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Admissions Policy

Aims
The objectives of this policy are to:
* Achieve consistency and efficiency in processing applications and completing the admissions
procedure to the school;
*  Ensure an English immersion environment for students;
*  Offer all students in the class the level of support they need, to make academic progress and
achieve their potential;
* Give parents as much information as possible about the school and the education that we
provide;
*  Make each student’s start in school both happy and successful;
* Begin a lasting partnership with parents and students.

Children may be admitted to BIS at any time, subject to assessment and the availability of places. The
assessment is set at the British National Curriculum level for the applicant’s year group. The school
provides for extra lessons to enable students learning English as an additional language (EAL) to be
taught in an inclusive setting, and to ensure that all learners, including the highest attaining students,
get close attention from the teacher on a systematic basis. This means that the school admits children
wherever possible to their age-appropriate year group, to an agreed maximum of students per class (16).

Fluency in English

Please note that the official language of the school is English. The vast majority of communication from
the school will be in English or Serbian. English is also the language of instruction of the school (except
for the MFL Programme). It is therefore highly desirable that at least one parent can communicate to
the school through the medium of the English or Serbian language.

In order to cope with the brisk pace and social demands of the school, students should ideally be fluent
English speakers. Normally students should have been educated in the English medium regularly before
coming to the school. Students with English as an Additional Language (EAL) are supported in school,
but it is suggested that tutoring is arranged outside school, in the first instance, to get students up to the
required standard. Where this is not possible, for example, when a family has to move with little notice,
the school provides additional support for EAL for those identified as requiring it. This may also mean
adapting the student’s timetable for a period of time.

Equal Opportunities

Equal Opportunities is the focus on ensuring that children have equality of access and outcome
throughout all aspects of school like and that their life chances for the present and future are not impeded
or distorted by anything that happens during their participation in the process of education. Rather, they
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should be widened to allow children to achieve the whole scope of their potential. Equality of access,
however, does not necessarily lead to equality of outcome. Equal opportunity recognises and celebrates
our similarities and our diversity as individuals and groups. It recognises that all individuals have an
intrinsic right to be nurtured in such a way as they are able to reach their full potential. Equal opportunity
accepts that, whilst all children have something of value to contribute, they do not all start on a level.
Consequently, some may be disadvantaged in their attempts to reach their potential. The school works
hard to differentiate and maximise their personal achievement. Issues of equality are applicable to us
all, but there are a number of people about whom Equal Opportunity concerns are often more formally
expressed. Such groups are referred to in the Equality Act as the “Protected Characteristics” and are
identified as age, disability, gen der reassignment, marriage and civil partnership, pregnancy and
maternity, race, religion or belief, sex and sexual orientation. The school’s policies, for example, on
curriculum, PSHE and anti-bullying, explain how it promotes a sense of respect and tolerance, and
guards against discrimination against, students who demonstrate a protected characteristic.

Equal Opportunities covers the whole process of education but particularly embraces issues of
multiculturalism, anti-racism, disability, ethnicity, gender and trans-gender, sexuality, and
socioeconomic disadvantage. Strategies to combat inequality include those dealing with issues of self-
esteem and sense of self-worth, school organisation, curriculum content and delivery, discipline,
provision for those considered to have additional educational and or English as an additional language
needs, underachievement, and building social relationships within the school community. Equal
opportunity is about creating the structures and contexts for unlocking potential.

Equal Treatment

BIS is committed to equal treatment for all, regardless of a candidate’s race, ethnicity, religion, sexual
orientation or social background. The school has due regard to the Equality Act 2010 and promotes
respect and tolerance for people who have a protected characteristic. We welcome children from many
different ethnic and racial groups, backgrounds and creeds. Human rights and freedoms are respected
but must be balanced with the lawful needs and rules of our school community and the rights and
freedoms of others. The School is committed to being an Equal Opportunities Education provider and
is committed to equality of opportunity for all members of the school community. The school recognises
and accepts its responsibilities under the law that all candidates for admission will be treated equally,
irrespective of their, or their parents’ age, gender, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race or ethnicity, language, religion or belief, national or social
origin, sexual orientation, property, birth or other status.

Students with Medical Requirements

If the school believes that it can meet a child’s needs for medical provision, or the ongoing
administration of medication, the school will endeavour to meet such needs. Where necessary, if
specialist knowledge is required, the school will arrange additional training for relevant staff to support
a student’s medical needs (for example for anaphylaxis, diabetes and asthma). We will discuss
thoroughly with parents and their medical advisers any reasonable adjustments that can be made and
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the administration of medication, to enable a child to become and continue as a student at the school.
For further information, please refer to the policy on first aid and the administration of medicine.

Students with Dietary Requirements

Where reasonable adjustments can be made, the school welcomes students who have particular dietary
requirements due, for example, to cultural or religious backgrounds or to food allergies or intolerances.
Information on dietary needs is gathered as part of the admissions process and shared, as appropriate
with catering and teaching staff. A register should be maintained for reference in the School Database
System. In more complex situations, a meeting may be organised between the teacher and/or catering
manager and the parents to discuss and plan for a child’s dietary needs. Parents are asked to inform the
school promptly if there is a change in a child’s dietary needs.

Additional Education Needs and Disability (AEND)

The School currently has limited facilities for AEND students, but will do all that is reasonable to
comply with its legal and moral responsibilities under equality legislation in order to accommodate the
needs of AEND applicants. The physical layout of the site and buildings may restrict the movement of
individuals with particular difficulties with mobility.

The school defines a reasonable adjustment as one which can reasonably be undertaken within the
normal staffing, facilities and resources of the school. Where the school needs to draw on additional
expertise or resources, the cost will be passed on to parents. The School needs to be aware of any known
AEND which may affect a child's ability to participate in the admissions procedure and take full
advantage of the education provided at the School.

Parents of a child who has any AEND should provide the School with full details prior to the admissions
procedure at registration, or subsequently before accepting the offer of a place. The School needs this
information so that, in the case of any child with particular needs, the School can assess those needs
and consult with parents about the adjustments which can reasonably be made to ensure that the
application procedure is accessible for the child and the School can cater adequately for the child's needs
should an offer of a place be made. The school’s Additional Educational Needs Coordinator might
contact the previous setting to obtain relevant information. These records would be shared only with
relevant staff.

The School will do all that is reasonable to ensure that the information and application procedure is
accessible for AEND candidates and will make such reasonable adjustments as necessary. For example,
the School may be able to provide an examination paper in large font for a visually impaired student.
Similarly, if AEND become apparent after admission, the School will consult with parents about
reasonable adjustments that may allow the child to continue at the School.
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Where specific needs are identified and can be met with ‘reasonable adjustment’ by the school there
will be no additional costs for support. Where it is deemed most appropriate for there to be intervention
from an outside resource, the cost for these services will be the responsibility of the parent.

Admissions Criteria

BIS accepts children between the ages of two and a half and four years, providing that:
*  They can be separated with confidence from the main carer
* Demonstrate appropriate levels of independence including being toilet trained
*  Respond or answer to their name making eye contact
*  Show no evidence of disruptive behaviour
* Demonstrate development in line with those currently attending the school (in the case of
Foundation classes).

Children can be accepted into the school at any time during the school year and will be placed in the
class appropriate to their age.

Admissions Procedure

All enquiries will be responded to verbally and in writing, signposting prospective parents to the school.
Prospective parents are encouraged to make an appointment to see the Director of Education and to visit
the school (with or without their child). This will provide prospective parents with the opportunity to
observe the students at work, meet the Head of Primary/Secondary and Head of School and experience
the ethos and atmosphere of the school.

Application process:
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-
1. Meeting / phone call with 2. Optional trial day
Admissions
k 2
-
3. Application form is completed and Appendix 11 — Admissions
L sent to school procedure supplied to parents

—

4. Request for references and last
school report sent to current school

¥

5. Reference and report is assessed
by senior member of staff

First stage
acceptance

¥

6. Student sits a written or online
assessment

8. Meeting with AEND

7. Parent and Student Interview .
coordinator

9. Application assessment from
senior member of staff

Information pack will be sent to parents. Parents and child may wish to tour the school.

Optional trial day in school

Application form — Appendix 1

References are sent to current school. Application is ‘in progress’. Students are not accepted at

this stage

5. References and reports are reviewed by a senior member of staff. The school will make a
decision on whether to further progress the application or to halt the application. When a
students application is halted at this stage, the student may apply again in one term.

6. Written or online assessments. We use the GL assessment programme of testing

bl i e
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1. Secondary — Students will be given a Maths and English test suitable for their year group.
The test will usually be sent to the current school of the student to be carried out under
supervision. Students may be asked to sit a CAT4 assessment

il. Primary - Students will to sit CAT4 assessment

7. Parents and students may be asked to attend school for a further meeting. This may take the
form of a discussion of how we might best help the child or may involve a short student
interview.

8. If necessary Additional Educational Needs Coordinator, will carry out a brief learning
difficulties assessment. This report will form part of the send stage assessment

9. The application is assessed by a senior of staff.

I The student is successful and a start date is agreed
ii.  The student is not successful at this time and can apply again once one full time has elapsed.

Following discussion with the parents, it may be decided that it is necessary to write an individual
transition plan to decide how to meet the child’s needs and any staff training that is necessary because
of these needs (see Transition policy).

For students with AEN, the school’s Additional Educational Needs Coordinator will contact previous
setting to receive information. Records from previous setting should be made available to relevant staff.
If needed, a letter is sent to the previous school requesting any safeguarding or child protection
information.

In addition, a brief assessment related to any learning difficulties is carried out by the class teacher
and/or AENCo upon admission.

Based on the evidence provided with supporting documents, the Director of Education will make a final
decision on each student’s suitability to enter the school.

On-Boarding Procedure

Once a school place has been accepted, parents are sent an electronic/hard copy of the Parents’
Handbook, together with the all the necessary forms (see Appendices) to be signed acknowledging
acceptance of a place at the school for their child.

If parents wish to proceed with the entry, they will be asked to provide:

1. Photocopy of the child passport and/or birth certificate
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2. Provide immunisation record
Parents will also need to complete:

School parent agreement (see Appendix 3)

Acceptable Use Policy (Primary/Secondary) (see Appendix 4 and 5)
Permission to use photographs/videos of students (see Appendix 6)

Permission slip for field trips within the school time (see Appendix 7)
COVID-19 parent and student agreement™® (only if applicable) (see Appendix 8)
Request for school to give medication (only if applicable) (see Appendix 9)
Home school partnership (see Appendix 10)

A

*Latest rules related to COVID-19 will be issued to parents when the child is admitted.

A registration fee is payable of 500 Euros with the application and before enrolment. The School
reserves the right to cancel the application and withhold assessment result in case the application fee is
not paid.

Students are given a buddy from within the class to help the new student to integrate. After two weeks,
the Director of Education will contact the child’s parents to discuss how the child has settled and if
any problems have occurred (see Transition policy).

Disclosures: Parents are asked to declare any particular known or suspected circumstances relating to
their child’s health, allergies, disabilities or learning difficulties on the Registration Form.

Waiting List Policy

In the event we receive more applications for a particular year group than there are available places they
will be offered a place on the waiting list. Places on the waiting list will be limited to 5 per class in total
(this limit does not apply to siblings of existing student).

Applications will be considered in order of receipt. However, taking into account the admissions criteria
below, a child's place may be moved down the waiting list if a subsequent application is received from
a child meeting higher ranked criteria. Parents are invited to contact the Admissions team from time to
time to check their child’s place on the waiting list. Waiting list priorities are (quotas apply):

* Siblings (brothers and sisters) of current students at the school.

* Returning students.

* Native speakers (British passport holders or other passport holders, with English as first

language).
*  Other passport holders, with age-appropriate English language skills.
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STUDENT Details:
First name: Last name:
Date of birth: Place of birth:
(DD/MM/YY)

Home address:

Gender: male/female

Home telephone:

Declared nationality:

Student mobile:

Passport:

Student email:

Native language:

Languages spoken:

Previous school:

Year applying for / Date of birth (please circle):

st st
111 ist Szg: ggfg_g}st iﬁg 383(1) 7 1% Sept 2012 — 31 Aug 2013
1 1% Sept 2018 — 31%" Aug 2019 8 1% Sept 2011 — 31% Aug 2012
2 1% Sept 2017 — 31% Aug 2018 9 1% Sept 2010 — 315 Aug 2011
3 1% Sept 2016 — 31%' Aug 2017 10 1% Sept 2009 — 31% Aug 2010
4 1% Sept 2015 — 31% Aug 2016 11 1% Sept 2008 — 31 Aug 2009
5 1% Sept 2014 — 31% Aug 2015 12 1% Sept 2007 — 31% Aug 2008
6 1% Sept 2013 — 315 Aug 2014 13 1% Sept 2006 — 31% Aug 2007
Father’s/Guardian’s details Mother’s/Guardian’s details
First name: First name:
Last name: Last name:

Home address:
(if different from above)

Home address:
(if different from above)

Mobile: Mobile:
Email: Email:
Occupation: Occupation:

Official mobile phone:

Official email:

Name(s) of relative(s) currently at the BIS:

Emergency contact details (if parent/guardian is not available)

Name:
Relationship:
Contact:

Name:
Relationship:
Contact:
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Medical details

Health center:
Preferred doctor: Medical ID no (if available): _

Does your child require a special diet for medical reasons?
*YES/NO If YES, please provide details:

Does your child suffer from any allergies (e.g. penicillin, nut or food items)?
*YES/NO If YES, please provide details:

Does your child have any medical conditions?
*YES/NO If YES, please provide details:
Symptoms: _

Treatment:
When was the child last immunized against tetanus?

Does your child take any medication regularly?
*YES/NO If YES, please provide details:

Does you child have any learning difficulties?
*YES/NO  If YES, please provide details:

Authorisation

I give consent for my child to undergo emergency first aid and medical procedures if necessary and |
understand that the treatment will only be carried out by trained first aiders or medical practitioners.

Signature of parent/guardian: Signature of parent/guardian:

Transport to school
Mode of transport: Vehicle registration number:
Driver's name:

How did you hear about the BIS?

Office Use
o Documents checked & copied Application date:

o Records received from previous school
Further notes (e.g. subject options etc):
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Appendix 2 - Student Reference From

Please return when complete: info@bis.edu.rs
Phone: +381 11 30 66 096

Name of student: Applying for grade:

The above student has applied for admission to the British International School in Belgrade.
This reference is an important part of the application process. We appreciate your candid
evaluation of this student. Please return the completed form to the School Office at the address
info@bis.edu.rs. If the form must be sent with the family, please place it in a sealed envelope
with an official school stamp. Thank you for your cooperation.

Name of present school:

School address: School email;

School phone number: School fax number:

Name of person submitting evaluation:

Position: Length of time acquainted with student:

Has this student been recommended for/received additional help or special education services
at your school?

] No [ YES

If YES, what services and for how long?

Has the student ever been subject to any serious discipline procedure?

1 No [ YES

If YES, please explain

Is there anything we should know about this student-personal circumstances, special factors,

obstacles that may play a part in his or her academic standing and social development?
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Please indicate your opinion of the student in the following areas:

Academic work qualities/work habits

Outstanding Good Satisfactory Needs Unsatisfac
improvement tory

Organises time and materials

Works independently

Works well in group activities

Listens/follows directions

Participates in class
discussions/activities
Demonstrates self-discipline

Exhibits self-confidence

Relates well to peers

Shows concern for others

Respects rights/property of others

Shows courtesy/respect

Demonstrates leadership ability

Accepts constructive criticism

Oaaooa) oga) aoooo
Oaaooa) oga) aoooo
Oaoooo) oga aooos
Oaaooa) oga) aoooo
Oaaooa) oga) aoooo

Signature: Date:

Principal’s signature:
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Appendix 3 - School - Parent Agreement

(Student’s first name and surname, date of birth) (Year group) (Academic year)

CONCLUDED BETWEEN:

BRITISH INTERNATIONAL SCHOOL, Neznanog Junaka 36, Reg. no. 17841815, VAT
No. 107744710, represented by Mrs. Branislava Keserovi¢, PhD,

and

(first name and surname of a parent / legal guardian) (passport / ID number)

Point 1.

The British International School shall organise and provide instruction as well as other forms of
education and extracurricular activities exclusively in the English language as set forth in the annual
curriculum of the school.

Point 2.

The tuition fee, as defined in the Tuition Terms of Payment, covers:
- curricular and extracurricular activities;
- materials, textbooks and other instructional materials;
- examination costs and the release of certificates and diplomas.

The tuition fee does not cover the following optional costs:

- student transportation, mandatory school uniforms for Primary school, hot-lunches, multiday
school trips, extracurricular activities held at the request of parents after the completion of
the school day.

Point 3.

The parent/legal guardian is familiar with the amount of tuition payable and shall fully pay the due
amount as provided by the Tuition Terms of Payment.

Point 4.

In the case of default by parent/legal guardian in meeting the specified obligations, the British
International School reserves the right to deny the attendance of instruction, the taking of exams,
the release of documentation, report cards and transcripts/certificates of passed examinations to the
student until such obligations are fully met.
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Point 5.

The parent/legal guardian shall further compensate for any damage caused by disruptive or undisciplined
behaviour of the student, as well as for the cost of textbooks and books that the student fails to return to
the school or causes damage to.

Point 6.

The British International School reserves the right to unilaterally terminate this Agreement upon
imposition of such disciplinary measures as may be specified in the School's Code of Conduct in case of
a serious breach of rules of discipline by the student, provided that such measures continuously fail to
provide results.

Point 7.

In case the parent/legal guardian wishes to terminate this Agreement before the expiration of the term
hereof, they shall inform the British International School of such an action at least 30 days in advance
and shall further undertake to meet all obligations until the date of termination hereof.

Point 8.

This agreement shall be enforceable as of the date of conclusion hereof and it shall remain enforceable until
the end of education at BIS.

The parties endeavour to resolve any possible dispute that may arise with regard to this Agreement in an
amicable manner, and should they fail to settle such disputes, they agree to be bound by the jurisdiction of

the First Basic Court of Belgrade.

I acknowledge that I have read the Tuition Terms of Payment enclosed herewith and that I agree with the
terms and conditions thereof.

This Agreement is produced in two identical copies and each party hereto receives one such copy.

PARENT/LEGAL GUARDIAN “BRITISH INTERNATIONAL SCHOOL”
Mrs. Branislava Keserovi¢, PhD

Belgrade,
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Appendix 4 - Acceptable Use Policy: Primary School
Students

Introduction

The aim of the BIS Acceptable Use Policy (AUP) is to ensure that students will benefit from learning
opportunities offered by the school’s Internet resources in a safe and effective manner. Internet use and access
is a school resource and privilege. Therefore, if the school AUP is not adhered to this privilege will be
withdrawn and appropriate sanctions — as outlined in the AUP — will be imposed.

It is envisaged that school staff, student and parent representatives will revise the AUP as necessary.

School’s Strategy
The school will employ a number of strategies in order to maximise learning opportunities and reduce risks
associated with the Internet. These strategies are as follows:

e All Internet sessions must be supervised by a teacher.

e Filtering software and/or equivalent systems will be used in order to minimise the risk of exposure to
inappropriate material.
Students who use the Internet must be aware of issues relating to Internet safety.

e Uploading and downloading of non-approved software will not be permitted.
Virus protection software will be used and updated on a regular basis. Personal USB Keys or CDROMs
must not be used without the express permission of a teacher and only for a specific purpose approved
by the teacher. The school reserves the right to read all portable devices and to check them for viruses.

e Students will observe good ‘netiquette’ (i.e. etiquette on the Internet) at all times and will not undertake
any actions that may bring the school into disrepute.

Network etiquette at BIS should promote the following:
* Be polite.
*  Use appropriate language.
* Do not swear, use vulgarities, or any other inappropriate language.
»  Keep your personal address or phone number or the personal addresses or phone numbers of others
confidential.
* Illegal activities are strictly forbidden.
*  Only share images with people that you know personally (IRL)
*  Only share images that do not show intimate parts of your or other people’s bodies
» lllegal activities are strictly forbidden.

World Wide Web using School Devices
e Students must not intentionally visit Internet sites that contain obscene, illegal, hateful or otherwise
objectionable materials.
Students must use the Internet on school devices for educational purposes only.
e Students must never disclose or publicise personal information.
Students must be aware that any usage, including distributing or receiving information, school-related
or personal, may be monitored for unusual activity, security and/or network management reasons.
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e Online shopping using school devices is prohibited.

Email and Text Messaging using school devices
e Students are not permitted to access personal email or webmail accounts or to set these up through the
school network. School email addresses must be used under supervision.
Text messaging through mobile phone companies via the Internet is forbidden.
e ICQ instant messaging (messaging through chat rooms, Twitter accounts etc) is forbidden unless
express permission given by a teacher.

Internet Chat using School Devices

e Internet chat/ blog discussion forums may be used only under the guidance of the teacher.

e Students will only have access to chat rooms, discussion forums or other electronic communication
forums that have been approved by the teacher.

e Chat rooms, discussion forums and other electronic communication forums will only be used for
educational purposes.
Usernames will be used to avoid disclosure of identity.
Face-to-face meetings with someone organised via Internet chat is strictly forbidden.

Bullying- Internet Mobiles and School Devices

Hate mail, harassment, nasty personal comments, discriminatory remarks and other antisocial behaviour are
prohibited on the network regardless of whether it is accessed using school or personal equipment. BIS reserves
the right to discipline the student for actions taken off-campus if they are intended to have an effect on a student
or staff member or if they adversely affect the safety and well-being of a student or staff member while in
school.

Personal Mobile Devices
Students are not permitted to bring personal mobile and other internet enabled devices to school except with
the express permission of the Head of School or Head of Primary. In the event that permission is given:

*  Devices will remain turned off throughout the school day.

*  Devices will remain in the care of the school security staff from arrival until departure.

*  Students understand that they bring devices to school entirely at their own risk — the school accepts no
responsibility for the loss or theft of devices on school property/ during school time and will not
involve the police in the investigation of such loss.

* Any student found in breach of the above will have their device confiscated for a period not less than
up to the end of that school day and to be determined by the Head of Primary.

School Website

e Students will be given the opportunity to publish projects, artwork or school work on school blogs

e Some student work will appear in an educational context on Web pages with a copyright notice
prohibiting the copying of such work once the permission of their parents/guardians has been secured.
e Photographs published on the website will normally focus on group activities.

e Personal student information including home address and contact details will be omitted from school
web pages.

e Students will continue to own the copyright on any work published.
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e Photographs of students participating in school activities may be published on school web pages
unless parents have requested in writing that this not be done.

Sanctions for Misuse

Misuse of the Internet may result in disciplinary action, including written warnings, withdrawal of access
privileges and, in extreme cases suspension or expulsion. The school also reserves the right to report any illegal
activities to the appropriate authorities.

Agreement Form - Primary Students

Please read carefully the School’s Acceptable Use Policy and sign and return the permission form to the class
teacher.

I have read and agree to adhere to all rules of the BIS acceptable use policy:

Signed: (parent/ guardian)

Name of student:

Date:
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Appendix 5 - Acceptable Use Policy: Secondary School
Students

Introduction

The aim of the BIS Acceptable Use Policy (AUP) is to ensure that students will benefit from learning
opportunities offered by the school’s Internet resources in a safe and effective manner. Internet use and access
is a school resource and privilege. Therefore, if the school AUP is not adhered to this privilege will be
withdrawn and appropriate sanctions — as outlined in the AUP — will be imposed.

It is envisaged that school staff, student and parent representatives will revise the AUP as necessary.

School’s Strategy

The school will employ a number of strategies in order to maximise learning opportunities and reduce risks
associated with the Internet. These strategies are as follows:

General

All Internet sessions must be supervised by a teacher.

Filtering software and/or equivalent systems will be used in order to minimise the risk of exposure to
inappropriate material.

Students who use the Internet must be aware of issues relating to Internet safety.

Uploading and downloading of non-approved software will not be permitted.

Virus protection software will be used and updated on a regular basis. Personal USB Keys or CDROMs
must not be used without the express permission of a teacher and only for a specific purpose approved
by the teacher. The school reserves the right to read all portable devices and to check them for viruses.
Students will observe good ‘netiquette’ (i.e. etiquette on the Internet) at all times and will not undertake
any actions that may bring the school into disrepute.

Network etiquette at BIS should promote the following:

Be polite.

Use appropriate language.

Do not swear, use vulgarities, or any other inappropriate language.

Keep your personal address or phone number or the personal addresses or phone numbers of others
confidential.

Illegal activities are strictly forbidden.

Only share images with people that you know personally (IRL)
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*  Only share images that do not show intimate parts of your or other people’s bodies
*  Students should always back up their own work.

Internet Access using School Devices

e Students must not intentionally visit Internet sites that contain obscene, illegal, hateful or otherwise
objectionable materials.

e Students must use the Internet on school devices for educational purposes only unless approved by a
member of staff.
Students must be familiar with copyright issues relating to online learning.
Students must never disclose or publicise personal information.
Students must be aware that any usage, including distributing or receiving information, school-related
or personal, may be monitored for unusual activity, security and/or network management reasons.

e Online shopping using school devices is prohibited.

Email and Text Messaging using School Devices
e Students are not permitted to access personal email or webmail accounts or to set these up through the
school network except with express permission from staff members.
e Text messaging through mobile phone companies via the Internet is forbidden except with express
permission of staff members

Internet Chat using School Devices
e Internet chat/ blog discussion forums may be used only under the guidance of the teacher.
e Students will only have access to chat rooms, discussion forums or other electronic communication
forums that have been approved by the teacher.
e Chat rooms, discussion forums and other electronic communication forums will only be used for
educational purposes.
e Usernames will be used to avoid disclosure of identity.

Bullying- Internet Mobiles and School Devices

Hate mail, harassment, nasty personal comments, discriminatory remarks and other antisocial behaviour are
prohibited on the network regardless of whether it is accessed using school or personal equipment. BIS reserves
the right to discipline the student for actions taken off-campus if they are intended to have an effect on a student
or staff member or if they adversely affect the safety and well-being of a student or staff member while in
school.

Personal Mobile Devices
Secondary students are permitted to bring personal mobile and other internet enables devices to school under
the strict proviso that:
*  Devices remain turned off throughout all lessons periods and during lesson transitions unless a teacher
expressly requests that students use the phones for a specific learning related purpose
* Devices on silent/ screen lock are not considered to be turned off — power must be disabled
* Posting of photographs or references to staff members on the internet or any social networking site is
strictly prohibited and will be viewed as an extreme breach of this policy
*  Capturing or posting images of other students without express consent is forbidden
*  Students understand that they bring devices to school entirely at their own risk — the school accepts no
responsibility for the loss or theft of devices on school property/ during school time and will not
involve the police in the investigation of such loss
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* Any breach of the above regulations will result in the confiscation of a student’s device for a time to
be specified by the member of staff at the time, but not less than to the end of the school day

* Repeated breaches will result in a loss of all privileges relating to bringing devices to school. Students
will be required to either leave their device at home or with the security guard for the duration of the
school day

School Website

Students will be given the opportunity to publish projects, artwork or school work on school blogs

e Some student work will appear in an educational context on Web pages with a copyright notice
prohibiting the copying of such work once the permission of their parents/guardians has been secured.
e Photographs published on the website will normally focus on group activities.

e Personal student information including home address and contact details will be omitted from school
web pages.

e Students will continue to own the copyright on any work published.
Photographs of students participating in school activities may be published on school web pages
unless parents have requested in writing that this not be done.

Sanctions for Misuse

Misuse of the Internet may result in disciplinary action, including written warnings, withdrawal of access
privileges and, in extreme cases suspension or expulsion. The school also reserves the right to report any illegal
activities to the appropriate authorities.

Agreement Form -Secondary students

Please read carefully the School’s Acceptable Use Policy and sign and return the permission form to the Form
tutor.

I have read and agree to adhere to all rules of the BIS acceptable use policy:

Signed: (parent/ guardian)

Signed: (student)

Student name:

Date:
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Appendix 6 - Permission to use photographs/videos of
students

The students at the British International School Belgrade (BIS) will be involved in school activities where
they may be photographed or videoed. Photographs of students may be used in a variety of media to
celebrate student's success in a particular area, for educational purposes or to promote the school. We use
photographs/videos responsibly to highlight student achievements and the BIS.

We need parental permission to publish children's photographs/videos. No child's photograph/video will
knowingly be published without parental permission. Please complete the form overleaf and return it to
the School Office, noting that this permission form is valid for the duration of your child's schooling at
the BIS; however, you may change your permissions at any time upon written notification.

As photographs/videos can be taken from various distance, with student’s identifiable or not, it is not as
simple as you stating “yes” or “no”. There are, for example, individual, small groups or large group
possible.

We have overleaf a series of options and we ask you to select whether we may or may not use the various
options.

The final option is that we have no permission for any photographs/videos. Whilst we will do our utmost
to ensure this does not happen, in order to fulfil this, we may remove from trips or other activities your
child where photographs/videos are being taken. This may be detrimental to their overall education, but
we will honour your decision.

If you have any questions, please do not hesitate to contact the School Office.
Student’s name: Year:

Section One
Please circle ONE of the four options (1 —4) from this list:

1. Permission for BIS photographs/video of my child to be published in local media, used in
advertising materials or special displays, and am aware that this may be accompanied by my
child's first name.

2. Permission for my child's photograph/video to be used in BIS only marketing online and/or
print.

3. Permission for my child to appear in school organised activities with their face blurred or
not identifiable.

4. 1do not give permission for my child's photos/videos to be used by the school. Note with
this option it may mean that a student is unable to attend events as we may not be able to
guarantee it happens.

Section Two
Please circle EITHER “Y” or “N” in the three sections below:

i Individual* Y/N
il. Small Group** Y /N
iii. Wide View*** Y/N
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Examples of what these may mean:

*Individual — used when a particular student is receiving an award, in which case their first name
only may be used. Alternatively, it may be of an event, highlighting what a student is doing, in which
case their name would not be used.

**Small group — used when a small group of students (up to class size) have received an award,
students are not individually named. Alternatively, when a small group are involved in an activity
and facing the camera, again students are not named though their class may be.

*** Wide view — used when a general activity photo/video is being taken of a group of students,
some whose faces may be seen, but some who will not. Used to explain a particular activity, and
students are not named.

PERMISSION TO USE PHOTOGRAPHS/VIDEOS OF STUDENTS

Parent's/Guardian's name:

Signature: Date:

Please return completed forms to the School Office
In signing below, I also acknowledge that the ownership of such material is retained by the school, or
organisation taking photographs/videos.
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Appendix 7 Trips within School time: Permission Slip

In order to minimise sending permission letters each time your son/daughter has a trip during
school time, please would you be so kind as to complete the slip below. This should be returned
to your son/daughter’s class teacher.

This permission slip is for trips that occur DURING school time. Teachers (and Teaching
Assistants) will be supervising and professional drivers will be used to transport students
to/from events.

Teachers will advise you when trips will be occurring.

Should you have any questions please do not hesitate to get in touch with the School Office.

Trips within School time - Permission Slip

Student name: ...........ccoviiiiiiiiin Class: ............
I give permission for my son/daughter to go on any school trips that occur WITHIN the school
day.

Parent/Guardian name: ......................... Parent/Guardian signature: .......................

(please return to the student’s class teacher)
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Appendix COVID-19 parent and student agreement

COVID-19 PARENT AND STUDENT AGREEMENT

The purpose of this Post-lockdown Parent and Student Agreement is to ensure that all students and
parents align their actions with the school policies and procedures, use good judgement while following
the specifics of this agreement and its purpose: to be safe, responsible and careful.

The BIS will take safety measures to create a safe and healthy environment for students and staff
members in accordance with the local authority guidelines.

By signing this agreement as a parent/guardian, you acknowledge that you have read, understood and
discussed with your child the guidelines listed below and will adhere to those once the school re-opens.

Parental responsibility

I will ensure that my child practices the safety measures against the COVID-19 that are
implemented under the local authority regulations inside/outside of the school.

If my child shows any symptoms or signs of the COVID-19, I will inform the school
immediately.

I will not send my child to the school if he/she shows any signs or symptoms of the COVID19.
I will ensure that my child is transported home immediately after I have been informed by the
school that he/she is not feeling well.

I will ensure that my child enters the school with a face mask on and that he/she has been
instructed to wear it throughout the school day.

I will explain to my child the importance of wearing the face mask and that they should not
unnecessarily remove the face mask at school or share it with their peers.

I will ensure that my child's face mask is washed or changed daily.

I will encourage my child to maintain social distancing upon the return to school.

I will enforce good hygiene practices, such as washing and sanitising hands, coughing or
sneezing into a tissue paper or bent elbow.

Student responsibility

I will inform my parent/guardian and teacher if [ am not feeling well.

I will maintain social distance with my peers at the school.

I will wear the face mask at all times while in school.

I will sanitise and/or wash my hands regularly and avoid touching my face.
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I hereby agree to adhere to the above stated provisions:

Student's name and surname: Student's signature:*
Parent's name and surname: Parent's signature:
Year: Date:

*Parent to sign if the child unable to sign.
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Appendix Request for school to give medication

This form should be completed only if applicable

RREQUEST FOR THE SCHOOL TO GIVE MEDICATION

I request that .......coooeiiiiiiiiii e (Full name of Student) be given the
following medicine(s) while at school:

Date of birth..............ccoceviiinin, Group/class/form ...........ceeeiiiiiiiiiiiiiiiieiaans

Medical cONAItION OF T1INESS ...t

Name/type 0f MEAICINE ...c..eecvviiiieiiiiicciiecee ettt (as described on container)
Expirydate..........cooovviiiiiiiiiiinnn, Duration of course...........ovvvvvniinnn.n.
Dosage and method ........................ Time(s) to be given..................ceeeveens

Other INSIIUCLIONS ..o ettt et
Self-administration: Yes/No (mark as appropriate)

I hereby confirm that the above medication has been prescribed by the family or hospital doctor (Health
Professional note received as appropriate) with a clear indication of the contents, dosage and the
student’s full name.

Name and telephone number of GP ...
I understand that I must deliver the medicine personally to

(agreed member of staff) and accept that this is a service that the staff member is not obliged to
undertake. I understand that I must notify the school/setting of any changes in writing.

Print Name .......ccooeviiiiiiiiiiiiiieieee e, Signed ......oooviiiii
(Parent/Guardian)

Note to parents/guardians:

1. Medication will not be accepted by the school unless this form is completed and signed by the parent or legal
guardian of the student and the administration of the medicine is approved by the School Office.

2. Medicines must be in the original container as dispensed by the Pharmacy.
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3. The agreement will be reviewed on a termly basis.
4. The Governors and Director of Education reserve the right to withdraw this service.
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Appendix - Home - school partnership agreement

The School: On our part we will do everything in our power to ensure that the student is safe from
bullying, harassment or any other danger; that they are encouraged to be healthy and active; and that
they are allowed and encouraged to make a positive contribution in our learning community.
Furthermore, it will be our absolute priority to ensure that they enjoy school and make the maximum
academic progress possible, ensuring that they have the skills and knowledge needed for future
employment.

We will always maintain an effective communication partnership with parents and carers, notifying
them quickly when concerns arise as well as always looking to praise students where appropriate. It will
be our intention to ensure that every young person who works well at the British International School
will be made to feel valued, appreciated and recognised.

Staff member: Date:

The Student: As a student at the British International School I will do my best at all times. I recognise
that in order to do this I need to behave well and to show respect to all adults and all other students who
make up our learning community.

I recognise that bullying is entirely unacceptable and that I will act to stop bullying whenever it is in
evidence.

I will do everything I can to promote the good name of the British International School including
dressing appropriately, helping to keep our environment as tidy as possible and respecting the local
community.

In lessons I will bring my equipment, complete homework to the best of my ability and do everything I
can to learn and progress as well as possible.

Student name: Form:
Student signature: Date:
The Parent/Carer

I recognise the enormous importance of my role as a parent/carer in supporting my child at the British
International School. I will check and sign the planner each weekend and will do all that I can to
encourage my son/daughter to work hard in the School, be positive about learning and be ambitious for
the future. Where issues occur in the School, which are a concern to me, in the first instance I will notify
my child’s form tutor [name ]. Where this is not possible, I will notify my
child’s key stage leader
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[name ]. I will do everything that I can to work in partnership with the School
to resolve such difficulties. I will play my part in supporting the School in implementing all policies
approved by the Directors. I will do everything I can to ensure that my child attends the School every

day, that they are dressed in accordance with the school dress code and that they are properly equipped
for learning.

Parent/ Carer signature: Date:
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Appendix Admissions Procedure for parents

Prospective parents are encouraged to make an appointment to see the Director of Education and to visit

the school (with or without their child). This will provide prospective parents with the opportunity to
observe the students at work, meet the Head of Primary/Secondary and Head of School and experience
the ethos and atmosphere of the school.

Application process:
2. Optional trial day
-
1. Meeting/ phone call with
Admissions
) x
-
3. Application form is completed and Appendix 11 — Admissions
sent to school procedure supplied to parents

) :
-

4. Request for references and last
school report sent to current school

¥

5. Reference and report is assessed
by senior member of staff

First stage
acceptance

¥

6. Student sits a written or online
assessment

7. Parent and Student Interview

9. Application assessment from
senior member of staff
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Information pack will be sent to parents. Parents and child may wish to tour the school.

Optional trial day in school

Application form — Appendix 1

References are sent to current school. Application is ‘in progress’. Students are not accepted at

this stage

5. References and reports are reviewed by a senior member of staff. The school will make a
decision on whether to further progress the application or to halt the application. When a
students’ application is halted at this stage, the student may apply again in one term.

6. Written or online assessments. We use the GL assessment programme of testing

L.
2.
3.
4.

i. Secondary — Students will be given a Maths and English test suitable for their year group. The test
will usually be sent to the current school of the student to be carried out under supervision.
Students may be asked to sit a CAT4 assessment ii.

Primary - Students will to sit CAT4 assessment

7. Parents and students may be asked to attend school for a further meeting. This may take the
form of a discussion of how we might best help the child or may involve a short student
interview.

8. If necessary Additional Educational Needs Coordinator, will carry out a brief learning
difficulties assessment. This report will form part of the send stage assessment

9. The application is assessed by a senior of staff.

L. The student is successful and a start date is agreed ii. The student is not successful at this

time and can apply again once one full time has elapsed.

Following discussion with the parents, it may be decided that it is necessary to write an individual
transition plan to decide how to meet the child’s needs and any staff training that is necessary because
of these needs (see Transition policy).

For students with AEN, the school’s Additional Educational Needs Coordinator will contact previous
setting to receive information. Records from previous setting should be made available to relevant staff.
If needed, a letter is sent to the previous school requesting any safeguarding or child protection
information.

In addition, a brief assessment related to any learning difficulties is carried out by the class teacher
and/or AENCo upon admission.

Based on the evidence provided with supporting documents, the Director of Education will make a final
decision on each student’s suitability to enter the school
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