed each
week.

12



Section 5: Learning at School i the Curriculum

5.1 The International
Baccalaureate
Curriculum

5.1.1 Our IB status

5.1.2 Information
about the PYP and
MYP

www.skagerak.org

www.ibo.org

The school has implemented the Primary Years Programme (PYP) and the
Middle Years Programme (MYP) of the International Baccalaureate.

Together, these programmes lead towards the Diploma Programme (DP),
offered at the Skagerak International School (high school) at Framnes.

A total of 13 yearsd continuous | B e
culminating in the IB Diploma which comes at the end of high school. We are
currently the only unified school organization in Norway that offers this.

The Primary Years Programme at the Kindergarten and Primary School was
approved in June 2006, and we are an authorized PYP school. The school
received its first PYP programme evaluation by the IB organization in May 2009.

The Middle Years Programme at the Middle School was approved in February
2008, and we are an authorized MYP school. The school is due for its first MYP
programme evaluation during the 2011-12 school year.

The school is authorized to issue MYP certificates to those students who have
met the criteria by the end of MY5. However, this is an optional component of the
MYP and is entirely at the school 6s d

Our association with the IB is a guarantee that the school will maintain the highest
possible standards of teaching and learning, given the available resources. As a
member of the IB, the school has access to international curriculum development,
professional training, conferences, resources, research organizations, online
services, and networks of schools and students.

It is also very simple for students to transfer from one IB school to another,
worldwide. The programme framework will be broadly the same in each, even

though each school designs its own programmes of learning within the
framework.

You can read abouto u r curriculum on.the school

You can read more detail about the programmes themselvesontheIB6 s we b

You are welcome to request information from the school at any time, if you wish
to know more about our educational programme. Please contact either the PYP
or the MYP Coordinator.
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5.2 IB Learner Profile

Inquirers

Knowledgeable

Thinkers

Communicators

Principled

Open-minded

Caring

Risk-takers

Balanced

Reflective

From IBO, 2006: The IB Learner Profile Booklet

[Page 1] The IB learner profile is the IBO mission statement translated into a set
of learning outcomes for the 21 century. The attributes of the profile express the
values inherent to the IB continuum of international education: these are the
attributes that should infuse all elements of the PYP, the MYP and the Diploma
Programme and therefore, the culture

[Page 5] The aim of all IB programmes is to develop internationally minded
people who, recognizing their common humanity and shared guardianship of the
planet, help to create a better and more peaceful world.

IB learners strive to be:

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

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

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

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

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

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

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

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

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

They give thoughtful consideration to their own learning and experience. They are

able to assess and understand their strengths and limitations in order to support
their learning and personal development.

14



5.3 Language
Teaching

21N

5.3 Health and Social
Education

5.4 Teaching about
Religion

5.5 Special
Educational Needs

We recognize and encourage a diversity of languages within the school. Our goal
is for all students to become bi-, or multi-, lingual.

The main language of instruction is English.

We provide help for students for whom English is an additional (2"d, 3" etc)

language. This help comes in a variety of forms i support from the class

teacher, modification of reading materials or tasks, in-class support from
teacher assistants, withdrawal classes, or exemption from other language
classes while a student becomes used to the English-speaking environment.

1 We use similar strategies to support students for whom Norwegian is a new,
or additional, language.

1 We encourage all students to continue active learning in their mother tongue
if it is not English and Norwegian. The school will provide practical support
wherever possible.

1 German and French are offered in the MYP, and students choose one of
these for their Language B option. Both languages can be continued at high
school level at SIS.

1 We endeavour to provide students with opportunities to learn other languages

at lunchtime or after school, in a club setting eg Lithuanian, Russian,

Spanish. We are always happy to hear from parents who can help by

participating in, or leading, these activities.

E ]

Health and Social Education, which addresses the personal, social and emotional
development of the child, is included at every level of the school.

It may be integrated into the PYP programme of inquiry or into units in various
subjects at the Middle School, such as Science or Physical Education.

Health and Social Education is also one of the MYP areas of interaction.
Consequently, it is an aspect of topics that students are encouraged to consider
in a wide range of different situations and contexts.

It may also be taught in specific Health classes. Wherever possible, the school
uses expertise from the community, including the school nurse, to support our
Health and Social Education programme.

HSEd includes

Learning skills for communicating and leading a healthy life
Learning about emotional and physical development
Healthy attitudes, values and responsible decision-making
Physical and mental health

Relationships and sex education

Hygiene and disease prevention

Safety and first aid

Dangers of risky behaviours and unhealthy substance use.

=4 =4 -4 _a_8_9_-9a_-2

Parents may ask for more details by contacting the PYP or MYP Coordinator.

The school is secular in its philosophy and practice. We aim to maintain an
atmosphere of freedom, tolerance and mutual respect and to be inclusive for all.
Religions contribute to the knowledge body of world history and culture and are

perspectives from which understanding can be gained. They are incorporated into
the school 6s cuwgyriculum accordingl

We are sensitive to the needs of students who require special help in order to
achieve success. Equally, we are aware that some students may require
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extension or a high level of individualization in their academic programme.

Because of our small size, we have some limitations in the kinds of needs that we
can accommodate. However, within the available resources, we aim to provide
individual educational programmes for any students who have physical or
educational needs that differ from those of the majority of the class.

The Psychological and Pedagogic Team (PPT) of the Sandefjord kommune
works with the school to help us identify special needs. Occasionally they are
able to provide funding for extra teachers or assistants who can help a student in
the classroom. This support varies from case to case, as determined by the PPT.

Both the Primary and the Middle Schools have designated staff members who
coordinate the school 6s speci al neec
agencies and authorities.

5.6 Physical Regular classes in Physical Education are a mandatory part of both the PYP and
Education and Sports the MYP.

We use a variety of facilities for PE, including Jotunhallen and the swimming pool
attheSandef j or d Bugdndeusparts godmex, and the Spenst gym at
Framnes.

All students are expected to participate unless they are physically unwell or
incapable. Parents should senda note for a temporary
should be provided if there is an ongoing reason that prevents a student from
participating.

Middle School students are expected to have a change of clothes which will
i nclude t he -shit. Bymoshoes must Be worn when PE takes place
inside.

During the year, Sports and Activity Days are held. These are planned
according to the season and conditions; in the past they have involved skiing,
kayaking, rock climbing, outdoor games, ice skating, bowling. The Primary and
Middle Schools occasionally combine for these events.

The Middle School curriculum also includes a structured programme of outdoor
education, with camps and excursions for every level. Students are encouraged
to participate, in order to help them develop as balanced individuals.

5.7 Community and Service is an essential part of both the PYP and the MYP. All students are
Service expected to participate in activities that are offered, or that the students
themselves identify.

The focusison bei ng sensitive to ot hearying eud
meaningful actions to help other people and/or to make a difference to the
community.

Regular Community and Service sessions at the Middle School enable students
to choose various activities or groups for a semester at a time. These include

student council

the school newspaper Scoop

yearbook

international causes and issues
community fundraising

visits to senior citizens and kindergartens
community environment

school environment.

E IR
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5.8 Homework

5.8.1 Primary School

5.8.2 Middle School

The Student Councils for both the Primary and the Middle School will organize
service activities from time to time 7 for example, fundraising for emergencies
around the world or global awareness projects.

Older students are encouraged to extend service and action into their own lives i
for example, by developing their own volunteer projects or incorporating service
into their MYP Personal Projects.

The school is very happy to work with individuals or organizations in the local
community that are involved in community service. We welcome suggestions or
invitations at any time.

Homework is a general expectation of students in the school. From PY1 up to
MY5, students are encouraged to develop routines for continuing their learning at
home. Our aim is for learning to be something that happens everywhere, not just
in the school buildings. The amount of time that is required will vary, depending
on the age of the student.

However, the school is also aware that homework needs to be purposeful,
relevant and manageable. The school endeavours to help children to grow up as
balanced individuals i as people who develop many interests and talents, as well
as a determined and self-disciplined approach to life-long learning and to work.

In the PYP, it is generally accepted that homework makes a positive contribution

to a childds |l earning.
i It allows further practice and consolidation of work done in class;
i It provides parents with information about class work and involves them

directly in the childds | earning;

1 It trains children in planning and organizing their work, developing self-
discipline and good habits that will support them in their future education
and beyond.

In the MYP, subjects have different demands and home study patterns vary. For
example,

i some subjects set specific tasks that should be done in preparation for the
next lesson;

i others may have long-term assignments that the students are working on
steadily;

1 there are process journals and developmental workbooks for some subjects

which need regular updating with reflection and planning;

students will need to revise previously learnt work, prior to tests/exams;

MY1-4 students spend several months on their independent or collaborative

Science Fair projects;

i MY5 students have a self-managed Personal Project with a seven-month
long timeline.

=A =4

Studying at home is an attitude, a behaviour, and an organizational strategy
i one of the MYP Approaches to Learning.

Important principles i MYP students should learn

1 to plan their own time. This will involve balancing study time out across the
week, establishing routines and learning to prioritize;
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5.8.3 Homework
During Weekends
and Holidays

5.8.4 General Time
Guidelines

5.8.5 How Parents
Can Help

i the difference between important and necessary work and that which is
unnecessary and/or ineffective;

i to take control of their own learning, and become responsible and
independent;

i to focus on the task at hand, rather than allowing themselves to be
distracted,;

i to make the best possible use of their time during the school day, to reduce
the need for spending a lot of time studying at home.

Subject teachers work with students to help them develop in these areas. If tasks
are not done on time i slowing down the learning for the student and holding up
the class i there will be consequences for the student (e.g. detentions).

A monthly homework calendar, showing major assignment deadlines, tests and
exams, is published on the school website.

As a school that values the all-round development of the person, we believe that
weekends are good opportunities for children and young people to participate in
sports and leisure activities, and to be with their family and friends.

Therefore, we do not generally set any homework on a Friday that is due the
following Monday. Students may, of course, choose to work on assignments or to
read during weekends and holidays.

The amount of homework per night will vary, depending on class assignments
(younger students) and on how the student is scheduling and managing their own
time (older students).

However, general guidelines for homework time are as follows.

PY1 107 15 minutes
PY2 20 minutes plus reading
PY3 30 minutes plus reading

PY4 30 minutes plus reading plus sharing time
PY5 45 minutes plus reading
PY6 Average of 45 minutes, plus reading; working towards

longer term goals

MY1 601 90 minutes, plus reading

MY2-3 | 9071 120 minutes, plus reading

MY4 Approx. 120 minutes, but with more independent
scheduling of time. Reading and longer term
assignments should be built into the schedule.

MY5 Approx. 120-150 minutes, with mainly long term projects
which require independent research and time
management. Personal Project i student sets own
timeline over a seven month period.

If your child is regularly spending significantly more, or less, time than indicated
above doing their homework, there might be a problem and you should contact
us.

Common problems are

T inappropriate or unfocused work, es

1 the way that students use their computers at home e.g. combining
homework with online chat or social networking

1 lack of determination during classes at school, resulting in the student falling
behind or needing extra time at home to keep up
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1  school absences resulting in the needfor6 ¢ a-tt p & 6
1  homework being left until late in the evening, staying up late, and being tired
in the morning.

Please also inform us if there are reasons why homework cannot be completed
on time. At home, you can help by

being available and interested

discussing routines, tasks, goals, priorities

helping with time management

making sure that homework is being done in a quiet, comfortable

environment with no distractions

1 checking that your son or daughter understands the instructions and knows
what to do

i talking to your son or daughter about their study: what they are doing, why
they are doing it and what they are learning

i providing encouragement and support

and satisfaction with a job well done.

=A =4 =8 =4

5.9 Examinations and At the Middle School, formal testing occurs from time to time. This serves several
Testing purposes:

i it provi des a useful way of asses
understanding at the end of a topic, unit or course;

1 it provides students with important experience with test-taking skills and
appropriate exam room behaviours;

i it provides an opportunity for students to learn how to revise effectively.

There are no standard school exams at set times. Class teachers will arrange
tests/exams when appropriate.

The IB MYP has no formal examination system of its own. Any tests or exams will
be set and evaluated by the school.

Students in MY5 may sit the SIS Pre-IB entrance examinations in Mathematics
and Science. These exams provide one source ofi nf or mat i on abc
readiness for study in the IB Diploma programme.

5.9.1 National Tests The school is required to administer the Norwegian national tests, according to
the regulations and protocols that are provided by the authorities. The classes
sitting these tests are MY2, PY5 and PY2. Results from these tests give us some
generali nf or mati on about the student, but are
assessment schedule.

These tests provi de S 0ome informati on ab
educational programme. However, the validity of the results are limited, since the

tests are not aligned with our curriculum and our student language learning

profile differs from that of the schools with which we are being compared.

5.9.2 International Each year, selected classes participat e i n t he | nt é\ssesantentonal S
Scho o | Ass®essment  (ISA) which is conducted in many international schools worldwide. Tests are

conducted in Reading, Writing and Mathematical Literacy and are especially

designed for international schools.

Each studentés resul t s atianaleorgsdhat@mra identifiedt o0 t h e
by the OECD Programme for International Student Assessment (PISA) tests.

This gives a picture of how well the schoc
international schools and how wwithihtheeach s
range of norms for other students of the same year group, internationally.
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5.10 Changes to the
Curriculum

Once we have been doing these tests for several years, we will also be able to
measure progress to see whether the school is above, below or in line with the
norms of expected educational progress in international schools.

More information is available at http://www.acer.edu.au/isa/

The evaluation and updating of the curriculum is an on-going process within each
school section. This process will be coordinated by the Head and the appropriate
members of the administration, and all members of the teaching staff have the
responsibility to ensure that a quality up-to-date curriculum is in place.

The PYP and MYP Coordinators are responsible for curriculum development
within their sections of the school. Suggestions for curriculum development may
also come from students, parents, teachers or administrators and should be
directed to the coordinators in the first instance.

Major changes to the curriculum that have pedagogical, philosophical or financial
implications will be thoroughly reviewed by the whole administration and may be
referred to the Board before implementation. Referral to the Board is essential if
the change affects the budget.
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Section6: St udent so

6.1 Primary School
Code of Behaviour

6.1.1 Classroom
Rules based on PYP
Attitudes

6.1.2 Consequences

of Breaking the Class

Rules

6.1.3 Unacceptable
Behaviour

6.1.4 Consequences
of Unacceptable
Behaviour

6.2 Middle School
Code of Behaviour

6.2.1 Unacceptable
Behaviour

Responsibilities

We believe in the positive reinforcement of good behaviour, and the attitudes that
are emphasised in the PYP:

tolerance, respect, integrity, independence, enthusiasm, empathy, curiosity,
creativity, cooperation, confidence, commitment and appreciation.

A set of classroom rules is set up at the start of each school year, as a
partnership between the children and the teacher.

There will be various methods of positive reinforcement in each class, in order to
provide incentives for good behaviour.

For children who repeatedly contravene the class rules, there is a set procedure:

1. Verbal warning, outlining which rule has been broken.

2. Period of time set by the teacher when the student sits away from the rest of
the class, but remains within the classroom.

3.  The student takes their work to another class.

4. Parents are asked to attend a meeting with the Principal and the class
teacher. The undesirable behaviour is highlighted and the parents will be
asked to support the behaviour modification. This support will be in the form
of an individual education plan (IEP), outlining the responsibilities of all
parties concerned.

Deliberately hurting another child physically.

Deliberately hurting another child verbally; this includes persistent bullying.
Disrespect for teachers or any adult in authority.

Putting the safety of themselves or others at risk.

Persistent lying, swearing or stealing.

E I EE]

In the case of severely inappropriate behaviour, it may be necessary to move
directly to step 4 on the list above i a meeting between the Principal, class
teacher and the parents and the introduction of a behaviour modification
programme which will be kept in the ¢

We aim to create a community where there is an orderly, harmonious atmosphere
that supports learning.

All students are encouraged to develop self-control and consideration for others.
They are expected to show respect for themselves, for others, for property and
for the school environment.

No chewing gum, sweets, eating or drinking of anything other than water is
allowed during classes.

We would prefer not to see chewing gum anywhere at school, because of the
mess it makes.

Students are not allowed to wear hats or caps inside, or to damage school
property in any way. They are asked to remove personal music players and
headphones in class unless they are working independently and have permission
from the teacher.
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6.2.2 Consequences
of Unacceptable
Behaviour

Mobile phones are permitted at school but should not be used or heard during
lessons. Inappropriate use of phones, including cameras on the phones, will
result in short-term confiscation. Use of phones or cameras for harassment,
bullying or dishonesty will be regarded as serious.

If there are persistent problems, students will be asked to leave their phones at
home. Serious incidents will be dealt with by senior staff.

Student s are expected to be at scho
procedures for signing in and out during the school day. Absences must be
explained and incidents of unpermitted absence will be punished.

Unacceptable behaviour that may lead to suspension or expulsion is

i Behaviour that involves the use, storage, supply or abuse of alcohol, drugs
or illegal substances on school premises or during a school supervised
event. The behaviour will be reported to the appropriate authorities;

Failing to comply with Fire Regulations;

Repeatedly failing to comply with reasonable requests by teachers or other

personswho are acting on the school 6s

1 Deliberate disruption of lessons through behaviour that is seen to be
unreasonable by staff or by other students;

i Threatening behaviour or the use of language that causes others to be
humiliated or fearful;

i Deliberate destruction of property belonging to a student, staff member or

the school;

Proven theft;

Violent behaviour where a student or any person associated with the school

is physically threatened or hit;

i Continued and deliberate failure to meet academic expectations that are
seen to be reasonable in the opinion of the professional staff of the school;

i Possession of pornographic material at school or during a school controlled
event;

i Use of school electronic equipment to access, display or transmit material
that is considered to be inappropriate;

1 Use of school electronic equipment to transmit messages or images that
threaten any person involved with the school in such a way that it causes
them to be humiliated or fearful;

i Proven disruption of, or unauthorised entry into, school databases or secure
information.

= =4

Should a student breach the expectations the school has of them and fail to
respond to school procedures and expectations, the following will apply:

1. Averbal warning will be issued and parents will be informed.

2. If there is a further occurrence, there will be a written warning and parents,
staff and the student will take part in a discussion to try to identify needs
with a view to resolving the problem. The student is likely to be put on daily
report.

3. Continued failure to meet expectations will be referred to the Head. A
decision will be made in the best interests of all students as to whether the
student is able to remain at the school.

4.  The student may be suspended for several days.

5. In extremely serious cases, they may be expelled from the school.

If a student is suspended or expelled, fees for the period of suspension or for the
remainder of the semester after expulsion cannot be refunded.

The school may levy charges for certain offences; for example, damage to books,
equipment or other school property. The charges will relate to the costs of
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6.3 Dress Code

6.3.1 Dress Code for
Physical Education

6.4 Personal Property

6.5 Smoking

replacement or repairs.

Student clothing should be tidy, clean, in good repair and suitable for the school
day.

We respect the rights of individuals to express themselves in the way that they
dress. However, in an international school it must be realized that certain forms of
dress may be offensive to others in the school. This includes any inappropriate
wording that is shown on clothing.

We therefore ask that students respect this and that parents monitor what their
children are wearing to school. In serious cases, students will be sent home to
change.

Primary School: students must change into clothing that will allow them to
participate freely in the activity.

Middle School: students are expected to wear the school PE uniform, which
comprises the school t-shirt, appropriate track pants, and gym shoes.

The school does not accept responsibility for the loss or damage of personal
property.

i Students should avoid bringing large sums of money to school, or i if
absolutely necessary 1 give cash to a member of staff for safe-keeping.

i Any money brought to school for payments should be handed over to the
appropriate person first thing in the morning.

i To avoid loss of mobile phones or cameras, they should only be brought to
school if absolutely necessary.

i Students who bring laptop computers to school should take good care of
them.

Lockers are available for hire at the Middle School, and students are strongly

encouraged to lock their valuables in their locker during the school day, if
possible.

Smoking is not permitted anywhere on school property for staff, students
(whether or not they have parental permission to smoke), parents or visitors.

Students are not permitted to smoke at break, lunchtime or after school while
they are in the vicinity of the school buildings.

Failure to observe these rules will be regarded as serious and will result in
disciplinary measures.
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Section 7: P a r Respossdilities

7.1 Major
Responsibilities

7.2 Food Provisions
for Students

7.2.1 Healthy Food

7.2.2 Fruit

7.2.3 Middle School
Food

It is the responsibility of the parents to

i Support Skagerak and its community;

i Be positive, so that their children learn to be positive;

i Clarify situations by entering into an open dialogue with staff if there are
concerns or problems;

i Use the appropriate channels of communication and responsibility within the
school;

i Work with the administration and the teachers to achieve the best possible

learning environment;

Abide by the rules and guidelines that we have outlined in this handbook;

Pay fees on time without having to be reminded.

=a =4

Breaks are built into the school day and parents are responsible for ensuring that
their children have access to sufficient food and drink to enable them to have a
snack and a good lunch so that they can concentrate on learning.

The school does not have kitchens or cafeterias and does not provide lunches.

To encourage healthy eating habits and to help children concentrate throughout
the day, please avoid sending sweets, chocolate and unhealthy soft drinks.

Both the Primary and the Middle School receive state support for school fruit.
Fruit supplies are delivered daily and a minimum of one piece of fruit per student
is available.

Two cafés operate near the Middle School, and students are generally free to
purchase food and drinks along with other members of the public. Healthy snacks
and full meals, including hot food, are available.

Students may purchase food at the (former) Bl café but may not eat on the
premises.

At Magasinet, the older students are allowed to eat on the premises; younger
students must make their purchases and bring them back to the school building.
This is subject to the agreement of the owners, and depends on the students
having high standards of behaviour and clearing up all their rubbish.

It is not permitted to bring food from home or elsewhere to eat at Magasinet.

http://www.magasinetcafe.no/

A microwave is available in the school building for students who wish to heat up
food during the day. A water dispenser is available but plastic cups are not
provided. Students should bring their own re-usable bottles.

Apart from Magasinet and the Bl café, students are not allowed to leave the
school to go elsewhere to purchase food at break or lunchtime.
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7.3 Primary School
Traffic

7.4 Sick Children

Please drop children off along Lindgaardsgate. Kjellbergveien is too busy with
through traffic and parking is not permitted.

Parents should avoid unsafe and illegal traffic practices such as u-turns and
leaving engines running in an unattended vehicle. Please also be considerate to
the home-owners who live along Lindgaardsgate and park a little further away, if
necessary, rather than block gateways and garage entrances.

The school is not sufficiently well-staffed to provide care and supervision for a
child or student who is unable to participate in the regular class schedule.

If a child/student becomes unwell while at school, they should inform their
teacher.

i At the Primary School, the office will arrange for the child to be picked up.
Sick children must be taken home.

i At the Middle School, the Principal or Senior Teacher will ensure that
parents have been notified and will then give permission to the student to go
home or to be collected. Students should sign out at reception before
leaving.

i If a child/student is not well enough to participate in PE lessons, they should
provide a note.

- If they are a Primary student, parents should arrange to take them home.
- If they are a Middle School student, they should spend the time at school
doing alternative school work.

In the case of an accident, parents will be contacted and may need to take their
child to a doctor or to the hospital.
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