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1 Introduction from the Headmaster

August 2023

Dear BIS-NY Parents,

Whether a new or existing parent, I hope that you find this handbook to be a useful guide to life
at the British International School of New York. Please keep it as a handy reference tool for your
daily life and interactions with us. Remember though, that this guide is not intended to replace
the human face of the school and that the whole staff- admin team, teachers, divisional heads,
deputy heads and I are available to answer your questions.

One of the undoubted highlights of the past year was the extent to which the wider life of the
school including sports teams, clubs, field trips and community events were able to return to
normal after several disrupted and constrained years. Although mindful that there may be more
covid challenges ahead, we are also excited and more determined than ever to make sure that
the coming year provides the breadth, opportunities and depth of learning and experience we all
want for our students.

In addition, we encourage you to keep an eye out for the weekly newsletters, class
bulletins/websites and social media updates. These aim to provide weekly updates on life in
school and advanced details of upcoming events.

We encourage you to keep an open dialogue with us regarding the school life of your children so
that we are able to make their time at BIS-NY as happy and successful as possible. In my
experience concerns shared openly and quickly can usually be resolved most effectively and
amicably.

Best wishes and I look forward to seeing you in person soon for the new school year,

Jason Morrow

Headmaster



2 Mission Statement and Non Discrimination Statement

BIS-NY is a school that welcomes students and families from around the world. We view
diversity as a great strength and strive to be a community that is accepting and inclusive. We
value and seek to support the identities of every member of our community in an environment
which is open and built around mutual respect. The aims of the school are:

To enable students to be knowledgeable, kind, committed, globally minded and confident.

To provide an exceptional education combining creativity, depth of study and academic rigour
with an inquiry-based approach to learning through the International Baccalaureate, Cambridge
Assessment and the English National Curriculum.

BIS-NY does not discriminate on the basis of race, colour, religion, sex, sexual orientation,
gender identity, national or ethnic origin, age, status as an individual with a disability or other
legally-protected classes.

More than a

school… it's an

education.



3 IB PROGRAMME & CORE VALUES
As an IB World School authorised to teach the Primary Years and Middle Years Programmes, we focus on
the development of the whole child as an inquirer, both in the classroom and in the world outside. The
Learner Profile provides us with a long term vision of education, a set of values that inspire, motivate and
focus the work of pupils, teachers and school administrators in terms of the learning and what is
expected of parents in terms of support for that kind of learning. The IB programme:

 encourages international-mindedness in IB pupils

 encourages a positive attitude to learning by engaging pupils in inquiries and developing
their awareness of the process of learning so that they become lifelong learners

 reflects real life by encouraging learning beyond traditional subjects with meaningful, in-depth
inquiries into real issues

 emphasizes through the learner profile and attitudes the development of the whole pupil –
physically, intellectually, emotionally and ethically.



4 BIS-NY ORGANISATIONAL CHART



Jason Morrow – Headmaster

Michele Glazer – Chief Financial Officer

Sybil Swain – Director of Finance and Human Resources

Albert Mannion – Bookkeeper

Jayson Torres – Facilities Manager

Michael McIver – Facilities Coordinator

Rodrigo Rodriguez – IT Manager

Philip Morrow – IT Coordinator

Sita Singh-Rodriguez – Front Desk & After School Coordinator

Megan Seier – Executive Assistant & Admissions Manager

Rhiannon Rees – Admissions & Partnerships Manager

Maureen Phelps – School Nurse



5 SCHOOL DIVISIONS

Age Year IB Programme Curriculum Co-
ordinator

Divisional Head Classroom Location

3-4 Honey
Bees

Early Years /PYP Jonathan Campbell Annette Ottley Riverview Campus/Building 20

4-5 Bumble
Bees

Early Years /PYP Jonathan Campbell Annette Ottley Riverview Campus/Building 20

5-6 Year 1 Early Years /PYP Jonathan Campbell Annette Ottley Riverview Campus/Building 20

6-7 Year 2 Early Years /PYP Jonathan Campbell Annette Ottley Riverview Campus/Building 20

7-8 Year 3
Primary

Division/PYP
Jonathan Campbell Annette Ottley

Riverview Campus/Building 20

8-9 Year 4 Primary/PYP
Jonathan Campbell Annette Ottley

Riverview Campus/Building 20

9-10 Year 5 Primary/PYP Jonathan Campbell Oliver Goldstein Riverview Campus/Building 20

10-11 Year 6 Primary/PYP Jonathan Campbell Oliver Goldstein Riverview Campus/Building 20

11-12 Year 7
Middle School

/MYP Ann Marie Hourigan Oliver Goldstein Gardenview Campus/Building 35

12-13 Year 8
Middle School

/MYP Ann Marie Hourigan Oliver Goldstein Gardenview Campus/Building 35

13-14 Year 9
Middle

School/MYP
Ann Marie Hourigan Oliver Goldstein Building 15

14-15 Year 10 Upper School Paul Davies David McWilliams The Hub, Building 20

15-16 Year 11 Upper School Paul Davies David McWilliams The Hub, Building 20

16-17 Year 12 Upper School Paul Davies David McWilliams The Hive, Building 20

17-18 Year 13 Upper School Paul Davies David McWilliams Building 10



6 EXPECTATIONS

6.1 Expectations for Pupils

An effective and safe school develops and consistently enforces school wide rules that are clear,
broad based and fair. Using the Learner Profile attributes as the basis of its core values, BIS-NY
implements a school-wide behaviour code that establishes high expectations and provides
support for socially appropriate behaviour. The school understands the advantages of
encouraging constructive, positive independent behaviour rather than the negative attitude
implied in a long list of prohibitions. Nevertheless, we must distinguish some boundaries to create
a learning environment suitable for all. The entire school community makes a commitment to
behaving responsibly. School-wide agreements are communicated clearly to all parties and, most
importantly, everyone follows them consistently.

Responsibilities for each pupil include coming to school in the correct uniform ready for the day,
arriving at class prepared and conducting oneself appropriately. Courtesy and respect is expected
at all times. This includes:

 Respecting yourself, others, their rights and property

 Communicating in a respectful manner avoiding foul language, teasing or provoking others

 Accepting responsibility for one’s own words, actions and behaviour

 Expressing anger or frustration in a non-physical way

 Working hard and being considerate of others in the classroom and the playground;
refraining from any behaviour that disrupts the learning of others in the classroom

 Acting with honesty and integrity at all times

6.2 Expectations for Parents

The school is a community of pupils, parents, academic and administrative staff. At the centre of
this community lies the best interests of the pupils; both individually and collectively. Parents play
a crucial role in the education of their children and the school expects that parents:

 Become familiar with and support the school’s mission, policies, guidelines and channels
of communication

 Read all materials sent home via backpack, email and weekly newsletter; attend
parent-teacher conferences, concerts and other events

 Support the articulated values of the school, cooperate with the school in any matters of
discipline or academic impediment and deal promptly with any situations that may arise

 Keep in close communication with the school about your child’s physical and emotional
health, allergies or any prescribed medications, inform the school about changes in the
home environment – birth of a sibling, separation, death of a family member or close
friend or other conditions which may have an impact on your child’s wellbeing



 Provide a quiet place of study at home and encourage your child to be responsible for his
or her work. Pupils need to know that their parents understand and value the need for
homework; that their parents will help them when necessary to see that it is done and
done well; that reasonable time is set aside for its completion and that other, more
entertaining or pleasurable activities hold a clear second place to fulfilling the
responsibilities of the child to school

 Be respectful in all interactions with school personnel, as they will be in return

 Follow the proper chain of command with regards to any concerns/complaints

 Seek information directly from the school when a situation seems problematic in any
fashion, avoiding discussions with other parents that are based on partial information,
gossip or rumour

 Make timely payments of all fees due

The school enrols the pupils’ families, not just the individual pupils, and believes that a positive
working relationship between the school and the family is essential.

Therefore, The British International School of New York reserves the right to cancel the
enrolment contract or to not offer re-enrolment if the school concludes that the actions of a
parent or guardian make a constructive relationship impossible or interfere with the school’s
accomplishment of its educational purposes.



7 GENERAL SCHOOL INFORMATION

7.1 Logistics

Arrival

The academic day begins promptly at 8:45am.
Arrival and Dismissal 2022

Below are the locations and times for arrival and dismissal for each year group:

Year Group Location to enter and exit

Upper Hub & Extension - arrival direct from Plaza from

Arrival: from 8:15

Dismissal: 3:45

Year 9 Music Room, Oxford & MIT (Building 15) - arrival direct from Plaza

Arrival: from 8:15

Dismissal: 3:45

Year 8 Building 35 - arrival direct from Plaza

Arrival: from 8:15

Dismissal: 3:45

Year 7 Building 35 - arrival direct from Plaza

Arrival: from 8:15

Dismissal: 3:45

Year 6 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:30

Year 5 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:30

Year 4 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:30

Year 3 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:30

Year 2 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:25

Year 1 Arrival: Front Desk between 8:15 and 8:40

Dismissal: Lower Playground at 3:25

Reception / Bumble Bees Arrival: Lower Playground between 8:15 and 8:40

Dismissal: Lower Playground at 3:20

Nursery / Honey Bees Arrival: Lower Playground between 8:15 and 8:40

Dismissal: Lower Playground at 3:20



No child may be dropped off before 8:15am. Drop offs are curb side where your child will be met
by the Headmaster and guided to the appropriate entrance by a member of the Leadership Team.

PLEASE NOTE THERE IS NO PARKING ON THE DRIVEWAY. If you wish to escort your child into
school you should park in the Waterside garage. There is a $25 non-refundable fee to obtain an
access card to the garage. BIS-NY parents get 30 minutes free parking if they are enrolled in the
debit card program. After 30 minutes the charge is $15.00 for up to 1 hour. If you have questions
please contact Wanda Pagan at the parking garage at (212) 340-4248. Any child arriving late must
sign in at the Front Desk. Children arriving late for PVC will be escorted to the classroom by a staff
member. Children who arrive late by bus should enter through the school’s main entrance where
staff will ensure that they are safely taken to their class.

See below for inclement weather arrival and dismissal arrangements.

Dismissal

Middle and Upper School Students – Year 7 to Year 13 on dismissal proceed to take public
transport or the school bus or follow the arrangement that has been mutually agreed upon by
each parent and student.

We appreciate timely pick up at the times mentioned above to ensure a smooth dismissal process
for all students.

Children taking the bus will make their way to the Front Desk where they will be grouped by bus
and escorted to their bus under supervision. Early Years children will be escorted to the bus by a
Teaching Assistant.

NOTE: If you will be late in picking up your child or there is a change in plans please be sure to
notify school no later than 1:00pm. Children whose parents are late for pickup will be taken to
after school care at 3:40pm. Charges are $22 per hour after 10 minutes.

Parents are required to inform the school in writing of any change of person authorised to pick up
their child. New caregivers (i.e. nannies, babysitters, grandparents) will be required to show
identification before being allowed to pick up a child unless we are familiar with them already.



Bus Transportation

Please contact the Front Desk at frontdesk@bis-ny.org for more information about public or private
transportation.

Public DOE Transportation

The school participates in a transportation program administered by the New York City
Department of Education Office of Pupil Transportation. This service is free of charge to residents
of Manhattan who meet the eligibility requirements. Please check our website at www.bis- ny.org
for the district map. Free bus transportation is only available for children in Kindergarten (Year 1)
age 5 to Year 7. The DOE transportation office decides the route and pick-up time to ensure the
child’s arrival at School by 8:30am. We have many pupils who utilise the public school buses and
families are encouraged to consider this option if you are eligible. This service is free of charge to
residents of Manhattan who meet the eligibility requirements.

If you reside in Manhattan and your child is enrolled in Years 1 through 13, s/he may be eligible
for a full fare metro card. Eligibility is based upon your child’s age as well as your distance from
the school. Please refer to: DOE Transportation Website for eligibility requirements. Please note
that pupils must be at least 5 years of age to be eligible for this service.

For those pupils already signed up for the DOE Yellow Bus service you will automatically be
re-enrolled for next year; however, your pickup and drop off times may vary based on any
changes made to the route to accommodate newly enrolled pupils. Once the routes are set in late
August we will contact you to confirm your pickup and drop off times. If you child’s eligibility
changes you will be notified over the summer.

Instead of the Yellow Bus service, pupils can opt for a free metro card to use on public buses and
subways. The cards are valid during weekdays when school is in session between the hours of
5:30am and 8:30pm. You may apply for either the DOE Yellow Bus or a metrocard, but not both.

For further information regarding enrolment, bus stops, schedules and metro cards, please
contact the Front Desk at frontdesk@bis-ny.org or call (212) 481-2700. If you are interested in
these services, please be sure to let us know as soon as possible so that we have ample time to
coordinate with the DOE to organise the routes prior to the first day of school or check our
website at www.bis- ny.org/info/transportation.

mailto:frontdesk@bis-ny.org
http://www.bis-ny.org/
http://www.bis-ny.org/
http://www.optnyc.org/ServicesAndEligibility/getransportation.htm#halffare
mailto:frontdesk@bis-ny.org
http://www.bis-ny.org/info/transportation
http://www.bis-ny.org/info/transportation


Bus Behaviour

Children riding the bus are expected at ALL TIMES to show respect to the driver and others
riding the bus. This is paramount for the safety of ALL. The children are expected to adhere to
the same code of conduct that is expected when at school.

Children who are found to be engaging in
● talking to the bus driver while driving
● inappropriately using windows
● standing up or using seat belts inappropriately
● yelling or using an extremely loud voice
● initiating negative games
● name calling
● taking items from others
● defying instructions from the driver

will be spoken to by the relevant Divisional Head and an email will be sent to inform parents.

Complaints about drivers and routes should be directed to the school.

Arrival or Pick-up by Car

For safety reasons, there are some important rules for parents who drive their children to and
from school. Please note that there is no parking on the driveway as this is an unloading area
for school buses & an emergency access route. If you plan to pick up your child in a private car
you will need to register your vehicle with the Waterside parking garage and come collect your
child from the appropriate location. There is a registration fee of $10. The garage will provide 30
minutes courtesy parking at no charge, after which the fee is $13.00 for the first hour. If you are
arriving by taxi or car service you will be able to enter the driveway to drop your child off curbside
with a staff member who will escort them into school. No child may be dropped off before 8:15
am. If you plan to pick your child up instead of using the bus, please notify the school no later
than 1:00 pm. Calls at the end of the school day are very difficult to handle; please email the
Front Desk at frontdesk@bis-ny.org.

After School Care

Where possible, parents should communicate to the school by 1:00pm if there's a change in their
child’s dismissal plan. Please notify if your child usually attends the late club but will not on that
day. Please also notify if your child is normally not in after school care, but will be attending on
that day. The charge for the late club is $22 per hour.

Pupils who have not been picked up by 3:40pm will go to after-school care. Parents will be
charged for these services after 10 minutes.

mailto:frontdesk@bis-ny.org


Attendance

Regular attendance and a regular schedule are essential to success in school. Therefore we expect
pupils to be in attendance every day that school is in session. All late arrivals and absences are
tracked and will be included in school records.

During the school day the school is responsible for the supervision and security of all pupils. For
this reason registration/attendance is taken at the beginning of each morning and afternoon
sessions and at the beginning of every lesson in Years 7 and up. Pupils are not allowed to leave
the school without confirmed written authorization from their parent or guardian. The school
publishes vacation times and expects parents to respect these times.

Absences

The only acceptable reasons for absence are religious holidays, illness and emergencies. In the
case of illness, parents must call or advise the school no later than 8:40am. All absences should
be communicated to the class teacher, the school nurse (m.phelps@bis-ny.org) and the front desk
(frontdesk@bis-ny.org and nurse@bis-ny.org). If a pupil is absent without notification the school
receptionist will call the parent. Pupils who are out due to illness will be required to submit a
doctor’s note to the nurse upon return to school after three consecutive days of absence. If a
child has any restrictions, a note stating the restrictions and the length of the restriction should
be submitted to their teacher (e.g., a child with a sprained wrist cannot participate in physical
activity for two weeks).

Unexcused Absences

Family vacations should be scheduled around the school calendar. It is not the school’s policy to
provide for work missed due to non-illness related absences. Absences due to extensions of
vacation periods create difficulties for the classroom teacher and child and undermine the
integrity of the school as a whole. The school has provided vacations of normal or greater length
so that no one should need to extend their vacations beyond the designated time. Written
requests for all absences must be provided to the Headmaster in advance.

Unexplained absence can be a cause for concern and can lead to contractual complications.
Parents are expected to be proactive in their communication.

mailto:frontdesk@bis-ny.org
mailto:nurse@bis-ny.org


Late Arrivals/Early Dismissals

Occasionally children have to arrive late or leave early. These departures from our schedule are
difficult for the individual pupil, the classroom teacher and other pupils. The beginning and end of
the day are critical times in our classrooms. A pupil who arrives late often misses a discussion of
the day to come and one who leaves early may miss important homework or other school
information. Please discuss any planned late arrivals or early departures ahead of time with the
Teacher. For security purposes, parents must sign their children in/out at the Front Desk.
Parents are not permitted to bring their children directly to class while school is in session. All
pupils should be dropped off at the main entrance Front Desk where they will be signed in and
escorted to class by a staff member.

After School Activities

This program is intended to provide children with an opportunity to learn something new or
extend particular skills beyond the levels gained through the normal school curriculum. Of equal
importance is the opportunity given to children to enjoy social contact with their peers. In a
society where many of our children live in apartment blocks, the value of this social contact
cannot be emphasised enough.

These are voluntary activities for the children and therefore must be considered as additional,
and not supplementary, to those offered during the school day. We do not recommend that
Reception aged children participate in more than two after school activities per week in their first
term of school. After school activities are offered each term for an additional fee. For more
information please see our website (www.bis-ny.org). Parents are responsible for notifying the
front desk at frontdesk@bis-ny.org and the child’s teacher if their child is enrolled in a club but
will not be attending.

Play Dates

Our pupils come from all over the New York metropolitan area. For those who use NYC DOE
public bus service, there are regulations about transporting non-registered children on the bus. If
you are planning a play date please arrange your own transportation. A note must be sent in and
given to the teacher that morning by both sets of parents. Children will not be allowed to
arrange playdates at the last moment. If parents have made arrangements during the school
day, they must call the school so the teacher and child can be notified.

If a large number of students are being picked up, parents must ensure that adequate supervision
is arranged.

http://www.bis-ny.org/
mailto:frontdesk@bis-ny.org


7.2 Home-School Communication

Contacting Teachers

In an effort to be more environmentally conscious the school encourages electronic forms of
communications. Email is the preferred form and will facilitate a two way communication
between teachers and parents. Teachers aim to acknowledge receipt of emails within 24 hours.

If you need to contact your child’s teacher during the school day, please call the main desk and
leave a message for them. They will contact you as soon as they are available to do so. Please be
mindful that if you approach your child’s teacher at the start or end of the day they will not be
able to discuss personal matters with you at those times. You may contact your child’s teacher to
request a meeting before or after school if you have any issues to discuss with them.

NOTE: Personal mobile and home numbers for BIS-NY employees are not available for our
parents and text messaging is not the preferred method of communication between parents
and teachers.

Concerns/Complaints

Parents who have questions or concerns about their child’s academic or behavioural performance
should first contact the child’s teacher via email. If the situation is not resolved, the parent should
contact the relevant Assistant or Divisional Head.

Divisional Heads

Annette Ottley (Lower) Bees – Year 4 a.ottley@bis-ny.org

Oliver Goldstein (Middle) Year 5 – 9 o.goldstein@bis-ny.org

David McWilliams (Upper) Year 10 - 13 d.mcwilliams@bis-ny.org

The Divisional Heads are primarily responsible for the progress, attainment and overall well
being of students in their Division.

Parents should only contact the Deputy Heads/Headmaster once they have attempted to
resolve the matter through the appropriate channels. This approach will facilitate prompt
feedback and follow-through.

mailto:a.ottley@bis-ny.org
mailto:o.goldstein@bis-ny.org
mailto:d.mcwilliams@bis-ny.org


If the situation is still not resolved after these attempts, you may schedule an appointment to meet
with the Headmaster. Please note the Headmaster and Deputy Heads hold meetings by
appointment only. To make an appointment with the Headmaster please contact the office at
headpa@bis-ny.org stating the reason for the meeting request. To make an appointment with the
Deputy Head please contact a.gibson@bis-ny.org for curriculum matters or w.blades@bis-ny.org for
pastoral matters. A full explanation of the complaints policy can be found towards the end of this
handbook.

Contacting the Headmaster

As noted above, most parent concerns should be handled by the class teacher and/or the
relevant Divisional or Deputy Head. Appointments to see the Headmaster can be made through
the Headmaster’s Assistant. (headspa@bis-ny.org).

Contacting Pupils During the School Day

Please call the Front Desk and leave a message for your child. Only if the call is urgent will we
remove your child from class to take a call while class is in session. You may also email the Front
Desk frontdesk@bis-ny.org. Do not email class teachers directly as they may not be at their
computers during the school day.

Reporting and Conference Schedule – Bees– Year 6

1st Term
Parent-Teacher Conferences –November 20-21, 2023
PYP Interim Reports – Mid October

2nd Term
Reports – Early February
Optional Parent Conferences – February, after reports
Student Led Conferences – Late March 2024

3rd Term

Reports - Last week of school

Reporting and Conference Schedule – MYP & Upper

Semester One
Years 11 and up Conferences - First week of November, 2023
MYP Interim Report – Mid October
Years 7 to 10 Parent/Teacher Conferences - November 20-21, 2023
MYP & Upper Semester One Full Report

Years 9 - December 15, 2023

Year 7, 8, 10, 12, &13– January 22, 2024
Year 11 and 13 - Early February

Semester Two
MYP & Upper Interim Report – last week of March

MYP & Upper Full Report – last week of School

mailto:headpa@bis-ny.org
mailto:a.gibson@bis-ny.org
mailto:w.blades@bis-ny.org
mailto:a.gibson@bis-ny.org
mailto:frontdesk@bis-ny.org


Reporting at BIS-NY

At BIS-NY assessment identifies what pupils know and can do at different stages in the learning
process. Pupils and teachers are actively engaged in assessing progress as part of the
development of wider critical thinking and self-assessment skills.

Written reports and conferences are part of the reporting system at BIS-NY to share information
between teachers, pupils and parents. For PYP students there will be two written reports, one in
February and one at the end of the year in June. In addition, there will be one Interim Report in
November. This report will give information about how students have settled into the new year
and is intended to be a discussion starter for Parent-Teacher Conferences happening the following
week.

The reports are very detailed and may be self-explanatory. However, optional Teacher
Conferences are offered to parents following the first report should there be any need for
clarifications or concerns that need to be discussed.

For MYP & Upper students there will be two end of semester reports, one in January and one at
the end of the year in June. In addition, mid semester reports will be released in November and
March.

Parent Conferences

Conferences at BIS-NY during the year will take two different formats.

Parent- Teacher Conferences

Are designed to give parents information

● about how the child has settled in class

● his/her attitude to work and learning in general

● preparedness for the year level

● organisational skills

● self-management skills

● areas of strength

● areas for development

The conferences are an opportunity for parents

● to share with teachers their observations of the child at home

● any concerns

● areas where they may need support/advice

● any issues at home that may impact the learning at school
Student Led Conferences

This is an opportunity for

● pupils to self-evaluate, reflect, set goals and monitor their learning

● pupils to demonstrate their skills in a supportive environment



● parents to sit with the child and his/her teacher to review what s/he is proud of
or is continuing to find a challenge

● all involved to establish communication

● the pupil to take responsibility for what s/he is doing

● for all to celebrate the learning

These conferences fit with the IB framework and help develop qualities of the learner profile.
Depending on the age level, this type of conference can be pupil led or pupil involved. There is
always an opportunity at the end of the conference to speak to the teacher if needed.

In addition, an optional Teacher Conference is offered to parents following both sets of written
reports should there be any need for clarifications or concerns that need to be discussed.
Parents should reach out to teachers or mentors with any concerns about student progress,
performance, well-being, or attainment. You do not have to wait for the formal parent
conferences.

Weekly Newsletter, School Calendar and Website

The school newsletter is emailed to parents every Friday afternoon. Please be sure to read this
important document each week so that you are up to date with the latest information from the
school. If you do not receive a weekly newsletter via email, please let the Front Desk know. The
calendar is downloadable on the school’s website. Please ensure email contact details are
updated as needed by advising the Front Desk at frontdesk@bis-ny.org.

Health

Nurse’s Office

Nurse Maureen’s office is located at the Riverview Campus on the 3rd floor. The extension is 217
and the email address is nurse@bis-ny.org or m.phelps@bis-ny.org.

Physical Exams

The New York City Department of Health requires all new pupils to have a comprehensive physical
exam by a New York State licensed physician. All returning students in all year levels must submit
an updated medical form yearly. The examination form and list of vaccination requirements are in
the admission packet and on the school website. New families relocating to New York from
abroad are granted a grace period of 10 working days to allow for the appropriate medical
appointments to be arranged. The examination forms are due by September 6th. The school is
not permitted by NY State Law to allow pupils to attend school without these completed forms.
No student will be able to participate on a sports team without an updated medical form. Please
bring your child's immunization records to the medical appointment.

mailto:frontdesk@bis-ny.org
mailto:nurse@bis-ny.org
mailto:m.phelps@bis-ny.org


Medication

Our Health Care Plan allows the school Nurse to administer emergency medications such as
Epipens or asthma inhalers. A separate medication administration form needs to be completed by
a New York State licensed physician. The school Nurse will not accept medication until the form
is received and reviewed. The medication must be in the original container with the child’s name.
Two Epipens should be given to the Nurse - one for her office and one for the student or teacher
to carry depending on the child's year group. Students in Year 1 and above will be given a bum
bag or Epipen belt to carry their Epipen.

Students with diabetes must submit a new diabetic plan with doctor’s orders every school year.
All necessary diabetic items must be labelled and given to the school nurse on the first day of
school.

Policy on Food Allergies

Pupils with food allergies may bring their own packed lunch and snack. Please discuss these
allergies with the school Nurse. Any pupil with a medical condition requiring a packed lunch
MUST have a doctor’s note on file in the Nurse’s office

The school has established a food allergy policy to ensure the health and wellbeing of all pupils.
The foods most likely to cause allergic reactions are peanuts, tree nuts, dairy products, eggs, soy,
wheat, fish and shellfish. While most food allergies produce symptoms that are uncomfortable,
for some people, allergic reactions are life-threatening.

This policy focuses particular attention on peanuts because they present a special problem: They
are the most common culprit in severe food allergies and they are an oily substance. Peanut oil
residue is easily spread from hand to hand and around kitchen surfaces and lunch tables.

This policy is designed to prevent severe allergic reactions, to prepare faculty and staff to deal
with allergy emergencies and to minimise anxiety on the part of all pupils, faculty and staff
around the issue of food allergies. Specific measures include -

● No peanut butter or peanut products are served in the cafeteria.
● No snacks containing peanuts are used.
● Parents are instructed not to send food items containing peanut butter, peanuts or peanut

oil to the school.
● Hand washing before and after meals and snacks is part of the daily routine.

● Tables will be washed with soap and water after snacks and meals. This is the teachers'
responsibility in classrooms where food is eaten; kitchen staff handles this task in the
cafeteria.

● Parents of children with life-threatening allergies must provide the school with a written
medical treatment protocol for their child and/or a school district Section 504 plan,
along with two sets of emergency medication: one to be kept in the Nurse’s office, the
other for the child to carry or their teacher.

● The school Nurse will educate faculty and staff at the beginning of each semester about
the recognition and emergency treatment of severe food allergies.

● The school Nurse coordinates the overall allergy prevention and treatment program.



This food allergy policy does not guarantee that a pupil will never experience an allergy-related
event at school. We believe, however, that these measures significantly decrease the risk to
allergic children and that they reflect the strong value that our school places on respect for
individual differences.



Medical Exclusions

Children will be excluded from school for fever, diarrhea (definition is more than 1 loose stool),
vomiting (if determined not to be car sickness), severe productive cough, difficult or rapid
breathing, yellowish skin or eyes, pinkeye with drainage, unusual spots or rash, sore throat with
fever or pustules, infected skin patches and severe headaches with stiff neck. Children with any
communicable diseases will be excluded (chickenpox, measles etc.). If a child is excluded, they
should remain out of school for 24 hours from the last sign/symptom. If they are prescribed
antibiotics, they should have 24 hours of antibiotics prior to returning. If a child is seen by a
physician for a medical problem the doctor needs to write a note that includes diagnosis,
treatment, limitations and when the child can return to school. (Examples: rashes, pinworm or
ringworm, strep throat, fractures or sprains). If you have any questions/concerns, please stop by
the Nurse’s office.

Illness at school

Students who become ill at school will be evaluated by the school nurse. Parents will be notified if
the nurse determines that the student should go home. Students should not be emailing or
calling their parents requesting to go home. If the nurse determines a MYP or Upper student
needs to go home, she will decide if it's safe for the student that has self dismissal to go home
alone. If the nurse feels it is unsafe, a parent or guardian must collect the student.

Lice Policy

Head lice are most commonly found in children 3-12 years old. Head lice do not pose a health
hazard, transmit disease or serve as a sign of poor hygiene or neglect. Head lice can be
transmitted by direct head to head contact.

Licenders will not perform lice checks this year. Please watch this video for information on how to
routinely check your child’s head for nits/lice.

Child Protection

New York State Social Services Law identifies all school employees as mandatory reporters of
suspected child abuse. The Law requires mandated reporters to directly report instances of
suspected child abuse to the Central Register and inform the person in charge of the school.

The Law prohibits the school from retaliation against an employee for making a referral and from
imposing any conditions, including approval or prior notification, upon an employee specifically
required by Social Services to make direct reports. Reports will be made to the Child Abuse
Hotline if the employee (1) has reasonable cause to suspect a child is the victim of abuse or
maltreatment by

https://www.youtube.com/watch?v=9S1lrliT9w0


someone in parental relation to the child or (2) they witness or receive allegations of child abuse
or maltreatment by an employee or volunteer in an educational setting.

All teachers have undergone New York Department of Education training relating to the
prevention and identification of child protection. All employees have undergone national and
local criminal background checks prior to being hired by the school. The Headmaster is the Child
Protection Officer and parents, pupils and faculty should feel free to discuss any concern without
fear of reprimand. The school’s full Child Protection Policy can be found on the website.



7.3 Security

The school is committed to safety and security and has a designated Crisis Team who is led by the
Headmaster as Incident Commander. The school has implemented a comprehensive safety and
security program to ensure the safety of all pupils, faculty, staff and the school facilities.

With our staff, Waterside Plaza Security personnel monitor arrival and dismissals to ensure an
orderly and safe departure of the pupil population. A security communication system including
two-way radios ensures rapid sharing of information between administrators and the faculty.

Security System

To ensure the physical security of the school, a modern security system, including video
monitoring system, is in place, providing a visual view of all exits and entrances. Security
inspections of the building are conducted periodically to ensure the safety of the school
population. Each building also has an alarm system including an entry buzzer to allow entry only
to authorized personnel. The security system requires access cards for entry through all
secondary doors. Access cards are issued to all employees and MYP students and are monitored
by our ICT department.

Waterside Security

Waterside Plaza has security staff stationed in the driveway outside the main school entrance
during arrival and dismissal times and also stationed during the school day throughout the Plaza
level.

Visitors

An access control policy has been established requiring all visitors to be properly identified at the
Front Desk. Visitor identification will be issued to contractors, vendors, parents and other visitors.
All visitors, including parents and guardians, will be required to sign in and out of the buildings in
the visitors’ log. All vendors and contractors are required to submit a photo ID that is photocopied
and held at the Front Desk prior to entering the building. Visitors who have not gone through a
complete safeguarding clearance check are not permitted to be alone with children at any time.



7.4 Emergencies

Emergency Plan

The school is committed to the safety and wellbeing of your children. The school has developed
an Emergency Plan in consultation with local emergency response agencies. It includes detailed
procedures to follow for fire, severe weather conditions and natural disasters, as well as other
possible emergencies on or near our campus.

A manual has been developed to aid in the implementation of our emergency procedures. For
security purposes, we do not circulate this manual. Parents are welcome to come to the Business
Office and view the manual on-site. The school has a Crisis Team that meets regularly to discuss
and review our emergency plans and practices.

In the event that there is a crisis that makes it impossible for some parents to travel to the school
to pick up their children, we will utilise the pupil emergency form you filled out at the beginning
of the school year, listing a neighbour or nearby relative who can assume temporary responsibility
for your child. (Please confirm all of your arrangements with the designated parties you listed on
the emergency form.)

We also have parents and staff in the vicinity who will take in your children as necessary, and we
can also house pupils at the school. The school has a Shelter in Place plan and supplies in the
event of an emergency that would require an extended stay beyond normal school hours. Please
be assured your child will be well taken care of.

Evacuation Plan

In the event of an emergency requiring evacuation of any one of our campus buildings, pupils
would first be moved to a different building. If the threat required us to evacuate the entire
school from Waterside Plaza, we have identified two evacuation sites as follows:

Primary Evacuation Site (A on map below)

Hunter College Brookdale

Facility 425 East 25th Street

(212) 481-4308

Secondary Evacuation Site (B on map below)

Asser Levy Recreation Center

23rd Street at FDR Drive (212) 447-2020



In the event of an evacuation, all Pupils will be escorted across the FDR Drive footbridge to either
the primary or secondary location, as necessary. Please note that pupils in Years 4 and up
regularly travel the same route for their break times so they are familiar with this location and
route. The school maintains a ‘go-bag’ at the Front Desk containing pupil contact and medical
information. Parents would be notified via our emergency communications system (noted below)
and instructions would be provided as to whether you should come to pick up your children at
that time. Staff will remain at the evacuation site until all children are collected by their parent
and/or guardian.

In the event of an emergency in Manhattan, the school may evacuate to “The Water Club” (just
North of the school alongside the River) or The United Nations International School (directly next
door to BIS- NY)

Emergency Communications

Circumstances such as snow, ice or other emergency conditions may make it necessary to delay or
cancel school. In addition there may be other emergencies that arise which would make it
impossible to open school, such as loss of electricity, heat or water. Notices of school closings will
be broadcast by 6:00am via a recorded message delivered to family phone numbers and by text.
The school uses an automated calling system that will deliver a pre-recorded message to all the
phone numbers you have listed with the school. This system will leave a message on your
voicemail or answering machine and will redial in the event of no answer or a busy signal. The
school’s name will appear on your caller ID.



Always be sure that the school has your most current emergency contact telephone numbers on file.
Please contact the Front Desk at frontdesk@bis-ny.org with any changes.

School Closings and Pupil Dismissal

In the event school must close in the middle of the day due to an emergency, the school will send an
automated telephone message notifying parents of the situation and provide dismissal information.

7.5 School Fees

See attached Tuition and Fees schedule

8.1 Lost and Found

Please label all uniforms, outerwear and personal belongings. There is a lost and found located in
the Lobby (a red bench box). Please check it regularly and encourage your child to do the same.
Any items left behind at the end of each term will be donated to charity.

8.2 Personal Property

Pupils are expected to respect the property of others. They should not touch, move or deface in
any way books, bags or other property belonging to another pupil, a teacher or the school.

Pupils may not use cell phones, iPODS, tablets, video games, personal laptops (except for Upper
students) or other expensive or unnecessary electronic equipment of any kind on campus. Such
devices interfere with the learning environment of school and limit positive social interactions.
Inappropriate use of any of the above items will result in their confiscation. They will be returned
to parents/guardians, but not directly to pupils.

While the school will do all it can to ensure personal property is respected and secured, it is not
responsible for lost items. Therefore pupils are advised not to bring large amounts of money or
valuable items to school. If a pupil needs to bring a particularly valuable object to school as part
of a school project, please notify the appropriate Divisional Coordinator so that arrangements can
be made to ensure the safety of valuable items.

8.3 Cell Phone Use

Cell phone use is prohibited during school hours. Pupils who bring a cell phone to school must
keep it turned off and in bags or lockers during school hours.

8.4 House System

Upon arrival at The British International School of New York your child will be placed in one of the
three houses: Glennie, Shakespeare or King. Throughout the course of the year the school runs a
variety of inter-house competitions and events. All of the competitions earn points toward the
end of year totals and the winning House is announced at the end of the school year.

mailto:frontdesk@bis-ny.org
https://drive.google.com/file/d/1IHgipbyQof7jrTHqY4XKBwEm5RGyYT8K/view?usp=sharing


8.5 Uniforms

The school uniform is designed to give our pupils a clean and smart dress code that allows the
children to focus on their learning while being comfortable. Uniform is compulsory and must be
worn at all times in school. All uniform items must be clearly marked with the child's first and last
name. Shoes should be plain black on school days and suitable sports trainers on PE & Games
days.

Our Uniform Guide can be found on the school’s website here.

https://www.bis-ny.org/info/uniform-at-bis-ny






8.6 Uniform Purchases

The BIS-NY uniform is available through Land’s End. Create an account with Land’s End HERE and indicate
school as The British International School of New York or search school number 900118894.

https://www.landsend.com/


8.7 Athletics

Physical Education
All Nursery to Year 2 students have two PE lessons on-site at BIS-NY weekly and also an additional weekly
swim lesson at the Waterside Plaza Health Club.

In Years 3 to 8, students have two extended PE lessons per week, using a variety of locations depending on
the time of year, including East River Park track and field facilities, Asphalt Green gymnasium and
swimming pool, as well as Basketball City.

Year 9 students will have two extended PE lessons off site throughout the year. One lesson will rotate
seasonally between indoor gymnasiums at Asphalt Green and/or Basketball City, and outdoor locations in
East River Park. The other lesson will be one that provides some choice for students as they will select from
offered activities at the UES Asphalt Green location. Available choices include spinning, yoga, HIIT classes,
introduction to weight training for teens, and swimming. Each of these classes will have a BISNY staff
member present as well as a certified instructor employed by Asphalt Green.

Year 10 and 11 students will have one off site PE lesson per week, following the same optional approach to
a selection of activities at UES Asphalt Green, as described above for Year 9. Year 11 students who are also
IGCSE PE students, will have further opportunities to work specifically on their practical coursework in
additional specific tailored blocks during the week.

Students in Years 12 and 13 will have access to a free membership at the Waterside Plaza Health Club,
which can be used independently during the school day outside of their regularly scheduled lessons.
Waterside Plaza Health Club provides students with a full introduction to the appropriate and safe use of
available equipment, and staff are readily available for any assistance that may be needed during a visit.

The culmination of PE and Games is an end of year Sports Day taking place at the running track in East
River Park. All students take part in Sports Day at different times of the day, with Nursey-Year 9 students
active in age appropriate House competitions, and Upper School students acting as Sports Leaders assisting
students from the Early Years and PYP in their events. Nursery to Year 2 parents are invited for the last
swimming lesson of the year for a Swim Showcase event. Parents are encouraged to attend these sporting
celebrations. Details of these events will be sent out nearer to the specific dates.



In addition to the PE curriculum during the school day, the school also offers a variety of sports teams
available to students in Years 7-9, competing in the American International Private School League (AIPSL),
including soccer, basketball, tennis, cross-country, girls volleyball, and track & field. Some age restrictions
apply and are communicated by the Head of PE closer to the onset of respective seasons. Questions
related to competitive sports at BIS-NY should be directed to the Head of PE, Thomas Hunt, at
t.hunt@bis-ny.org

On scheduled PE days, students should wear their school PE kit to school. Details of the PE kit, including
swim wear, can be found in the uniform section of the Parent Handbook and should be strictly adhered to.
In warmer weather students are expected to wear sunscreen and advised to bring a cap and water bottle
to outdoor activities. If a student is unable to take part in any of their PE lessons, a suitable letter of
explanation is required either on the day of the lesson or prior to it. For an extended exclusion from PE, a
doctor’s note is required.

8.8 Swimming Lessons

All Nursery to Year 4 students will have weekly swim lessons at the Waterside Plaza Health Club. BISNY PE
staff and WSI American Red Cross certified instructors from Waterside Plaza Health Club lead instruction of
these lessons. Students in Years 5-8 will have weekly swimming lessons during the months of January-April
at the aquatic centre at Asphalt Green. BISNY PE staff and WSI American Red Cross certified instructors
from Asphalt Green lead instruction of these lessons. Year 9 students will have swimming instruction at
Asphalt Green as one of their optional PE activities. It is essential that all pupils abide by the following
Swimming Pool Safety Rules:
● No student may enter the pool area unless a member of staff is present.
● No Running.
● Diving is only allowed if instructed to by the Pool staff.
● Students may only enter the pool if instructed to, or permission given by a Pool staff member.
● No jewellery or watches should be worn in the pool.

On swimming days, students should bring their kit (House colour swim cap, goggles, school
swimsuit/shorts and flip flops or crocs) in their swimming bag provided by the school. For Nursery to Year
4, changing rooms in Plaza View Campus will be used under supervision of BIS-NY staff. For Years 5-9,
changing rooms at Asphalt Green will be used, with any valuable possessions being handed to the BIS-NY
staff member present and not left unattended in the changing room.



8.9 Class Trips

The wide range of cultural and artistic offerings of New York City supports our curriculum in rich
and meaningful ways. Field trips develop and extend our pupils' understanding across a range of
curriculum areas. We also believe that this enhances cultural awareness and their awareness of
how the outside world is connected to their learning in school. All field trips are included in
tuition fees with the exception of certain “opt-in,” recreational trips and MYP trips, which have a
set fee.

All families are required to sign a waiver on TADS at the beginning of the school year that gives
the school permission to take the pupils out of school premises for educational trips during the
school day. Written communication with information about specific field trips is sent by
class/specialists teachers prior to the trip.

8.10 MYP EXCURSION PROGRAMME

Excursions play an important part in the lives of our Middle School students. Our curriculum is
greatly enriched by supporting unique learning experiences whilst engaging and challenging
students as they explore areas of personal curiosity and interest and interact with each other and
adult facilitators.

BIS-NY’s excursions provide an opportunity to develop and enhance a student’s socialisation and
citizenship skills. The broadening experience fosters greater understanding and appreciation as a
citizen of the world.

In Spring of each academic year our MYP students participate in ‘Excursion Week’. The focus for
each trip is different and is linked to a stage in their development as young adults as follows:

Year 7 generally has a civics focus with an aim to increase the children’s local and national
knowledge, awareness of national heritage and to build historical empathy. Past trips have
included Washington DC, Gettysburg, Pennsylvania and Delaware.

Year 8 generally has a historical, cultural or geographical focus to it whereby students experience
and explore the culture, climate and accomplishments of human endeavour of people living in a
different region. Past trips have included learning about civil rights in the Southeastern and
canyons and rivers in the Southwestern United States.

Year 9 generally has a service element and is linked to the middle school community service
requirements for graduation. The trip incorporates learning, adventure and service. Past trips
have included Florida Keys for marine science conservation and volunteering at a school for
migrant children.

These trips are partially subsidised by the school and MYP families will be charged an Excursion Fee for
the trip. A 50% deposit is due by October 15th and the 50% balance is due by March 15th. The final price
for these trips in the coming year is $1700 for Year 7 and $1950 for Years 8 & 9 .



8.11 Meal Program

A carefully selected, nut free and nutritious snack and lunch program is provided daily. Lunch and
snack will be delivered to classrooms for students in Bees - Year 6. Students in these year groups
may order their lunch on a weekly basis via the NutriSlice app. Menu selections are required by
2:00pm the Wednesday of the week prior. Students in Year 7 and up will go to the Dining Hall to
select their lunch, with no online pre-ordering needed. Unless excused by a doctor’s note and
approved by the Headmaster, every pupil is expected to choose from the regular school lunch
menu and may not bring lunch to school. Lunch and snacks are included in the school fees. Our
staff on lunch duty will help your child to make healthy and responsible selections. Please see our
policy on food allergies in section 7.2.

8.12 Peripatetic Music Lessons

Peripatetic Music lessons are currently offered in piano, guitar, bass, voice, viola, violin, cello,
percussion, flute, saxophone, and clarinet and are taught by the BIS-NY's peripatetic instructors.
Lessons incur an additional fee of $60 per 30 minute session, plus $30 registration fee per
semester. Parents are billed through their TADS account on a semester basis. Parents and
students are expected to communicate known absences directly to the Peripatetic teachers as
soon as possible in order to try to find an alternative lesson time. Two weeks of catch up lessons
are built in the schedule at the end of each semester to allow for absence and illness.

Peri lessons are scheduled through the Music Department at the beginning of each semester.
These lessons will be scheduled in consultation with the peripatetic teacher, Head of Music, and
student's family. Lessons can be offered on campus or virtually, if on campus they will generally
be scheduled after school. Campus studio space is limited and lessons will be scheduled on
campus based on the discretion of the Head of Music, taking into account student level of study,
teacher and student schedules, and spatial limitations. It may be possible to start in the middle of
a semester, however please contact the Head of Music regarding instructor availability.

Pupils will have an opportunity to perform in two recitals each school year. Additionally, pupils
can choose to participate in the Associated Board of Royal Schools of Music (ABRSM)
performance and/or theory exam in the Spring. Please contact Gianna Viola, Head of the Music
Department at g.viola@bis-ny with any questions and for information regarding scheduling,
instructors, exams.

8.13 Library

Pupils are responsible for returning their library books each week. In order to keep our library
well stocked and up to date for everyone, parents will be invoiced a charge of the retail value,
plus a processing fee, if a pupil loses a book. In addition, extended delay in returning books will
limit further borrowing.



9 TECHNOLOGY

9.1 ICT Acceptable Use Policy

BIS-NY pupils have access to a wide range of technology resources in the school – from iPads to
the laptop carts and, in the case of all pupils in Year 1 and above, their own device provided by
the school. As in all areas of our school we aim to provide a safe learning environment through
which educational excellence may be achieved. Pupils may partake in a number of technological
innovation, communication and collaboration tools in order to enhance learning. We have in
place a number of active controls to monitor and filter what our pupils have access to. In addition
to this active approach we also aim to teach our pupils how to be responsible citizens of the
Internet.

The school reserves the right to revoke technology privileges, including access to the Internet,
should a pupil fail to abide by the Acceptable Use Agreement. The school regards the learning
environment and school community as not being limited to the physical constraints of the school
building.

The remainder of this section outlines the terms and conditions of technology use and
consequences. Parents and pupils are also expected to familiarize themselves with our
“Technology Guidelines and Advice” for more specific information and guidance (see below 9.5).
The school has full access to all systems for monitoring purposes. Pupils and parents in Year 6 and
above sign the Acceptable Use Agreement at the start of the academic year in acknowledgment
and support of this policy.

9.2 Terms and Conditions of Use

The Internet is used to support learning, affording pupils access to resources they may not
otherwise be able to access and tools that support purposeful and collaborative study. Misuse of
the Internet is prohibited.

Users are expected to abide by commonly held network etiquette practices, including:

 Polite communication and appropriate language

 Avoidance of illegal activities including, but not limited to, illegal downloads and

uploads, vandalism and identity theft

 Respectful and careful treatment of school resources

 Avoiding the use of school computers and peripherals in a way that disrupts their use by others

 Maintaining user privacy, including safeguarding passwords and personal information

9.3 Consequences for Failure to Abide by the Terms and Conditions of Use

Consequences for violating the device agreement will align with the school behaviour policy. Possible
consequences, besides those directly stated in the Behavior Policy could include:

● blocking any website the student is not using appropriately

● shutting down school email account
● Loss of device privileges



9.4 One-to-One Laptop Program

Pupils from Year 5 and up are issued their own laptop. Software and online materials will be
incorporated into the curriculum to provide pupils with the fundamentals of research, typing and
information provided through the Internet. The Device Agreement will be distributed to pupils in
these year groups in the Welcome Pack. Students are responsible for the utmost care of their
laptop at all times, even if they choose to lend it to another school member. The laptops should
be carried in the protective case whenever it is being moved between school sites or between
school and other venues.

9.5 Technology Guidelines and Advice

This document provides parents and pupils with additional information to help reinforce the
school’s Acceptable Use Policy and safeguard against the problems associated with improper
technology use. It is the intention that this document help inform parents and pupils, in
conjunction with the learning that takes place in schools, about the issues associated with digital
citizenship so that pupils can benefit from the range of resources and technological tools.

9.6 General Use Guidelines

All pupils at BIS-NY should act in a way that will not lead them to:

 Plagiarise information downloaded (gathered) using the Internet.

 Deviate from honouring all copyright restrictions. Pupils learn about plagiarism in all its
forms. See your teacher if you need assistance to learn how to cite properly an on-line
source, whether using a direct quote or paraphrasing source material.

 Download or copy any programs, including games, onto the hard-drive of a PC, Laptop or iPad.

 Attempt to crash computers, inhibit the network, vandalize, damage, destroy or hack
any of the school's technological systems including computer hardware and software,
audio-visual equipment and video equipment. All of these actions will be considered
serious infractions and may result in an accompanying fee to repair/restore the system
to proper functioning order.

 Bother, harass or send unwanted communications via the Internet or the school network.

 Invade the privacy of others, including their computer files.

 Access, transmit, display or publish inflammatory material of any kind including
demeaning messages, insults, violent or degrading material, racist, sexist, homophobic
or pornographic material.

 Engage in actions that will lead to the deliberate or inadvertent spread of computer viruses.

 Print excessive copies or monopolize the computer or its peripherals.

9.7 Privacy

All users of the school network expect to have privacy in their communications. However, this
privacy has limitations. The school does have the ability to access any community member files
and e-mail correspondence. If a user has violated the guidelines of this policy a system
administrator or teacher may use this ability to gain access to private correspondence or files. It is
also understood that the system administrator may also have to access private files as part of
maintenance of the system.



9.8 Online Safety at School and in the Home

When accessing network services via the school's Local Area Network (LAN) or Wireless Local
Area Network (WLAN), the school will monitor and filter what services/content the pupil has
access to. This is true for all pupils when using any school computers (desktop, laptop, iPad) and
those pupils participating in the 1-1 laptop program. In addition to this active filtering and
monitoring, the school will educate pupils about online safety and the associated dangers of new
technology, including the Click Clever, Click Safe code, “Zip it, Block it, Flag it” (UKCCIS).

Zip it - keep your personal information private and think about what you say and do online. Your
personal information includes:

 Your full name

 Photos

 Postal or email address

 School information

 Mobile (cell) or home telephone numbers

 Details of places you like to spend time

Block it - block people who send you nasty messages, delete suspicious emails or attachments
which may contain offensive material or viruses and don’t open unknown links and attachments.

Flag it - flag up something with someone you trust if something upsets you or if someone asks to
meet you offline.

Within the school environment, pupils will also be blocked from accessing social networking
websites or chat rooms unless related to specific learning goals and following an express directive
from the class teacher.

As pupils will likely have access to the Internet in many locations outside of our filtered and
monitored network, the school will endeavour to provide pupils and parents/guardians with
guidance and knowledge of online safety as well as a healthy use policy.

Pupils may feel the need to email their teacher outside of school hours, to query homework or
project work. This is perfectly acceptable and teachers would expect pupils to ensure that a
parent is made aware of the communication. Pupils are educated about the appropriate ways and
expectations of the school with regard to these correspondences. Pupils may only email staff
using their school email account. Unsolicited emails or postings on any website of dubious
content will be flagged and may be forwarded to senior staff.

Parents are expected to familiarise themselves with and promote the online safety guidance and
healthy use that the school provides in this document, at the very minimum. Parents are strongly



advised to set rules and agreements with their child with regard to use of technology at home
and discuss the kinds of websites that are suitable and unsuitable.

Examples of an agreement for acceptable internet use might include:

 The internet-connected machine should be in a family room with the screen facing
outward so that you can see what is going on.

 If your child accidentally goes to an unsuitable website they should tell you.

 It’s never okay to use abusive or threatening language in any online communication.

 Take breaks from the computer every 30 minutes for health and safety reasons.

 Don’t attempt to download unknown files from the Internet.

 Never give out personal information to people known only online, including name,
address or telephone numbers.

 Don’t supply details for registration without asking for permission and help from a parent.

 Don’t visit chat websites that aren’t fully moderated/supervised.

 Don’t arrange to meet an online friend in person without parental knowledge or
permission (if a parent agrees, they should always accompany the child).

 Don’t give any indication of their age or sex in a personal email address or screen name.

 Don’t keep anything that is worrying or upsetting hidden from parents.

 Don’t respond to unwanted emails or other messages.

A parent can monitor their child’s Internet use by checking the history folder on the browser
that contains previously listed sites.

Online Cyber Bullying

The school teaches that bullying is wrong and that it is important to develop respect and look
after their friends online and to think before they post a comment or send a text. In order to stay
safe the pupils learn the following:

 To talk to a teacher and/or parent about anything that is upsetting them

 To be vigilant towards others who may seem upset after using the internet or mobile phone

 To try to understand the ways in which they are using their digital technologies

 To think about how their actions may affect other users

 The differences between moderated and unmoderated chat rooms

 To flag any offensive or abusive emails or messages to a trusted adult

 That abusive behaviour needs to be reported and should not be responded to

 That passwords need to be kept safe and that they should avoid giving their name,
email address or mobile (cell) phone number to people outside their circle of friends
and family



 That there are safety features and computer software that can help protect them and
that there are places where help and support can be sought

Social Networking Sites

Pupils learn about social networking sites, which are online communities of internet users with
similar interests. Some of these have age restrictions while some are geared towards children.
They are seen as being cool and some pupils may feel pressured into joining them by their
friends. Pupils learn that most problems with social networking sites start if they do not look after
their personal information properly or receive unsolicited content from strangers. The risks pupils
learn about in relation to these sites are:

 Cyber bullying

 Invasion of privacy

 Identity theft

 Seeing offensive images and messages

 The presence of strangers who may be there to ‘groom’ other members

Please note: Facebook™, Instagram, Twitter and most other social networking sites all have a
required age level of 13 years for account holders and BIS-NY does not condone the use of these
by any pupils below that age. Regardless of whether the site is accessed in school or on a school
owned laptop at home, BIS-NY encourages that pupils abide by the law and do not hold or open a
Facebook™ account.

Computer Games

Pupils learn that video gaming on computers and games consoles can be educationally, and
sometimes physically, beneficial. However, they learn that many games are for adults and may
contain themes, language and images that are inappropriate for children. They learn that there
are organizations such as the Entertainment Software Rating Board
(http://www.esrb.org/ratings/ratings_guide.jsp) that provide ratings based on content. They learn
about the dangers associated with sharing information and partaking in games for long periods of
time without breaks.

Illegal Downloads and File Sharing

Pupils learn that there are many sites where files can be downloaded legally. They also learn that
downloading copyright-protected files for free is illegal. Pupils find out how various industries
monitor the Internet and can take legal action. Pupils learn about websites where safe and legal
downloads may be obtained, such as Pro Music (http://www.pro-music.org/)

Pupils learn that file sharing is when data that has been uploaded/downloaded is made available
for free to other individuals over the Internet. They learn how file sharing copyright-protected
material is as serious as illegal downloading. Aside from breaking copyright, which the law views
as theft, pupils learn about other dangers, including:

● Viruses

http://www.esrb.org/ratings/ratings_guide.jsp
http://www.pro-music.org/


● Unsuitable images
● The dangers of meeting strangers through some of these sites, opening them up to

grooming, bullying and abuse

The advice given is based on the school’s understanding that, just as with traditional
communication tools, “virtual” exchanges can have real-world consequences. Our safety policy,
therefore, has zero tolerance for behaviours that place children in danger from risky behaviour.

Digital Health and Wellbeing

Digital health and wellbeing refers to physical and psychological wellbeing in a digital technology
world. The school expects pupils to use laptops in a way that will not result in physical ill health
and promotes the following guidelines:

 Place laptops on a stable base rather than your lap

 Take regular breaks every hour and get up, walk, stretch and refocus eyes in order to
avoid repetitive strain injury

 Exercise good typing habits, e.g., move hand to the hard to reach keys (rather than
over stretching): backspace, shift, enter and control

 Sit up straight with your lower back supported

To avoid computer and Internet addiction related psychological problems parents and pupils are
encouraged to balance time spent on the computer with other activities and to establish
agreements for time spent using computers or other electronic devices. Homework assignments
have time guidelines regardless of whether they use the computer or not.

Mobile (Cell) Phone Use

The school understands that mobile phones may provide additional security for pupils travelling
to and from school. All mobile phones brought into school should be turned off and stored in
bags or lockers. MYP students hand phones in to mentors at registration and they are returned at
dismissal.

Consequences for using mobile phones in school may involve disciplinary action by class teacher,
mentor or senior members of staff. Parents are expected to contact the school should they need a
message to be urgently relayed to their child while at school.

10 Drugs and Smoking

Drugs, alcohol and tobacco are not permitted in the school. The school has a zero tolerance policy
when it comes to these matters.

Any pupil caught smoking or drinking, or in possession of, or giving evidence of having consumed
the like on or about school premises will receive an out of school suspension and, depending on
the severity of the incident, may face expulsion.



11 Pupil Discipline Policy

1. The class teacher or mentor will deal with all matters pertaining to discipline in the first
instance. If an incident occurs on the playground/lunchroom or in a specialist lesson,
those adults will report incidents to the class teacher so that they are able to follow up if
necessary.

The class teacher will be in communication with parents to discuss unacceptable behaviour.

As the result of a pattern of small incidents or one serious incident, the class teacher may
decide to bring a child to the attention of the relevant Divisional Head. Then, if needed,
the child’s parents may be contacted to discuss the incident further and to come to a
suitable conclusion.

2. If a child continues to display unwelcome behaviour patterns the Divisional Head may
bring this to the attention of the Deputy Head or Headmaster who will then contact the
child’s parents to discuss an appropriate way forward.

Occasionally, a single incident is serious enough to be brought directly to the attention of
the Headmaster or Deputy Head. This may include, but is not limited to, striking another
child, breach of ICT Acceptable Use Policy, inappropriate or offensive language or
persistent and on- going bullying. Punishment for these types of behaviours may include
internal and out of school suspension.

If a suspension is warranted then parents will be asked to remove the child from school for
at least the remainder of the day. The Headmaster will then contact parents to discuss the
procedure for the child’s return to school and explain the arrangements for their first
morning back. The school may also require a child to be kept at home pending
investigation in potentially serious situations.

The ultimate sanction for continuing bad behaviour is expulsion from the school. A more detailed
guideline for behavioural levels and consequences is outlined below.

11.1 Behaviour Policy Rationale

An effective and safe school develops and consistently enforces school-wide rules that are clear,
broad based and fair. The British International School of New York implements a school-wide
policy that reinforces our high expectations and encourages socially appropriate behaviour. At
BIS-NY, we promote positive behaviour and sanction inappropriate or offensive behaviour. Our
school rules are communicated clearly and consistently to all the members of our community and
everyone is asked to make a clear commitment to them.

Objectives
● To develop a school wide disciplinary policy that promotes a code of conduct which

recognises pupils’ differences.
● To ensure that our rules reflect the cultural values and educational goals of our community.

● To include all school stake-holders in the development, discussion and implementation of
fair rules.



● To ensure that consequences are commensurate with the offense and that rules are
written and applied in a non-discriminatory manner that recognises our cultural diversity.

● To include a zero tolerance statement for illegal possession of weapons, alcohol or drugs.
● To provide referrals for professional assistance where necessary for pupils who have been

suspended and/or expelled.

11.2 Discipline Structure

12 Parental Involvement

12.1 Parents’ Association Mission Statement

The purpose of Parents’ Association (PA) is to support a strong school spirit by organising a series
of activities and events for the children, parents and teachers of BIS-NY and facilitate connections



and support for our international community of families in New York. It is the PA's mission to
promote the international spirit of the school through events that reflect the diverse cultures and
non- denominational status of the school, including through creative and cultural celebrations,
and community service and charitable activities that align with the curriculum and philosophy of
the school. We also aim to reinforce the IB philosophy on which the school is founded and help
our children gain a better understanding of the world by blending the concepts of ‘British’,
‘International’ and ‘New York’.

The PA is made up of parents and for parents and aims to create a close and welcoming
community that is available to offer friendly advice and support to all parents, in particular for
those who have relocated and are new to New York.

12.2 PA Structure & Meetings

The PA Board (usually comprising a President, Treasurer and Communications Director and other
posts as deemed necessary), Class Representatives and volunteer event organisers together act as
an interface between the parents and the school on initiatives and events organised by the PA in
collaboration with the school. PA meetings are usually held once per month either in person or
via zoom on a Wednesday, regularly after morning drop-off and occasionally in the evening, to
enable a broad range of parents to attend. At least one Class Representative from each class
attends each meeting and notes of the meeting are circulated to all parents. All parents are most
welcome to attend PA meetings.

The PA manages its communications with parents through a PA website, details of which are
included in the school Welcome Pack.

The PA events are organised and supported by parents on a voluntary basis. Volunteering is an
enjoyable and greatly appreciated way to get involved in the school, connect with your children's
school life and meet other families. The PA invites parents to volunteer for various activities at the
start and throughout the school year, including as Class Representatives and event organisers. A
list of volunteering opportunities is included in the Welcome Pack and will be communicated via
PA meetings and Class Representatives. Parents are always welcome to volunteer by approaching
a Class Representative or by email to bisnypa@gmail.com.

Direct questions concerning the welfare and education of any particular child are not within the
PA's mandate and should be addressed directly with the class teacher and School.

12.3 Class Representatives

Every BIS-NY class will have at least one and ideally two Class Representatives. These parents are
responsible for attending PA meetings as regularly as possible, maintaining the class list,
communicating PA information to parents in their class and assisting the teacher as needed with
field trips (parents in the class are usually offered a chance to volunteer) and special activities.
The role of Class Representative is not especially time consuming, is closely guided by the PA and
is a great way to participate in your children’s BIS-NY experience. New parents are most welcome
to serve. Parents may volunteer to serve as Class Representative by emailing bisnypa@gmail.com

mailto:bisnypa@gmail.com
mailto:bisnypa@gmail.com


12.4 PA Ambassador Programme

The Ambassador Programme offers new BIS-NY families a personal and friendly source of both
official and unofficial information before and during the school year. Current parents are invited
to volunteer to act as 'Ambassador' for one or more incoming new families, to reach out through
email or perhaps to meet casually and to answer practical questions about starting life at BIS-NY.

BIS-NY, like many of the best private schools, has a unique perspective as well as its own protocols
and traditions that may be unfamiliar to new families, particularly those newly arrived in New
York. The Ambassador Programme allows incoming families to begin the school year with at least
one BIS-NY family “friend” and helps to navigate this significant period of change.

The Ambassador Programme is co-ordinated by Rachel Arkus rachelarkus@gmail.com. Please
contact Rachel if you would like to connect with a BIS-NY Ambassador or would like to volunteer
to reach out to new families as an Ambassador.

12.5 PA Used Uniform Exchange

The PA operates a school uniform exchange that is available to all parents and accessible through
the school Office (Waterside Plaza Level). Parents are invited to donate gently-used items of
BIS-NY school uniform by dropping them off at the school Front Office at any time. Parents are
also invited to pick up items of clothing for a nominal fee (most items at $5) by visiting the school
Office. The PA also holds used uniform sales and collections once or twice per year.

12.6 PA Dues

Annual PA dues of $225.00 per student are billed to all families by the PA in order to fund the
various student-focused initiatives and events that the PA manages throughout the year and the
funds are overseen by the PA Treasurer. These events include Book Week and International Week,
as well as contributing towards the students’ Winter holiday and end-of-year class parties. These
contributions also cover gifts for BIS-NY teachers and staff at the December holiday and year-end
so that families are not required to give individual gifts. The PA funds are not used to cover social
events for parents that are self-funded. Invoices are enclosed in the Welcome Pack and are due at
the start of the school year, payable through the TADS system. Any questions about PA finances
may be sent to bisnypa@gmail.com.

mailto:rachelarkus@gmail.com
mailto:bisnypa@gmail.com


13 ACADEMIC AND STUDENT SUPPORT POLICIES

13.1 Assessment

At BIS-NY we believe assessment is integral to all teaching and learning and that it should impact
on teachers’ future planning. It identifies what pupils know, understand and can demonstrate at
different stages in the learning process. By using a variety of assessment strategies and tools the
different learning styles and intelligences of our pupils can be more effectively utilized. We
believe that the pupils themselves are central to the process of assessment and should take an
active role in their own learning with an emphasis upon reflection and self-assessment.

Our end of year objectives for literacy and numeracy are based on the English National
Curriculum. Our assessments are formative and summative and all information gathered through
assessments is used for diagnostic purposes. Information gathered through these assessments as
well as on-going teacher assessments are reported in narrative form to parents through reports.
Reports indicate whether pupil attainment is developing toward, approaching, meeting or
exceeding the expected level according to national norms.

Our assessment tasks

 are clearly linked to defined learner outcomes which are known and understood by pupils
in advance are reviewed and used to modify curriculum plans in relation to revealed
needs are collaborative across grades and subjects through moderation and common task
setting are used by teachers to monitor and improve the quality of instruction They are
pupil focused to

 
● encourage reflection

● ensure on-going pupil involvement

● allow pupils to demonstrate what they know and are able to do

● consider attitude, behaviour and effort as well as knowledge, skills and content

● give opportunities to participate in self-directed learning

● give opportunities to pupils to evaluate their own performance and set targets for
personal improvement based on a clear understanding of their strengths and weaknesses

13.2 Homework

The school issues homework to children from Year 1 upwards and daily reading homework in
Reception. The amount of homework and the expectations increase as the children become older.
Homework is an important part of consolidating learning and/or preparing for upcoming lessons.

Details of the length and nature of Homework is available from your class teacher and the
following general principles apply.



13.3 Student Support

Consistent with its policy prohibiting discrimination, the School is committed to ensuring that
students with disabilities are provided with equal access to its programs. The School will provide
accommodations and modifications to ensure a disabled student has equal access to the school’s
services. Should a student need an accommodation, the School will make an individualised
determination of the student’s needs and an accommodation plan will be developed.

The school will consider for admission a pupil who may require additional learning support
provided the pupil’s academic and social needs can be met within the regular classroom setting
with appropriate mainstream educational setting accommodations and strategies. In such an
instance it is imperative that the school is in receipt of all educational, clinical or medical
evaluations that would assist in determining whether the school can appropriately meet the
needs of the child. A child who has been identified with a specific learning, social or behavioural
disability can only succeed at the school with the collective effort and support of educators,
parents/guardians and appropriate clinicians and/or therapists. Therefore, the school may require
as a condition of admission, and thereafter, that parents/guardians continue to provide effective
on-going remedial/medical and/or clinical treatment. If the parents/guardians cannot or will not
join in this partnership the school cannot admit or effectively educate the child.

Once the school is in receipt of the above-mentioned evaluations, the school will determine
which educational strategies and accommodations can be implemented. This decision is based
upon the recommendations in the evaluations as well as discussions with the appropriate school
staff. Any classroom strategies and accommodations aim to be subtle and unobtrusive and always
support the needs of all pupils present.

The school will determine the level of support necessary for the child to meet the needs of the
educational programme. These needs will be met through pull-out or in-class support provided by
our Learning Support specialists. Tuition at the school does not cover more extensive
individualised/special education programs. It is the responsibility of the parents to arrange for
special education services privately or with the public school district. Any arrangements for
external on-site or off-site services must be pre-approved by the Headmaster.

Pupils’ academic progress is monitored on a regular basis. If it becomes evident that a pupil is not
meeting the school’s academic and/or behavioural expectations with the agreed support and
modifications in place, then the parents will be advised that the pupil requires placement in a
different educational setting which is fully appropriate to the particular needs of the child. For
pupils with IEP or 504 Plans, a hearing may be requested with the Committee on Special
Education in the child’s district to discuss such concerns and develop an appropriate resolution
with the district and parents.

13.4 Tutoring Policy

All tutoring must be reported by the teacher to the Headmaster for approval prior to any
agreement or instruction, and tutoring cannot be done by any of your child’s teachers. BIS-NY
staff are only available for tutoring after 4:45pm Monday through Friday. Private tutoring cannot
be conducted on school premises unless in exceptional circumstances agreed by the Headmaster.
For pupils receiving learning support,



the school will make suggestions for the kind of support that may be beneficial and the appropriate
professional who may be able to deliver the support

13.5 English as an Additional Language (EAL)

Our curriculum is taught in English. However as an international school, it is not an entry
requirement for English to be the primary language spoken by the pupil. The school will make EAL
group support available to pupils as needed.

13.6 Academic Honesty Policy

Academic honesty connects with the school’s values as well as the IB learner profile, which is the mission statement
translated into a group of learning outcomes for today’s students, and links to students’ developing competencies in
self-management, research, and communication. It is common practice in all aspects of life to be inspired by, or to
adapt, ideas or work of others. It is acceptable to build on the work of others and still produce authentic work.
However, in an age flooded with shared information and shared opinions, younger learners in particular, can find the
concept of intellectual property difficult to understand. This policy will explain why academic honesty is important at
BIS-NY, provide examples of academic dishonesty and outline the measures BIS-NY will support students in
maintaining academic integrity. It is the responsibility of all teachers in the school to read and understand the policy
on academic honesty, including all documents referred to in the policy.

Academic Honesty in the PYP

Student and Teacher responsibilities

● Students do not copy other people’s work and use their ideas.
● Students do not pretend that other people’s work is their own; however, it is okay to use other people’s ideas

to develop their own.
● Teachers will help students to understand the difference between modeling and creating.

Primary Years 3-6
In addition to the above, in PYP

● Research can help students to find information, but presentation of this should be in their own words and
should acknowledge other’s ideas in an honest and responsible way.

● In Years 5 and 6, students will start referencing the sources of information in formal pieces of work.
● When working with peers, students must share credit for joint endeavors.

What are the consequences of academic misconduct in the PYP?

If instances of academic misconduct arise the school will provide the students support in a positive manner and
parents may be notified, depending on severity and intent. If the instances become more frequent for a student it
may be a sign that the student is struggling to understand the conduct and more support needs to be provided. Refer
to the Learning Support Procedures for more information regarding student needs.

Academic Honesty in the MYP



What is academic misconduct in the MYP?
The IB (2019) defines academic misconduct as deliberate or inadvertent behavior that results in, or may result in, the
student or other students gaining an unfair advantage in one or more assessment components.
Some examples include:

● Plagiarism - not properly citing sources or attempting to pass off the work of another as your own.
● Using cheat sheets, notes, or technology to assist during an assessment (when not authorized to do so)
● Sharing answers on a test, quiz, or exam
● Copying or sharing answers on homework assignments or other tasks
● Altering scores or corrections in an attempt to obtain a higher grade or score
● Hacking into other individuals’ computers to change work, grades, or planning.

Student Responsibilities

● Students should be producing work that is their own.
● Any research completed by students should be expressed in their own words and cited.
● If students are unsure about whether to cite or how to cite, they should always consult a member of staff.
● School Library catalogue and database page contains links to approved databases for research and

information for PYP and soon MYP e.g. New York Public Library database.
● It is part of the learning process to get support at times from adults or someone at home but the final piece

of produced work should be your own.
● In Language Acquisition, wordreference.com is the school’s approved on-line dictionary. Google translate is

not considered an approved resource.

Teacher Responsibilities
MYP Induction Week at the beginning of the school academic year includes an academic honesty workshop for Years
7-9 (with a view to a second course in January of semester 2 during PSHE/ Mentor time).

● Mentors will review the Academic Honesty policy with students and ensure that all have read, understood,
and signed agreement to the policy

● Provide opportunities for peer assessment in class with a focus on correctly citing information.
● Our role is to prepare students where plagiarism is detected using technology. It is the role of the teacher to

make sure students are aware of the consequences and to foster good practice in the MYP. This will be done
through conversations, repetition, and guidance from teachers in multiple disciplines.

Parent Responsibilities
Where adults and students outside of the classroom may offer support with schoolwork, the final piece of work
should fundamentally be the student’s and they should be able to explain their work confidently at school.

● Parents can direct students towards appropriate resources such as websites, libraries, etc.
● Parents are encouraged to have open communication with their child’s mentor and teachers in order to

support their child and ensure that their expectations are in line with the school rather than conflicting with
school procedures.

What are the consequences of academic misconduct in the MYP?
● Logging Incidents: Incidents will in the first instance be monitored by the class/subject teacher. For repeated

incidents, the department or divisional Head will offer support.

● Rights of the Student: To ensure consistency and fairness students have the right to:
○ Explain how and why they engaged in the academic misconduct
○ A private conversation with only the parties involved.
○ Have someone present (mentor or parent) in discussions about serious misconduct
○ Ask questions to clarify misunderstandings
○ Opportunities to correct academic misconduct



● Consequences:
When students have been found to be academically dishonest, teachers will follow up with an appropriate
consequence. This could range from providing more specialised support, contacting parents and/or carers,
providing time after school for students to re-do their work and, in the case of the most persistent offenders,
suspension from school.

Academic Honesty in the Upper school

Academic integrity is the commitment of all members of the Upper school community to act with honesty and

integrity in their work. This means students complete their own work, always give credit to the work of others,

refrain from doing work for other students, or any other action that gains an unfair advantage for a student. The

determination that a student has engaged in academic dishonesty shall be based on specific evidence provided by

the classroom teacher or other supervising professional employee, taking into consideration written materials,

observation, or information from others. Incidents of academic dishonesty will be discussed with the student,

reported to school administration, and parents of the student. Age -appropriate consequences will be administered

within the school's discipline protocol, based on frequency and recurrence of the violation.

13.7 Complaints Procedure for Parents

The School prides itself on clear and open communication, with parents, teachers and
management being able to have meaningful two-way dialogue for the benefit of its pupils.
Occasionally issues may need to be sorted out in a more formal way. This procedure aims to
structure this process so that parents understand our handling of complaints. This policy is made
available to parents of pupils and prospective pupils on the school’s website and through request
to the Front Desk or Head’s Office.

This procedure only applies to parents of current pupils, not prospective or former
pupils. What constitutes a complaint?

A complaint is an expression of dissatisfaction with a real or perceived problem. It
may be made about the school as a whole, about a specific department or about an
individual member of staff. Parents may also raise concerns or ask questions about
matters which are bothering them or if they wish an individual teacher or the school
to review or explain an action or decision without this being viewed as a complaint.
A complaint is likely to arise if a parent believes that the school has done something
wrong, or failed to do something that it should have done, or acted unfairly.

Parents can be assured that all concerns and complaints will be treated seriously and
confidentially. The school is here for the students and parents can be assured that no child will
be penalized for a complaint raised in good faith.



.

 Stage 1: Informal Resolution:

o It is hoped that most complaints will be resolved quickly and informally at this stage.

o If parents have a complaint or concern, they should contact their son/daughter’s
form teacher in the first instance. In many cases, the matter will be resolved
straight away by this means to the parent’s satisfaction. If the teacher cannot
resolve the matter alone, it may be necessary for him/her to consult the
appropriate Divisional Head.

o Complaints made directly to the Divisional Head, Deputy Head or Headmaster
will usually be referred to the relevant teacher unless the ‘line manager’
concerned deems it appropriate to deal with the matter personally. In this event
the ‘line manager’ will attempt to resolve the matter in five days or as soon as is
practicable.

o Should a matter not be resolved within five days, or in the event that the
relevant teacher and the parents fail to reach a satisfactory resolution, then
parents will be advised to proceed with their complaint in accordance with Stage
2 of this procedure.

 Stage 2: Formal Resolution:

o If the complaint cannot be resolved on an informal basis, then the parents will be
asked to put their complaint in writing to the Headmaster, who will decide, after
considering the complaint, the appropriate action to take.

o In most cases, the Headmaster will speak to the parents concerned within
forty-eight hours of receiving the complaint, to discuss the matter. If possible a
resolution will be reached at this stage.

o It may be necessary for the Head to carry out further investigations. These
will be completed in seven days or as soon as is practicable.

o The Head will keep written records of all meetings and interviews held in
relation to the complaint.

o Once the Head is satisfied, so far as is practicable, that all of the relevant facts
have been established, a decision will be made and the parents will be
informed of this decision in writing. The Head will give reasons for the
decision.

o The written decision will be issued within fourteen days of receiving the
complaint. If for any reason this is not possible, the Head will write to the
parents within the fourteen day period referred to above, stating the reason
or reasons why he/she is unable to issue his/her decision and informing the
parents when he/she will do so, which will be within twenty eight days of
receipt of the complaint in any event.



If parents are not satisfied with the decision, they may take the opportunity to proceed to Stage 3
of this procedure.

 Stage 3: Panel Hearing:

o Upon receipt of the written decision, if parents seek to involve Stage 3 of this
procedure, they are to write to the Head informing him/her of their decision to do
so within 28 days, whereupon the matter will be referred to a named director. The
named director will then take responsibility for the organisation of a complaints
panel hearing.

o The panel will consist of three persons who have not been directly involved in the
matters detailed in the complaint, and will include one person, who shall be
independent of the management and running of the school. Details are available
in the Headmaster’s Office.

o The Board of Governors shall appoint the panel members.

o The named directors, on behalf of the panel, will then acknowledge the
complaint and schedule a hearing to take place as soon as practicable and
normally within fourteen days.

o If the named directors and/or the panel deem it necessary, they may require (in
writing) that further particulars of the complaint or any other related matter be
supplied in advance of the hearing. Copies of such particulars shall be supplied
to all parties not later than five days before the hearing. Any such further
particulars received within five days before the hearing shall be disregarded and
inadmissible to the panel because it will not be possible to provide copies to all
parties within that timescale.

o The parents may be accompanied to the hearing by one other person. This may
be a relative, teacher or friend. Legal representation will not normally be
appropriate.

o If possible, the panel will resolve the parent’s complaint at the hearing without
the need for further investigation. However, should the panel decide at the
hearing that further investigation is required, the panel shall decide how such
investigations should be carried out and by when they should be concluded. The
panel will, after due consideration of all facts they consider relevant, reach a
decision and may make recommendations. This procedure will be completed
within fourteen days of the first hearing wherever possible but within
twenty-eight days in any event unless otherwise agreed with the parents. The
panel will write to the parents informing them of their decision together with
their reasons. The decision of the panel will be final.

o The panel’s findings and, if any, recommendations will be sent in writing to the
Head, directors and, where the complaint relates to an individual, to that
individual

o Parents can be assured that all complaints and concerns will be treated
seriously and confidentially. Correspondence, statements and records will be
kept confidential

o except where disclosure is required in the course of the school’s inspection or
where any other legal obligation prevails.



Footnotes to Complaints Procedure:

1. In the event that a complaint involves or relates to a teacher, then the teacher will be
kept fully informed in writing of the procedure being adopted in relation to the
management of the complaint and supplied with copies of all relevant documentation.

2. In the event of a panel hearing, the teacher will have the right to make representations
to the panel.

A parental complaint or concern will be treated in a confidential manner and with respect.
Knowledge of it will be limited to the Head and those directly involved. The Chairman of the
Board of Governors may also need to be informed. It is the school’s policy that complaints made
by parents should not rebound adversely on their children.

Written records will be kept of all complaints indicating whether they were resolved at the
preliminary stage, or whether they proceeded to a panel hearing (including a hearing
before the Board of Governors.



14 APPENDIX A - Senior Leadership Team

Headmaster
Jason Morrow

j.morrow@bis-ny.org

Deputy Heads
Alicia Gibson

a.gibson@bis-ny.org

Wavell Blades
w.blades@bis-ny.org

Divisional Heads – Lower School

Annette Ottley a.ottley@bis-ny.org

Divisional Head – Middle School

Oliver Goldstein o.goldstein@bis-ny.org

Divisional Head – Upper School

David McWilliams d.mcwilliams@bis-ny.org

Chief Financial Officer

Michele Glazer m.glazer@bis-ny.org
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15 APPENDIX C - Home Learning

Please note that the policy below is from the 2021-2022 school year. Minor changes, particularly
related to days work is assigned, may be made during the Autumn term. Any changes will be
communicated to parents and students directly.

A strong Home Learning programme helps students to develop the skills and attitudes they will need for
successful lifelong learning. Home Learning also supports the development of independent learning skills
and provides parents with an opportunity to take part in their children’s education.

We at The British International School of New York believe that a collaborative family-school partnership is
vital to learning. We strongly believe in the value of a home-school partnership, of which our Home
Learning Policy is an important element.

Research into the impact of home learning demonstrates that:
1. The three main categories of impactful homework include: practice, extension, and preparation.
2. When homework tasks are specific and focused on the learning taking place in school, they have

the most impact.
3. Independent homework projects or activities preparing for future learning have the most impact.
4. It is important for teachers to monitor homework.

Aims of our Home Learning policy

Through our policy we aim to:
● provide opportunities for parents/family, students, and school to work in partnership
● encourage a positive attitude towards work
● reflect and extend on learning experiences
● improve the quality of learning experiences offered to the children
● ensure parents have a clear understanding of our expectations in relation to the students’ learning
● ensure progression towards independence and individual responsibility\

Expectations

Teachers will:
● Explain to students the purpose of their homework, objectives and how it will support learning
● Provide models and examples where appropriate
● Reception- Year 6

o Communicate with parents and students about homework expectations and due dates
generally at the start of the year during Curriculum evening and in year level guides

o Communicate in weekly newsletters about any tasks to be completed out of the ordinary
o Not assign homework that is due the next day
o In Years 5 and 6, communicate with specialists about set pieces so the amount of home

learning tasks can be monitored and adjusted accordingly
o Provide a consistent reference point about assignments
o Give timely feedback where appropriate
o Check reading records once per week

● MYP Years 7-9



o Will always tell students verbally about home learning assignments and then post it on
Managebac (clear instructions are given in class and clear instructions are given on
Managebac)

o Give time in class for students to clarify any misunderstandings about the home learning
tasks.

Students will:
● Reception- Year 6

o Read every day in addition to, or as part of, the home learning
o Record their reading into reading records
o Take pride in their homework in the same way they do in their class work
o Ask their teachers for clarification in a timely fashion

● MYP Years 7-9
o Will use the Home Learning timetable as a guide for completing tasks
o Make sure homework is handed in when due
o All questions/clarifications are asked at a suitable time
o Minimize distractions when working on home learning

We encourage parents to:
● Sign reading records once per week in PYP
● Encourage independence in completing tasks set
● Encourage independence in seeking support
● Communicate with teachers if home assignments require significant support to complete
● Let mentors in MYP/ Upper know if any concerns about volume of work at home for their child(ren)

Time Allocations for Home Learning
● Year 1: Maximum 10 minutes per night (average over the week)
● Year 2: Maximum 20 minutes per night (average over the week)
● Year 3: Maximum 30 minutes per night (average over the week)
● Year 4: Maximum 40 minutes per night (average over the week)
● Year 5: Maximum 50 minutes per night (average over the week)
● Year 6: Maximum one hour per night (average over the week)
● MYP: 60-90 minutes of homework per night average over the week)
● Years 10-11: 90-120 minutes per IGCSE subject (to be completed at home and in Study Hall sessions

in school)
● Years 12-13: 5-6 hours per AS/ AL subject (to be completed at home and in Study Hall sessions in

school)




