Parent Student
Handbook

More info: www.tisa.az




Table of Contents

Table of Contents
Welcome
Mission
Belief Statements
High Quality Teaching & Learning
Belonging Statement
Anti-Discrimination Statement
Global Citizenship Profile
General Information
Daily Schedule
Class Placements
Student Arrival, Departure and Campus Sign-Out Procedures
Campus Access, Access Badges and Replacement
Visitors
Animals and Pets on Campus
Parking and Traffic Safety
Celebrations (Primary)
Deliveries
Library Resources
Attendance Policies and Information
Our TISA Curriculum
Elective Courses
Online Courses
Drop/Add (Courses)
TISA Graduation Pathways
The IB Diploma Pathway
The TISA Honours Diploma Pathway
Selecting a Pathway
TISA Graduation Requirements
IBDP School Supported Self-Taught Languages
Online Courses
Student Records and Transcripts
Class Rank
Grade Weighting
Incomplete Grades

Diploma Programme Student and Parent/Caregiver Involvement Requirements

High School Graduation Attendance Requirement

Grade 10-12 Parent/Caregiver Involvement
Academic Policies and Information

Educational Programme Curriculum Overview
Assessment and Grading at TISA
Home Learning Guidelines

Primary School

Secondary School

Home Learning Expectations

Organization of Home Learning

O OW ©O© ©O© 0 O N~NO”OLO O OGO O O 1 -

N NN DNDMDMDDMDMDMNMDMDMDDN A A A AQAQQQQQQQ Q@A @ QO QO A @am o -
A W WNDN_2A 2 20 O O© © O© O 0 00O OO W WwWwWwwNdN o o



Parents’ Responsibilities

Students’ Responsibilities
Secondary Assessment Calendar
Make-Up Work

Tutoring

Textbooks and Classroom Materials

Academic Integrity
Student Support Services

Student Support Services-Referral Process
MTSS

What | Need Time (WIN Time)

Counseling

University and Career Guidance

Learning Support

English as an Additional Language (EAL)

Health and Safety
Emergencies, Drills And Evacuations (Standard Response Protocol)

TISA Doctor

Outdoor Recess and Athletic Guidelines for Air Quality in Baku
Parent Opportunities and Responsibilities

Parent Teacher Association
Student/Parental Concerns

General Concern/Complaint Process

IB Programme Concern/Complaint Process
Parent involvement

TISA Parent and Guardian Code of Conduct

Health, Safety, Security and Environment (HSSE)

Respect, Civility, Responsibility
Gifts and Entertainment
Protecting TISA's Assets
Tutors and Private Instructors
Breaches of Code

Student Behaviour

School Norms

Disciplinary Procedures and Investigations
Discrimination, Harassment, and Bullying

Definitions

Disciplinary Actions

Primary School

Secondary School: Three-Step Plan

Prohibited Activities and Substances

Right to Search

Explanation of Disciplinary Actions
Detention (Loss of Privileges)
Disciplinary Warning
In-School Suspension
Suspension (Out-of-School)
Expulsion
Probation

24
24
25
25
25
26
26
26
26
27
28
28
29
30
30
30
30
31
31
32
32
32
32
33
33

34
34
35
35
35
35
36
36
37
38
38
39
39
39
40
40
41
41
41
41
41
42
42



Public Displays of Affection (PDA) 42

Additional Student Information 45
Dress Code: Guidelines for Appropriate Dress 45
Physical Education: 45
Secondary Science / Design Workshop 46

Nursery- P3 46

Nicknames & Accommodations Requests 46

Personal Property/Lost & Found 46

Bag Search 46

Technology Use & Digital Citizenship 48

Cell Phones 48

Cell Phone Consequence Matrix 48

Artificial Intelligence 49

Personal Digital Devices, and Recording Devices 49

Student Privacy 50

Student Life: Sports and Activities 51

Primary Athletics & Activities 51

Secondary Athletics & Activities (See Athletics & Activities Handbook Guidelines for more information) 51

Awards 52
Co-curricular Awards 53

Student Clubs 54

Auxiliary Services

Bus Services 54

Student Services Payment System

Prayer Rooms 55

Home and School Communication 55

Meet the Teacher Night (August) 56

MAP Testing (September) 56

Student-Parent-Teacher Conferences (October & April) 56

Report Cards (December) 56

MAP Testing (May) 56

Report Cards (June) 56

Learning Resources for Parents 57
General Communications 58
School Terms, Billing Dates and Payment Due Dates 59

Leaving TISA 59



Welcome

When schools and families work together, we provide a happy, stable environment
to prepare students to be lifelong learners and empower them to engage in
productive daily lives. We know that students do better in school when there is a
positive partnership and strong lines of communication between parents/guardians
and school staff.

Our Parent Student Handbook is a comprehensive introduction and guide to
community life at The International School of Azerbaijan. It reflects the experience
of the school in answering the most important questions asked by our community.
This handbook is updated every year to reflect changes in policy and procedures at
TISA. Should you have comments or suggestions, please direct these to
publishing@tisa.az and admissions@tisa.az

Mission

We engage as thoughtful, generous and resilient members of our local and global
communities, taking action in Azerbaijan and beyond;

We one another to pursue personal and academic challenges with
courage and a growth mindset;

We life-long, authentic and principled learning to create our best future
together.

Belief Statements

At TISA, four of the five pillars of our Strategic Plan specifically address high quality
teaching and learning: Teaching & Learning, Learning Environment, Well Being &
Community, and Leadership & Growth. The belief statements for these pillars
shape our concept of high quality teaching and learning:

» Empower each student as a future ready learner.

« Expand and innovate learning environments.

* Inspire a culture of caring, acceptance, and belonging.
« Empower individuals to make a difference.

High Quality Teaching & Learning

Learning at TISA empowers students with the knowledge and skills to accomplish
their individual goals. Learning is collaborative and moves students from their
current understanding to a deeper level.

Day-to-day, our mission to engage, , and students begins by
ensuring that all learning experiences have:

» Clear and aligned learning objectives that students understand
* Relevant, engaging and differentiated learning experiences that address the
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objectives
» Aligned assessments and opportunities to demonstrate student learning
» Clear and timely feedback that helps measure students’ progress

Belonging Statement

At TISA, embracing diversity is fundamental to who we are. We value the varied
visible and non-visible identities of our community including age, body shape and
size, ethnicity, family make-up, gender identity and expression, language,
nationality, neurodiversity, physical ability, race, religion, sexual orientation, and
socio-economic status.

We acknowledge that our individual experiences make us unique, but also
recognize internal biases. Our students, teaching and support staff, administration
and parents are committed to engaging in a continuous process of improvement
and growth to create an equitable, safe environment that will have a positive impact
on our school, community and wider world.

Anti-Discrimination Statement

In accordance with the Republic of Azerbaijan’s Convention for the Protection of
Human Rights and Fundamental Freedoms (3 September 1953) and its Protocols
No. 1, 4, 6 and 7 (15 April 2004), The International School of Azerbaijan does not
discriminate “on any ground such as sex, race, colour, language, religion, political
or other opinion, national or social origin, association with a national minority, birth
or other status”. Students and employees are selected, supported, and given
opportunities for growth based on merit.

Global Citizenship Profile

As students and staff at TISA, we collaboratively:

* Develop intercultural understanding through experiential learning and active
dialogue with people who are different than ourselves

* Respect diversity and commit to identifying and recognizing the impact of
internal biases

« Cultivate an awareness of global issues and the various perspectives involved

« Take positive action and serve within the local and global community

» Adopt and advocate for sustainable practices

General Information

Daily Schedule

Students can enter school at 8.00 am. The school day begins at 8:15 am and ends
at 3:15 pm, with the exception of Nursery and P1 students, where the day begins at
8:15 am and ends at 12:30 pm. Caretakers collecting Nursery and P1 students at
12:30 pm are permitted on campus from 12:15 pm.

The Secondary School operates on a 10 day rotation while the Primary School



operates a weekly schedule. Timetables are provided to students via Toddle in
Secondary or by the Homeroom Teacher in Primary.

Primary children must go straight home at 3.15 pm and cannot stay on the campus
and play unless they are supervised by an adult. After-school activities generally
run from 3:15 - 4:00 pm. Any child remaining at school, with adult supervision, may
play on fixed equipment such as climbing frames, however should not play with
moveable equipment as this may be set up for learning the following day.

Secondary children (with the exception of DP students - see below), must leave
campus at 4:00 pm and cannot stay on campus after this unless they are
supervised by an adult. On Wednesdays, all students must leave school by 3:25
pm and cannot remain on campus unless in a supervised activity.

Class Placements

The placement of students into classes is at the discretion of the school leadership.
For students new to TISA, the Head of Admissions works in conjunction with the
School Principals to place students. When preparing for the following school year,
input from students, parents and teachers is considered and the Principal oversees
the final decision of where each student is placed. No changes are made to class
lists after lists have been published and shared with families.

Student Arrival, Departure and Campus Sign-Out Procedures

In the morning, children in Nursery to P3 must be escorted to the ELC by an adult.
In the afternoon, they must be collected from the foyer by an adult or a sibling in
Grade 6 or above.

Teachers must receive written notification if a child of this age is to go home with a
different adult on any day. Any child of this age who is not collected from the
classroom by 3:15pm, or 4pm if they have an after school activity, will be taken to
Primary or ELC Security until collected by an adult.

Students in Grade 1 upwards, who live in Royal Park, have permission to arrive
and depart independently as they live within walking distance from school. Younger
Primary students may be met at the gate by an adult. If a student is being picked
up by car(or by an adult on foot) and there is a delay in pick up, students should
wait at the security gate. Parents can call security to inform the Security Team of
the delay and estimated pick up time

TISA Main Gate Security Office: +994124041201 Ext 115

24 hour Security: +994 55 425 07 11

Campus Access, Access Badges and Replacement

Access to the TISA campus can only be gained through the use of an electronic
identity card at the three security entrances. All TISA students, designated family

members and staff should receive an identification badge and security briefing
upon enrollment. Students must bring badges to school every day. Lost badges



must be replaced immediately. Replacement badges cost 25 AZN. Students who
forget their badge will be issued a visitor’'s badge for the day. Visitors badges will
only be issued at the main gate. Any student who does not have their badge must
report to the main gate to receive a visitors badge.

Students issued a visitor’s badge will be required to remain in the waiting area at
the main gate until classes begin.

Students who use a visitor’s badge for the day must return it at the end of the day.
It is a critical security issue that the visitors' badges are returned. Families will be
contacted if badges are not returned.

Students who do not bring their badge for three days in a row will be re-issued a
new badge and parents will automatically be charged a 25 AZN lost badge fee.
Parents should pay for the badge via the Student Service Payment System which

is also used to pay for lunches. Email_security@tisa.az and cjahangirova@tisa.az

in the finance office to order a new badge and confirm payment.

Students living in Royal Park may walk to campus and enter at the closest gate.
Students traveling by car must get dropped off and picked up at the main entrance
with the exception of students in the ELC. ELC students may be dropped off and
picked up at the ELC/TISA 4 gate. Bus users must enter school using the assigned
gate.

No primary child should be inside the school grounds after school hours or at
weekends unless they are with an adult. They would only enter a building if there is
an adult-supervised event to attend.

Secondary students can remain on campus until 4.00pm each school day. G11 &
12 students can use the TISA Wellness Centre, Art & Music rooms on weekdays
until 5.00pm if they have completed the form for independent use of these facilities.
Grade 12 students can remain on campus until 5.00pm if they are working in the
senior lounge.

Visitors

All visitors to TISA must obtain a visitor’s badge from the security and participate in
a security briefing before they will be granted access into the school grounds.
Visitors are permitted only for specific events or meetings with prior permission.
The visitor's badge must be worn at all times when on campus. Previous TISA
students or out of town guests of families that wish to visit TISA must do so by
requesting permission from the Principal ahead of time. Visits will be limited to
lunch or break times.

Animals and Pets on Campus

For health and safety reasons pets may not be brought on campus without the
permission of a teacher and the Principal. Stray animals will be removed from
campus. Stray animals should not be fed on campus. Permission may be granted
to bring animals on campus temporarily as a part of the curriculum programme.

Parking and Traffic Safety
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Parents should register their vehicle with Security and obtain a TISA decal which
should be displayed on the front window to gain access into Royal Park. Drivers of
vehicles should obey all traffic signs and regulations as well as follow all directions
given by the security guards. Cars should enter via the Royal Park main gate and
proceed directly to the school. There is no parking permitted in front of any of the
TISA gates. Students in the ELC may be dropped off via car at the ELC/TISA 4
entrance. All other students traveling by car must be dropped off at the main
entrance.

Parents and visitors may use the parking lot across from the main entrance.
Parking is via rear entry. Students, parents, and visitors should cross the street at
the designated crosswalks.

Celebrations (Primary)

Birthdays are a special time for children and we enjoy celebrating with them. If
students are delivering invitations to students on campus, they must invite all of
their classmates from a primary homeroom class to avoid hurt feelings and foster
inclusivity. If students plan to only invite a small group of friends to a birthday party,
they need to deliver those invitations outside of school, preferably electronically.
Please note that we are unable to share class contact information.

Students may bring in a small birthday snack to share with their homeroom class.
Snacks should be single serving items that are easy to distribute (i.e. cupcakes or
pre-packaged cookies). To protect people with nut allergies we restrict nuts on
campus. Be aware of this when choosing a snack. Please notify your child’s
homeroom teacher in advance of bringing in birthday treats.

At TISA we encourage parents to share celebrations from their home country
culture with their child’s class e.g. Diwali, Easter etc. Please contact your child’s
teacher to discuss how and when this can be arranged.

Deliveries

Student deliveries of any kind (food, flower, and other) are not permitted and will
not be accepted at the security gates.

Library Resources

The TISA Library has two dedicated spaces - one in the Primary School and one in
the Secondary School. These are spaces for the whole community to read,
research, and collaborate. Our library has an extensive collection of fiction and
non-fiction for children, teens, and adults.

Students in all grades are welcome to borrow books before and after school.
Students in Nursery-G5 have dedicated borrowing time each week. Secondary
students are welcome to use the library spaces and resources during all breaks
and throughout the school day at the discretion of their subject teachers.
Parents/guardians are encouraged to borrow materials from both of our libraries.



In addition to our extensive print collection, the library provides access to a range
of digital resources including e-books, encyclopedias, databases, and periodicals.
Research skills, including utilization of digital sources of information, are taught
collaboratively and integrated into the programmes.

More information about the TISA Library can be found at

Library hours for parents/guardians are as follows:

e Tuesdays and Thursdays - 8:15-8:55
e Fridays - 15:15-16:00

Additional times may be scheduled by emailing our librarian at library@tisa.az.

Attendance Policies and Information

Philosophy of Attendance

The foundation for learning at TISA is based upon the on-campus interaction
between students and teachers as well as between students and other students in
the interactive, classroom environment. This interaction is essential and
irreplaceable for successful learning at TISA. Research clearly establishes that
frequent or prolonged absence from school has an adverse impact on academic
achievement.

Attendance Expectations

e Students are expected to attend school daily and arrive on time.

e School hours are 8.15 am to 3.15pm. Students can arrive on campus from 8
am.
Regular attendance is essential for academic success.
Parents are expected to communicate reasons for extended absences at the
outset.

e Any absences greater than 3 days must be supported with a medical
certificate

A minimum of on-campus, in-class attendance of 80%, regardless of the reason for
the absences, is expected. In the Secondary School, this will apply per course. The
20% allowance includes all absences of any type, including school-sponsored
absences.

When students approach this number parents will be contacted. In some cases an
Attendance Review Committee will be called. Students that are below 75%
attendance at the end of an academic term may be put on attendance probation for
the next term.

Reporting Absences
e Parents/guardians must notify the school by 9:00 AM if a child is absent.
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e Absences should be reported via Toddle. During our transition to full Toddle
implementation, we will accept phone or email to the corresponding secretary
or homeroom teacher during the first quarter.

Excused vs. Unexcused Absences
e Excused: lliness, medical appointments, family emergencies, religious
observances, school related activities. TISA may request additional
documentation to verify that the absence should be excused.
e Unexcused: No valid reason, vacation or no communication from parents.
o If a student is absent without prior notice, the school secretary will
contact the parents by phone to confirm they are aware of the absence
and to determine the reason.

Tardiness & Early Leave

e Students arriving after 8.15 am must check in at the office (Secondary School
only).
Repeated tardiness will result in follow-up with parents/guardians.
Parents/guardians should inform the school when a student needs to leave
school during school hours. If a student becomes sick during the day, the
school doctor will inform the parents in order to arrange for the student to be
picked up.

e In Secondary School, students who regularly arrive late to class after passing
time, break time or lunch time, will be asked to serve a lunch time detention
in the secondary office. In these cases, parents will be notified.

Extended Absences & Vacations
e Requests for extended absences should be submitted in writing in advance.
e Missed work is the student's responsibility.
e These may be classified as unexcused absences, depending on the nature of
the absence.

Follow-Up & Support
e The school will contact families if attendance becomes a concern
e Support plans may be developed for chronic absenteeism.

Communication Process

e After consultation at divisional leadership level, parents may be contacted
following 4 missed classes or days of absence, depending on the
circumstances.

e After 8 missed classes or days of absence, if deemed necessary, parents will
be contacted and a meeting set up with their child.

e Further accrual of absence will be dealt with on a case by case basis by the
Attendance Review Committee and communicated to parents.

Attendance Review Committee
This committee, made up of teachers and school leaders, meets to review students



with frequent or extended absences. The goal is to ensure the right support is in
place so students can fully engage in their learning.

e Families may be invited to meet with the committee once the student has
exceeded the maximum allowable absences.

e The committee will determine next steps which could include credit recovery,
academic probation, or grade retention if absences begin to impact a
student’s progress.

e Students that are below 75% attendance at the end of an academic term may

be put on attendance probation for the next term.

In Secondary School, students who fail to meet the minimum attendance
requirement for any course may lose credit and receive a “NC” (No Credit) for the
semester, regardless of the grade or evidence of learning.

Off-Campus Lunch Privilege — Grades 11 & 12

Students in Grades 11 and 12 are granted the privilege of leaving campus during
lunch break to go home or visit the store/restaurant just up the road from TISA and
within the secure area of Royal Park. This privilege applies only during the
designated lunch period, and students are expected to return to campus on time for
their next class. Students must conduct themselves responsibly while off campus,
representing the school in a positive manner at all times. Misuse of this privilege,
including tardiness or inappropriate behavior, may result in it being revoked. If a
parent does not wish for their child to have access to this privilege, they should
notify the Secondary Office in writing.

Our TISA Curriculum

TISA is an IB World School offering all the IB Primary Years Programme for
students from 2-11, the IB Middle Years Programme from approximately age 11
and continues through to age 15, and the IB Diploma Programme from 16 to 18.
More information about our programmes can be found in the divisional handbooks:

Primary School Handbook

Middle School Handbook

High School Handbook

Elective Courses

Students in grades 6-10 may be eligible to participate in elective courses. Elective
courses were created based on student interest as well as staffing availability. Most
elective courses are semester long courses so students will be able to select two
courses that are offered for their grade level. Please note, that class sizes may be
limited. We will aim for students to be able to participate in their preferred electives
in either the first or second semester.

Online Courses

Based on individual student needs, an online course may be pre-approved from
TISA recommended vendors and credit awarded on a TISA transcript. Online
courses will not receive credit if not pre-approved by the TISA counselor and
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administrator.

Drop/Add (Courses)

In the Secondary School, students and their parents may initiate a withdrawal or
change of schedule as follows

e Grade 11 & 12: within the first three weeks of each semester for non-IBDP
courses or four weeks for IBDP courses in semester 1 of Grade 11 only.
o MYP

o Arts, World Languages (G8-10): Students must submit requests for
class changes within the first two weeks of the semester.

o Math (G8-10): Requests for Switching: Must be submitted in writing
before the midpoint of the academic year (specific date to be
determined annually). Late-year switches are strongly discouraged
except in exceptional circumstances.

In special circumstances, a teacher may initiate a student withdrawal/change from
a class after this time. Changes require the signatures of the teacher, counselor,
parent, and relevant coordinator. Students should not assume that a change has
been effected without written confirmation from the coordinator.

Any withdrawals after the 3-4 week period are subject to a transcripted grade of W
(Withdrawn) and will be documented as a WF (Withdrawal Fail). For a withdrawal
due to medical reasons, the course will be withdrawn with a WM (Medical
Withdrawal) and will be documented on the transcript, but not impact grades.

TISA Graduation Pathways

All TISA students work towards a TISA High School Diploma. The TISA High
School Diploma is equivalent to a US High School Diploma and valid for admission
to universities that require such a Diploma.

Students can also elect to pursue the TISA Honours Diploma or the IB Diploma.

All students will be encouraged to identify the TISA Graduation Pathway that best
aligns with their future aspirations.



Pathways to Graduation

TISA HIGH SCHOOL DIPLOMA

24 credits in specified areas of study
1 Year of Theory of Knowledge; Extended Essay/Research Project;
Creativity, Activity, Service (CAS)

All students must complete the requirements for a TISA High School Diploma

Pathways for Additional Credentials

Students can select one additional credential to enhance the TISA High School Diploma

6 IBDP Courses:
e Must be 3HLand 3 SL
* Extended Essay
e 2 Years Theory of Knowledge
(Tok)
e Creativity, Activity, Service (CAS)

IBDP Exams in May of Graduating
Year

Students are awarded an IB
Diploma from the IB Organisation
and the TISA High School Diploma

e 6 Courses
Can be a mix of IBDP courses/
certificates, pre-approved online
courses (usually college level) or AP
courses (online)
Minimum of 2 IB HL Courses or 4 AP
Classes or the equivalent additional
pre-approved online courses over 4
years of high school

e Extended Essay or
Interdisciplinary Research Essay

¢ 1Year of Theory of Knowledge
(TOK)

« Creativity, Activity, Service (CAS)

AP Exams can be taken at any time
in the four years of high school, IB
Exams in May of their graduating
year.

Students are awarded a TISA
Honours Diploma and certification
from the IB/AP/other institutions.

The IB Diploma Pathway

IB Diploma candidates must take six subjects
Of these six, three must be taken at the Higher Level and the remaining three
at Standard Level.
Higher Level courses (HL) each meet for at least 240 hours over two years,
cover content in more detail and have more demanding requirements than Standard



Level (SL) courses. SL courses each meet for at least 150 hours over two years.

. An IB Diploma is awarded after completion of internal assessments, external
examinations, and the requirements for TOK, the Extended Essay and CAS.

. IB Diploma pathway students also qualify for the TISA High School Diploma as
long as they meet the graduation requirements.

The IB Diploma programme is recognized by most countries in the world for
university placement. At some universities in the USA a complete IB Diploma with
grades of 6/7 may count for as much as one year of university credit. In the UK and
Canada, an IB Diploma eliminates the need for a “foundation year” or 13th year of
high school. Universities in the US, Canada and the UK are increasingly offering
scholarships and bursaries to IB Diploma graduates.

The TISA Honours Diploma Pathway

In this pathway, students select a combination of IB Diploma and other courses that
allow them to graduate with a TISA High School Diploma. TISA offers IB Diploma
taught courses and students can choose pre-approved college level or AP courses
which are accessed online and studied independently.

. Students are supported in developing a plan that allows them to graduate with
the TISA High School Diploma and which is relevant to their chosen university
aspirations. IB courses are studied alongside students who are on the IB Diploma
pathway.

Again six subjects would be selected.

. Students following the TISA Honours Diploma Pathway participate in TOK.
They must demonstrate that they have met the eight learning objectives of CAS.
They must carry out a pre-approved research project.

. Students following the TISA Honours Diploma Pathway will be assessed
internally through assessment activities that contribute towards semester grades in
each of their subjects.

Selecting a Pathway
At TISA we expect all students to take the most challenging pathway to develop their
personal interests and prepare them for their post-Secondary School aspirations.

Meetings between students, the Counsellor and the IB Coordinator will be held in
advance of students beginning Grade 11 or joining TISA. This is to ensure that the
course package is challenging and that the pathway and the combination of courses
selected are appropriate for that student’s ability and interests, and university and
career aspirations. Parents are required to attend these important guidance
meetings in order for students to be scheduled into 11th grade classes.

For IB Diploma Pathway, students are advised first to select their Higher Level (HL)
courses. HL subjects are usually the student’s main areas of academic interest or



ability. Next, students should select their Standard Level (SL) subjects. These will be
subjects that the student is also interested in and which may also be relevant to
further education or career goals. Universities often require students to have studied
certain courses to a higher level and to have a range of subjects. The IB Diploma,
with rigorous coursework and the IB Core, provides opportunities for students to
explore and showcase the diversity of the qualities that make for competitive
applicants at the world's top Universities and programs.

TISA Graduation Requirements

To obtain a TISA Diploma, students are required to achieve a minimum of 24
credits in High School (G9 to G12). The following table shows an overview of the
requirements over the four years as a whole.

Subject Credit Credits
Language and Literature 4 Credits
Math 3 Credits
Science 3 Credits
Humanities 3 Credits
Language Acquisition 3 Credits
Arts 1.5 Credits
Physical Education 1.5 Credits
Design Technology 1.5 Credits

TOK 1 Credit

DP Extended Essay/ Extended

Research Project Completion Required

Creative, Activity, Service G11 &12
(CAS)

Completion of CAS Required

Personal Project (G10)

Completion of Project Required

Community Engagement (G9)

Completion Required

Electives

2.5 Credits

Total Credits Earned

24 Credits (Min Requirement)

TISA students work towards the TISA diploma which is a four year diploma by
earning credits. Students earn a 0.5 credit by passing subjects with a grade of 3 or
higher. Courses that meet 4 or more periods a week count for 0.5 credits per
semester (1.0 per year).

The grade in each subject is calculated each semester. A grade of 3 or above will
result in gaining credits while a 1 or 2 will result in no credits being awarded.

Students transferring from other schools to TISA between G9 and G12 are required
to submit  previous academic school records. Previous school grades as
determined by the School Counsellor can be awarded credit equivalence. Literature



in two languages also counts to cover the acquisition requirement.

Graduation credit requirements may be adjusted for a student who transfers into
the high school after Grade 9 if:

» the student has been in good standing at his/her previous school

» his/her previous school did not require a particular subject to be studied

» the student’s academic scheduling needs prevent the scheduling of the needed
credits

+ the student enters Grade 11 or Grade 12 from another school as a full IB
Diploma Candidate.

Under these circumstances, the determination of which credits are adjusted is at
the discretion of the Secondary School Principal at the recommendation of the
Counsellor.

Students who enroll at TISA after Grade 9 are issued credit for successful
academic work done at their previous school, and the courses are duly noted on
our transcript. A “P” is assigned to each course passed to ensure that credit is
transferred and recorded, but the letter or numerical grades are not recorded on
TISA transcripts. This is due to the variation in worldwide grading systems.

Furthermore, TISA students who are obtaining credits from external, pre-approved
institution/schools will have the credit noted on their transcript with a “P” or an “F.”
Families are advised to keep the transcripts from any other schools or institutions
as they will need to be submitted with the TISA transcript for university applications.

The high school transcript is a student’s permanent record. First and second
semester grades are recorded in the appropriate columns. Credit is earned by
semester, as our student body is quite transitory with a fair number of mid-year
arrivals and departures. Beginning with the class of 2029, the final end of year
grade will also be transcripted.

If a TISA student is not meeting the requirements for Literature, Social Studies/I&S,
Maths, Science or is not meeting our requirements for graduation, they will not be
on track for a TISA diploma but they may be on track for the IB Diploma.

IBDP School Supported Self-Taught Languages

Students enrolled in the IB Diploma programme have the option of studying their
home language independently under the IB’s “Self-Taught” option. TISA can assist
in finding a tutor for these courses in some languages. Parents are responsible for
the payment for the tutors.



Online Courses

In order to support individual student needs, TISA supports students in Secondary
School in online learning opportunities.

In some cases, TISA will support students in taking online courses, by providing
supervision and time within the school day, and recognizing these courses with
transcripted credit. TISA cannot provide direct teaching of these classes, but
students will be supported by a designated member of staff.

When,

e The course is not offered at TISA, and the
e current level of the student does not align with the TISA MYP course*

All online courses must be approved in advance by the coordinator and principal.
TISA works with University of Texas at Austin and Brigham Young University to
provide online High School Classes, including AP.

In the Diploma Programme, online IB courses are offered through Pamoja, the only
accredited IB DP Online provider. A student taking an online course will be
assigned an online tutor who will guide them through the course. Online DP
courses must also be approved in advance by the Coordinator and Principal.
Payment for such courses is the responsibility of parents.

Student Records and Transcripts

Accurate records shall be maintained for all students attending the school. All such
records will be preserved, either in original form or copies in compliance with local
regulation and/or laws. These student records are held as confidential and
managed by the school with legal, appropriate and/or responsible access to
records by students, parents, teachers, administration and staff as requested in
advance. Release of records from the School to outside organizations, including
other schools, must be accompanied by a signed release by the student (aged 18
or over) or the student’s parent or guardian.

Class Rank

TISA does not rank its students

Grade Weighting

All TISA numerical grades receive equal weight in the calculation of total scores.
None are given additional weighting.



Incomplete Grades

A grade of Incomplete, “I,” may be issued on a report card in rare cases where
illness or other unforeseen circumstances have prevented the completion of a
quarter’s or semester’s work. For classes in which an “I” grade has been issued,
work towards a grade must be completed within two weeks or it will not receive
credit.

Diploma Programme Student and Parent/Caregiver Involvement
Requirements

These guidelines have been designed to ensure students are fully engaged with
the rigorous academic demands of the DP and are adequately supported by their
parents/caregivers throughout the process.

High School Graduation Attendance Requirement

Attendance Expectation:

Students enrolled in the Diploma Programme are expected to attend all classes
regularly. Given the intensive nature of the DP curriculum, consistent attendance is
crucial for academic success. IBO require that students study for a minimum 240
hours at Higher Level and 150 at Standard Level

Maximum Allowable Absences:

The guideline for satisfactory attendance is a minimum on-campus, in-class
attendance of 80%. These guidelines apply to both Year 1 (DP1) and Year 2 (DP2)
of the DP program.

Consequences of Excessive Absences:

If a student exceeds the absences in any class during the G11 year, the student
may not be allowed to move into G12 on the full diploma pathway. If a student
exceeds the absences in any class during the G12 year, the student may not be
allowed to sit for exams. Excessive absences may also affect predicted grades due
to course content being missed.

Extenuating Circumstances:

In cases where absences are due to extenuating circumstances (such as serious
illness or family emergencies), a review may be conducted. The principal will form
an Attendance Review Committee consisting of the Principal, Counselor, DP
Coordinator and selected teachers to evaluate these situations on a case-by-case
basis, and a decision will be made regarding continuing into the second year of the
Diploma Programme and/or exam eligibility.



Grade 10-12 Parent/Caregiver Involvement

Course Selection Meeting:

Prior to admission into the DP program, parents/caregivers are required to attend
the G11 Course Selection Meeting with their child. This meeting is essential for
understanding the student’s interests and future goals as well as clarifying family
expectations. Course options, program expectations, and the academic demands of
courses will be discussed.

University Application Meeting:

During the G12 year, parents/caregivers must attend the University Application
Meeting. This meeting provides critical information regarding the university
application process, deadlines, and the role of predicted grades in securing
university offers. Students must reserve two university applications for “safe”
choices.

Consequence for Non-Attendance:

Failure to attend the required meetings will result in TISA not enrolling a student in
11th grade courses or being unable to submit needed documents for university
applications.

Information Evenings

Parents/caregivers are required to attend Grade 11/12 DP Information Evenings as
advertised, in order to be able to support their children in the most effective ways,
and have a clear understanding of all aspects of the programme.



Academic Policies and Information

Educational Programme Curriculum Overview

TISA offers the International Baccalaureate (IB) Primary Years Programme
(P1-G5), the IB Middle Years Programme (G6-10) and the IB Diploma Programme
(G11-12). Instruction is in English. All secondary school students are enrolled in the
IB Diploma Programme courses whether they are seeking the IB Diploma, TISA
Honors Diploma, or the TISA High School Diploma.

Within this framework, TISA offers a fully integrated curriculum that seeks to
provide a stimulating opportunity for all our students. The programmes of study and
grade- level student performance objectives have been developed utilizing the best
aspects of European, Australasian, and North American curricula as source
material.

All programmes promote an inquiry-based approach. The acquisition of the
fundamental skills of literacy and numeracy receive proper emphasis and students
are encouraged to use and practice these skills in a meaningful context.

Assessment and Grading at TISA

At TISA the prime purpose of assessment is to provide an opportunity for students
to demonstrate evidence of their learning and growth. Assessment involves
teachers and students collaborating to monitor, document, measure, report and
adjust learning. TISA students actively engage in assessing and reflecting on their
learning, acting on feedback from peers and teachers to feed forward to next steps
in learning.

By fostering a culture of accountability at TISA we develop the assessment
capability among all members of the learning community.

Learning goals and success criteria are often co-constructed with students, and
always clearly communicated.

Both learning outcomes (what we learned) and the learning process (how we
learned) are assessed to support students’ metacognitive development to the end
of becoming lifelong learners.

The TISA primary school employs a range of common and grade specific
assessments and actively collects and uses data to guide the learning design
process, determine the effectiveness of our program and suggest next steps for
students.

In MYP and DP school, TISA adheres to the IB grading system.

In the Secondary School, students are assigned grades at the conclusion of each
semester based on student achievement against the standards and expectations
for each course. Student achievement is reported on a 7-point scale. This scale is
consistent with and largely based upon the grading and reporting structure of the
International Baccalaureate programmes, providing teachers and students with a



consistent framework and vocabulary throughout a student’s secondary school
experience at TISA. Students also receive a final year grade to provide a clear,
cumulative reflection of their academic growth and demonstrated proficiency by the
end of the school year.

The table below provides a clear description for each grade level. A student must
earn a grade of 3 or above in a course at the end of the semester to earn credit
towards graduation for the course.

7= Excellent

6= Very Good

5= Good

4= Satisfactory

3= Needs / Improvement
2= Poor / Failing

1= Failing

Home Learning Guidelines

Primary School

It is our belief that home learning can link home-and-school by providing families a
window into the curriculum and how their individual child is responding. When
assigned meaningfully, home learning can:

e give learners a chance to deepen understanding and improve fluency by
providing additional practice or reflection upon concepts and skills presented
in class.
provide an opportunity for independent practice at their own pace.
strengthen self-reliance, resilience, responsibility, self-confidence and time
management.

Examples of home learning which may be assigned in the Primary School include:

Daily reading (from a variety of texts) with a focus on fostering a love for
reading

Word inquiry tasks

Project-learning Choice Boards

‘Home Talks” where unit questions are shared and families encouraged to
discuss and feedback their thinking

Secondary School

Home learning is considered to be an important part of student learning in the
Secondary School. It should be purposeful and should not be considered as a



means of extending lesson time. Students should have the opportunity to
participate in multiple aspects of student life and, as such, home learning should
not prevent them from participating fully in after-school activities. In turn, students
should tailor their commitments to ensure they leave reasonable time for the
completion of home learning.

Home learning supports student learning by:

Reinforcing or extending work covered in class.

Developing research skills.

Encouraging independent work.

Demonstrating understanding of work.

Enhancing study skills.

Improving time-management skills.

Allowing students to take responsibility for learning.

Providing opportunities for parents to support students and understand the
academic challenges they face.

Home learning may take many different forms including, but not limited to:

Consolidating skills through practice
Writing assignments

Preparing presentations

Studying for assessments
Researching a topic

Preparing for a lesson

Reflecting on work done

Home Learning Expectations

TISA does not produce a home learning timetable for students. Students are
expected to allocate time each evening to allow them to manage their overall home
learning load.

In general, teachers should not set home learning that is due for the following day,
aiming to give students a minimum of two days to complete tasks, where possible.
When setting home learning, consideration should be given to the additional time
needed for students with accommodations where appropriate.

Students in G11 and G12 are expected to spend additional time working
independently. This time should be used to consolidate work done in class, review
notes and to take responsibility for further reading that supports their learning.



The following table provides guidelines as to the amount of home learning in
Secondary School.

Grade Home learning Per Subject
(Mins/Week)
G6 40
G7 45
G8 50
G9 55
G10 60
G11/G12 125

Organization of Home Learning

All home learning assignments will be communicated via Toddle, and in the case of
summative assessments only, the tasks/assignments page calendar.

Parents’ Responsibilities

Parents should support their children with home learning whilst recognising that
their role will be diminished as their children become increasingly responsible
and independent.

Parents should provide a suitable location for students to complete their home
learning.

Parents should ask the child about their home learning and check home
learning on Toddle.

Parents should encourage their children to approach the subject teacher if they
have any concerns about their home learning load.

Parents should communicate to their children the importance and value of
home-work, supporting the school in establishing good practices and habits.
Parents should provide positive reinforcement when home learning is
completed.

Parents in G6 & 7 should have a device available for students to use at home as
this is not provided by the school

Students’ Responsibilities

Students should take careful note of all home learning assignments and the
date on which they are due.

Students should ask teachers for clarification if they do not understand the
home learning expectations.

Students should respect home learning deadlines.

Students should recognise the importance of all subjects and treat all home
learning as equally important.

Students who have difficulties with home learning should seek help from
teachers before the due date.

Students should plan their home learning carefully to avoid periods where they
struggle to meet the demands placed upon them.

Students who are absent should contact teachers to get details of any home



learning missed during their absence.

e Students should initiate communication with staff to help them manage the time
they need to complete home learning when there are significant pressures from
extra curricular activities.

Secondary Assessment Calendar

In order to help students manage larger projects and assignments, the secondary
school has set up an Assessment Calendar on Toddle. This is for teachers to
record all major assessments and project due dates.

This calendar ensures that MYP students do not have more than two major
tests/projects due on the same date (nor more than one for G6 students). This
allows suitable time for students to complete significant assignments.

Please note that if students have tournaments or productions coming up, teachers
expect them to plan ahead so that work is completed on time.

In addition, if students are absent on the date a major project or assignment is due,
they are expected to submit it on the due date or before.

Make-Up Work

Students have the same number of school days to make up work as the days they
were out of school. Any test or major project that was known about prior to the
absence may be required to be taken on the first day back. Any major projects or
assignments that were assigned more than two weeks prior to the absence are due
regardless and should be sent to school with a family member, friend or driver.
Make up tests take priority over any extracurricular commitments.

If a student is absent due to non-emergency reasons, family holidays for example,
it is the student’s responsibility to make arrangements for missed work. Teachers
will not always be able to provide additional support.

Tutoring

The Primary and Secondary School strongly recommends that families do NOT
arrange tutoring unless it has been agreed on as a result of a team meeting. We
recommend that families do the following if they are concerned about their child’s
progress in any given class:

e Encourage your child to make an appointment with the teacher to ask for ways
to improve.

e Contact your child’s teacher or TAO Coach with your concern.

e Ask for a team meeting to develop a plan to assist your student.

Tutoring from outside TISA should be done with caution. Our programmes and
curriculum follow the IB teaching philosophy and approach to learning which many
tutors may not be familiar with. In addition, unless the tutor meets regularly with the
class teacher, tutoring may only further complicate the problem.



Textbooks and Classroom Materials

Students are responsible for materials checked out to them and are expected to
take good care of them. Textbooks, library books, and materials provided by the
school must be paid for if lost or damaged. Generally, each student should have
the following school supplies: Mac laptop, textbooks & notebooks as supplied by
the school, and pencils, erasers, pens, and calculators for their Math classes,
brought from home. Details of which calculators are required for different grade
levels are communicated by the Maths department.

All students are encouraged to have an assignment diary or another way of staying

organized. Students need a change of clothes and PHE uniform for their PHE
class. Clean gym shoes are a requirement.

Academic Integrity

Refer to Academic Inteqgrity Guidelines

Student Support Services

At TISA we believe students learn best in a caring and inclusive environment. We
use a collaborative approach to address the developmental and readiness levels of
students. We support students’ knowledge, concepts and skills for language,
literacy and numeracy as well as their social and emotional development. The
school’s philosophy is to help students to reach their full potential as individuals in
the global community. A student’s learning challenges may be already known when
they first come to TISA, or classroom assessments and observations may show
evidence of learning that is atypical.

The aim of the student support services is to differentiate for students who require
extra support at any given point in their learning journey.

Student Support Services-Referral Process

When there is a concern about a student’s learning or behaviour a teacher makes a
referral to the appropriate homeroom teacher (Primary) or TAO coach (Secondary).
If parents are concerned about their child they should speak with the homeroom
teacher/TAO coach first. This concern may be about specific academic, social,
emotional or behavioural issues. The homeroom teacher/TAO coach and the
student’s grade-level learning team will meet, discuss and develop an action plan in
accordance with TISA's Multi Tiered System of Support (MTSS).

MTSS

MTSS is defined as a comprehensive framework designed to address the
academic, behavioral, and social-emotional needs of each student in the most
inclusive and equitable learning environment.

The Three Tiers of MTSS at TISA

At TISA, our goal is for every student to be engaged, empowered, and inspired
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through high-quality teaching and learning. We use a framework called MTSS
(Multi-Tiered System of Supports) to ensure each child gets the right level of help
when needed.

Tier 1 — Universal, Core Instruction

For: All students

Strong, evidence-based teaching in every classroom
Lessons tailored to different learning needs

Positive behaviour and classroom support
Regular checks on progress to spot any emerging needs

Goal: Most students succeed with Tier 1 alone.
Tier 2 — Targeted Support

For: Students who need extra help (intervention) or extra challenge (extension)

e Small group teaching focused on specific skills or standards

e Support in addition to normal class lessons

e Group membership decided using learning standards and regular
assessment

e Short-term support (usually 6-8 weeks) with adjustments as needed

Goal: Help every student who needs more than Tier 1 support to make progress.
Tier 3 — Intensive Support
For: Students with significant or ongoing needs, including extension and challenge

Individualised help and more frequent support

Involves specialists such as counsellors or learning support staff
Builds on Tier 1 and Tier 2 teaching

May lead to an Individualised Learning Plan (ILP) if needed

Goal: Provide highly personalised support so every child can succeed.

What | Need Time (WIN Time)

In Primary, WIN (“What | Need”) time is a dedicated period for targeted learning,
held three times a week in Grades 1-5. During WIN time, students work in flexible
groups based on their current learning needs:

e Intervention: Focused support to close gaps and build foundational skills.
e Consolidation: Practice and reinforcement of recently learned concepts.
e Extension: Challenge and enrichment beyond the core curriculum.

WIN groups are determined using current progress against grade-level standards,
informed by both ongoing assessment and teacher observation. Groups change as
students’ needs change. Homeroom teachers and teaching assistants lead the
groups, with support from specialists and coordinators. The goal is to provide the



right instruction, at the right time, so every student can make strong progress.

In Secondary, WIN time provides all students with two thirty minute blocks of time
each week where students can either work individually on their assignments or
directly with teachers in subject-specific small groups to extend or support learning.
As part of our overall Multi-Tiered System of Support (MTSS), WIN Time is an
additional strategy we use to meet students where they are, support their growth,
and individualized student learning.

Counseling

Counseling Services are available to help facilitate academic, social, and emotional
growth in students. The counselors help students deal with academic difficulties
and are available for counseling related to self-esteem, problem solving, social
skills, and other social and emotional concerns.

Counseling services are provided for students individually and in groups, on a
range of issues, including:

« emotional or psychological problems
« family problems

» relationship issues

* peer pressure

* bullying

» lack of motivation and effort

« time management

+ life skills development

* crisis intervention

* organization

Parents and teachers are at times contacted to help the counselors gain a holistic
picture of the student. If necessary, the school counselors provide referral services
to appropriate community agencies. In addition the primary and secondary
counselors work closely with teachers, administrators and other support services,
including English as an Additional Language (EAL) and Learning Support (LS) in
their respective divisions to create a comprehensive service that is able to support
the whole spectrum of students’ needs.

Additional support programmes are added as needed to meet individual student
requirements and to promote personal well-being, healthy relationships and the
successful balance of academic, extracurricular and community involvement.

Referrals to the counselors can be made as follows:

* by teachers/school administration

* parental request

» directive to the student by the principal (required as part of discipline procedure
or improvement program)

» self referral by the student

Other Secondary Counseling services include:



« Administration of achievement and aptitude tests (SAT, SAT Subject Tests).

 Invigilation of school admissions tests for transferring students.

» Assisting with the identification of students with special needs or learning
differences.

» Counseling and testing of students with emotional needs.

University and Career Guidance

Our university and career guidance provides assistance in the following areas:

+ Individual student guidance on choices of post-secondary opportunities.

« Developing career portfolios, which include test and grades results, examples of
student work, and resumes and cover letters.

 Working with students towards job shadowing, internships, and community
based learning programs.

+ BridgeU software for college, financial aid and scholarship research.

 Coordinate and arrange College Fairs with University Admissions
Representatives from various countries.

» Organize Career Fairs with a wide variety of local professionals who share their
career paths and insights.

« Planning and preparation for college admissions tests and SAT

« Presentations by university representatives at TISA.

» Student-led initiatives and peer support.

» Cooperation with post-secondary institutions in student admissions.

« Workshops and support on applications for university admission, scholarships
and personal profiles.

Learning Support

The Learning Support Department provides ongoing support for students who have
gone through a referral and identification process. Support is offered for challenges
related to all aspects of learning and students with exceptional abilities in different
subjects. Learning Support specialists advise teachers regarding the needs of
students and coordinate communication between administrators, teachers,
students and parents. We offer in-class and pull-out support. Individual Learning
Plans are shared and reviewed with students, teachers and parents once a year.

* Intervention is designed to:

* meet individual learning needs and styles

» ensure full access to the curriculum

» develop the student’s ability to be an independent learner

* remove barriers to learning

» The Learning Support Department affirms the right of all our students to develop
to their maximum potential in a warm and caring educational environment.

English as an Additional Language (EAL)

TISA'S EAL program is for students who are working towards academic fluency in
English. Students are placed in this program on entry or upon recommendation by
staff, after testing in school and parent communication. The EAL department
provides ongoing support for students in core subjects as well as pull out sessions.
The EAL department works closely with subject teachers to provide support to both



teachers and students regarding resources, tasks and assessments. Students
continue to be monitored after exiting the program once phase 5 is attained.

Health and Safety

The school seeks to provide a safe and secure environment for students at all
times. TISA utilizes the Standard Response Protocol to respond to emergencies.
Students and staff are trained in the responses to address various emergency
situations such as an earthquake, medical emergency, or lockdown.

The school is equipped with a stand-by electricity generator, water storage tanks
and fire alarm. Regular health and safety checks are carried out by BP HSE.
Response drills are held regularly.

The school contracts medical services. Many members of staff are qualified in First
Aid. In case of medical emergency, the services of the International SOS Medi Club
ambulance and doctors are at our disposal.

Emergencies, Drills And Evacuations (Standard Response Protocol)

Established procedures exist for staff and students to follow in the event of fire,
earthquake, medical emergency, disturbance in the area or unauthorized intrusion.
TISA conducts safety drills at least twice a year utilizing The “I Love U Guys”
Foundation’s Standard Response Protocol (SRP).

In the event that students must return home, parents will be notified through the
school’s emergency contact procedures including SMS messages or email. During
an emergency, our first priority will be to address the immediate safety of students
and staff. Communication to parents may be delayed until the campus is secure.
Parents will be notified if the school goes into lockdown during the day. Parents
may not always be notified of safety drills.

TISA Doctor
TISA has a full time doctor on staff during school hours.

If a student becomes unwell during the school day the teacher sends them to the
medic, who cares for the student and returns them to class when well or arranges
for the student to be collected by the parents if they are unfit for school. The medic
informs the homeroom teacher in primary, or the secondary school office, if a
student is sent home.

TISA is committed to reducing the risk of nut exposure for students with allergies.
Although we cannot guarantee a fully nut-free campus, we encourage families to
avoid sending nut-based products when possible. This means that nuts and
products containing nuts (e.g., peanut butter, Nutella, candies with nuts, baklava)
should not be brought into classrooms across all divisions: the Nursery, Primary
School (including ELC), and Secondary School. This guideline applies throughout
the entire school year.



It is the responsibility of the parents to ensure the medic is given the most up to
date medical information on their children.

Students prone to anaphylactic reactions, as well as their parents, need to remain
vigilant and aware of the consequences of their specific condition. While the school
maintains emergency adrenaline medication on campus, families are expected to
provide an up-to-date personal EpiPen for their child and ensure it is replaced
before its expiry date.

Outdoor Recess and Athletic Guidelines for Air Quality in Baku

Air Quality Index (AQlI) Levels

The Air Quality Index (AQlI) is a standardised indicator used to communicate how
polluted the air is or how polluted it is forecast to become. If the AQI is over 200,
primary students will remain indoors during recess and PE. If it is over 250,
secondary students will remain indoors during break, PE, and athletics. After-school
athletic activities will be moved indoors. Administrators will monitor the AQI if there
is a concern about the weather.

Wind Levels

For the safety of our students, recess will be held indoors if wind speeds exceed 50
km/h. This measure ensures that all students remain in a safe and secure
environment during their break time. Administrators will inform staff if recess or
after-school athletics and activities must be moved inside due to high winds.

Parent Opportunities and Responsibilities
Parent Teacher Association

The Parent-Teacher Association (PTA) is the official parents’ organisation of the
school. It is run by an elected committee. The PTA’'s main aims are to improve
communication between school and parents, support student programs and events,
and build community. The Chair of the PTA serves as the parent representative on
the Board of Governors. All parents are encouraged to get involved with the PTA to
better support our students and their experiences at TISA.

In alignment with TISA Board Policy (8.50), all concerns and complaints are best
resolved at the lowest level possible. The steps below are to be followed for
general concerns, questions or complaints. Please see the IB programme
complaint process for concerns related directly to the Primary, Middle Years or
Diploma programme.

Student/Parental Concerns

Constructive suggestions about the school are welcome when they are motivated
by a desire to improve the quality of the school and to help the school do its work
more effectively. The administration, the staff, and the Board will listen attentively
and courteously to parents who have a concern or suggestion about the School
and those working in it, and will seek to respond to such concerns or complaints in
a spirit of openness and willingness to improve. All concerns and complaints are
best resolved at the lowest level possible. Most complaints and grievances can



and should be resolved at the level at which they arise: between the parent and the
teacher or other school employee, if necessary with the help of the Principals. The
steps below are to be followed for general concerns, questions or complaints. In no
case will complaints be made or discussed in the presence of students, unless
deemed necessary.

Anonymous complaints will not be considered under any circumstances.

General Concern/Complaint Process

For general concerns, the following process should be followed:

1. Initial Discussion with Homeroom or Subject Teacher

Students/parents are encouraged to begin the process by having an initial
discussion with the homeroom or subject teacher.

2. Meeting with Assistant Principal or Principal
Should the concern persist, students/parents should meet with the assistant
principal or principal.

3. Meeting with School Director

If any matter cannot be resolved at the principal level, an appeal in writing can be
made to the Director. The director’s decision is final except for cases of expulsion
which can be appealed to the Board of Governors.

IB Programme Concern/Complaint Process

A clear pathway for complaints to be heard and appealed is outlined as follows for
any concerns directly related to the Primary Years, Middle Years or Diploma
Programme. For general questions about the IB Programme, you can refer to the
IB PYP, MYP and DP Guides on our website. All students and parents are
required to follow the steps below:

1. Initial Discussion with Homeroom or Subject Teacher
Students/parents are encouraged to begin the process by having an initial
discussion with the homeroom or subject teacher.

2. Meeting with IB Coordinator
If the concern remains unresolved, students/parents should schedule a meeting
with the relevant IB PYP, MYP or DP Coordinator.

3. Meeting with Assistant Principal or Principal

Should the concern persist, students/parents should meet with the assistant
principal or principal. The principal will make a decision regarding an IB
programmatic concern. IB programme concerns not resolved at the Assistant
Principal/Principal can be appealed to the Director in writing and should be sent to
naliyeva@tisa.az, Nigar Aliyeva, Director’s Assistant within 10 calendar days of
the assistant principal/principal’s decision

4. Meeting with School Director
All complaints brought forward to the Director will begin with a brief meeting where
the complaint and the requested remedy will be clarified. Parents and students



should bring forward all evidence that they wish to be reviewed related to their
appeal of the principal’s decision. The Director will complete a thorough
investigation and review of evidence. For all internal IB programme concerns, the
Director’s decision is final and will be provided in writing to the parents/student. In
general, the written response will be provided within 15 working days of the initial
meeting, although some investigations may require additional time.

Parent involvement

Parents are invited regularly to attend celebrations of student achievements either
in the classroom or in assemblies. Many teachers also like to invite parents to
assist in specific activities such as field trips, reading and hands-on activities. If
parents wish to contact their child during the school day, this should be arranged
through the appropriate school secretary and not directly by cell phone.

TISA Parent and Guardian Code of Conduct
Introduction

TISA adheres to the principles of the IB Learner Profile in creating a caring,
open-minded, principled, respectful and communicative community. TISA seeks to
establish a positive and constructive partnership between the school, students and
parents in order to fulfil the TISA Mission Statement.

A positive school climate and a safe learning and teaching environment are
essential for students to succeed in school and for everyone to feel welcome and
respected. All students, parents, teachers and staff have the right to be safe and to
feel safe in their school community. With this right comes the responsibility for
everyone to be accountable for their actions and to contribute to a positive school
climate

Parents (guardians also are included whenever parents are mentioned) play an
important role in the education of their children and can support the efforts of
school staff in maintaining a safe, secure, orderly and respectful learning
environment for all.

This Parent and Guardian Code of Conduct applies whether on school property, on
school buses, at school-authorized events or activities or in other circumstances
that could have an impact on the school climate. This Code highlights the
importance of the partnership between school staff and community members for
the benefit of the students at the school and reflects the school’s mission and aims.
The Code recognizes and respects the diversity of individuals in the TISA learning
community and emphasizes the importance of the role that parents have as
educators.

Health, Safety, Security and Environment (HSSE)

TISA is committed to delivering educational services safely to its students. All
adults have the responsibility of being role models for safety leadership and
creating the right environment for students to be safe. Parents should comply with
all safety and security measures, including following the access to campus
guidelines.



Respect, Civility, Responsibility

Parents should respect the community in which TISA operates, which begins with
compliance with laws and regulations. Parents should hold themselves to the
highest ethical standards and behave in ways that maintain the trust of others.
TISA's relationship with parents depends on mutual respect, and with this in mind
we should all value the diversity of people, culture and thought found in the TISA
community. Parents are expected to be respectful of everyone, to behave with
dignity and to set an appropriate example in matters of language and behaviour
when at school. This includes obeying traffic and parking regulations.

Parents should respect and treat others fairly, irrespective of race, colour, religion,
gender, age, national origin, sexual orientation, gender identity, marital status or
disability. Parents should maintain an educational, rather than confrontational tone,
in the event of a possible conflict or challenge which may occur.

Gifts and Entertainment

Parents should only give gifts and entertainment to TISA staff for legitimate
purposes which are of insignificant value or frequency. Gifts and entertainment
should never affect, or appear to affect, impartial decision-making by TISA
employees. They should never be offered in exchange for preferential treatment.
TISA does not engage in bribery or corruption in any form.

Protecting TISA’s Assets

Every parent is responsible for making sure that TISA’s assets are not misused or
wasted. TISA assets include facilities, property, proprietary information, school
equipment, funds and opportunities. Parents are expected to encourage children
not to damage, misuse or waste any TISA property which they use or with which
they have contact. This includes portable or home learning equipment that TISA
issues to students — for example, books, laptops and other educational equipment
such as musical instruments, scientific equipment, etc.

Tutors and Private Instructors

For conflict of interest purposes, TISA staff members may not tutor or deliver
private lessons to any student on their current class roster or to a sibling of a
student on their current class roster. TISA staff members may not provide any
tutoring services or private instruction on TISA campus. Any tutoring or private
instruction by a TISA staff member must occur off campus and all financial
arrangements must be made between the family and the staff member. TISA will
not recommend or arrange tutors,nor will TISA resolve conflicts resulting from a
private arrangement between a TISA staff member and a family for tutoring or
private instruction.

Breaches of Code

Parents are encouraged to speak to the appropriate member of staff if they have
concerns regarding this Code (or any other matter).

TISA reserves the right to discontinue the enrolment of a student if it is reasonably



concluded that a parent has acted in serious breach of this Code or has interfered
with the school’'s accomplishment of its educational purposes resulting in the
impossibility of a positive relationship between the parents and the school.

Student Behaviour

In alignment with the TISA mission and the IB Learner Profile, we believe students
grow as learners when they are given opportunities to make choices, reflect on
their actions, and take responsibility for the impact they have on themselves and
others. Developing these habits helps students become principled, reflective, and
caring members of our community.

A positive school environment depends on mutual respect. Students are expected
to respect the learning time, property, and well-being of others. When challenges
occur, we support students in reflecting on their choices and developing strategies
for more positive actions in the future.

At TISA, we support positive behaviour by:

e Adhering to student-council developed classroom norms.

e Providing opportunities for students to share concerns and develop solutions
to social, emotional, and academic challenges.

e Offering a Pastoral Programme that promotes self-awareness and helps staff
reinforce positive behaviours.

e Delivering a curriculum that encourages student choice and personal
responsibility.

e Modeling positive behaviour across all members of the school community.

e Providing structured opportunities for students to reflect on and correct
negative behaviour choices.

e Following a clear system of constructive and appropriate consequences.

e In secondary, implementing a consistent, student-developed three-step plan
to address behaviour that does not align with these norms.

e Recognizing students through Learner Profile Awards that celebrate those
who embody IB attributes.

School Norms
We are committed to creating a caring community by upholding these norms:

Care for Self - Your Voice Matters

Care for Others - Listen, Be Respectful, Be Kind

Care for our Environment - Take care of our shared learning space
Try your Best
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Disciplinary Procedures and Investigations

When students don't meet our expectations, the following procedures apply:

An administrator collects written statements from those involved and informs
parents that their child is part of an investigation.

The administrator conducts follow-up interviews to clarify statements and
gather additional information.

After reviewing the findings, the administrator determines appropriate.
disciplinary action.

In cases involving serious misconduct or illegal activity, the Director
participates in the review.

TISA reserves the right to:

Require a drug test when there is reasonable suspicion of substance use.

e Administer a breathalyzer test.

Treat refusal to submit to testing as confirmation of substance use and
respond accordingly.

We acknowledge that it will take time to collect all the information necessary to gain



perspective. We appreciate patience as we gather information to ensure a fair
decision is made.

Any student behaviour issue may be recorded on Toddle as part of the students
record.

Discrimination, Harassment, and Bullying

In alignment with our commitment to belonging, TISA maintains a school
environment free from discrimination, harassment, intimidation, ridicule, and
bullying. These behaviors are not tolerated and undermine the safe and respectful
environment necessary for learning and work.

Any student or employee found responsible for such behavior will face disciplinary
action. A student who believes they have been subjected to harassment or unlawful
discrimination based on gender, race, religion, or sexual orientation should
immediately contact a counsellor or school administrator.

Definitions

Discrimination

Any action based on gender, race, religion, disability, appearance, age, or sexual
orientation that limits or jeopardizes an individual’s full participation in the TISA
community.

Harassment

Conduct—verbal or non-verbal—that interferes with a person’s school performance
or creates a hostile, intimidating, or offensive environment, including behavior
related to gender, race, religion, disability, appearance, age, or sexual orientation.

Bullying
Repeated, intentional behavior—online or in person—designed to cause emotional
or physical harm, often involving an imbalance of power.

Relational Conflict
Disagreements arising from personality differences or negative interpersonal
interactions between individuals.

Disciplinary Actions

All allegations of discrimination, harassment, bullying, and relational conflict are
thoroughly investigated. Consequences are determined by administrators based on
context and severity.

Possible actions include:
e \Warning

Loss of privileges (detention/reflection time)
In-school suspension

Out-of-school suspension

Referral to counselor

No-contact contract



e Behaviour plan or tracker

Parents are informed of disciplinary actions, and all incidents are documented in
Toddle.

Primary School

Primary behavior management focuses on maintaining a safe, respectful, and
inclusive learning environment. Clear expectations, consistent routines, and
restorative practices promote empathy, resilience, and responsible decision-making.

° The classroom teacher addresses most behavior concerns, including, but not
limited to, class disruptions, relational conflict, unsafe transitions, or non-cooperation
° Administrators are involved in more serious incidents, including but not limited

to, theft, physical aggression, and bullying; or in cases where inappropriate
behaviour is repeated.

° Parents may be contacted when necessary.

° Significant incidents are recorded securely in the Toddle Behaviour Module,
including next steps.

Secondary School: Three-Step Plan

Teachers follow a consistent, student-developed process:

1. Verbal warning
2. Second warning (discussion outside classroom if needed)

3. Email home (recorded in Toddle); TAO Coach and Team Leader notified

Prohibited Activities and Substances

To maintain a safe learning environment, the following are prohibited on campus and
at school-sponsored events:

e Alcohol, drugs, vapes, tobacco
e Pornography
e Fireworks

e \Weapons or objects used to threaten other

Students may not possess, use, transmit, attempt to transmit, or be under the
influence of prohibited substances on campus or at school events.

Prohibited substances include:

e Controlled or illegal substances under UK, US, or Azerbaijani law (e.g., alcohol,
marijuana, narcotics, hallucinogens, stimulants, depressants)

e Prescription medication used without parental knowledge and permission



e |nhalants or mood-altering substances unless prescribed

The possession, sale, attempted sale, or representation of such substances is also
prohibited.

Consequences

e Immediate suspension or expulsion, depending on severity
e Parent conference prior to re-entry

e Suspension pending review of continued enrollment

If off-campus substance use affects school performance, the school will intervene
to support improvement.

Right to Search

With reasonable suspicion, TISA may:

e Search bags and personal belongings
e Require students to empty pockets or remove shoes

e Search electronic devices (e.g., phones, laptops) in cases involving suspected
harassment, bullying, or illegal activity

Students and parents will be informed if a search is conducted.

Explanation of Disciplinary Actions

Detention (Loss of Privileges)

Assigned by an administrator for minor or first-time infractions.

e Served during lunch (Primary and Secondary) or after school (Secondary).
e Lunch detentions take place in the office.

e After-school detention (Secondary): 15:20-15:55.
Disciplinary Warning

Issued after repeated minor incidents when initial interventions are ineffective.

e Includes parent meeting and support planning.

e May involve restrictions or a behaviour plan.



e Typically time-limited and preventative in nature.

In-School Suspension

For serious behavior:

e The student attends school but works independently in a supervised setting.

e No participation in classes or activities.

e Documented securely in the Toddle Bahvaiour Management module in Toddle;
parents notified.

Suspension (Out-of-School)

Used when behavior is serious or safety is compromised.

e Students may not attend school or school activities.

e Re-entry meeting required.

Repeated suspensions may result in a behavioural agreement.

Continued violations may lead to expulsion.

Disciplinary records may be shared with other schools or universities upon
request.

Expulsion

Permanent exclusion is decided by the Director in consultation with the Secondary
Principal. The student has the right to appeal to the Board of Governors.

Expulsion may result from:
e Multiple suspensions after corrective measures are exhausted

e Criminal or highly dangerous behavior

Probation

A student may be placed on probation due to concerns about academics, behavior,
attendance, or punctuality after other MTSS interventions have been attempted.

° Determined by the Principal and approved by the Director
° Requires a parent meeting

° Includes monitoring and regular communication



Public Displays of Affection (PDA)

Students are expected to act respectfully within the diverse cultural and age context
of the
school community.

° Affectionate behavior must be appropriate for a school setting.
° Intimate displays are not permitted.

) The Assistant Principal will provide an initial reminder; continued concerns may
result in parent notification or further intervention.

The following chart provides examples of likely options the school would apply in
response to infractions; however, actual responses are often multi-faceted and
consequences may vary according to the specifics of each case:



Infraction

Typical Consequences

Inappropriate
clothing

To promote an inclusive, respectful, and
anti-discriminatory environment, students may be
required to change their clothing if it is considered to
be inappropriate, discriminatory, or unkind.

In the first instance, a request to change clothes will
be made by Admin. Subsequent instances may
include written warnings, or suspension.

Disrespectful,
unkind, disruptive or
irresponsible behavior

First instance: In-school response, which may
include restorative action (apology,etc), loss of
privileges/detention for self-reflection, meeting with
administrator or counselor, as appropriate

Repeated instances: Continued in-school response,
which may include the development of a formal
behavior plan. In serious cases, repeated disrespectful
or disruptive behavior may result in- school suspension

Skipping Class
(including TAO and
Assemblies)

First instance: detention, letter home, temporary
letter in file for remainder of school year

Second instance: in school suspension

Repeated instances: Further suspension up to
three days. For G11/12 students this may also mean
removal from the DP program and information to
universities as required. In-school restriction, possible
permanent letter in file

Leaving Campus
without Permission

First instance: temporary loss of privileges,
detention

Repeated instances: in-school restriction, long-term
or permanent loss of privileges, letter in file

Academic Integrity
Violations

Please see TISA Academic Integrity Policy

Harassment or
Bullying/Discriminator
y Behavior/
Cyberbullying

Students will be removed from class while the
investigation takes place.

Following investigation (see procedures), potential
suspension and development of behavior support plan
if evidence of harassment,bullying,discriminatory
behavior determined.

Please also see Digital Citizenship Agreement

Repeated instances of harassment or bullying may
lead to exclusion from TISA.




Fighting, physical
aggression,

possession of weapons
or dangerous articles

Following investigation (see procedures), likely
suspension and development of behavior support plan.

Theft/VVandalism

Following investigation (see procedures), likely
suspension

Use, distribution,
possession or sale of
drugs, alcohol,
tobacco, vaping or
paraphernalia
associated to this, on
campus or during
school event/trip

Home study during investigation, out of school
suspension/expulsion.

Failure to cooperate with a reasonable request to
“test” or being in a state of impairment during school
time due to substance abuse, will be treated as gross
misconduct

Repeated instances may lead to exclusion from
TISA.

Use or possession
of drugs, alcohol,
tobacco, vaping off
campus, not related to
school.

If a report is provided to the school, a courtesy
notification to parents will be made

The school does not investigate the validity of
reports of incidents outside of school

Students engaged in unlawful activity, substance use, or other behaviors that violate
school conduct expectations such as acts of intimidation, bullying, or physical violence off
campus (including the digital world and online activity) can be held responsible under
school disciplinary guidelines, especially when other TISA students are involved.



Additional Student Information

Dress Code: Guidelines for Appropriate Dress

TISA does not have a uniform. However, in both the Primary or Secondary Schools we
do have expectations about how students present themselves and require all students
to wear weather appropriate clothing throughout the seasons.

The School Dress Code and Physical Education Dress Code were developed by the
Student Council with support from their advisor and administrators based on student
feedback.

. Clothes should not be overly revealing.

. Clothes should be clean and opaque.

. Clothes should not expose any undergarments.

. Clothes should not reference drugs, alcohol, violence, nor offensive messages
and symbols.

. Hats should remain in students’ bags for the school day unless worn outside.

. Clothes must remain functional throughout the school day.

Physical Education:

. In secondary, students must wear the school-provided red TISA PHE Shirt. This
is not a requirement for primary students.

. Students must wear appropriate non-marking shoes

. Students must wear sports shorts/trousers that meet these requirements:
. Designed for physical activity (no jeans, skirts, cargo pants, etc)

. Weather appropriate

. In line with TISA dress code

In addition to these dress requirements and in support of appropriate hygiene, students
should bring additional clean clothing to change into after PHE class. This is optional
for primary students.

Students who do not meet the PHE dress code, will sit out of physical activities for the
class, but must take part in other activities at the teacher’s discretion.

In Secondary, the following steps were developed by the student council to support the
PHE dress code.

. First instance: warning
. Second instance: email home
. Third instance: email home, lunch time detention

If after the third instance, a student continues not to meet the PHE dress code
requirements, this may lead to additional steps including not receiving grades for
performance due to non-participation or needed to make up PHE credit for high school
students.



Secondary Science / Design Workshop

Students are required to bring closed shoes and hair ties (if they have long hair), during
learning experiences.

Nursery- P3

For Nursery-P3 students please refer to the ELC Handbook for advice regarding
clothing.

Nicknames & Accommodations Requests

In most circumstances, teachers will honor a student request to go by a nickname. If a
student requests a name typically associated with a different gender identity, TISA will
contact the parents/guardian to discuss and gain permission for the name request. All
official student records, including gender, will be recorded in alignment with the
student’s official identification card/passport. Accommodations to use pronouns
different from the gender assigned at birth should be requested and discussed with
parents to gain permission. Any additional accommodations should be requested to the
school principal for discussion on how to best meet the needs of students.

Personal Property/Lost & Found

Students are responsible for their own personal belongings. TISA is not able to assume
responsibility for personal belongings lost on campus or during school trips or activities.
Students and families are reminded about the importance of caring for belongings and
labeling them with student names.

Lost and found items are to be collected and stored at the following locations:

Secondary Reception

Primary Reception

Early Learning Centre Reception
Secondary SRA

TISAS

Students and families may check lost and found areas during regular school hours. At
the end of each quarter, all lost and found items from the collection points will be
consolidated and moved to the Main Gate area for final review. At the conclusion of
the quarter, any unclaimed items will be donated to a local charity.

Bag Search

As part of safety procedures, student bags may be searched during the school day or
school related activities (e.g. overnight trips).



Technology Use & Digital Citizenship

To help prepare students for a digital future, TISA provides iPads for G2—-G5 (kept on
campus) and school-issued MacBooks for G6—G12, which are subject to a formal
user agreement covering care and liability. G6/G7 MacBooks are kept on campus.
P3 and G1 also have access to iPads when required. While G11 and G12 students
may receive additional privileges, all secondary laptops must remain in Azerbaijan.
Personal devices or cell phones are prohibited during the school day

Cell Phones

At TISA, we believe that students learn best without the distraction of mobile phones.
We encourage families to keep phones at home. If brought to school, phones
must be turned off on entry and remain in their bags until 3:15PM (G8-G12).
Students in G6/7 will turn their cellphones into the carts when they pick up their
laptops before school each day

Cell Phone Consequence Matrix

This matrix outlines the escalating consequences for students who do not follow the
school’s cell-phone policy. Any student misuse of phones may be recorded on Toddle
as part of the students record.

Violation Consequence

First Phone confiscated to reception, handed to office and phone
Incident returned at end of day. Parent notified

Second Phone confiscated to reception, handed to office, parent
Incident notified, daily phone locker at office for one week

Third Phone confiscated to reception, handed to office, parent
Incident notified, daily phone locker at office for two weeks
Continued Phone confiscated to reception, including potential in school
Incidents suspension and additional loss of privileges.

TISA's core learning management system is Toddle. Google Workspace for
Education Plus is integrated and used by students from Grade 3. iPad and Mac apps
as well as third party programs and subscriptions are carefully and mindfully selected
and managed for each grade level throughout the school, and reviewed on a regular
basis.

At TISA, we have a Digital Citizenship agreement (Primary & Secondary) for all
community members. Digital citizenship is a core part of TISA educational
technology, and TISA Digital Citizenship aligns with the IB Learner Profile. Digital
Citizenship is developed and delivered through integrated learning units in both
Primary and Secondary.

Students found to be using their phone connecting their laptop to a VPN or other


https://docs.google.com/document/d/1xA3fEwlmL0QO8-epmDyFa51c53HWi5cgZ7cm9uoMbdw/edit
https://docs.google.com/document/d/1igolCV-MmiwjrofXNs2y_PyJdqd55iwBG_G-GzIGbx0/edit

mobile data source will be subject to consequences as outlined in this handbook.

Artificial Intelligence

Our approach is grounded in these guiding principles:

° Human-Centered: Al should enhance—not replace—educator-student
relationships.

° Ethical and Transparent: Al use must be disclosed, critically evaluated, and
purposeful.
° Developmentally Appropriate: All use of Al must be age-appropriate and

comply with legal requirements.

° Secure: Al tools must protect student data, privacy, and digital well-being
through robust safeguards and responsible use.

Personal Digital Devices, and Recording Devices

Any wearable technology designed device, or capable of being used, to capture,
record, store, or transmit video, audio, or still images without the explicit, verifiable
knowledge and consent of all individuals in the vicinity is not suitable for an
educational environment without the explicit permission of a teacher.

The use of personal, wearable recording devices fundamentally conflicts with the
school's core commitments to student well-being, privacy, and academic integrity.
The prohibition is based on the following concerns:

° Privacy and Confidentiality (Safeguarding): These devices record discreetly
and continuously. Their presence undermines the expectation of privacy for students
and staff. Maintaining a safe environment requires the confidence that private
moments and sensitive discussions will not be unknowingly captured and shared
online.

° Academic Integrity: Wearable recording devices can be used to surreptitiously
capture assessment materials, quizzes, and tests, creating a direct pathway for
academic dishonesty. They violate the secure conditions required for most
standardized and teacher-created assessments.

° Distraction and Learning Environment: The devices introduce a significant
technological distraction, shifting the student's focus away from learning and inquiry
and toward monitoring technology or attempting to capture media.

Any student found to be in possession of, or utilizing, Meta glasses or similar
wearable

recording technology on campus will be subject to disciplinary action as outlined in
this

handbook.

Student Privacy




In order to protect student privacy, TISA only uses student information as necessary
to meet educational obligations and with consent.

This includes our use of programs, applications and social media. Upon admission to
TISA, parents have the opportunity to ask that their child’s photograph is not included
in school publications.

Student Life: Sports and Activities

The Athletics and Activities programme at TISA is an integral part of the total
education and growth experience of its students. Our philosophy is designed to
support and affirm the philosophy and mission statement of TISA and reflect the
values of the CEESA by inspiring students to learn and develop holistically. At TISA,
emphasis is placed not on winning and losing, but on meeting the challenges of
competition to the best of our abilities.

Primary Athletics & Activities

In the primary school, After School Activities (ASAs) are offered each season from
3:15-4:00 PM. Each season, different activities that cover a range of academic, arts,
and athletic interests will be made available for registration. The following athletic
activities will be scheduled each year at these times:

. Term 1: Volleyball (G2-G3) and (G4-G5), Football (G2-G3) and (G4-5)
. Term 2: Basketball (G2-G3) and (G4-G5)
. Term 3: Track and Field (G5), Football (G2-G4)

Secondary Athletics & Activities (See Athletics & Activities Handbook

Guidelines for more information)

The following competitive athletic sports are offered annually at TISA and compete
within the Central & Eastern European Schools Association (CEESA) and the Silk
Roads Activities Association (SRAA) competitions:

. Season 1: MS Girls Volleyball, MS Boys Volleyball, HS Girls Volleyball, HS
Boys Volleyball, MS Girls Football, MS Boys Football, HS Girls Football, HS Boys
Football

. Season 2: MS Girls Basketball, MS Boys Basketball, HS Boys Basketball, HS
Girls Basketball, MS & HS Girls & Boys Swimming

. Season 3: MS & HS Boys and Girls Track & Field, MS Girls Volleyball, MS
Boys Volleyball, HS Girls Volleyball, HS Boys Volleyball

The following academic competitive events are offered annually at TISA with many of
them competing within the CEESA organization:

MS MathCounts

MS and HS Speech and Debate
MS and HS Model United Nations
AMIS



. Expand Your Impact

Additional competitive activities may be offered and will be advertised via Toddle.

Awards

Purpose

The purpose of student awards at TISA is to recognize and celebrate learners who
embody the school’s mission to engage as thoughtful community members, empower
others through courage and a growth mindset, and inspire through principled
learning. Awards serve not merely as a recognition of final achievement, but as a
validation of the holistic development of the student, reinforcing the values of the IB
Learner Profile and the importance of making a positive difference in the local and
global community.

Philosophy
Our approach to recognition is grounded in the following principles:
° Growth Mindset and Resilience: We believe in honouring the process of

learning rather than just the product. Awards should recognize students who
demonstrate resilience, improvement, and the courage to pursue personal
challenges, rather than solely focusing on winning or absolute academic ranking.

° Holistic Development: Recognition extends beyond the classroom to
encompass athletics, the arts, and community engagement. We value students who
develop intellectually, socially, emotionally, and physically, acknowledging that
diverse talents contribute to our community.

° Character and Integrity: Awards are a reflection of a student's commitment to
principled behavior. We recognize students who model integrity, respect, and
sportsmanship, serving as role models for their peers both on and off the field.

° Action and Impact: We celebrate students who act as agents of change.
Recognition is given to those who demonstrate a sustainable commitment to service
and make a meaningful contribution to the community.

[

Types of awards

We believe that student recognition should be as dynamic and growing as the
students themselves. Therefore, the awards presented in our Primary and Secondary
divisions are intentionally designed to reflect the distinct developmental needs and
milestones of students at different stages of their educational journey.

° Developmentally Appropriate Recognition: We recognize that what
motivates and encourages a younger child differs from what drives a young adult. In
the Primary division, awards often emphasize foundational habits, social-emotional
growth, effort, and character development. As students transition into the Secondary
division, the focus naturally expands to include academic achievement, specialized
talents, community engagement, and leadership.

° Divisional Autonomy: Because of these differing developmental needs, a
"one-size-fits-all" approach to awards is not effective. Instead, each



division—Primary and Secondary—is empowered to establish its own specific
framework for student recognition.

Commitment to Fairness and Transparency: To ensure that all recognition is
equitable, consistent, and transparent, the leadership and faculty within each division
will collaboratively develop and publish clear criteria for their specific awards. By
tailoring these guidelines to their specific student bodies, we guarantee that awards
are earned and distributed fairly, and in a manner that is genuinely meaningful for
each age group.

Co-curricular Awards

At the end of each season, three awards are bestowed upon athletes nominated by
their coaches. These accolades inspire greatness and serve as a testament to the
dedication of our student- athletes.

This award recognises an athlete who has
demonstrated high levels of team spirit within their
MOST individual athletic performance and as a member of a
INSPIRATIONAL team. These qualities have been shown in training,
competition and during other times when the team
was together.

This award recognizes an athlete who has developed
MOST higher levels of skill performance both in training and
IMPROVED competition and as an increasingly significant
member of the team overall

This award recognizes an athlete who has set
consistently high levels of performance and
MOST participation at all times throughout the season. This
VALUABLE athlete has trained with intensity and competed with
determination and integrity whilst striving to be the
best athlete within the team.

The pinnacle of recognition in our Athletics Department is the coveted “Athlete of the
Year” award, an honour reserved for an exceptional individual nominated by the
Athletics Director. This accolade celebrates the athlete who has displayed
unparalleled skill, dedication, and a remarkable commitment to their sport. The
recipient of this prestigious award serves as a true inspiration to their teammates and
embodies the epitome of athletic excellence. The Athlete of the Year award signifies
the highest level of achievement in our program and recognises the outstanding
contributions of our student-athletes. This may not be awarded each year.



Student Clubs

Student Council is offered at both the primary and secondary levels. TAN (TISA
Action Network), a student-led platform for action, leadership, and connection within
the school community and beyond, is also offered annually. Additional student
initiated clubs may be offered. Students interested in starting a club should apply
through the Athletic & Activities Coordinator, Maytham al-Rubaye.

Auxiliary Services

Bus Services

TISA provides a bus service to transport students to and from school at a minimal
cost. There are several set routes and we may be able to adapt routes to
accommodate in several areas within Baku. Full details can be found in our

Student Transportation Agreement

To register for the bus service you can use an online form. To request the form,
suggest a new stop or ask any other questions contact studentbuses@tisa.az.

Student Services Payment System

All students have a Student Services Payment System account created for them
which allows you to deposit money for students to make any purchases at school,
including yearbooks, replacement access badges, overseas trips, PE t-shirts and a
lunch ticket each day.

To add credit to the account, parents should visit payments.tisa.az Once there,
parents can pay the amount of AZN they wish to deposit. They can use Apple Pay
or Google Pay in addition to some bank cards. The parent allocates the deposited
amount of money among their children. The parent also generates a PIN code for
each child on the payments website. Full details of how to use the Student Service
Payment System can be found on the lunch service section of our website here
and on or Student and Parent Launchpad_here

Any questions about the Student Services Payment System should be addressed
to Chinara Jahangirova in the Finance office: cjahangirova@tisa.az +994124041201
Ext 151

Cafeteria, Lunch Service and Snacks

Once money is deposited in student accounts, daily lunch tickets may be
purchased by students in Grade 1- Grade 12 via the electronic stations within the
cafeteria where lunch is served. Students should swipe their ID badge to login to
the system and then they select their meal. After confirmation, a receipt is printed
listing selected meals and price for each meal which the student will take and give
to the cafeteria staff member to obtain the lunch. Options are full lunch, salad bar or
sandwich and a drink.

Students who forget their badge or who have run out of money may approach the


https://www.tisa.az/wp-content/uploads/2026/05/2026-2027-Student-Bus-Transportation-Agreement-.pdf
http://payments.tisa.az
https://www.tisa.az/student-life/cafeteria/
https://www.tisa.az/community/student-parent-launchpad/
mailto:cjahangirova@tisa.az

primary or secondary reception to get a reduced lunch ticket on credit. The
receptionists will contact parents when students consistently forget their badge.
Parents are requested to monitor the Student Service Payments System to ensure
their children have adequate funds. Menus and prices are published monthly and
are available at www.tisa.az/cafeteria.

Lunch is served inside the cafeteria. Students may bring their own lunch and
snacks from home if they wish. Bottled drinking water is available from dispensers.
Each student should come to school with a water bottle with their name on it.
Drinks should not be sent in glass bottles. Primary students eat within the
cafeteria. Secondary students are expected to eat their food either in the cafeteria,
or outside, but not in the corridors.

All primary students from G1 to G5 eat snacks in the classroom and have their
lunch in the cafeteria. The children in Nursery, P1, P2 and P3 have their snack
and lunch provided in ELC as part of the tuition fees. These snacks and
lunches are served in the ELC. We encourage students to eat healthy snacks and
lunch.

Lunch menus are posted on our website monthly:
https://www.tisa.az/student-life/cafeterial/

Please inform TISA Admissions admissions@tisa.az on the school application form
and in writing to your child’s homeroom teacher(Primary) / TAO Coach (Secondary)
about any foods that they must not have, especially in the case of allergies.
Please contact the School doctor as well if there are any severe reactions:
doctor@tisa.az

The school aims to protect students with nut allergies and asks that nuts are not
brought to school in any items meant for sharing. Nuts are not served in the
cafeteria. A nut free table will be designated in the cafeteria for students with
severe nut allergies. Parents and students are reminded to provide the TISA doctor
and the Primary Homeroom teacher or the Secondary Team Leader with
information related to any nut allergies.

Prayer Rooms

TISA has two designated prayer rooms that students may use during
non-instructional times such as before or after school, lunch or break times. They
are located at the security building near the cafeteria and the security building near
the ELC.

Home and School Communication

We believe in partnering with parents to support student learning and want to provide
meaningful feedback throughout the year. Please review the different methods and times
that TISA directly communicates with parents. Additionally, parents are always welcome to
contact their child’s teachers directly if they have a question or want to request an
additional conference. If you have a question or complaint about something at TISA, go to
the source. The best way to get accurate information is to contact the school directly. Here
is the list of contacts. https://www.tisa.az/contact-us/
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Year at a Glance: Curriculum Overview (First week of School)

At the beginning of the school year Homeroom Teachers or Team Leaders will share
curriculum overview information for the year in both Primary and Secondary.

Meet the Teacher Night (August)

This evening is designed for parents to meet their child’s teachers and visit the learning
spaces on campus.

MAP Testing (September)

Students will take the MAP test, an internationally recognized standardized assessment,
for math and literacy/reading. Results of testing will be made available to parents via
Toddle after testing is complete.

Student-Parent-Teacher Conferences (October & April

Student-Parent-teacher conferences aim to facilitate effective communication, foster
collaboration, and promote a supportive learning environment for the child. During PTCs,
teachers and parents will discuss a child’'s progress, strengths, and areas for
improvement. The purpose is to develop a shared understanding of the child’s needs,
establish a cohesive educational plan, and foster a supportive home-school partnership.

Report Cards (December)

Each student receives a written report which is sent to parents via Toddle and provides
feedback on first semester learning.

MAP Testing (May)

Students will take the MAP test, an internationally recognized standardized assessment,
for math and literacy/reading. Results of the end of the year testing will be made available
to parents via Toddle at the beginning of June. The end of the year reports will provide
information related to student growth for the year.

Report Cards (June)

Each student receives a written report which is sent to parents via Toddle and provides
feedback on second semester learning.

Learning Resources for Parents

Toddle, our learning management platform, is the best resource for gaining insights into
student learning on a weekly basis. Learn more from the Parent section on the Toddle
Help Center, and our parent workshops which will be advertised in the Look Ahead early in
the school year. Among other features,Toddle is used for:

Attendance

Class, grade level, and school announcements
Portfolios and reporting

Assignments and assessments

Secondary grading

Secondary schedules


https://support.toddleapp.com/en/collections/7053787-family-members
https://support.toddleapp.com/en/collections/7053787-family-members

General Communications

There are many formal and informal ways for members of the TISA community to
communicate with one another. In all communications, parties are asked to use
existing and appropriate channels.

Parents are asked to keep TISA informed of any changes to family
contact information by contacting the Admissions Office at

Current admissions@tisa.az. It is necessary for the functioning of the school
Contact and for emergencies to have up-to-date contact information.
Details
Information regarding school closure (e.g. snow days) is sent to all
parents by SMS and e-mail (via Toddle). SMS communications are
Emergency sent to Azerbaijani phone numbers only. Please ensure that the
Communicati school has your updated, local phone number.
ons
The TISA website at www.tisa.az is regularly updated with practical
and curricular information throughout the academic year.
TISA www.tisa.az
Website
School announcements will be sent via Toddle. Families will receive
Toddle an email alert
The “Look Ahead” is a weekly school newsletter sent on Fridays via
Toddle, covering key announcements, upcoming school events, a
detailed calendar for the week ahead and a section for community
Look Ahead notifications. It is sent via Toddle with an email reminder.

Social Media

Are you following us on social media? If not, here’s what you could
be missing: In addition to school news and updates, you too can be
a part of the conversation. Add your voice on various topics. While
we welcome your comments through our social

media channels, for your safety and security please do not post
confidential or sensitive information.

TISA actively uses Instagram, Facebook and youtube to share
student learning and campus events. Follow us on social media.
Facebook- https://www.facebook.com/tisa.az

Instagram- https://www.instagram.com/tisa_azerbaijan

LinkedIn- https://www.linkedin.com/company/the-international-

school-of- azerbaijan/mycompany/?viewAsMember=true
Youtube- www.youtube.com/@tisa-theinternationalschoo771

\WhatsApp
Groups

WhatsApp groups are available for each grade level and
managed by both the PTA. The purpose of the groups is to
disseminate information quickly amongst grade level families,
the PTA and the school. Please do not use these groups to
complain about school matters; instead please follow our g

General Concern/Complaint Process stated above (page
33).
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School Terms, Billing Dates and Payment Due
Dates

The school year is divided into two semesters for fee purposes. Billing is done in
two installments of 50% of annual tuition fees

The Development Fee of $6,000 is charged in two equal installments of $3,000
each, with one installment in Semester 1 and the other in Semester 2. This
additional investment is only applicable during the student’s first year at
TISA.

Semester Term Dates Billing Date Payment Due Date
Semester 1 17 August - 18 December By 30 June 2026 By 10 August 2026
Semester 2 11 January - 18 June By 30 November 2026 By 31 January, 2027

All parents are expected to pay in full by the payment due date. Please note the
Participation Removal date is the final deadline before students will be removed
from school participation until payment is reconciled.

Leaving TISA

The TISA Admissions team supports families throughout the application process
and as they transition into TISA. We are also dedicated to providing families
with the support they need as they transition out of TISA. In February each
year we begin to collect information on who is leaving TISA at the end of the
school year via a re-enrolment survey . Those families will receive a reminder in
March/  April of the steps they need to complete as part of the process of
withdrawing from TISA and information about what we can do to help. Sometimes
families need to leave during the school year. In either case these are the steps
families need to take:

1. Inform the school and provide a leaving date. As parents have a close
partnership with their child's teachers and principal, it is natural to inform them.
However, please remember to notify admissions@tisa.az in writing immediately
as well. If you complete an enrolment survey via Open Apply indicating that you
are declining to re-enrol for the following school year, then this is your official
notification.

2. When connecting with your next school, offer admissions@tisa.az as a contact
point for references, to arrange tests etc. if necessary.

3. Request a leaving pack. This is made up of all your child’s school reports, High
School transcripts and a leaving certificate confirming details of enrolment at
TISA. The pack is provided in both digital and printed formats.

4. By the last day of school for your child, please make sure that all fees and
student service payments such as school lunches and buses are paid up to
date. Make sure that all school property such as library books, laptops with
chargers and access badges are returned. Laptops need to be handed in a few
days before departure to be checked by the IT Department.
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