


Elementary Principal: Mr. Gary Woodford

GENERAL INFORMATION

Head of School: Mr. Charles Barton
Associate Principal: Mr. Adam Dodge

Elementary Staff

Room # Subject / Grade Teacher Assistant
1 T109 EC3 Daley, Amanda Ms. Linh & Ms. Thanh & Ms. Vong
3 T111 EC4 Loosmore, Kerry Ms. Kha & Ms. Nga (shared)
4 T113 EC4 Eastwood, Elaine Ms. Loan & Ms. Nga (shared)
5 T106 Kindergarten La Cour, Amina Ms. Uyen Thi
6 T102 Kindergarten Wilson, Dyana Ms. Huong
7 T104 Kindergarten O'Brien, Lisa Ms. Nhi
8 T301 1st Grade Hammerberg, Elisabeth Ms. Thao
9 T300 1st Grade Faires, Marsha Ms. Chau
10 T302 1st Grade Macmichael, Heather Ms. Dao
11 T309 2nd Grade Campbell, Steve Ms. Ngan
12 1307 2nd Grade Peacock, Jennifer Ms. Kim Anh
13 T304 2nd Grade Perkin, Kari Ms. Thy Thy
14 T402 3rd Grade Wolslegel , Melissa Ms. P. Khanh
15 T407 3rd Grade Markowitz, Trish Ms. Nam Anh
16 T401 3rd Grade Yoshizuka, Ann Mr. Binh
17 T404 4th Grade Cottrell, Melanie Mr. Hoa
18 T409 4th Grade Doty, Blair Ms. Xuan Ha
19 T406 4th Grade Rayle, Karen Ms. Dung
20 T408 5th Grade Trataris, Jennifer Ms. Tram
21 T411 5th Grade Sullivan, Shane Ms. Kim Ha
22 T410 5th Grade Waugh, Julie Mr. Viet
23 BO11 EC Specialist Conning, Samantha
24 T315 Learning Support/ Resource Simon, Noel
25 T206 Host Country Studies Ms. Mai
26 T208 Art Campbell, Helen Ms. Hien (bus monitor)
27 T209 Art (Grades 4/5) Johnson, Sepi
28 T312 ESL Duque, Ruth
29 T311 ESL Marshall, Jo
30 T311 ESL (Gr. 5) Maier, Kirke
31 T310 Music Thompson, Stephen Ms. Minh Thi
32 A215 Music (Gr. 5) Morley, Darren
33 T-B019 Physical Education Bouhet, Fabrice Mr. Thuy
34 T-B019 | PE & Aquatics Hutchinson-Bass, Jill Mr. Minh
35 T313 Literacy Coordinator Hahn, Susan
36 T207 ES Counselor/WS Psych. Hahn, Dan
37 | T200/201 | Library Williams, Colleen Ms. M. Khanh
38 A200 Curriculum Director Flaspohler, Theresa Ms. Thi, Ms. Thy
39 T205 IT Director Perkin, David
40 T204 IT Workers Nguyen and Khiem




From the Elementary School Principal

Dear SSIS Students and Parents,

Welcome to Saigon South International School! We are truly excited about the program and
opportunities that await your children in the SSIS Elementary School (Early Childhood 3 to grade
5). Our students benefit from a caring and skilled teaching faculty, a comprehensive curriculum
and excellent facilities. They will also learn in an environment that fosters the SSIS core values
and a lifelong love of learning.

Our learning environment encourages independence and resourcefulness combined with
tolerance, understanding, and respect for differences. Our program is based on the idea that
students learn best and construct meaning, when they are actively involved in learning drawing
upon their past experiences, prior knowledge, and new experiences. We want our students to be
inquisitive learners who solve problems in thoughtful ways using a variety of resources, and who
are effective communicators. SSIS recognizes that students can learn to be positive risk takers
when they work in an environment that honors effort and demonstrates that making errors is a
natural part of the learning process.

You will learn more about the specifics of our American style curriculum from your child’s
teacher during Back to School Night and throughout the year. We are devoted to assisting your
child with the development of strong literacy and numeracy skills while nurturing the
development of your child’s character. Art, music, physical education, aquatics and host country
studies are taught by specialists. Your child’s development will be enriched by our diverse
curriculum that assists students to develop balance in life.

We hope that this handbook will enhance our partnership by sharing clear information
concerning our expectations, practices, and procedures. Parents are a vital part of our school
community; we couldn’t do what we do without your support. The education and well-being of
your children at Saigon South International School are based on a strong partnership between
school and home. We recognize that this is best achieved when students, parents, and school
staff take responsibility to communicate honestly and respectfully.

We encourage you to participate in positive and open communication with our faculty and staff
regarding your child’s progress and development, as well as any problems that may emerge.
Such discussions are most effective when held directly with your child’s teachers. Our
educational community is one that includes children from diverse backgrounds and who display
a wide variety of personal talents. We are made up of parents, teachers, staff, and
administrators who are all deeply committed to the enrichment and education of all children at
our school. We consider a shared understanding of the curriculum, working together to solve
problems, active and appropriate involvement in the school, and commitment to supporting a
well-rounded educational program the responsibility of every member of this community.

We look forward to an exciting school year and we appreciate your commitment and
involvement in your child’s learning experience.

Gary Woodford
Elementary School Principal
gwoodford@ssis.edu.vn




SSIS Philosophy of Education

We believe each child is unique. We recognize that children have distinctive learning styles
and individual rates of development. We endeavor to provide a safe and nurturing
environment that meets the social, emotional, intellectual, and physical needs of each
child.

We believe learning builds on prior knowledge and is enhanced by the process of inquiry,
exploration, discovery, and thoughtful reflection. We acknowledge the role of teachers as
facilitators of learning who encourage each child’s search for knowledge and
understanding. We strive to provide opportunities for children to construct meaning
through developmentally appropriate, stimulating, and challenging experiences. We value
assessment as a reflection of student progress and as a guide to the formulation and
implementation of curriculum. We recognize that a child’s learning continues beyond the
classroom and that a partnership between the school and home is essential for each
student’s success.

As a community of learners, we believe teachers, students, and parents share responsibility
for the educational process. This includes assisting students with the development of
critical thinking, creative problem-solving, and decision-making skills and helping them to
balance their lives and grow socially, emotionally, and physically as well as academically.

We aspire to foster in each child a love of learning and the desire to realize individual
potential. We seek to instill in our students a sense of responsibility, an appreciation for
cultural diversity, and a respect for universally held ethical precepts. We know that the
best way to accomplish this is through a strong, supportive partnership with the parents of
our students.

We believe our commitment to academic excellence, personal development, and cultural
awareness will ensure that well-educated, caring, and resourceful young people can
successfully meet the challenges of their world.

SSIS offers American-style curricula from pre-school through twelfth grade. The language of
instruction is English.



Accreditation

SSIS is fully accredited by the Western Association of Schools and Colleges (WASC)
Accrediting Commission for Schools, Suite 200, 533 Airport Boulevard, Burlingame, CA
94010 in the United States. Phone: (650) 696-1060. Accreditation ensures that we deliver a
safe, quality educational program that is recognized internationally.

SSIS Website

Please take time to visit our website at www.ssis.edu.vn. The website is updated
periodically.

Expected School-wide Learning Results (ESLRs)

Please note: for early elementary students we define these with the phrase in brackets.

Saigon South International School graduates demonstrate:

1. Academic Excellence (Be the best you can be)
e achieve academic excellence
e demonstrate mastery of subject area content
e demonstrate an ability to think and problem solve effectively
e work individually and collaboratively
e demonstrate effective communication skills in spoken and written English
e use technology tools responsibly and effectively

2. Sense of Self (Be yourself and be thoughtful)
e have a sense of self
e express their convictions and viewpoints effectively
e display the attributes of a lifelong learner
e exhibit positive character and moral convictions

3. Dedicated Service (Be helpful)
e understand service
e demonstrate social and environmental responsibility

4. Balance in Life (Be active and healthy)
e seek a balance in life
e involve themselves in a variety of co-curricular activities
e |ead a healthy lifestyle

5. Respect for All
e show respect for all
e display a capacity for working with others who are different
e exhibit the social skills needed to deal with a variety of situations
e express an appreciation of the different cultures of the world



School Hours

Classes begin promptly at 8:00 A.M. The campus opens to students at 7:45 A.M. Dismissal
time is 3:00 P.M. Students may remain after school only under the direct supervision of an
adult.

Students who are picked up by parents or drivers should be met promptly at the end of the
school day. Parents and drivers should not arrive at school before 2:45 P.M. Students are
to be picked up at the designated dismissal area, not at their classroom doors—with the
exception of Early Childhood classes of 3 and 4 year olds, who must be picked up at their
classrooms or designated meeting areas by an adult showing an identification card.
Student safety is our first concern in establishing these guidelines.

If a parent wishes to make a change in the regular arrangement for his child’s
transportation home, it is essential that the parent send a note to the child’s teacher
requesting the change and explaining the details of the change and the reason[s] for it. An
additional email to Ms. Bich Thuy (bthuy@ssis.edu.vn), the elementary administrative
assistant, is also recommended. Once again, the safety of children is our first concern in
establishing this guideline. If your child travels by school bus, please email or call Ms. Vy
(pvy@ssis.edu.vn).

Early Dismissal Wednesdays at 12:45 P.M.
Early Dismissal Wednesdays provide time for teachers to collaborate and up-date
curriculum requirements for the school’s accreditation status.

Dismissal is after lunch for elementary students on the following dates:

e September 9, 2009 e February 3, 2010
e QOctober 7, 2009 e March 3, 2010

e November 4, 2009 e April 7,2010

e December 2, 2009 e May12, 2010

Dismissal before End of School Day

If it is necessary for a student to leave school before the end of the day, parents must send
a note to the teacher stating the reason for early dismissal and identifying the individual
who will pick up the student. The student should be met in the office so she/he can be
signed out and the adult issued with a gate pass.



Guidance & Counseling

The Elementary Counselor supports the academic, social and emotional needs of
elementary students. The Counselor offers support services for students and families as
they manage issues of studying and living in an international environment. The goal is to
promote personal well-being, healthy relationships and the successful balance of academic,

extracurricular and community involvement for SSIS students.

The Counselor is often one of the first staff members whom new students and parents
meet. As such, the Counselor assists with initial placement through review of academic

records and assists the administration in creating balanced classes.

A major components of the Guidance & Counseling program includes presentation of
classroom Guidance lessons, which focus on the Expected Schoolwide Learning Results:
Academic Excellence
Sense of Self
Respect for All
Dedicated Service

Balance in Life

In addition, classroom Guidance lessons focus on Friendship, Decision-Making, Personal
Safety, Conflict Resolution and other skills that assist the development of personal

resilience.

The Counselor also supports the SSIS Elementary community through consultation with
teachers and parents, short-term individual/small group counseling and parent education/

support.

Health Services
A clinic, staffed by a registered nurse, is located on the ground floor of the MS/HS building

and provides services to all students. A log is kept of all treatment, and parents are notified
in the event of any serious illness or injury. For elementary students, the school nurse also
carries out regular health screening including vision, postural and body mass index (BMI).

Parents are notified of the results of these tests.
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Nurse’s Office Functions:

e Provides care to students and staff who have been injured or who present with
acute illness. Evaluates and refers the cases to the other medical facilities as
appropriate.

e Contributes to the control of communicable disease through immunization record
keeping; the surveillance and isolation of students with contagious diseases.

e Administers medication and treatments as ordered by health care providers.

e Serves as a liaison between students, school personnel and health care providers
regarding health issues.

e Provides first-aid kits on campus, school buses, field trips and sport events.

Nurse’s Office Regulations:
The following regulations have been instituted regarding visits to the nurse’s office while

classes are in session:
e Exceptinan emergency, students will have a pass from their classroom teacher to
see the nurse. Otherwise, they should see the nurse during a recess or lunch period.
e Early dismissal due to illness will occur only after the student is evaluated by the
nurse and upon her recommendation that the student should go home.

lliness:
Parents are asked to notify the School Nurse of any infectious diseases or of any change in
the health status of a student, (e.g. a vaccination, illness or operation).

Many of the most common illnesses (colds, influenza, hepatitis A & B, chicken pox, and
conjunctivitis) result from viral infections, and antibiotics are therefore ineffective in
treating or preventing the spread of the illness. Viral illnesses require time for the body to
overcome the infection. Therefore, to ensure the sick student does not transfer the
contagion to others, it is important for parents to keep students at home if they are sick.

SSIS maintains a “Fever Free” environment and requires all students not to attend school if
they have a temperature of over 37.5 degrees Celsius. This policy supports our efforts to
maintain a healthy environment for all and minimize the spread of viral infections.

Parents are requested to inform the ES office of the reason for the absence, including
illness, prior to 8:00 a.m.

Email: Ms. Thuy Nguyen - (bichthuy@ssis.edu.vn)

Telephone: 413-0901 (ext 483)

In the event of extended illness where the student will be absent for a number of days,
parents are requested to contact the clinic.

Email: Ms. Thu Nguyen — (thguyen@ssis.edu.vn)

Telephone:  413-0901 (ext 145)
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Injuries:
e The school nurse will call parents if a student must go home due to iliness or injury.
e Inthe event of a serious injury or iliness, the nurse or an office staff member will
contact the parent or guardian before transporting the student to the nearest
medical facility for further emergency care. The nurse or a designated person will
accompany the student to the hospital and meet the parent there. Costs associated
with emergency treatment or transportation are the parents’ responsibility.

Medication at school:
Students requiring prescribed medication during school hours must have on file the
prescription from their physicians as well as the written authorization from the parent or

legal guardian. The parent’s written authorization must include:
e The name of student receiving the medication.
e The name and description of the medication.
e Scheduled times for the administration of the medication.
e The dosage to be given.
e Instructions for administration of the medication.
e Description of any possible side-effects.
e Any other contra-indications, instructions or warning.

All medications must be in the original pharmacy container. The container must be clearly
marked with the patient‘s name, type of medicine and dosage.

A few over the counter medicines (Tylenol, Ibuprofen) are available and can be given if
parent’s permission is on file.

Medical records
e At the start of the school year, parents are requested to complete and submit the
SSIS Medical Questionnaire and keep the school updated of any new medical
information, immunization, emergency contact details which will be recorded
within Admin Plus program.
e The school nurse has to complete, update and file medical records for all students.

Head Lice

If head lice are found on a student at school, a parent or guardian will be called to pick up
the child. Once the initial treatment of a medicated shampoo is started, the student may
return to school the next day. However, students may not return to school without this
treatment. Care should be taken to check other family members and vigilance will be
needed to continue checking the child’s head and to take appropriate steps to rid the
bedding and fabric furniture in the house of lice. This is always a sensitive issue which
requires diligence on the part of the parent. As a service to your child’s class, should you
find head lice on your child, please contact the school nurse.
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Information Technology

Students are introduced to computers, audio-visual equipment, tape recorders, and other
forms of technology. Students in fourth and fifth grades are required to sign the
Technology Use Agreement.

Library Media Center

At the heart of our educational community, the Library Media Center provides access to
information and ideas for students and staff. In addition to regularly scheduled class visits
to check out books and to develop reading and research skills, students have access to the
Library from 7:45 A.M. until 4:00 P.M. Students in pre-school through fifth grade may
borrow three items for a period of two weeks. Periodicals circulate for a period of three
days.

Although no fines are charged for overdue items, students who have an overdue book,
periodical, or other items may not borrow additional items until the overdue has been
cleared. Students are financially liable for the replacement cost of lost, damaged or
unreturned library materials at the end of the school year. If materials are not returned or
paid for by the last day of school, replacement costs may be recouped by withholding a
student’s school records or by deduction from the property deposit that is paid by the
student’s parents when a student enters SSIS.

The Library is a place of research, study, and learning. Respectful behavior is expected of all
students at all times.

Lockers

Students in third, fourth and fifth grades will have a locker with an inserted key lock.
Students are responsible for the keys. Teachers will develop a system whereby the keys are
kept in the classroom in a secure location. The locker is for storing books and other school-
related items. Drink and food should not be kept in the locker overnight. Each student is
responsible for the security of the locker. The school will take no responsibility for things
missing from lockers.

If there is reason for school staff to suspect that inappropriate items are in a locker, the
school reserves the right to inspect the contents of the locker. Any inspection will be
carried out by two SSIS staff members.

Lost and Found

Please label with your child’s name all items brought to school: lunch boxes, book bags,
sweaters, uniforms, hats, etc. Lost and found boxes are located in the office. Any found
items will be placed there. Items with names are easily returned. Students should check at
the office for lost items as soon as the loss is noticed.

14



Parties, Celebrations and Invitations

Distribution of invitations to non-school events, such as birthday parties, will be permitted
only if all class members are included. If you wish to celebrate your child’s birthday at
school, please contact the teacher to arrange for an appropriate time to do so in the school
day. If you are providing food items, please ensure that you also bring plates, napkins and
utensils.

Performances

Music and drama are a part of life and activities in the school. Assemblies, special
presentations, and school-wide music concerts provide an opportunity for the students to
sing, play a musical instrument, act, and dance. Students from second through fifth grades
are required to wear long black trousers/skirts and long sleeved white shirts/blouses for
performances or a required costume. Performances will begin promptly at the designated
time. Parents are required to turn off mobile phones and are encouraged to remain for the
entire performance.

To ensure a positive experience for both performers and the audience as a whole, SSIS
families are asked to follow these guidelines:
e Performances will begin at the scheduled time. If you arrive late, please sit in the
back. Evening performances begin at 6:30 PM.
e Mobile phones should be turned off during performances.
e The audience should remain seated during the performance and avoid talking.
e Berespectful to others in the audience if you are taking photos.
e When bringing younger children to performances, please monitor their behavior
and do not permit them to bring toys and games that make noise.

Pets

Pets are not allowed on school grounds. Advance permission from the classroom teacher is
required if there is an educational purpose for such a visit.

Special Dress Days

Special Dress Days/Spirit Days are sometimes requested by the Student Council and
approved by the principal. On non-uniform days, students are expected to wear clothing
that is appropriate in a school setting and conforms to the standard set by the school
uniform. Students may not wear short shorts or short skirts, bare mid-riffs, tight, see-
through, low cut, spaghetti-string or tank tops, or pants/trousers below the waist line.
Students choosing not to participate in special dress days must wear the regular school
uniform.
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Standardized Testing and Assessment

In addition to testing that is part of the regular class program, elementary students take
part in the following:

e Developmental Reading Assessment (DRA) is a research-based assessment that
helps target reading instruction for student success. Teachers use leveled books to
score reading levels; the assessment is administered individually to students in the
fall and spring terms in grades one through five. Kindergarten children are assessed
in late spring.

e Fall Writing Assessment (in-school organization and evaluation)

e International Schools Assessment (ISA) — Grades 3 and 5
Grade 3 & 5 students at SSIS participate in the International School Assessment
(ISA). This assessment tool has been developed in order to allow comparison of
student achievement in participating international schools against performance of
students in participating OECD (Organization of Economic Development) countries.
This is done by benchmarking student achievement against results in the PISA
(Program for International Student Assessment). The ISA also compares
performance against other participating international schools. The ISA provides
standardized assessment in Mathematical Literacy, Reading, Narrative and
Expository Writing at Grades 3, 5, 7 and 9. Using an 800-point scale, the ISA
describes the band of achievement of students in other international schools, the
average achievement in schools in OECD countries and the achievement of each
individual student at SSIS compared with these.

e FEducational Record Bureau (ERB) Writing Assessment -

Administered in the spring to students in grades 3 through 12, the Writing Assessment
Program (WrAP) from Educational Records Bureau (ERB) is a measure of the writing ability
of students.

Students write on a prompt and are scored on six writing traits. These traits are similar to
the Six Traits Writing Program used extensively throughout SSIS. Besides evaluating a
student’s knowledge of grammar and writing conventions, a direct assessment can also
determine how well a student can think, plan, and use language to convey meaning.

After scoring the writing, the ERB will send two types of reports to the school: (1) a report
of individual student results, and (2) summary statistics for school administrators. Results
are used to help focus instruction in improving students’ writing skills.

Student Council
The SSIS Student Council provides upper elementary students the opportunity to develop
leadership skills while serving their school. The Student Council representatives take an
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active role in planning and coordinating events to improve the general welfare of our
community. Each grade three to five classroom elects its own representative who attends
Student Council meetings and reports on activities to the class. Faculty members are
advisors for the Student Council.

Textbooks

Textbooks are provided to students on a loan basis. Students are expected to take care of
these books and return them in good condition at the end of the school year. Reasonable
wear and tear is expected. However, if a textbook is damaged, defaced, or lost, the student
must pay for its replacement. Costs are set at 90% of the replacement value plus shipping
charges.

Traveling Parents

The classroom teacher and the school office should be notified in writing when a child is
being left under the supervision of someone else while parents are traveling. Parents must
provide specific details about who has permission to make decisions related to
transportation issues and health emergencies.

Telephones

Elementary students are not permitted to have mobile phones at school. In the event
parents consider it necessary for a student to have a mobile phone for any reason, they
must send a note with the student. The phone must be kept at the elementary office and
may be claimed at the end of the school day. When parents are on campus they are asked
to use mobile phones courteously so as not to disturb students and others. During
performances, mobile phones should be turned off. Students may not receive phone calls.
Emergency messages can be sent to the elementary administrative assistant, Ms. Bich
Thuy, who will inform your child.

Student calls should be made from the pay phone in the lobby of Building A. The pay phone
is located to the left of the cafeteria entrance. Students may make telephone calls in case
of an emergency or with the permission of the teacher or principal. Students may not
receive phone calls. Emergency messages may be left at the office.

Tutoring

Parents who desire tutoring for their child should request the assistance of the counselor
who, in consultation with the principal and the appropriate staff, can suggest possible
tutors. Payment for tutoring services is a private matter to be arranged between the
parents and the tutor. No teacher may tutor his/her own students for remuneration. If
parents have made arrangements for outside tutors for their child, we highly recommend
that the tutor communicates directly with the classroom teacher.
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Withdrawal and Request of Transcripts

Parents of students leaving SSIS must complete a withdrawal form as early as possible.
Please inform our admissions office that your son or daughter will be leaving, and you will
be provided with the necessary withdrawal form. Official transcripts can be ready for you
before leaving, provided notice is given to SSIS at least five days prior to withdrawal.

If a child withdraws at the end of the academic year, transcripts will be available the week
following the last day of class. If records are required before the actual withdrawal date,
parents should use their copy of the most recent report card. Report cards and transcripts
will _be withheld from students who have missing books and outstanding financial
obligations to the school.

STUDENT CODE OF CONDUCT

The Code of Conduct is simple and based primarily on the concept of respect. Students
who are respectful use acceptable language and show appropriate behaviors. Hurting
others through words or physical actions is not accepted and students who commit such
acts will be subject to consequences appropriate to the misconduct. The Code of Conduct
states the following expectations:

e We show respect to all people and all things.

e We listen when a teacher or other presenter speaks.

e We follow instructions when given instructions by school staff.
e We maintain our environment safely and without waste.

Whether riding to and from home or on field trips, students are to follow the same
standards of behavior expected at school.

Additionally, students who ride the buses are expected to do the following:

e Be on time. The bus cannot wait for students who are late arriving at the designated
pick-up.

e Treat the bus monitor, the bus driver and other students with courtesy and respect.

e Respect the responsibility of the bus monitor to ensure students are safely seated and
wearing seat belts.

e Talk quietly and remain seated at all times. Do not use mobile phones on the bus.

e Drink water only (eating is not permitted on the bus)

e Keep all body parts inside the bus: do not reach or lean out the windows.

e Beresponsible for personal belongings.

e Adhere to the SSIS Code of Conduct

e Provide a note signed by a parent and present it at the Elementary Office at the start of
the school day if asking for a change of bus routine. Email messages may also be sent to
the teacher and Ms Vy (the bus coordinator).
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The bus driver or monitor will record and file a written report of conduct infractions with
the principal. Penalties for bus violations are:

e First offense: verbal warning from the principal
e Second offense: written warning from the principal and parent/guardian contact
e Third offense: suspension from the bus for up to two weeks

Repeated or serious bus misbehavior could result in a student’s privilege of riding the bus
being suspended indefinitely.

Gum, Walkmans, iPods, MP3 players, Large Amounts of Money etc.
These items should NOT be brought to school:

e Anything expensive or sentimental which may get lost or broken

e iPods, Game Boys and similar items

e Pokeman and Maple Story type cards

e Anything that could be dangerous (sharp items, matches, lighters, etc.)

e Money and valuables should not be brought to school unless requested by the
teacher for a specific purpose. Small amounts for lunch, or the school store are
reasonable. Sending your child with money in small denominations is helpful for
store and cafeteria purchases.

e Chewing gum is not allowed on campus at any time.

Major Violations

Behavior that is not in a student’s best interest or that poses a threat to others will lead to
serious disciplinary action. The following offenses are considered major violations:

e Verbal or physical bullying

e Insubordination demonstrated toward a teacher or staff member

e Disruption of classes and interference of the teaching/ learning process

e Endangering or threatening the safety of oneself or others (this includes fighting)

o Theft

e Damaging school or personal property

e The possession of any object that can be considered a weapon

Disciplinary Action
Disciplinary steps are taken to deal with inappropriate behavior while preserving the
dignity and self-esteem of the child. One or more of the following steps may be
implemented:

e Counseling by the teacher, yard or cafeteria supervisor, principal or counselor

e Signing the School Standards Book — The book is maintained in the elementary
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office. Students “sign in” to indicate that they have not observed one or more of
the school ESLRs.
e Problem Solving Sheet — Students complete a form indicating what the problem

was and how s/he can improve.

e *In-School Suspension — The student will be removed from regular classes and will
work in a supervised area for a part or a full day.

e *Qut-of-School Suspension —A student may be suspended from school for repeated
violations of the discipline policy or for behavior that is viewed by the principal as
inappropriate during the school day, during a school-sponsored activity, on or off
school grounds.

An out-of-school suspension from school means that a student is prohibited from being on
or near the school campus or attending any school-sponsored activities during the period
of the suspension. The parent or guardian of the student will be notified as soon as
possible when a student is to be suspended from the school.

*Parents/guardians are contacted.

Student Suspension Procedure

1. All suspensions will be documented in a letter to parents.

2. The principal will make reasonable efforts to arrange a conference with the parents
and the student to explain the reasons for the suspension and its potential consequences.

DRESS CODE

All SSIS students are required to wear the official SSIS uniform to promote an image of SSIS
students looking neat, smart, and respectful. All uniform items must be purchased at the
school.

e Light blue polo shirt with SSIS logo

e Navy blue shorts, slacks, or skort

e Light blue dress with SSIS logo and knit shorts

e Navy blue cap or hat with SSIS logo

Boys:

e Light blue polo shirt with SSIS logo

e Navy blue shorts, or slacks

e Navy blue cap or hat with SSIS logo

In addition:

e Only SSIS windbreakers or sweatshirts may be worn over the school uniform.

e Undershirts worn under the uniform shirt or dress are to be SSIS light blue in color and
are to be visible only at the collar. A T-shirt is available at the school store for this

purpose.
e Shoes must be neat, safe, and appropriate for the activities of the school day.
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e Non-uniform items such as jewelry need to be safe for the various activities engaged in
throughout the school day.

e Hats are required for all outdoor activities.

e Hats and headscarves must be removed inside the school building unless worn for
cultural or religious reasons.

e P.E. clothes may be worn to school on P.E. days.

Physical Education (P.E.) and Aquatics
Physical education is a valued part of the program offered by SSIS.
The following items are required for P.E. classes:

Official SSIS physical education T-shirt and shorts

Socks and appropriate sport shoes

Cap/hat for outdoor activity

e Sunscreen

Water bottle

Towel (optional but useful)

On days of aquatics’ instruction students need:
e One-piece bathing suit

e Towel
e Sunscreen
e Goggles

STUDENT SUPPLIES

SSIS supplies students with many supplementary materials in addition to textbooks. These
include writing paper, art supplies, lab materials and supplies for some special projects.
Students are required to provide personal supplies such as water bottles, notebooks,

pencils, pens, pencil cases, erasers, white-out, rulers, USBs and book bags.

Individual teachers will inform students of materials required for their classes. Most of
these items can be purchased at the SSIS school store, which is open before and after

school and during recess and lunch breaks.

All children need the following on a daily basis:
e School Uniform -- All children need to wear the school uniform that conforms to
the dress code. Uniforms may be purchased from the school store. Please ensure
your child’s name and class are clearly written in English inside the uniform pieces
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e Hat-- A hat is part of the school uniform and should be purchased from the school
store. These hats with brims must be worn during outdoor P.E., recess breaks and
any outdoor activity. Children may keep their hats and sunscreen at school. Please
identify your child’s hat by writing his/her name and class inside the hat. A sun
visor is not a hat and is insufficient protection for the top of the head.

e Water Bottle -- Students are required to bring a labeled water bottle to school
every day. There are water bottle refilling stations in each classroom and in the
common areas.

e Sunscreen -- Because of the increasing incidence of skin cancer, children are
encouraged to wear sunscreen in addition to protective clothing. Sunscreen and
hats may be kept at school. Please ensure that your child’s name is written on
his/her bottle of sunscreen.

Snacks and Lunch

Students are encouraged to bring healthy snacks for the morning break. A morning snack is
provided for students in pre-school, pre-kindergarten and kindergarten. Carbonated
beverages are not sold nor permitted at SSIS. Please do not send breakable containers for
beverages; re-sealable bottles are suggested for liquids. All students should have their own
labeled water bottles.

All students must eat lunch at school. Students may bring a lunch, pre-order or buy lunch
at the school cafeteria or have lunch delivered to them. For Grade 1-5 classes, if a lunch
must be delivered from home, it needs to be labeled in English with the student’s name
and grade and placed on the shelving unit designated for student lunches. Until the
cafeteria opens, an alternative location will be designated. Home delivered lunches should
arrive by 11:30 A.M.

Students are expected to:
e Show respect to all — classmates, supervisors, teaching assistants, cleaners and
cafeteria personnel
e Keep noise level down by using quiet indoor voices
e Stay seated during the lunch period
e Raise their hands if they need assistance from the lunch supervisors
e Dispose of cafeteria containers as instructed
e Clean up their own trash when they have finished lunch.
e Wait for the signal to be dismissed from lunch
Walk en route to and from the cafeteria.
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HOMEWORK POLICY

Homework is a valuable part of the learning process at SSIS. Consistency and parental
support are key factors in the success of our homework program. The following guidelines
should help you and your child plan sufficient time for his / her daily homework.

Pre-Kindergarten-Grade 1 10 — 20 minutes daily
Gr. 2 20 — 30 minutes daily
Gr.3-5 30 - 60 minutes daily

Parents of children at all grade levels are responsible for supporting their child’s
educational environment by establishing a home atmosphere that is conducive to learning
and monitoring/supervising their child’s home study. This atmosphere should include
specific study times and a specific study location for doing the homework. Although some
homework is enhanced by parental involvement, some is not. Teachers will inform parents
of the appropriate involvement level as needed. As the school is strongly committed to
promoting literacy in our students, all children, with the support of their families, are
expected to read or be read to on a nightly basis. Music students are required to practice
their chosen instrument regularly in order to satisfy the requirements of their music
courses.

PARENT SUPPORT

Expectations for Parents

SSIS students will be more successful if parents:

e Help instill student pride, confidence, and a positive attitude about their school and
teachers.

e Support school policies on behavior and attendance at all times, including after school
events.

e Provide the time and environment for students to complete homework.

e Encourage students to take responsibility for completion of all homework assignments.

e Bring concerns directly to the appropriate teacher first, and then if necessary, to the
principal for clarification or resolution.

e Take an active role in the PTA, volunteer activities, and school events

e Read the newsletters

e Check the communication books or planners daily and respond or comment as
appropriate.

e Dedicate time and thought to the continual improvement of SSIS.

e Share information honestly with teachers about problems the child has had or
experienced regarding learning, behavior, or the emotional area, and regarding
changes in the family situation (divorce, separations, illness, death).
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School-Home Communication

We believe that a strong partnership between home and school is essential to the
development of SSIS students and to the success of our school community as a whole. We
value and recognize the importance of ongoing communication with parents and strive to
maintain open channels of communication. Parents are encouraged to communicate
directly via e-mail, the student planner or by requesting a scheduled appointment with
their child’s teacher as the need arises.

Questions about the school’s programs and services should first be directed to the child’s
teacher and then, if the question requires further clarification, to our school counselor or
the principal. To contact the teachers, parents should send a note in their child’s
communication book or planner or send a note by e-mail. Urgent messages may be taken
by phone and delivered by the office staff.

Parents are always welcome in our classrooms. Please contact the classroom teacher two
days in advance to ensure that your visit will best support the learning process.

In the early elementary grades, teachers use a communication book that goes back and
forth between school and home. Please check this book daily for information related to
your child. You are encouraged to write comments to the teacher if there is significant
information that needs to be shared. Students from second through fifth grade will use the
school planner to record information and homework. Parents are asked to check their
child’s planner nightly to make sure that he/she is keeping it up to date and completing the
required work. You may be requested to sign to acknowledge that your child has
completed the homework and reading assigned.

Newsletter

A weekly newsletter will be published each Friday. For the first month we will send a copy
of the newsletter home with each student. Starting in mid-September the newsletter will
published electronically on the school’s Website. Newsletters provide essential information
regarding significant school events. Reading the newsletter regularly is a good way to keep
current on what is happening at school.

Meet the Teacher Night

Early in the school year, a Meet-the-Teacher Night is held to introduce parents to their
child’s teachers, classrooms, and the program of studies. The Meet-the-Teacher Night is an
opportunity for parents to see their son/daughter’s learning environment, understand
teacher expectations and gather strategies to ensure the success of their son/daughter. At
Meet-the-Teacher Night, parents have the opportunity to select appointment times for
September Parent-Teacher Conferences. All parents are encouraged to attend this
important event.
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Conferences: Parent-Teacher

Parent-teacher conferences are held on October 29", 2009. Their purpose is to discuss the
student’s current level of progress and set goals for the remainder of the school year.
There are no regular classes on this day so you will need to make childcare arrangements.
These conferences are scheduled; it is very important that parents attend at the
appointment times. Our teaching assistants are able to translate if the language is
Vietnamese. Should you require a translator in a language other than Vietnamese, please
bring one to the appointment. Parents or teachers may request additional conferences
throughout the year.

Conferences: Parent-Teacher-Student

During the third quarter students are involved in conferences with their teachers and
parents. The student-involved conferences are opportunities for students to celebrate their
academic achievement and their progress toward the SSIS Expected School-Wide Learning
Results. In Early Childhood, these conferences are called Learning Journeys.

Report Cards

Students and parents need regular feedback on academic and social progress. Report
cards and parent conferences provide excellent opportunities for parents and teachers to
help students set goals for themselves and to join together to celebrate a student’s effort
and success.

The SSIS academic year is divided into two semesters. Report cards are issued at the end of
each semester.

Report Cards
Early Childhood

The following progress scale is used in these grades:

M — Meeting grade level expectations
D — Developing towards expected level
B — Beginning to demonstrate skill

E — Experiencing difficulties

NA — Not applicable at this time
Kindergarten 2™ through 5" Grades

The following progress scale is used in these grades:
4 — Exceeding grade level expectations
3 — Meeting grade level expectations
2 — Approaching toward grade level expectations
1 — Not yet meeting grade level expectations
NA: Not applicable/Not addressed this semester
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Family Reading Night

Beginning in October, the library is open from 6:00 to 7:00 P.M. one evening a
week. Families are invited to bring their elementary children (and younger siblings) to
participate in story-time and literacy activities and to enjoy reading books and magazines
together. Children must be accompanied by a parent or adult family member to join in
Family Reading Night activities. Details with regard to the start and evening selected for the
program will be announced in the Elementary Newsletter.

Parent Teacher Association (PTA)

The purpose of the SSIS PTA is to promote regular communication with and involvement by
the parents and teachers of the school. All parents and teachers are automatically
members. To support PTA goals and yearly initiatives each family is requested to pay
600,000 VND per student (to a maximum of two students). These funds provide for special
cultural events, the yearbook, and enhanced programs such as the science fair. There are
many PTA activities and events that need parent assistance. We encourage you to attend
coffee mornings and join this important school association that supports our students and
their learning. This year’s President is Quoc Pham (guoc.in.saigon@gmail.com) and Vice-
President is Jenny Dooley (jennydooley40@hotmail.com).

Tentative PTA Board Meeting and Coffee Morning Schedule 2009-2010

Coffee Mornings: 3 times per year Fridays 8:15am SSIS Cafeteria
August 21% January 29" April 16th

General PTA Board Meetings: 4 times per year, all Welcome Tuesdays 2-3pm
September 29" November 24™ March 30" May 18th

This is a change of day as it seemed that Wednesdays were a bit complicated.

PTA Board officers would like to meet for private business meetings with administrators
once per semester, preferably in October and February.
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Change of Contact Information
Inform the elementary office in writing if you change your mailing address, telephone
number, e-mail address, work contact number, and/or emergency contact information.

Use the “Student/Family Contact Information Update Form” found in the Appendix section
of this handbook.
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Appendix 1: must be printed in Landscape position. See it in next file.
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Appendix 2: Acceptable Use Policy
Information and Communication Technologies

Saigon South International School believes that all students should have access to technology when

they act in a responsible, efficient, courteous and legal manner.

Furthermore, Internet access and other online services, available to students and teachers, offer a

multitude of global resources. Our goal in providing these services is to enhance the educational

development of our students.

Acceptable use of technology applies to all technology-based devices maintained by the school and/or

personal technology-based devices used during school hours on school property.

The following are our agreements about the use of technology at Saigon South International School.

Using the ICT equipment correctly and responsibly is very important.

1. Respect and protect the privacy of others.

(o}

o

Use only assigned authorized SSIS accounts.

Only view and use authorized passwords, data, networks and websites. Data, networks
and websites may only be used for educational purposes.

Post no private information about self or others (e.g. identifying name, home address,
phone numbers, etc.)

Cyber bullying will not be tolerated — SSIS reserves the right to take action against any
individual who posts or sends material, on or off campus, that adversely affects the
safety or well-being of another SSIS community member.

2. Respect and protect the integrity, availability, and security of all technology resources.

(o}

Observe all network security practices. Only log on to your own account and keep your
login passwords private.

Report security risks or violations to a teacher or administrator.

Conserve, protect, and appropriately share these resources with other students and
network users.

Do not tamper with data, networks, or any other resources.

Printing may only take place with authorization.
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3. Respect and protect the intellectual property of others.

(0]

(0]

Comply with applicable copyright and intellectual property laws (do not make or use
illegal copies of music, games, movies, written material, or software).

Cite Internet sources used in research applying the appropriate formats (such as MLA
or APA).

Do not plagiarize.

4. Respect and practice the principles of community.

(0]

(0]

(0]

Communicate and use technology only in ways that are kind and respectful.
Report threatening or discomforting material to a teacher.

Comply with the school’s code of conduct and the law when accessing, transmitting,
copying or creating electronic material. Messages that are rude, threatening,
discriminatory, abusive, harassing, or harmful are unacceptable, and are viewed as
cyber bulling.

Spam, chain letters, or other mass unsolicited mailings must not be sent or shared.

Business activities, including buying, selling, and advertising, may only be conducted
with prior approval in the context of a school project.

Non-authorized electronic games are not to be played in school.

Consequences for Infringement. Breaking these rules will result in disciplinary action.

Supervision and Monitoring. The school reserves the right to examine, use and disclose any data
found on the school's networks in order to assure the health, safety, or security of any student,
employee or other person, or to protect property. They may also use this information in disciplinary
actions and will furnish evidence of crime to law enforcement officials.

By accepting the present Acceptable Use Policy, students and/or their parents/legal guardians consent
to the supervision and monitoring of student use of information technology resources as described

above.

31



ON Separate Paper (COLORED)
Appendix 3: Student/Family Contact Information Update Form

Student(s) Name/Grade

(last) (first) (grade)
(last) (first) (grade)
(last) (first) (grade)
(last) (first) (grade)

Information to Change

Parent/Guardian: Mother’s Name:

Home Address: Company Name (M):

Home Phone: Company Address (M):

Emergency Contact Name: Title (M):

Emergency Phone: Office Phone (M):

Contact Email: Cell Phone (M):

Father’s Name: Email (M):

Company Name (F): Allergies or special medical concerns:

Company Address (F):

Title (M):

Office Phone (F):

Cell Phone (F):

Email (F):

Person responsible for picking up your child(ren)

(Please clearly print the details for the information checked above.)



Appendix 4: Student/Parent Handbook Signature Form

Dear SSIS Parents and Students,

This handbook has been carefully prepared to provide you with valuable information about
how SSIS operates and the rules that we live by as a community. We ask that you sit down as a family
and carefully review the various sections of this handbook. If you have any questions about the
contents of the handbook, please do not hesitate to contact us.

Parents are to sign and date this form before it is returned to the school. Forms are to be

returned to the elementary classroom teacher within two weeks after receiving the handbook.

Gary Woodford
Elementary School Principal

| have received and read the SSIS Elementary Student and Parent Handbook:

Please print your name Relationship to student

Parent’s Signature Date

Appendix 5: Trip Permission Form

During the course of the school year many opportunities present themselves for students to
take trips off campus. These may include field trips in support of various curricular events, sports
outings, class parties, trips with special organizations and visits to the two schools we support with
donations. Trips may include visiting a park, museum, zoo, restaurant, farm, place of business,
factory, etc. On occasion, the trip might be simply a visit to a local park. Although the school may seek
your permission for particular trips, your signature line below will authorize SSIS to include your
child(ren) on trips even in the event we are unable to reach you or if we have not received the

specific response form detailing the trip. Trips are always supervised by SSIS staff.

My child(ren) may attend any off-campus official trips.

(Please print the name or names and grades of your children:)

Grade
Grade
Grade
Grade

Specific restrictions or comments (if any):
Date: ,200__

Signature of Parent or Guardian
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