


Dear parents and students,

It's our school's pleasure to hand you our school handbook. We have created this handbook to help you
and your child understand the rules and expectations of Menese International Schools. Since we believe
that every student must have the opportunity to learn, we are supporting this with a healthy
educational environment to achieve our purpose.

Please keep this handbook as a reference that you'll always find satisfactory replies to your enquiries.
Those who manage their time effectively have the same 24 hours in a day as you. They plan & schedule

time to achieve a happy balance in all aspects of their lives. If you can organize your work, you will

save quarter to one — third of your time. Planning ahead & applying time management strategies will

result in maximum value for the time you have. It will help your school work & could result in an
increase in time available for leisure activities such as sports, this planner should be used as a daily

organizer to help manage your time efficiently & effectively.

During Class:
1- Your planner should be with you in every class.

2- Record all homework assignments & test dates.

3- List your homework assignments & the due dates at the conclusion of each class on the day
they are assigned.

4- Write down when essays, researches & projects are due.

5- Ask your teacher about any problem, you encountered whilst doing

your homework.

At Home:
1- Begin by scheduling your time in 30 to 40 minutes blocks.
2- Prioritize your work, with the most pressing and most crucial items first.
3- Spend more time on those areas which require improvement.
4- Allow yourself time to review your work two or three days before a test or quiz.
5- When an assignment is completed, check it off your planner.
6- Each week transfer unfinished tasks to a future date.
7- Review your past week's schedule and make the necessary adjustments and changes

for the coming week.




Our goal is to prepare our students physically, intellectually, emotionally,
and morally to contribute to the society of which they are members and the

world they will experience upon graduation from our school.

We, the staff of Menese American School, undertake the challenge to have
productive & well balanced members, confident in their cultural identity
and to prepare our student's for the changing world. We will assist, encourage,
and nurture students to pursue their chosen goals. We will motivate students to

do their best and prepare them to live in this global society.




Philiosophy

Menese International School and staff share the philosophy that a school must be a place for
successful experiences. Even through learning styles and abilities are different, all children can be
successful in many endeavors. Teachers who individualize instruction to meet the student's needs,
and encourage students further enhance a youngster's abilities to be successful in learning.

Parents and school share this responsibility. Mutual support is critical in making the educational

experience provided at school a meaningful one for the student.

Things teachers wish parents would do :

1. Be involved in their children's education. Parent involvement helps students learn, improves

schools, and make teachers' job easier. On the other hand, students are to be independent and not
relying on their parents.
. Provide resources at home for reading and learning. Parents should provide books and magazines

for their children and read with their children each day.

3. Use pressure positively, encourage children to do their best at school. In order to prevent stress,
children should be helped to set obtainable goals and avoid involvement in too many activities..

4. The student should be parents' first concern, followed by his/her preparation for the world of work
and involvement in athletics and activities.

5. Support school rules. Parents should take care not to undermine school rules, discipline, or goals.

6. Follow the procedures mentioned in this handbook in case of facing a problem.

7. Exercise parental responsibility and not to expect the school and teachers to take over this job.

For example, teaching basic discipline is parental rather than a school responsibility.




The School’s Beliefs

e Menese International School is dedicated to providing educational programs of high quality to students.

Our young people live in a pluralistic society which requires respect for all people, encourages
global solutions to worldwide problems and solicits the continued assistance of all citizens.
We believe that every student has an opportunity to learn and that every student is an individual with
his/her own unique talents.
We want students to love education and thrive from learning and we hope to implant the following
beliefs in them:

Every student should have the opportunity to learn.

Every student should have the opportunity to maximize his/her potentials.

We believe that there exists a partnership between the school, parents and the community

in pursuit of these beliefs.

*  We believe that education is a lifetime pursuit for knowledge

The School’s Objectives

Extend opportunities for students to use their minds fully and productively

Develop educational programs which reflect the most up to date knowledge in each subject.
Provide a caring school environment where students, and staff feel accepted by one another.
Provide safe and productive environment conductive to teaching and learning.

Pride in cultural identity & ensure that our students remain cognizant of Egypt's contributions to the

whole world.

Encourage appropriate self-expression in a respectful atmosphere and problem solving skills.
Respect the individual differences of students in all school programs.

Provide a wide range of exploratory and socializing experiences and activities for all students.
Present the school curriculum in a manner consistent with modern theories of teaching and learning.
Assist the students to develop a positive self-image.

Ensure that students will continue their acquisition of basic skills.

Promote positive relationships between administrators, faculty, students, and staff.

Monitor the achievement of students through all appropriate means.

Define a set of positive values and demonstrate respect for others, their beliefs and their culture.
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Disciplinary Policy

The discipline policy is outlined so that students should be aware and recognize that
they must take responsibility for their actions. It also provides a set of guidelines which
will help to develop each student's self-discipline and create an environment where

learning can take place and respect is developed.

Aims:

An environment where students can learn and develop into productive adults
A sense of self-respect.

A sense of patience and tolerance.

Development of good work and study habits.

Understanding of self-worth and self-esteem.

Our Policy:

On the following pages, we have outlined key areas that we consider as "problem areas
or "Infractions" and the possible "solutions & consequences”, If a student deviates from

what is considered normal behavior.




School Rules

The school rules reflect the school community’s expectations in terms of acceptable
standards of behavior, dress, and personal presentation.

Students have the responsibility to:

e Attend school regularly. School hours are from 7:30 till 2:30. Students who don’t
use the school bus must be punctual, please refer to the tardiness policy in this
parent handbook.

Respect the right of others to learn.

Respect the pears and teachers in all aspects.

Respect the property and equipment of school and others.

Keep the school environment and the local community free from litter.
Observe the uniform code of the school.

Students are to bring the required materials daily.

Not allowed

Mobiles , unless in case of emergency, parents should take the principal’s permission.
It will be left in the principal’s office at the beginning of the day and returned back
at the end of the day.

Matches, lighters, cameras, weapons, knives or any other similarities.

Alcohol, drugs, chemicals, cigarettes or any other similarities.




General Rules:

Parents are notified with the date of each Parents’ Meeting.

For emergency meeting, the parent should contact the reception to set an
appointment ahead of time.

Books and booklets are handed to the students within one week from the beginning
of the academic year. It may take more time for the National Division according to
the Ministry of Education.

As for the second term, booklets are distributed on the second week after referring
back to the students’ affairs.

Quizzes Policy for Elementary Stage

A quiz for each subject every two weeks.(Subject to change).

For 1% Primary, students write in pencil in the first term and they are trained to use
pens starting the second term using the erasable pen.

For 2" and 3" Primary, the students are obliged to write in blue pen, no marks will

be scored in case of writing in pencil.

In case of absence on quizzes or exam days, students will not be permitted to repeat
any exam or quiz.

Quizzes Policy for Preparatory Stage

A weekly quiz for some subjects.
Quizzes plan will be set so that no overlap will occur.

In case of absence on quizzes or exam days, students will not be permitted to repeat
any exam or quiz.

Trips and Fun days Policy

Students are allowed to come out of uniforms on fun days .

Students must wear full uniform on trip days or any other activities held outside the
school.

On fun days and trips, all devices such as mobile phones, tablets, i-pads, etc... are
totally prohibited and the school is not responsible for the loss of any device.

Trips and fun days are to be paid by the parents.
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Distribution of students in classes

The school management has the right to distribute the students to classes
according to different criteria such as the percentage of boys and girls, the
second language, or equal capacity. Therefore, the school has the right to

change the class list every year if needed.

Social Media

Dear Parents,

Itis very important to drag your attention that

social media such as facebook and whatsapp,

etc.... are not a credible source of information.

So, please when you have any enquiries, refer back to

a responsible person from the school. Speaking ill of the school’s reputation
or any person in charge ex. principals, supervisors, etc.. will result in
immediate response and the school has the right to take the necessary action

that is convenient to its management.

The Clinic

A doctor is on duty each school day. If a student becomes ill during
school, he/she should request permission from the teacher to go to the
clinic. If a student needs to leave school because of illness, (upon the
doctor's recommendation) his/her parents must be notified to come &

pick him/her up.




Dress Code :

The school uniform should be clean, ironed, and spots free.

Black shoes or trainers and white socks should be worn.

P.E. uniform is to be worn on days that have P.E. sessions on schedule.
Jeans are not allowed.

No visible tattoos.

Hair styles should be presentable, no hair colors or unacceptable styles.
No visible jewelry to be worn.

Boys who have beard should shave it regularly.

Girls should not wear make-up or nail color.

Please label your child’s jacket or any other belongings

such as flasks, pencil cases, etc.... with his/her full name.

This makes it easier to find it in case of its loss at school.




Health Information

Please notify the school management immediately if your child becomes ill with a

communicable disease. The following list identifies communicable diseases that we

are most concerned about:

Disease

Incubation

Isolation

Chicken Pox

14 — 21 Days

7 days after first pox appears

German Measles

2 weeks

Until all symptoms Disappear

Measles

7 — 14 days

Until all symptoms Disappear

Mumps

14 — 21 days

10 days, or after swelling is gone

Strep Throat

1-4 days

24 hours after Antibiotics have begun

Sometimes it is difficult early in the morning to decide whether to send your child to

school. The following guidelines are suggested to help control the spread of flu, and

other contagious illnesses. Please keep your child at home when he/ she has any of the

following symptoms:

[1Fever of over 37 degrees.

[ Chills.

OVomiting or diarrhea within the last 24 hours.

ONausea.

0Sore throat or trouble swallowing.

0Coughing, sneezing, and / or runny nose.

ORash or unusual sores or spots.

UHeadache.

OGeneralized muscle aches and pains.

UBreathing trouble.

OUnusually red, watery or burning eyes.

11




The student needs to stay at home until he/she is free of the previously
mentioned symptoms for 24 hours. Please be advised that if school health
services find your child having any signs of communicable or disease

infections, that child will be sent home.

The school’s doctor and stage management will apply regular check on

students general hygiene and cleanliness such as nails, hair, neatness, etc

In case of suspecting the student has lice, the doctor will notify the parents to
keep the student at home for a while until it is gone as having lice may cause
infections to other students.




Absence Policy

+ Students are entitled for 15 continuous absence days and 21 separate absence

days throughout the whole academic year.

Homework Policy

+ In case of absence, students and parents may request makeup homework on the
second day of absence. Requested homework may be picked up in the office
or from the designated bus staff. Students must remember to take home books
and other supplies for doing homework.

Students will review the homework guidelines with their teachers in
their classroom. We suggest that parents and students review it at home

periodically.

Homework is planned to serve one or more of the following purposes:

Development of independent study habits, organization, and efficient use of time.
Completion of unfinished classroom work.

Make — up of schoolwork assigned during the student's absent.

Practice or review of content previously studied.

Application or extension of concepts taught in a preceding class.

Research related to classroom activities.

+ Use of resources such as the library, museums, and electronic media.

Provision of optional of self-selected assignments based on student

learning styles, interests, and / or talents.

Increase parent awareness of the teacher's exceptions and curriculum.




Early Dismissal

» Occasionally, school is dismissing early due to special events. Parents are informed
prior to su ch occurrences.
In case of certain occasions that you need to pick up your child before the end of the

school day, you need to sign a written permission from the stage principal.

Trips’ Policy

» The school organizes different trips throughout the year. Trips are to be paid, they are
not included in the fees. In case of not participating in the trip, the student is to stay at

home.

Library Policy

» Each student is allowed to borrow one item from the library to be returned after one
week maximum.
> If the student wants to borrow another item, he/she shall return the first borrowed item

before getting another one.




How to deal with a problem

(1) Academic Complaints

First : Contact the subject supervisor.
Second : If the problem is unresolved, ask for an appointment with the stage principal

and the subject supervisor.

Third : If the problem is unresolved, ask for an appointment with Mrs.Engy Nada

(2) General Complaints

First : Contact the reception clerk to state your problem or complaint..
Second : If the problem is unresolved, ask for an appointment with the principal.

Third : If the problem is unresolved, ask for an appointment with Mrs.Engy Nada.

If you need to meet a school staff member you must have a pre-set

appointment. There are no exceptions and dropping in will serve no

purpose. Your understanding is highly appreciated.

Surveys are sent regularly to be filled by parents to assure good

quality education.




BUS REGULATIONS

The bus driver and the matron are in complete charge of the students.

Students must not be late to ride the bus. The bus cannot delay its regular
schedule to wait for those who are tardy. The bus will leave immediately if the
student is not present in the pick-up area.

Bus routes are settled by the Buses’ Manager, students are not allowed to
change the bus route under any condition.

Students are to remain in their seats while the bus is moving.

Unnecessary conversation with the bus driver is prohibited. Conversation with
the bus driver and the bus matron should be appropriate. Loud yelling and
unrespectable speech are not permitted.

Students must keep the bus clean and litter free.

Students are not allowed to throw litter from windows, they should be role
models to other schools.

The driver will not discharge students from the bus at places other than their
regular bus stop without proper authorization by parents and stage principal.
Argument and fight are not allowed on the bus.

Not to make any noise that would distract the driver's attention.

Not to cause any damage to the bus facilities or interior. Any damage to the

bus must be paid by the student who caused it.




Infraction Consequences

1- Tardy to school All
students have to be in After two times of tardiness:
school between 7:00 —7:20, Eirst: Verbal warning to the parents.

7:25 is considered Tardy Second: Contact and inform the parents that the

student will not be allowed in the school if he/she is

tardy again.

Third: The student will be kept in the reception area. Parent will
be contacted to return the student back home.

o Ifany student arrives at school after 7:45 a.m. he/she
will not admitted through the school gates at all. So if
you are that late at home don't bother coming all this
way because you will not be allowed in for any

reason.

2- Purposeful property
Damage Writing on the school's desks & walls:
The student should be asked to clean it and may be assigned a

school community service or pay for a new one.

Littering the school:
The student should be asked to clean it

Breaking the school's property:
First: Student will be directed to the stage principal to

decide the proper punishment. A call/note to the parents

informing and asking them to pay for the damage

Second: A note to the parents, pay for the damage and two days

out of school suspension.




3- Physical aggression, bullying,
repeated disturbances,
verbal aggression, disrespect,
inappropriate behavior, or
abusive language

4- Skipping Class

5- Being late to class

6- Food is allowed in the

classroom only if permitted

Eirst: The Student will be directed to the stage principal
for verbal warning.
Second: The principal will meet the parents and the student will be
suspended according to the act between 1-3 school days.
Third: The principal will meet the parents and the student will
be suspended for 3-7 school days, with a warning note of
dismissal.

Eourth: The student will be dismissed.

Eirst: Verbal warning and reminding of school policy.
Second: Break detention & extra work.

Third: Loss of marks.

Eirst: Verbal warning and a reminder of school policy.
Second: Break detention and letter sent to parents.
Third: Suspension for 1 day and a parent conference.

Fourth: Harshly affect his attendance grades.

* No eating or drinking during sessions except for water.

o Students can eat or drink juice only if permitted by the

teacher or during snack time.




7- Unexcused

continuous absence

8- Inappropriate dress or foot

wear P.E. uniform on a

non-P.E. day

9- Mobiles and cell phones

To excuse continuous absence, Parents must notify the school
indicating the medical or travel excuse.

Unjustified continuous absence will result in:

First: Out of school suspension for 1-3 school days.

Second: Out of school suspension for 3-7 school days.

Each day will be deducted from his absence scores.

Third: A letter to the parents with warning of dismissal.

Uniform checking will be announced at the very first day.

First: Student will be verbally warned.
Second: Parents will be verbally contacted .
Third : Parents will be asked to the pick the student.

MOBILES, MP3, MP4, etc..., are not allowed inside the school
and must be handed to the school coordinator (if there is a need
to bring it) and will be returned to the student by the end of the
school day.

Eirst: The set will be confiscated and will be given back at the end

of the day.

Second: The set will be confiscated, and a warning note will

be sent to the parents.

Third: The set will be confiscated, direct contact with the parents.




10- Tardy to school bus Students MUST be waiting for the school bus in the proper time.
The school bus will leave if the student is not there in the
morning. The same policy applies for the end of the day.
Students must go directly to their buses without wasting time
as buses should leave the school in certain time. If the student
is late, this delays the whole bus route which is not acceptable.

Eirst: Verbal warning and a reminder of the school policy.

Second: Break detention and letter sent to parents.

Third: In school suspension for 1 day and a parent conference

All students going home by car MUST go to the Car Dismissal

Area immediately after class. Children are not under the school’s
supervision after school hours. They should be picked by their
parents on time.

Eirst: Verbal warning and reminder of the school policy.

Second: In school suspension for 1 day and letter to parents.

11- Inappropriate bus behavior  While on the bus students are expected to read well the bus

regulations and follow the instructions as per mentioned
separately in this handbook. Any violation to the bus

regulation will result in :

First: Verbal warning and reminder of the school policy.

Second: Written warning, break detention and letter to parents.
Third: Disqualified from the bus for 3days.

Fourth: Prohibited from Bus membership without refund.







ENGLISH CURRICULUM

Elementary and Preparatory Stage

e The course book follows the requirements of the Common European Framework

reference for language (CEF). It aims at achieving the following goals:

> Communicative

To help students establish relations, exchange information, and express

ideas, attitudes, and feelings.

» Socio-Cultural

To help students grasp understanding of everyday life patterns of their age
group in their culture and other cultures. This is covered by different topics

such as home, leisure, etc...

» Learning
To help students plan their work over a certain period of time by setting

realistic objectives.

» Language and Culture awareness

To help students acquire an understanding of language and culture through

different topics.

> Systematic development of key competence

To help students promote crbitical thinking skills, research skills, problem

solving skills, organization skills, and collaborative skills.




General Information

The school year is divided into 2 terms, each term is divided into 2 midterms.
You receive a prior note of test dates and schedule.
Each term has the average of 14 weeks.

All events, holidays, meetings, and dates are mentioned in the school’s calendar.

(subject to change )

Report cards are issued twice per term.

Report Cards and Meetings :

e A parents’ meeting is held once per term.

e If you have questions or comments regarding your child's progress, please do not

hesitate to contact the subject supervisor.

Information about Elementary School

English, French, and Deutsch curriculum is based on European standards.
Starting grade 4, each student has an access to one of the compartment of a locker.
Homework is given on daily basis.

Starting grade 4, Arabic Social Studies and Science are obligatory and will be

counted in the student’s report card and portfolio.

During the first week of school, you will receive the following:

The school calendar.
The class schedule.
The supply list.
Quizzes schedule.

e The day before the quiz will NOT include homework except for the examined

subject only.




Portfolio Grading System

Elementary School ( Grades 1,2,3)

Absence and Participation 10
Oral Work 10
Activities 30
Mid-term Exam 20

Term Exam 30

Elementary School ( Grades 4,5.6 )

Absence and Participation 10
Oral Work 10
Activities 20
Mid-term Exam 20

Term Exam 40

Middle School

Absence and Participation
Oral Work

Activities

Mid-term Exam

Term Exam

NOTES

e Marks for activities will be counted according to the students’ activities, quizzes,

and extra work.

There will be an oral exam in English and the second language (French or Deutsch)

and will be counted in their report card.







General Information

The school year is divided into 4 quarters.

Each quarter has the average of 6 working weeks, one revision week, and one

exams’ week. ( subject to change ).

All events, holidays, meetings, and dates are mentioned in the school’s calendar.
(subject to change )

Report cards are issued quarterly.

Some books are consumable and included in the fees. Others are on loan to be
returned at the end of the year in a good condition, otherwise the student will be

charged for any damage.

If a student loses his/her book, it may be hard to afford another one as most of the
books are shipped, the student will be required to exert effort to cover the taught

material in case of book loss plus the charge of it if it is on loan.

Report Cards and Meetings :

e Report card is issued quarterly.

e A parents’ meeting is held quarterly and set on the school calendar.

e If you have questions or comments regarding your child's progress, please do not

hesitate to contact the subject supervisor.




Information about Elementary School

English and Math applied curriculum is based on Common Core standards.
Science curriculum is based on Next Generation standards.

Social Studies curriculum is based on Aeros standards.

French and Deutsch curriculum is based on European standards.

Each student has an access to one of the compartment of a locker . It is required to

get a lock for his child.
Homework is given on daily basis.
Arabic Social Studies is obligatory starting grade 4.
During the first week of school, you will receive the following:
The school calendar.
The class schedule.
The contact list of management and supervisors.
The supply list.

Quizzes schedule.




School Grading Policy

The academic year is divided into 2 semesters.
Each semester represents 50 % of the whole year grade.
Each semester is further divided into 2 quarters.
Both semesters are calculated equally as follows:
e Semester exam 10%
o 1% quarter 20%
o 2" quarter 20%
Quarter exams will be held at the end of the first and third quarters only.
Each quarter grades is calculated out of 100.
Each quarter grade is divided into some of the following items according to the

vision of each subject’s supervisor:

e Quarter exam (the 1% and 3™ quarters only)

e Class work
e HW
Participation
Evaluation
Quizzes
Projects
e Practical skills evaluation
e Others
Subjects grading policies are determined by the subjects’ supervisors.

The Final Grade = Semester 1 + Semester 2




Information about High School

All high school students are to follow the general school rules and
regulations. Verbal abuse, bullying, smoking, or any physical abuse will

result in immediate suspension according to the situation. No verbal

warning as this behavior is totally rejected and unacceptable by the school

The success for subjects of the Ministry of Education is obligatory.

e Arabic, Religion for all grades.

e Social Studies for Grade 7, 8, and 9.

e Geography and History for Grade 10.

e Tarbya Watanya for Grade 10 and Grade 12.

Please Note

o Extra work will be with extra marks for upgrading.

* Report cards are issued quarterly. Test dates & card issuing dates are
listed on the calendar. Students are required to achieve grades not less
than a "C" and a GPA not less than 2.0 in their finals otherwise they

will have to attend a summer course to maintain their level.

To meet the graduation requirements students are to cover a minimum

number of 8 credits considering options for university.

o Students are to finish their SAT |

School credits Bonus SAT 11

40% 15%




Students are to meet the following criteria for graduation:

1. Student must spend minimum 3 years in the American System that
means that the student must attend Grade 10, 11 & 12 in an

American School.

. Finish a min. no. of 8 credits considering options for university. A max
no. of 3 credits could be taken from Grade 11 transcript to Gradel2.

. To pass SAT 1 test with min. score 800 out of 1600.

. To attend at least 85% of school working days.

For students who are attending a complete high school G9, 10, 11, 12 are to

complete 24 credits with a min. ( C ) & Grade point average 2.0.




Information about SAT

o Our school is a testing center.

o Our school takes the responsibility for registering the tests, collecting the admission
tickets and later collecting the scores. We take the burden off the parents & the
student's shoulder for the multi trips to & for the bank and amid-east.

The school provides transportation on test dates for our students.

On _the SAT day:

Make sure you have one of the foll owing:
(1) Valid and current government issued 1D
(2) OR Valid and current passport.
(3) Admission Ticket
If you forget your ID or admission ticket, the testing center will NOT allow you to take

your test. You need to get the missing item before the start of the test.

Required materials for SAT:

+ No.2 pencil ( mechanical pencils or pens are NOT allowed ).
o Earasers, sharpeners, and approved calculators.
+ Please note that the school doesn’t provide any materials, so please make sure that

you have your own stuff,




The parent/ guardian of

Attest that my child & I have read understood, accepted and agreed to

abide by all the rules regulations of Menese International School.

SIGNATUNE: tuieiiiiiniiniiernientiassesnssasssnsonssssnssnsnns




