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7.10 Admissions Policy 
 

 

7.10.2 Date of Application 

 

For admission at the start of the academic year, the deadline for receipt of the application by the school is 

set annually. Allocation of places according to the priorities above will commence as soon as possible after 

this date. Applications received after this date or for entry after the start of the school year will be prioritized 

in a similar manner. 

 

The date of application for the child of an IST teacher will be deemed to be the date the contract is signed. 

 

Revised by the Board, March 27, 2008 

 

 

7.10.7 Discharge of Students 

 

From time to time, it will become apparent that the school does not have an appropriate educational 

programme for an enrolled student. This may be so in the case of a severe learning disability, the 

seriousness of which was not fully apparent to the school at the time of admission. If the professional staff 

determine that IST's resources are insufficient to meet an individual student's needs that student may be 

denied continued enrolment. In such a case, the child may be permitted to finish the school year. 

 

 

7.12 Graduation Requirements 
 

An IST High School Diploma will be awarded to a student when all graduation requirements as defined by 

the Secondary {Principal approved by the Director have been met. 

 

Definition of grade levels and course requirements in Grades 9 to 12 leading to the completion of the IST 

High School Diploma will be recommended by the IST Secondary School Principal and approved by the IST 

Director. The Definition of grade levels will include both the number of courses that must be successfully 

completed each year and the minimum days of attendance required in each marking period. 

 

Students who do not meet minimum standards and progress successfully towards graduation each year 

may be dis-enrolled on the recommendation of the Secondary School Principal and approval of the Director.  

 

Section 7.12. Revised and approved by the Board  

December 16, 2009 

 

 

7.13 Discipline 
 

 

7.13.1 General Responsibility for Discipline 

 

The day to day administration of discipline is the responsibility of the Director and Principals, and Directors 

should give them their fullest support. 

 

If a Board Member is approached on matters of discipline at the school he or she should ask the 

complainant to first raise the matter with the appropriate Principal or the Director. If this has been done 

and the complainant is still not satisfied, the Board Member is at liberty to raise the matter with the 

Director or Principal. If the matter remains unresolved, it may be raised at a Board meeting. 

 

 

7.13.2 Expulsion and Suspension 

 

The Director is empowered to expel or suspend pupils. School fees would be subject to a proportionate 

refund and any such expulsion or suspension should be brought to the attention of the Executive 

Committee. 



 Section 7 | Students 

School Policy Manual 2015-2016 | August 28, 2014                                                                                                      

 

 

7.13.3 Use of Drugs or Alcohol 

 

NB: All IST Campuses are non-smoking zones at all times. 

 

Purpose of the Policy 

The purposes of this policy are: 

 to ensure that all community members - students, parents, teachers, and support staff –are educated 

about the dangers of the use of tobacco, alcohol, controlled and illegal drugs; 

 to establish such preventative measures, including urine testing of students perceived to be at risk, as 

will ensure that the school is seen not to tolerate the misuse of controlled and/or illegal drugs or any 

form of substance abuse; 

 to ensure that firm and consistent disciplinary measures will be taken against students who possess, 

use or sell any of the following: tobacco, alcohol, controlled drugs or illegal drugs. 

 

Prevention 

The school's curriculum will each year provide age-appropriate education for all students about the nature 

of tobacco, alcohol, controlled and illegal drugs and the dangers of their use/misuse. 

 

Students found possessing, using or selling these substances will receive mandatory education and 

counselling by the counsellor in addition to disciplinary action. 

 

The school will provide opportunities for teachers, parents, and support staff to learn about these 

substances and the dangers of their use. 

 

Definitions 

Substances not tolerated for student use or possession are as follows: 

 all tobacco products; 

 all alcoholic beverages; 

 all illegal and controlled (prescription only) drugs, including but not limited to: cannabis, cocaine and 

crack, amphetamines, anti-depressants, tranquilizers; hallucinogens, heroin and other narcotics, 

inhalants and designer drugs. 

 

(This is not applicable to students who are taking medicines as legitimately prescribed by a physician.) 

 

Areas of the School‟s Jurisdiction 

The area of the school's jurisdiction includes school property and its surroundings, school functions other 

than those held on school property, and all other school-related events including field trips. 

The school's jurisdiction extends beyond the above if a student's misuse of alcohol, controlled or illegal 

drugs places himself or others at risk or brings the school into disrepute. 

 

Violations and Consequences 

 Tobacco – Smoking or Possession 

1st Offence: warning letter sent home; counseling/education; 

2nd Offence: one-day suspension; parent conference; 

3rd Offence: three-day suspension; parent conference; probation and contract. 

 Alcohol – Possession, Drinking or Being Under the influence 

1st Offence: three-day suspension; parent conference; counseling/education;  

2nd Offence: one-week suspension; probation and contract (possibly including professional 

assessment) 

3rd Offence: possible expulsion. 

 Controlled and Illegal Drugs 

Possession 1st Offence: three-week suspension; parent conference; counseling/education; probation 

and contract; 

Possession 2nd Offence: expulsion; 

Being Under the Influence 1st Offence: three-week suspension; parent conference; counseling/ 

education; probation and contract; possible expulsion; 

Being Under the Influence 2nd Offence: expulsion; 

Sale 1st Offence: expulsion. 
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Procedures 

 A student suspected of substance misuse has the right to privacy except that in all cases the student's 

parents or guardians will be informed. 

 Given reasonable cause for suspicion, a student's clothing and bags may be searched by two persons 

one of whom will be of the same sex as the student and one of whom will be a Senior Manager. 

Tobacco products, alcoholic beverages and controlled or illegal drugs found in the possession of a 

student will be confiscated. 

 Given reasonable cause for suspicion, a student may be required to undergo a urine test for illegal 

drugs. If the student has not previously violated the policy, a positive urine test will be considered by 

the school to be a first offence and appropriate disciplinary consequences will ensue. Refusal to submit 

a urine sample for testing will be considered as a positive test result. 

 A student who has violated school policy on controlled or illegal drugs will be subject to random urine 

testing for a period of not less than six months. 

 The Director retains the right, after consultation with the Chairperson of the Board, to seek the 

assistance of the Police in cases where the welfare of other students may be at risk. 

 

School Employees 

 Any employee found possessing, using or selling illegal drugs at any time or place with be summarily 

dismissed. In such cases, the policy may be informed. 

 Any employee or adult volunteer who accompanies students on field trips and who has students under 

their care are not permitted to smoke or drink alcohol in the presence of those children. 

 

Reporting of Use of Prohibited Substance 

It is expected that students, parents, teachers and support staff will report suspected cases of violation of 

this policy to a school counsellor or a member of the school's Senior Management. It is furthermore 

expected that students, parents, teachers and support staff will not contribute to the proliferation of 

unfounded rumours. 
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7.14 Child Protection 
 

The School believes that every child has the right to be protected from harm and all forms of abuse, 

including physical, sexual and emotional abuse as well as domestic violence and neglect. The School also 

believes that no child bears the responsibility for the abuse perpetrated on him or her by another. If a child 

is harmed, he or she has the right to treatment and support. 

 

Definitions 

According to the World Health Organization, “Child maltreatment, sometimes referred to as child abuse and 

neglect, includes all forms of physical and emotional ill-treatment, sexual abuse, neglect, and exploitation 

that results in actual or potential harm to the child‟s health, development or dignity. Within this broad 

definition, five subtypes can be distinguished: physical abuse; sexual abuse; neglect and negligent 

treatment; emotional abuse; and exploitation.” 

 

The School sets out below common definitions of abusive behaviour as specified under the laws of 

Tanzania. 

 Physical Abuse: Non accidental physical injury including but not limited to female genital mutilation 

(FGM), burns, human bites, bruises, lacerations, bone fractures, missing teeth and any internal or head 

injuries, any of which have been intentionally inflicted. 

 Sexual Abuse: Exploitation of a child by an adult or a child for sexual gratification, including but not 

limited to obscene conversation, exposure to pornographic material, exhibitionism, genital fondling, 

incest, and rape. 

 Emotional Abuse: Mental anguish and/or chronic emotional pain caused by such things as rejection, 

isolation, severe humiliation, excessive teasing and verbal assault. 

 Domestic Violence: Allowing a child to witness violence within his/her immediate environment.  

 Neglect: Persistent abandonment; failure to provide adequate food, water, clothing, shelter or medical 

care for a child; failure to protect a child from exposure to any danger which may affect his or her 

health or development. 

 

Cultural and religious differences 

Within the universally accepted norms of human rights framework, culture, religion or tradition can never be 

invoked to condone any form of violence against children. 

 

Child abuse reporting 

All employees of the School have the responsibility to protect students and to act as their advocates in 

cases of suspected child abuse. If an employee suspects or encounters evidence of child abuse, he or she 

must immediately report this information to the respective counsellor and/or Principal. If a counsellor or 

Principal is in any way involved in the suspicions, the employee must report to the Director. If the Director is 

in any way involved in the suspicions, the employee must report to the Chair of the Board. The Chair shall 

bring the matter to a Closed Session of the Board.  

 

Response 

The School shall take all reports of abuse seriously. In response to suspected abuse, the School shall take 

reasonable, responsible and legal steps to protect the child. The Principal has a coordinating role and has 

the additional task of ensuring confidentiality and keeping the Director informed as appropriate. The 

counsellor is the designated person with regards to student contact. 

In all decisions, the protection and safety of the child will remain the foremost concern. 

 

Child abuse prevention 

In order to protect the students and staff of the School: 

 The School shall conduct a comprehensive verification of previous employment of any applicant.  

 The Director shall establish regulations for staff for the prevention, reporting, investigation and follow 

up of (suspected) child maltreatment, and shall ensure that particular care is taken with respect to the 

collection of evidence in a confidential matter. 

 The Director shall ensure that the School staff is periodically informed and educated regarding the 

symptoms of child abuse, reporting obligations and appropriate regulations for dealing with such issues 

in the School environment.  

 

The Director shall periodically undertake a review of policies and regulations in the following areas as part 

of the effort to prevent child abuse. 



 Section 7 | Students 

School Policy Manual 2015-2016 | August 28, 2014                                                                                                      

 Guidelines for field trips involving overnight accommodation, 

 Guidelines for appropriate conduct between students and staff, 

 Educational programmes on child protection issues, 

 Educational programmes on human sexuality, 

 Criteria for screening School volunteers, 

 Privacy guidelines. 

 

 

DATE OF ADOPTION:         August 28, 2014   

DATE OF IMPLEMENTATION:  August 28, 2014 

CROSS-REFERENCES:  
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7.15 Harassment Policy – Whole School 
 

 

7.15.1 Preamble 

 

A safe and civil environment in school is necessary for students to learn and achieve high academic 

standards. The creation of a safe environment is central to the philosophy of IST and a fundamental 

component of the three IB programmes (PYP, MYP, DP). The creation of a safe environment for all children 

is therefore a key responsibility of every member of the IST community. All members of our school 

community (staff, both academic and non-academic, students and parents) must share the responsibility 

for contributing to, and ensuring an environment free of harassment. 

 

Harassment like other disruptive or violent behaviours is conduct that interferes with both a student‟s 

ability to learn and a school‟s ability to educate its students in a safe environment. Since students learn by 

example, school administrators, faculty, staff, and parents should be commended for demonstrating 

appropriate behaviour, treating others with civility and respect, and refusing to tolerate harassment. 

 

 

7.15.2 Purpose of this Policy 

 

 to ensure that all members of our community are aware of what constitutes harassment; 

 to advise the school‟s expectations of community members in regard to ensuring that all cases of 

harassment are investigated and responded to in an appropriate manner; 

 to establish the consequences for those members of the IST community who become involved in the 

harassment of other people. 

 

The vast majority of our community interact in a positive and thoughtful manner. However, like any school, 

we do experience problems, and it is important that we all realise behaviour that involves harassment of 

any form between individuals, or between individual groups and individuals is unacceptable and will not be 

tolerated by anyone in any part of the school. 

 

It is important that to reinforce positive relationships, we state unequivocally what is acceptable behaviour. 

This policy document is for all members of our community and is an attempt to create a better 

understanding of the issues involved. 

 

 

7.15.3 Definitions 

 

 “Harassment” means any gesture or act (written, verbal or physical) that takes place on school property, at 

any school-sponsored function/excursion or in a school vehicle that: 

 is motivated by any actual or perceived characteristic, such as race, colour, religion, ancestry, 

language, national origin, looks, gender, sexual orientation, gender identity and expression, or a 

mental, physical or sensory disability, or 

 by any other distinguishing characteristics. 

 

A reasonable person should know, under the circumstances, that the act(s) will have the effect of: 

 harming another person or damaging the person‟s property, or 

 placing a person in reasonable fear of harm or damage to his/her property, or 

 insulting or demeaning any person or group of people in such a way as to disrupt or interfere with the 

ability of the individual or the group to participate in the school programme. 

 

Some acts of harassment are one person exercising power and control over another. These may occur as 

either isolated incidents or as patterns of intimidating behaviours over a period of time 

 

There are many forms of harassment: 

 racial harassment; 

 sexual harassment; 

 gender-based harassment; 

 emotional abuse; 

 physical abuse. 
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Racial Harassment 

 any gesture or act (written, verbal or physical) that targets a person based on his or her race, ethnicity, 

or cultural heritage, or 

 any action that expresses or promotes racial hatred and stereotypes. It can be obvious or subtle. It can 

include spoken or written putdowns, gestures, jokes or other unwanted comments or acts. 

 

Sexual Harassment 

 any form sexual attention or behaviour from another student, group of students or adult(s) which is 

unwelcome to the person receiving it. Examples may include the following: 

 physical contact such as kissing, patting, pinching or touching in a sexual way; unnecessary familiarity 

such as deliberately brushing against; 

 sexually explicit conversation; 

 remarks about a person‟s private life or gender, spreading information of a sexual nature about a 

person or using such information to humiliate or bully a person; 

 suggestive comments about a person‟s body; 

 gender-based insults or teasing, including remarks of a sexual nature called out to passing individuals; 

 persistent requests for dates; 

 sexual jokes, abusive language, cat calls, whistles, innuendos or leering, offensive telephone calls or 

email messages; 

 displays of sexually suggestive or pornographic photographs, pictures, posters, reading matter or 

objects; 

 sexual propositions; 

 indecent exposure. 

 

Under some circumstances behaviour including any of the above on a single occasion may be regarded as 

serious harassment, particularly if linked to granting or denying favours. 

 

Gender-Based Harassment 

any non-sexual abusive treatment, intimidation or rudeness which is gender biased. For instance, rudeness 

directed towards women, when it is not directed towards men in a similar circumstance. This is known as 

gender-based or sexist harassment 

 

Emotional Abuse 

Emotional abuse is based on power and control and examples may include the following: 

 Rejecting – refusing to acknowledge a person's presence, value or worth; communicating to a person 

that she or he is useless or inferior; devaluing her/his thoughts and feelings. Example: repeatedly 

treating a child differently from other children in a way that suggests resentment, rejection or dislike for 

the child. 

 Degrading – insulting, ridiculing, name calling, imitating and humiliating; behaviour which diminishes 

the identity, dignity and self-worth of the person. Examples: yelling, swearing, publicly humiliating or 

labeling a person as stupid; mimicking a person's disability or accent. 

 Terrorizing - inducing terror or extreme fear in a person; coercing by intimidation; placing or threatening 

to place a person in an unfit or dangerous environment. Examples: threatening to leave, physically hurt 

or kill a person, pets or people she/he cares about; threatening to destroy a person's possessions; 

stalking. 

 Isolating - physical confinement; restricting normal contact with others; limiting freedom within a 

person's own environment. Examples: locking a child in a closet or room alone; depriving a person of 

mobility aids or transportation. 

 Corrupting/Exploiting - socializing a person into accepting ideas or behaviour which opposes legal 

standards; using a person for advantage or profit; training a child to serve the interests of the abuser 

and not of the child. Examples: child sexual abuse; permitting a child to use alcohol or drugs; enticing a 

person into the sex trade. 

 Denying Emotional Responsiveness - failing to provide care in a sensitive and responsive manner; 

being detached and uninvolved; interacting only when necessary; ignoring a person's mental health 

needs. Examples: ignoring a child's attempt to interact; failing to show affection, caring and/or love for 

a child. 

 Extortion - obtaining money or other forms of “payment” from a person by force, intimidation, or undue 

or illegal power. 
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Physical Abuse 

 Any act which results in a non-accidental trauma or physical injury. 

 Physical abuse injuries result from pinching, beating, kicking, biting, burning or otherwise harming a 

person. 

 Physical abuse should be suspected if the explanations do not fit the injury or if a pattern of frequency 

is apparent. 

 

 

 

7.15.4 The School‟s Expectations 

 

Intervention 

 All school employees are expected to be familiar with the school policy on dealing with inappropriate 

behaviour.  

 All school employees are expected to take appropriate and immediate measures whenever they 

witness any form of harassment.  

 When intervening, all school employees are expected to support any behaviour modification 

programmes that are being implemented in their section of the school. 

 

Reporting 

 All school employees are required to report alleged violations of this policy to the Principal or the 

Principal‟s designee; failure to do so will result in appropriate disciplinary action, as outlined in the 

Disciplinary Policy in the Board Manual. 

 Responsibility for receiving complaints alleging violations of this policy resides with the principal or the 

principal‟s designee. 

 All other members of the school community, including students, parents, volunteers and visitors, are 

strongly encouraged to report any act that may be a violation of this policy. 

 Reports may be made in writing or orally; both of which shall be considered official reports. 

 

Investigation 

 The Principal or the Principal‟s designee, in collaboration with the school counsellors if necessary, is 

responsible for determining whether an alleged act constitutes a violation of this policy. In so doing, the 

Principal and/or the Principal‟s designee shall lead a prompt, thorough and complete investigation of 

the alleged incident. 

 At each school, the principal or the principal‟s designee is responsible for maintaining accurate records 

of all violations of this policy, the resulting investigation, and any remedial action taken. 

 This record should demonstrate efforts to reduce incidents of harassment while facilitating in the 

evaluation of the schools‟ efforts to reduce these incidents. 

 

Consequences – Students 

 

Consequences and appropriate remedial action for students who commit acts of harassment may range 

from positive behavioural interventions up to and including suspension or expulsion. 

To determine the appropriate response to acts of harassment, school administrators will consider the 

following factors. 

 the developmental and maturity levels of the parties involved, 

 the levels of harm,  

 the surrounding circumstances,  

 the nature of the behaviours,  

 past incidences or past or continuing patterns of behaviour,  

 the relationships between the parties involved, and 

 the context in which the alleged incidents occurred. 

 

In the Elementary School 

 All school employees are expected to take appropriate and immediate measures whenever they 

witness any form of harassment. 

 The School Principal and the School Counsellor will work collaboratively to ensure a prompt and 

appropriate reaction. 

 The Principal and the Director retain discretion over appropriate remedial action. 
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 If a student is found in violation of this policy, the consequences will be as laid out in the elementary 

school document - Consequences for Inappropriate Behaviour at IST. 

 If the harassment is considered to be of a particularly serious nature then permanent exclusion from 

the School may be warranted at the first or second offence. 

 

In the Secondary School 

 All school employees are expected to take appropriate and immediate measures whenever they 

witness any form of harassment. 

 The School Principal and the School Counsellors will work collaboratively to ensure a prompt and 

appropriate reaction. 

 The Principal and the Director retain discretion over appropriate remedial action. 

 If the inappropriate behaviour is a first offence, the degree of seriousness will be assessed, the 

students will be interviewed, conferences will be arranged with parents, accurate records of the 

instances will be kept, mediation through the school counsellors and the Principal of the School will be 

undertaken and probation and/or suspension will follow. 

 A repeat offence will most likely bring about a contract and further probation and an extended 

suspension. 

 Any further offences will most likely mean permanent exclusion from the School. 

 If the harassment is considered to be of a particularly serious nature then permanent exclusion from 

the School may be warranted at the first or second offence. 

 

Consequences - Adults 

 

In the event of any member of the community alleging incidents of harassment against any adult members 

of the community, school administrators will follow the steps outlined below: 

 All allegations, whether delivered in writing or orally will be considered seriously and fully investigated 

by the Senior Management of the school. 

 Any meeting held to discuss the allegations will be conducted with at least two members of the senior 

management team or other senior IST staff. All genders must be represented. The composition (but not 

the particular members) of this group will be decided by the individual bringing the allegation. 

 One member will conduct the interview while the other will record the discussions and any allegations 

made, 

 All records of all meetings will be dated and signed by the individuals present and will constitute the 

schools official record of the investigation. 

 All allegations will be shared with the „accused‟ and a written record will be kept of the responses as 

outlined in the steps above. 

 A decision on what action to take will then rest with the Director, or if the accusation has been made 

against the Director, with the Board. Should evidence be found to support the claim, disciplinary action 

will be undertaken as outlined in the Disciplinary Policy in the Board Policy Manual. 

 Should no evidence of harassment become apparent, the Director will request an apology and the case 

will be closed. Any school employee found to have falsely accused another of harassment shall be 

disciplined as outlined in the Disciplinary Policy in the Board Policy Manual. 

 Legal action may be considered by the school if allegations are deemed to be slanderous against an 

individual or against the school. 

 Should further allegations arise at a later date against the same individual or individuals, the 

information recorded in earlier cases will be used to establish if any repetitive behaviour exists. 

 

Reprisal 

IST prohibits reprisal or retaliation against any person who reports an act of harassment. 

The consequence and appropriate remedial action for a person who engages in reprisal or retaliation shall 

be determined by the administrator after consideration of the nature and circumstances of the act. 

 

False Accusations 

Any student or students found to have falsely accused another of harassment are subject to consequences 

ranging from positive behavioural intervention up to and including suspension and expulsion from school. 

Any staff member, parent, visitor or volunteer, found to have falsely accused another member of the school 

community of harassment shall be subject to appropriate remedial action as determined by the principal or 

Director after consideration of the nature and circumstances of the act. 

If necessary, the school may take legal action as laid down by the laws of Tanzania. 
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Section 7.15 Approved by the Board 

June 16th, 2003 

 

 

7.16 Scholarship Policy 
 

 

7.16.10 Definitions 

 

 A „scholar‟ is “a student of merit at an educational institution who receives financial aid”. 

 A „scholarship‟ is “financial aid provided for a scholar because of academic merit”. 

 A „scholarship‟ is not a „bursary‟ or a hardship grant. 

 

 

7.16.11 Objectives 

 

 To assist able Tanzanian students who otherwise would not be able to afford an IST education. 

 To raise academic standards and enhance the academic reputation of the school. 

 To provide additional academic challenges and positive role models for other IST students. 

 To build public relations and the school‟s good standing in Tanzania and beyond. 

 To increase the diversity of backgrounds within the student body. 
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7.16.12 Financial Provisions 

 

 The school operates a scholarship fund. 

 Private and institutional contributions to this fund are encouraged. 

 The school awards up to 100% scholarships. 

 The Application Fee is waived for scholarship students. 

 

Section 7.16.12. Revised by the Board on April 23, 2009 

 

 

7.16.13 Availability of Scholarship Places 

 

 Scholarships are available to citizens of Tanzania. 

 The number of scholarships available in a given year is five (5) in IB1 and five (5) in IB2 

 Scholarships are not available to existing IST students. 

 There shall be no limitation on the number of scholars enrolled at any one time from the same family. 

 Scholarship places are available in Grade 11 for admission to the IB Diploma programme. 

 Scholarship places may also be made available in other Secondary School Grades at the discretion of 

the Director. 

 A scholarship is offered in one school year at a time. It will be renewed a year at a time, until the 

completion of Grade 12, based on the continued good behaviour and academic progress of the 

scholar. 

Section 7.16.13. Revised by the Board on April 23, 2009 

 

7.16.14 The Process 

 

Grade 11/IB1 

Early in the calendar year the school places advertisements in the local and national press (both English 

and Kiswahili) inviting applications. Information is also circulated to schools likely to have suitable 

candidates. Successful applications are invited to sit entrance tests. A short list of applicants is then invited 

for interview by the IB Coordinator and Secondary School Principal. Recommendations are then made to 

the CEO and scholarships are offered. 

 

Other Secondary School Grades 

Early in the calendar year the school places advertisements in the local and national press (both English 

and Kiswahili) inviting applications. Information is also circulated to schools likely to have suitable 

candidates. Successful applications are invited to sit entrance tests. A short list of applicants is then invited 

for interview by a panel chaired by the Secondary School Principal. Recommendations are then made to the 

CEO and scholarships are offered. 

 

Parents may be asked to produce documentary evidence of previous school fees, income, savings and 

other financial commitments. 

Section 7.16 Approved by the Board 

February 19th, 2004 

 

 

7.18 Assessment Policy 
 

To ensure effective learning, IST uses assessment to inform about ongoing instruction, to evaluate and 

report progress of student learning and to review programmes that support the school‟s mission. 

 

Assessment is integral to the learning process. 

Students receive regular and frequent feedback in a timely manner that they can use to monitor their own 

learning (formative assessment). 

Assessments are also used to determine the degree to which students have mastered content and skills 

(summative assessments). 

A variety of relevant data are collected and analysed for all areas of study to enable students, teachers and 

administrators to monitor and improve learning and programmes. 
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The IB curriculum embraces a philosophy of education where students construct new knowledge and 

understanding based on what they already know and believe. 

 

The philosophy (constructive) encourages continuous reflection and analysis of individual and large group 

learning by all members of the educational community. 

 

For admission purposes, IST uses appropriate entry assessments to ensure that each student is placed in 

the learning environment that will most appropriately meet his/her educational needs. 

 

Sections 7.17 and 7.18 Approved by the Board  

May 12th, 2005 

 

 

7.19 Confidentiality of Student Records 
 

Central File 

The Central File will contain the majority of student records including: 

 application materials 

 admission and placement tests 

 previous school records and reports of a non-sensitive nature 

 copies of student reports 

 copies of correspondence relevant to the student 

 examination results 

 references and testimonials 

 teacher comment sheets 

 counsellor summaries and recommendations 

 current Student Personal Record Update Sheet (example attached) 

 

The file will be kept in a secure location with controlled access. It will be open only to Senior Management, 

teaching and specialist staff, the student and his or her parents. 

 

Students and parents requesting the School to write a confidential reference for the student must sign a 

form waiving the right of access to that reference. 

 

The file will be preserved for ten years after the student leaves the school after which time it will be 

destroyed. 

 

Counsellor Notes 

The Counsellor's notes constitute a personal record and will be confidential and not open to any other party 

except at the discretion of the Counsellor. If the issues discussed relate to the overall welfare of the student 

or the welfare and security of the school and its reputation, then the issues should be discussed with the 

relevant Principal and/or the Director. 

 

Medical Records 

These are to be kept in the Nurse's office with access limited to medical personnel, teachers and SMG, the 

student and his or her parents.  

 

Sensitive Information Shared by Students 

Guidelines covering the handling of sensitive information shared by students with teachers, guidance 

counsellors, and Senior Managers are laid out in Appendix H. 


