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Letter from the Principal
Dear Parents,

The British International School, Al Khobar (BISAK) has been providing the very best
education for the wider community of Al Khobar since 1977. The school moved to its
current site in 1998 where the school has continued to grow and develop with the
support of our community and the British Embassy. We are a not for profit school so all
our resources are used to support our pupils learning. Our Governing Body are volunteer
parents who are elected by our British parents to ensure the continued growth and
development of our school.
Our school motto, “Let there be peace on earth” symbolises what we expect from all
members of our school. We are a community, and a family. This ideal impacts upon every
element of our academic and personal lives.
We expect everyone in our school to make the most of their opportunities, to learn
something new each day and to reflect upon their experiences. We expect our pupils to
work hard and always try their very best at everything that they do. We will assist them by
providing them with the best possible learning environment and outstanding teaching in
an atmosphere of order, discipline and care.
In June 2017, our British School Overseas (BSO) inspection led by PENTA International
stated that: “Pupils feel secure and valued within the friendly mutually trustful learning
environment that prevails throughout the school. The pupils, parents and staff are highly
committed to the school and feel valued and appreciated.”
In April 2015, the Council of International Schools (CIS) conducted their 5 year Inspection
of the school. The Visitors noted the following: “…the hard working and courteous pupils,
who demonstrate excitement about their learning and are eager to share it with others”
We are very proud of our school and our pupils. It is very heartening to have a
professional and external organisation confirm what we already know.
I joined the school as Head of Senior School and Sixth Form in 2010 and I have had the
privilege to watch our school grow and develop. I would like to thank all pupils, staff, and
Governors both current and previous for all their hard work, effort and commitment to our
school and to our pupils’ learning.
I hope that I have the opportunity in the very near future to welcome you to our wonderful
school.

Mr. Stephen Viner
Principal
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THE SCHOOL’S PHILOSOPHY AND OBJECTIVES
Our aims are embodied in this statement of our agreed mission:
Mission Statement
The British International School of Al Khobar is an educational community that provides diverse
and challenging learning experiences. BISAK follows the English National Curriculum and delivers
IGCSE, GCSE and A-Level examinations at the end of Upper Senior (KS4) and Sixth Form (KS5).
The school endeavours to motivate pupils to develop the belief that they can succeed. The school
aims, through its international environment to inspire everyone to be positive global citizens by
reflecting upon equality, community service and peace. All are welcomed and valued as unique
individuals.
To support our Mission Statement the school’s objectives are to:





Provide personalised, academically challenging learning experiences in a safe and
supportive school environment;
Develop the skills to become independent, effective lifelong learners;
Foster values of commitment, integrity and respect for self and others;
Nurture an appreciation, respect and a sense of responsibility towards the natural world.

The School embraces the following acronym:
B
I
S
A
K

Belief (pastoral - good manners, consideration of others, helping others)
Internationalism (sharing ideas, awareness and promotion of cultures)
Success (exams/assessment results)
Achievement (homework, extracurricular work)
Knowledge (class work - verbal, written, group)

A strong spirit of internationalism permeates BISAK, both in its curriculum and its extra-curricular
programme. The school has successfully attained a sense of being simultaneously British and
International, in line with the name of the school.
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This Handbook forms part of School Policy and each parent accepts that by enrolling their child at
BISAK they agree to abide by all requirements supplied in this Parent-Pupil Handbook and
subsequent School Policies. BISAK reserves the right to change the information in the Handbook
at any time. The school will take reasonable steps to advise families when changes are made.
Pupils and their families must treat each year’s Handbook as a fresh publication, and in case
there have been changes, must familiarise themselves with the information there-in.
In case of any conflict between this Handbook and other information published by the school this
Handbook takes precedence.
ABSENCE FROM SCHOOL
If a pupil has been, or is to be, absent from school for any reason, the absence must be
accompanied by an email, or a written and dated note from the pupil’s parent or guardian,
addressed to the class teacher or form tutor as appropriate. For illness exclusion times see
“Medical/Health”.
In the case of extended family holidays or holidays during term time permission must be sought
prior to the event through the school PA’s.


Pre-Preparatory and Preparatory absences can be emailed to: primarypa@bisak.org



Senior School and Sixth Form absences can be emailed to: secondarypa@bisak.org

AFFILIATIONS
BISAK is a licensed member of the Foreign Education division of the Ministry of Education in Saudi
Arabia.
The school is registered with the Department for Education (DfE) in the United Kingdom and with
The Duke of Edinburgh Awards Scheme.
BISAK is a recognised examination centre for both EDEXCEL (Pearson) and Cambridge.
BISAK is inspected by the British Schools Overseas (DfE UK) and a fully accredited member of the
following:
British Schools in the Middle East (BSME)
Council of British International Schools (COBIS)
Council of International Schools (CIS)
Members of Saudi Arabian Intra-Kingdom Activities Conference (SAIKAC)
ANNUAL GENERAL MEETING
The school’s Annual General Meeting is normally held in the Summer Term each year. Notice of
this meeting is served in the regular newsletter on several occasions before the due date.
During the meeting, the Chairperson gives his annual report, along with reports from the Treasurer
and Principal.
ARABIC CLASSES
Arabic classes are held each weekday afternoon from 1.15pm until 3.00pm for Pre-Preparatory
and Preparatory School and from 2.00pm until 3.00pm for Senior School and Sixth Form. Fees are
charged separately for these classes. Arabic classes on Thursdays will start at 1.15pm for both PrePreparatory and Preparatory and Senior School and Sixth Form.
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The nature and number of classes can change annually in response to demand for places.
Parents must ensure adequate transport arrangements for their children at 3.00pm and that the
children have adequate snacks and drinks to see them through the longer school day.
Pupils who enrol for Arabic after School classes are allowed to attend one After School Club, but
must make up any work missed. It is not expected that a pupil who is ill enough to not attend
morning school will be able to attend Arabic classes in the afternoon. Likewise, pupils attending
morning classes are expected to attend Arabic classes each day.
In addition, all pupils at BISAK have an Arabic lesson each week, during the morning, as part of our
Middle East Studies Programme. In Senior School and Sixth Form, this is part of the Lower Senior
(KS3) Language programme.
ARRIVAL AT SCHOOL
Pupils should reach school no earlier than 7.00am and be in their classroom for registration no
later than 7.20am. The entry to the school grounds depends on the pupil’s method of transport.
Pupils arriving by car or bus alight at the front entrance of the school. Each compound bus must
be fitted with seat belts and comply with all requested security requirements to enter Oasis Gardens
compound and the school.
GATES
Gates open at 7.00am for children to enter the school grounds. Morning entry to the school is via:
 Orchid Park gate. Only pupils residing in the Oasis Gardens Compound may use this gate.
The gate is attended by security.
 Large gate at the rear of the school for morning and afternoon drop off.
 Front security gate for morning and afternoon collection of children.
The Orchid Park Gate and the large gate to the rear playground will be locked at 7.20am.
MORNING DROP OFF
Nursery
Parents/carers are to DROP OFF children at the rear sliding doors of their respective classes at
7.10am and depart immediately.
Pre-preparatory School
Parents/carers DROP OFF children in the playground after 7.00am. Pupils are taken to the
playground and bags placed in the allocated year lines. Parents/carers are requested to leave the
playground immediately after drop off. If a parent has an appointment, he/she should proceed to
the foyer/front office, sign in and collect their “Visitor Badge” and remain in the foyer until their
appointment time.
Preparatory School
Pupils are to assemble at their respective playground/areas. Parents/carers are requested to leave
immediately.
See DEPARTURE FROM SCHOOL for departure procedure.
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ASSEMBLIES
Assemblies can be for the whole school (usually at the end of each term), or more commonly for
the separate schools. The Pre-Preparatory and Preparatory School conducts weekly assemblies.
Respectively, Pre-Preparatory School assemblies take place on Thursdays. Parents are invited to
attend some assemblies.
Preparatory School assemblies take place on Sundays and Senior School and Sixth Form holds
their assembly on a rotation basis at various points of the week.
Individual School assemblies may be conducted by an individual member of staff, or be led by a
particular class. If there is a class-led assembly, parents will be invited by the class teacher or form
tutor.
Assemblies are secular, though they may refer to world festivals.
ASSESSMENT OF PUPILS
Teachers assess pupil progress on an ongoing basis in a variety of ways, ranging from marking
class work or learning at home assignments, oral questioning, periodic tests or quizzes etc., in
addition to written and oral examinations in the Senior School and Sixth Form.
Upper Senior (KS4) pupils undertake GCSE and IGCSE examination. Sixth Form (KS5) pupils AS and
A Level examination (see also “Examinations”). Periodically pupils undertake the CAT4.
BEHAVIOUR
Pupils from BISAK are to display high standards of personal and social responsibility, whilst inside
the school grounds and whilst transiting to and from the school.
Class teachers and form tutors are most closely associated with the pupils on a daily basis, and
deal on the spot with minor behaviour issues.
The school’s Behaviour for Learning Policy makes clear to staff and pupils the consequences for
actions which fall outside the school’s expectations.
It is believed that if the parent and the school work closely and consistently together, pupils will
have a trouble-free and enjoyable journey through BISAK, and will have much to contribute to the
life of the school.
BICYCLES
Pupils living on Cherry Tree, Orchid, Tulip, Aster and Meadow Parks (Oasis Gardens) may ride to
school unaccompanied. The bicycles should be dismounted and walked across the playground to
the racks. The school cannot accept liability in the event of an accident to or from school, or bicycle
theft or damage. The school encourages the use of helmets.
BOOKS (Textbooks)
Nearly all the school’s library and text books are obtained from overseas, and are precious
commodities. In the event that a book is declared “lost”, the school will assess its cost, and pass
this to the parents by letter.
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Pupils are responsible for their books and must ensure their safe return to the library or school on
the appointed date.
BREAK TIMES
There are two official break times each day, the first is from 9.25am to 9.40am, and lunch is from
11.40am to 12.00pm. At these times all pupils are expected to be outside unless there is a specific
medical reason they should not (see “Sickness”). In the event of inclement (usually too hot, dusty
or wet) weather, indoor arrangements are put into force (see “Weather”).
CANTEEN
The school operates a canteen (Rezayat - external provider). Pupils in the Preparatory School
classes may pre-order food first thing in the morning. Preparatory pupils are required to submit an
envelope or bag with the order written clearly and if possible enclose the exact cost. Orders are
delivered to class prior to the first break.
Senior School and Sixth Form pupils may purchase directly from the canteen during breaks.
CHARITY WORK
In keeping with the school’s mission, each year the school works hard to raise funds for a childcentred charity. It is the School’s belief that BISAK pupils benefit inwardly from focusing on the
needs of children far less fortunate than themselves.
The School Council in Senior School and Sixth Form is responsible for organising charity events
within the Senior School and Sixth Form.
CHOIR
BISAK has a successful choir for pupils in years 6 to 13 which meet once a week after school.
CLASS TEACHER PRE-PREPARATORY AND PREPARATORY SCHOOL
Each class from Nursery to Year 6 has a class teacher. The class teacher is responsible for the dayto-day running of the class, including registration and forwarding information to parents. They are
also responsible for various amounts of class teaching, depending on year group. In general, the
class teacher teaches at least the core subjects (English, mathematics, science, geography and
history) and is responsible for the production of the twice-yearly written reports to parents.
See FORM TUTOR for Senior School and Sixth Form.
CLUBS
The school organises a range of Extra Curricular Activities for pupils. Preparatory School clubs
operate from 1.10pm to 2.00pm. Senior School and Sixth Form clubs run from 2.10pm to 3.00pm.
The clubs offered change each term. Returnable request slips can be found on the school website.
These must be handed in at the start of each term once the clubs are advertised.
Once pupils have been allocated a place in a club they cannot change without checking availability,
and a further permission slip from a parent. If pupils cannot attend a club for any reason then a
parent must inform the relevant PA so they can amend the attendance register for that week.
Pupils in certain clubs, which thrive on continuity, e.g. choirs and school bands are expected to
attend for a full school year.
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Occasionally a small charge is levied for certain clubs, e.g. cookery or craft, where special materials
have to be purchased.
It is important that parents arrange adequate transport after school at 2.00pm (Preparatory School
pupils) and 3.00pm (Senior School and Sixth Form pupils) if their children are involved in clubs,
and that they are collected promptly. Pupils are not permitted to wait for the 3.00pm transport
provided for the Arabic pupils.
COMMUNICATION BETWEEN SCHOOL AND HOME
For pupils in Years 1 - 6 a reading record or homework diary/pupil planner, as appropriate, offers
ways for both school and parent to communicate with each other. Nursery and Reception children
have a home school communication book.
In general, the school encourages dialogue between parents and itself, and believes that being preemptive in solving problems is more beneficial to the pupil than waiting for the issue to disappear
or become inflated.
It is absolutely essential that we have up-to-date emergency contact details for all of our children
in school. It is also important that if either parent is out of the district or the Kingdom we are made
aware of this, and if possible, have another contact provided. This enables the school to provide
the best possible support for your children. Please ensure that your contact information is current
using your SIMS gateways log in (see ‘SIMS’) Please use the contact details below to inform the
school of any possible absence.
Receptionist
receptionist@bisak.org
Pre-Preparatory and Preparatory PA primarypa@bisak.org
Senior School and Sixth Form PA
secondarypa@bisak.org

Tel. 013 882 5425 Ext125
Tel. 013 882 5425 Ext 116
Tel. 013 882 5425 Ext 248

CORPORAL PUNISHMENT
The school does not consent to any form of corporal punishment.
CURRICULUM
BISAK follows the requirements of the English National Curriculum England and Wales, so far as is
practicable and relevant. In real terms this means that we are an English National Curriculum
School. For EYFS, we adhere to the statutory framework for the Early Years Foundation style (UK
DfE). Ongoing curriculum development is overseen by the Heads of School, Heads of Departments
in Pre-Preparatory and Preparatory and the Heads of Departments in Senior School and Sixth Form.
Pupils from Year 1 to Year 6 follow the English National Curriculum for English, mathematics,
science, history, geography, design technology, computing, art, music, PE and French.
From year 7 and up, pupils follow programmes of study in the following subjects, including but not
limited to:
Art and design, design and technology (DT), English, French (from year 3), geography, history,
information and communication technology (ICT), mathematics, music, physical education (PE),
science, psychology, politics and Spanish (from year 7). More information can be obtained from
the class teacher or form tutor.
Apart from the obvious academic curriculum, pupils are exposed to the so-called “hidden
curriculum”, learning en route about citizenship, concern for others, acceptable social behaviour
etc. They also visit the library on a regular basis and receive specialist teaching in areas such as
information and communication technology (ICT), design and technology (DT), physical education
(PE), performing arts etc., according to their year-groups.
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Pupils entering Year 10 are at the beginning of a two year course (referred to as Key Stage 4) which
culminates in public examinations known as the General Certificate of Senior School and Sixth
Form Education (GCSE) or International General Certificate of Senior School and Sixth Form
Education (IGCSE). IGCSEs are a development of the GCSE, with the content adapted to provide an
international perspective. Upper Senior (KS4) pupils follow the IGCSE or GCSE examinations,
depending on the subject. At the end of Year 9 pupils will have to choose their optional subjects for
Year 10 and 11.
Pupils entering Year 12 are at the beginning of a two year course (Key Stage 5) which culminates
in public examinations known as Advanced Level (A level).
DEPARTURE FROM SCHOOL
School finishes at 1.00pm for Pre-Preparatory and Preparatory School unless a pupil is attending
Arabic classes or an After-School club. School finishes at 2.00pm for Senior School and Sixth Form
pupils (except on Thursday when all lessons end at 1.00pm). Arrangements need to be made by
parents for punctual pick up. Pre-Preparatory and Preparatory pupils who have sibling in the Senior
School and Sixth Form cannot wait unsupervised at school.
AFTERNOON PICK UP
Nursery
Parents/carers are to PICK UP children at the rear sliding doors of their respective classrooms at
12.50pm and depart immediately after they have picked up their child.
Pre-Prep school
Parents/carers are to collect children from the respective outdoor areas of classes at 1.00pm and
depart immediately. Prior to 1.00pm, we ask parents/carers not to congregate in front of the
classrooms as this disrupts the end of day class routines.
Prep School
Pupils at the end of the day have a varied way of leaving school grounds.
 Pupils being picked up by drivers/buses assemble at a designated place on the playground.
 Oasis Garden's pupils are to leave through the Orchid Park gate. This gate is attended by
security.
 Pupils that walk home, assemble at the shaded area in the KS2 playground (yellow circles)
from where they are picked up.
LATE PICK UP
Pre-Preparatory and Preparatory pupils who have not been picked up by 1.10pm will be taken to
the foyer, where the parent is telephoned and the pupil supervised until the parent arrives.
Parents who continually collect their child/children late may incur a childcare fee, to cover the cost
of a staff member being allocated from other responsibilities to supervise them.
The school does all that it can to provide a safe and secure environment for its pupils, staff and
visitors. The outside perimeter of the school is periodically inspected by both the local security
forces, and by the neighbouring Oasis Gardens security.
No pupil is allowed out of school unaccompanied. Likewise, no pupil who has departed at 1.00pm
(Pre-Preparatory and Preparatory) or 2.00pm (Senior School and Sixth Form) is allowed back into
school unsupervised. BISAK pupils who do not reside at Oasis Gardens are not permitted onto the
compound or to use any of the compound facilities unless as a resident’s visitor.
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For safe arrivals and departures, it is essential that school and parents work closely and
consistently together, and the school appreciates the support it receives in this context.
Senior School and Sixth Form pupils leaving the school grounds during the day must have
permission from the Head of Senior School and Sixth Form or Deputy Head of Senior School and
Sixth Form.
Pupils living on Cherry Tree, Orchid, Tulip, Aster and Meadow Parks (Oasis Gardens) and some other
nearby compounds may walk or bicycle from the school with the understanding that they are being
accompanied by an adult in the case of main road usage (see under “Bicycles”).
Under no circumstances do pupils leave the campus unless accompanied by a bus monitor,
approved driver or parent (see “Transport”).
Pupils must proceed directly home.
See ‘ARRIVAL AT SCHOOL’ for arrival procedure
DRESS CODE (see also “Uniform”)
Pupils in BISAK from Reception to Year 6 are expected to wear a full school uniform (see under
“Uniform”). Our pupils have a reputation for appearing tidy and decent. As such, extravagant
hairstyles and colours, those which fall outside the normal spectrum, are not permitted. Hair dyeing
is not permitted and long hair must be tied back.
Nursery children do not wear school uniform and should wear clothes that they can independently
easily put on/take off. Tights, for girls are not practical. Shoes/trousers should have Velcro
fastenings.
Body piercing and body art are not acceptable at BISAK.
No facial hair is permitted except in Years 12 and 13.
Hats must not be worn indoors, nor back-to-front.
Pupils who are too young to tie their own shoelaces should be provided with shoes with Velcro
fasteners.
Watches may be worn (except Smart watches) and girls may wear single studs. Other items of
jewellery are not allowed. Girls wearing studs will have their ears taped over for PE events, as PE
staff are not permitted to remove pupils’ ear-studs (see “Physical Education”).
BISAK sports jackets maybe worn to transit to and from school and during break times, but must
be not been worn in the classrooms except on Thursdays.
EMERGENCY CONTACT LIST
In the event that the school had to close unexpectedly, parents will receive notification through an
Emergency SMS system. Parents are to ensure that their current mobile phone numbers and email
addresses are registered on SIMS (see ‘SIMs SLG’) (See also “Medical/Health”).
Should an emergency arise where your child needs to be contacted urgently, please use the
following numbers:
Head of Pre-Prep and Prep
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Via Pre-Prep and Prep PA

+966 13 882 5425 ext. 116

Head of Senior School and Sixth Form
Via Senior School and Sixth Form PA +966 13 882 5425 ext. 248
Receptionist
Nurse/Clinic

+966 13 882 5425 ext. 125
+966 13 882 5425 ext. 126

EXAMINATIONS
Written examinations are held once in the Senior School and Sixth Form, with reports issued at the
end of year. These examinations generally take place during the Summer Term (formerly known as
Term 3).
Pre-Preparatory and Preparatory
Continuous assessment of pupils English National Curriculum is conducted throughout the year
and work is assessed according to age expected outcomes in the National Curriculum.
Senior School and Sixth Form
End of year examinations are set for all subjects. These are marked internally and results are made
known in terms of National Curriculum (NC) levels of achievement.
Pupils sitting GCSE/IGCSE receive a 1 to 9 Grade and for A/AS Level examinations receive an A*
to E Grade. Such tests take the place of internal Senior School and Sixth Form examinations.
The school hosts all statutory examinations for IGCSE/GCSE/A Levels which has two windows, the
winter session which runs from November to January and the summer session which runs from
April to June. Resit examinations are only allowed with the recommendations of the Head or Deputy
Head of Senior School and Sixth Form or the Heads of Sixth form.
The school acts as an examination centre for overseas examinations upon request. The Registrar
should be contacted in such cases.
FEES
The Governing Body determines annual tuition fees for Arabic and mainstream provision for the
following year in advance during Spring Term (formerly known as Term 2) of the current year, and
parents are informed before the commencement of Summer Term (formerly known as Term 3).
Tuition fees for Arabic and mainstream classes are payable termly in advance and a schedule of
payment dates is issued from the Finance office. A pupil could be asked to stay away from school
in the event that fees are not paid by the due date. No pro-rated fees are possible.
Except in exceptional circumstances, fees are paid through the bank; however, the school does
deal with cash in this context. The school’s Finance Department deals with all banking, and other,
questions relating to fees.
Subject to the circumstances of the case, a refund of tuition fees paid may be made provided that
the fees have been paid by the due date and an application for the child’s withdrawal and refund
request is received by the school in writing by the following dates:

By 1st August for Autumn Term withdrawal

By close of business on the last working day of the preceding term for Spring and
Summer Terms
Refunds are made by cheque or bank transfer (any bank charges incurred will be met by the
parent).
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FINANCE OFFICE
The Finance office is open each school day from 7.30am to 2.15pm.
FIRE DRILL/EVACUATION DRILL
Whole school drills are carried out at the start of each term. The school is equipped with audible
smoke detectors and a full fire alarm warning panel is situated in the Finance Office.
In the event of the fire alarm sounding, everybody in the school at the time walks to designated
areas of the playground or to the Orchid Park compound in case of evacuation, where they are
checked off by school staff. This includes visitors who may be in the school (see “Visiting
Procedures”).
Fire extinguishers are inspected on the first Thursday of each month.
FORM TUTOR SENIOR SCHOOL AND SIXTH FORM
In the Senior School and Sixth Form, each class has its form tutor. The form tutor, like the class
teachers in the Pre-Preparatory and Preparatory school, has the closest daily contact with the pupils
in the class, and takes on a more pastoral role. They meet the pupils each morning before school
starts and take the register and are responsible for the passing on of any information/letters to
parents during morning registration time
The form tutor should be contacted in the first instance where parents need advice or help about
their child’s education.
GOVERNING BODY
The Governing Body is the school’s advisory body. The Governing Body is made up of British parent
representatives and consist, of a chairperson, treasurer and the other members and a
representative from the British Embassy. The Principal is present at Governing Body meetings as a
non-voting member.
The formation of the Governing Body is in conjunction with Ministry of Education Saudi Arabia,
Regulations, formation of a Governing Body. All Governing Body members must be British Passport
holders.
The period of office for the current Governing Body is 3 years and commenced December 2015.
GRIEVANCE PROCEDURE
Should any issues arise that require discussion with the school the first step is to bring the matter
up directly with your child’s teacher. Due to the busy nature of the staff please be considerate and
make an appointment with the teacher.
If an adequate outcome is not achieved then an appointment can be arranged with the Head of
Department and again if not satisfied, an appointment can be made with the Head of School. The
Principal is the final contact but only after all avenues have been undertaken. The Principal has the
final say in all matters.
Please see Parental Complaint Policy.
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GRADING SYSTEMS
Pre-Preparatory and Preparatory and Senior School and Sixth Forms grading systems for
achievements are as follows:
PRE-PREPARATORY AND PREPARATORY
NURSERY
1

Emerging – below age expected outcomes

2

Expected – at age expected outcomes

3

Exceeding – above age expected outcomes

1

Emerging – below age expected outcomes

2

Expected – at age expected outcomes

3

Exceeding – above age expected outcomes

RECEPTION

YEAR ONE to YEAR SIX
Working
towards
meeting age
expected
outcomes
Secure in
meeting age
expected
outcomes
Exceeds age
expected
Outcomes

The pupil is working towards achieving the year
appropriate level

The pupil is working at the appropriate level
The pupil is working at above year appropriate level in
some areas

SENIOR SCHOOL AND SIXTH FORM
Working at Grade

NC Level/GCSE/A Level

Target Minimum Grade

NC Level/GCSE/A Level

Challenging Target

NC Level/GCSE/A Level

Effort Level A-E (A is the best etc.)
Behaviour Level A-E (A is the best etc.)
Please see “Reports” for information regarding the timing and issuing of the school Reports for
both Pre-Preparatory and Preparatory and Senior School and Sixth Forms.
Achievement grades relate directly to what the pupil has personally achieved in the subject-area
reported, and not how the pupil has fared relative to others in the class.
Parent Pupil Handbook 2018 - 2019
Page 10 of 27

V1 2018

HATS
All pupils must wear school sun hats when outside during breaks. The school hat, is available from
The Uniform Shop, (see “Shop”). If a pupil fails to wear her/his hat outside whilst in the sun, she/he
will be asked to stand in the shade, and may lose break-time privileges.
HOME
Homework is an integral part of the school day. It is designed to be reinforcing, motivating and
supportive, rather than a chore. A summary of the school’s current homework policy so far as it
relates to suggested duration is included below. The policy is appraised annually. If a pupil seems
to take far too long to complete an assignment, the parent is asked to note this in their child’s
homework diary, or send a note to the class teacher or form tutor.
Recommended approximate duration of homework assignments
Nursery

5 – 10 minutes ‘reading’ (from Spring Term)

Reception

10 minutes reading 3 days a week and flash cards

Year 1

10 minutes daily reading 4 days a week
10 minutes weekly phonics-focus sound
10 minutes’ maths
10 spellings weekly

Year 2

15 minutes daily reading 4 days a week
10 minutes maths weekly
10 spellings weekly

Year 3

30 minutes daily homework including reading and a range of other activities
10 spellings weekly - Autumn Term
15 spellings weekly - Spring and Summer Terms

Year 4

30 minutes daily homework including reading and a range of other activities
15 spellings once weekly

Year 5

40 minutes daily homework including reading and range of other activities

Year 6

40 minutes daily homework including reading and range of other activities

Year 7

As per homework timetable

Year 8

As per homework timetable

Year 9

As per homework timetable

Year 10/11

Homework loading for GCSE courses will reflect the needs of each particular
subject.

Year 12/13

Homework loading A level courses will reflect the needs of each particular
subject.

Arabic homework is set for those pupils who have elected the subject. No more than 10-15 minutes
work is set daily for Pre-Preparatory and Preparatory pupils and 30 minutes for Senior School and
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Sixth Form. For Pre-Preparatory and Preparatory School pupils, there are further learning
opportunities on the half term curriculum plans.
HOUSE SYSTEM
Each pupil is placed in a “house” when she/he arrives at BISAK. The houses comprise groups of
pupils organised vertically through the full age-range and thus allow for some mixing of the year
groups. Where possible siblings are placed in the same house. The names and colours of the
houses are:
Dolphin
Blue

Scorpion
Green

Oryx
Yellow

Fox
Red

The house provides a focus for healthy competition in the school. Pupils can earn house points for
special effort or attainment, whilst sports and swimming events and other competitions are also
point-earners. House membership does, therefore, provide the pupil with extra motivation to try
his/her hardest, and also gives the pupil a sense of belonging to a group larger than his/her own
class or form.
Early in Autumn Term, the pupils elect their Key Stage Captains for the year. Aspiring house captains
(drawn from years 2, 6 and 9) have the opportunity to canvas support at the annual elections which
usually take place in September.
The registrar allocates pupils to houses, keeping an overall balance.
Pupils can also earn house points for special achievement and/or effort in class. The names of
class house point winners are published on a weekly, retrospective basis in the Awards Newsletter
for Pre-Preparatory and Preparatory School and such achievement is celebrated at the start of the
weekly assemblies. House points are cumulative.
Certificates are awarded in the Pre-Preparatory and Preparatory school at certain milestones as
follows:
20 points
40 points
80 points
120 points
200 points

Bronze
Silver
Gold
Platinum
Diamond

In the Senior School and Sixth Form certificates are awarded for 40, 80, 120, 160, 200, 250, 300
and 350 points and are awarded during assembly at the end of each term.
All staff members with the exception of the Senior Leadership Team are allocated houses.
JEWELLERY
Items of jewellery should not be worn to school. In the event of girls having their ears pierced,
studs are permitted but they must be removed for all PE activities. Watches are not to be worn to
PE lessons.
Smart watches are not permitted in school.
Body piercing and body art are not acceptable at BISAK. (See “Dress Code”)
The school cannot take any responsibility for any jewellery that goes missing while at school.
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KEY STAGES
The curriculum follows the British structure, whereby different age-band groupings are referred to
as “key stages”. Each key stage represents a curriculum package, but the “packages” form a
continuous educational process through the school. In BISAK we provide the following key stages:
Early Years Foundation Stage
-EYFS

Nursery and Reception

Early Years
Foundation Stage
(EYFS)

Key Stage 1

Years 1 and 2

Key Stage 2
Key Stage 3

Years 3 to 4
Years 5 to 6
Years 7 to 9

Key Stage 4

Years 10 to 11

Senior School

Key Stage 5 (6th Form)

Years 12 to 13

Sixth Form

Key Stage 1
Lower Key Stage 2
Upper Key Stage 2

PrePreparatory
and
Preparatory
School

Senior School

Each school is managed by the appropriate Head and Deputy Head who are members of the BISAK
Senior Leadership Team.
LATENESS TO SCHOOL
All school gates are locked at 7.20am. Should a pupil arrive after this time, she/he must report to
the security guard at the front gate accompanied by his/her guardian. Upon admittance to the
school, the pupil should report to the Front Office to register his/her arrival. The younger pupils will
need the assistance of their driver or guardian. To avoid disruption to classes, parents/drivers are
not permitted to escort the children to class after the 7.20am bell. An allocated staff member will
assist.
If it is known that a pupil will be arriving late on a particular day e.g. after a doctor’s appointment,
please inform the from tutor/class teacher beforehand. If the appointment has been planned in
advance the class teacher or form tutor MUST receive advance notice.
LEARNING ASSISTANTS
Learning Assistants are allocated in terms of pupils needs. There are also specialist assistants
attached to art, design and technology, music, science, EAL, PE, maths, Learning Support and the
Library. Learning assistants play an active role in the day-to-day affairs of the schools. LAs assist
and support the educational and social development of the pupils.
LEAVING SCHOOL PERMANENTLY
Upon notifying the registrar of your intention to leave (Please see the school website www.bisak.org
Admissions Tab for the current Exit Procedure). On your child’s final day, the school will provide a
Leaving Certificate and a leaver’s report (if a school report is not available). Any extra
documentation required by the next school will be provided upon request.
All school fees must have been fully paid prior to the issue of any documentation.
Pre-Preparatory and Preparatory pupils must return all reading books when they leave. Senior
School and Sixth Form pupils must return any textbooks when they leave. A final report, Leaving
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Certificate or reference will not be provided unless all books belonging to the school have been
returned.
LIBRARY
All classes have the benefit of timetabled library sessions, with every pupil having, as a minimum,
weekly access. The number of books that may be borrowed varies from one to four, depending on
the pupil’s year-group, as does the length of time a book may be kept.
The library staff comprises a full-time librarian and two library assistants. There are currently over
40 000 items on the catalogue and the operating system is fully computerised.
Any lost or damaged items must be paid for, or a replacement provided following liaison with the
librarian. Parents are reminded of overdue books by means of correspondence from the library
staff.
A book club order, during our annual Book Fair, is arranged and all pupils have the opportunity to
place an order from the catalogue provided. Parents are invited to the annual Book Fair.
LOST AND FOUND
All items of clothing, PE kit, pencil cases, lunch boxes etc. MUST be clearly labelled with your child’s
name.
There are two locations that act as collection points for lost property, one in the Senior School and
Sixth Form area and one in the Year 3 enhancement area for Pre-Prep and Prep School.
In the event that a pupil loses an item, she/he should report the loss immediately to the class
teacher or form tutor, or other responsible person. In most cases the item re-surfaces after a day
or two.
The school is not able to accept responsibility for lost items, other than to ensure that a thorough
search is carried out.
LUNCH BOXES (see also SNACKS)
Pupils bring their snack to school in lunch boxes. Parents should ensure that these boxes are
adequately labelled and contain a range of healthy foods and snacks. All pupils should bring a
labelled water bottle to school every day, containing fresh water.
No nut or nut products are permitted in school. (E.g. peanut butter, dates or products containing
any nuts or sesame seeds).
No canned or bottled drinks are permitted other than fruit juices, and the school does not
encourage the inclusion of sticky or sweet foods such as chocolates and cream cakes. Pupils in
Years 3–6 may place an order with the canteen. Orders are collected after Registration and are
delivered to the classroom before 1st break. Senior School and Sixth Form pupils can go to the
canteen during the break times to purchase their snacks.
MANAGEMENT STRUCTURE
The school’s Chief Executive Officer is the Principal. The Senior Leadership (SLT) team comprises
the Principal, the Heads of Schools, the Deputy Heads of Schools and the Business Manager.
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Separate Key Stage coordinators and Department Heads monitor curriculum subjects, under the
direction of the Head of School.
MEDICAL/HEALTH
The school employs one full time and one part-time nurse, who work from a fully equipped medical
room. They are responsible for the overall provision and maintenance of a healthy and safe
environment.
The school has a number of first aid trained personnel on the staff that can be called upon to
support the nurse in case of emergency.
Each time your child receives a vaccination, please send a copy of the certificate to the school
nurse.
If a pupil is referred to the nurse and treatment is required, she completes a report-slip, and
communicates with the parent.
The school policy for children who have been ill requires that the child needs to be 24 hours free
of fever without medication before being permitted to return to school. No child is to attend school
until 48 hours after diarrhoea and vomiting.
If your child is taking a short term prescribed course of medication and has to take it during school
hours then written parental consent must be given to the Nurse along with the medication in a bag,
at the start of the school day. Please write clearly your child’s name, form class, time required and
dosage of medication. No medication is to be kept in school bags, nor self-administered. 6th Form
pupils on occasions are allowed to carry medication with permission from the school Nurse.
If your child is taking long term medication or has a serious condition (e.g. epipen, ventolin,
allergies, etc.) then a written Emergency Care Plan must be completed before your child can
commence at BISAK.
Please notify the school nurse immediately should your child contract any communicable diseases
(e.g. chickenpox or head lice) or should there be any significant change in their overall health. This
helps us to ensure that the health of your child and the school as a community is optimised.
It is extremely important to update the school if there is any change to your contact details. Also,
please inform the Nurse if both parents are leaving the country whilst your children are still in school
and ensure that the school has the current contact details of a nominated emergency contact.
BISAK reserves the right, under the advice of the nurse, to send a pupil home if she/he is not
considered well enough to be at school, or if her/his condition is contagious or infectious. In this
case, the parent will be telephoned to collect the child.
(See also Annex C: Infectious Diseases of Children).
Emergency situations
The school has, in cases of medical emergencies, the authority to call for emergency assistance
i.e., ambulance service, where deemed necessary. Upon calling for an ambulance pupils will be
taken to the most appropriate hospital for medical care on the advice of the ambulance service.
The school is not liable for any costs pertaining to such emergencies. Any such costs should be
borne by the patient or their personal insurance.
You are advised to talk to your personal insurer about this matter.
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MOBILE TELEPHONES
Pupils in Senior School and Sixth Form may bring mobile telephones to school, but they are only to
be used in cases of an emergency, and not as a social tool. They MUST be switched off and placed
in bags while in school. The school cannot take any responsibility for mobile phones that go missing
during school. They remain the responsibility of pupils and parents.
Pupils are not permitted to wear Smart watches in school.
MUSIC GROUPS
The following music groups are co-ordinated by the Music Department:







String Ensemble
Woodwind Ensemble
Jazz Ensemble
Junior Band
Senior School and Sixth Form Bands
BISAK School Orchestra

The Junior Band and a BISAK School Orchestra are run in conjunction with the After School Activities
(see also “Clubs”). Depending on the demand for places, auditions may be undertaken for either
of these groups.
MUSIC TUITION
Tuition is offered in piano, clarinet, flute, saxophone, violin, viola and music theory. Pupils enrolled
in the programme receive lessons of 30 minutes duration delivered weekly on a cycle of 30
throughout the academic year individually or in a small group (maximum 3, subject to availability
of suitable pairing). Lessons during the school day are timetabled on a rotational extraction system
to ensure they do not miss the same curriculum lesson each week. This is the system used in the
UK for instrumental music instruction and upon which the BISAK programme is based.
Curriculum
Lessons are tailored to the individuals’ needs and requirements. Western notation is taught and
lessons include technique, repertoire, improvisation, theory and aural skills. Exams may be taken
following the Associated Board of the Royal Schools of Music (ABRSM) graded syllabus (Grades 18) in Bahrain at an additional charge. Please see www.abrsm.org for more details.
Enrolment for Music Tuition
To enrol your child in the programme, please complete the Enrolment Form available from the front
office and return it clearly marked for the attention of Mrs Izzy Henderson, Instrumental Music
Teacher. On receipt of the Enrolment Form, and subject to a space being available, we will advise
you of the time/day or your child’s lesson and issue an individual timetable. Should a space be
unavailable, your child’s name will be placed on the waiting list.
Fees for Music Tuition
Following successful enrolment, an invoice and tuition agreement will be issued and payment must
be returned to the Finance office prior to the first lesson. Fees are paid in termly blocks and are
due as per school fees. Contact Mrs Henderson for the fees.
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Please note that refunds or replacement lessons will not be provided for lessons missed due to
pupil illness or school closure.
NEW (CONTINUING) SCHOOLS
Continuing education is important to the pupil, and the school does all it can to prepare the way,
most commonly by providing information about possible schools elsewhere, and preparing special
reports as necessary. The school will also act as an examination centre for other schools (see
“Examinations”).
NEWSLETTER
The Head of Pre-Preparatory and Preparatory School produces a weekly newsletter and an awards
newsletter on Thursdays which is distributed by email. A whole school newsletter is produced and
emailed at the end of each month during term time.
The newsletter is the school’s major communication device and generally contains items of key
interest and importance, e.g. dates for forthcoming events, meetings and productions. If you do
not, for some reason, receive the newsletter, please check your email address is correct by logging
into your SIMS account (see ‘SIMS’) and amend if necessary or download from the school website.
NON-UNIFORM DAY
Non-uniform day gives the pupils the opportunity to dress casually and gives school the
opportunity to charge a nominal amount for our school charity. Parents are asked to consider
local cultural sensitivities when sending the children to school in non-uniform.
OASIS COMPOUND
Pupils walking or cycling to school from the compounds to the south of the school, e.g. Cherry Tree,
Orchid, Tulip, Aster and Meadow Parks, use the gate close to the canteen and next to the bicycle
racks.
Pupils being walked into school are to be taken through the rear large gate into the playground.
Parking directly at the front of the school is not permitted during arrival time. Parents are requested
to either park around the side near the playground large gate or further back near the Orchid Park
entrance.
Nursery children are brought into the Nursery area (back sliding doors) by their parents, guardians
or drivers, who remain with the children until 7.20am, when they then go into the Nursery room.
Such young children should not be placed in the care of older siblings or other pupils.
All vehicles entering Oasis Garden Compound are required to purchase a vehicle pass. Forms are
available on the school website and from the front desk at school.
All gates are locked at 7.20am and the only point of entry is then via the front pedestrian gate after
reporting to the security guard (see “Security”).
PARENTS’ WELCOME MEETING
Parents of Pre-Preparatory and Preparatory school pupils will be invited to an information meeting
in the second week of the new school year. Parents will be given the opportunity to meet their class
teacher and hear from the Head of Pre-Preparatory and Preparatory, and the Principal.
.
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PARENT TEACHER ASSOCIATION (PTA)
The PTA is a voluntary organisation of parents and teachers, who work together for the pupils of the
school by welcoming new parents, organising fund-raising events and assisting in after school
functions. A committee is elected every year.
You will find a welcome letter (Annex A) and the PTA guidelines (Annex B) from the PTA in the back
of this handbook.
Parents interested in helping the PTA should contact existing committee members or email
pta@bisak.org.
PARENT EVENINGS
Parents have the opportunity to meet the teachers formally twice a year. The parent evenings are
held in Autumn Term (Usually November) and Spring Term, when parents from Pre-Preparatory and
Preparatory and Senior School and Sixth Forms are issued with timetabled meetings. During these
evenings parents will be updated on their child’s progress to date, and will be able to see samples
of his/her work. These meetings do not normally extend beyond 10 minutes. If more time is
required a separate meeting time can be set.
PARTIES
School parties are held at the end of Autumn and Summer Terms. Please do not send birthday
cakes or similar food for your child’s birthday due to food allergies that children may suffer from.
PASTORAL CARE
The school offers pastoral care for pupils. Senior School and Sixth Form pupils may make an
appointment directly with Pastoral Care. Pre-Preparatory and Preparatory pupils are referred to
Pastoral Care by their teachers.
All meetings are confidential, unless otherwise agreed between pupil, pastoral care and parent.
The nominated Safeguarding Lead is kept informed of the pupils who have been seen by pastoral
care. Only where Pastoral Care considers a pupil’s wellbeing to be at risk, will they divulge details
of those meetings or will refer details of the meeting/s to other parties.
Part of the school pastoral advice service is also to provide help to groups of children to explore
and set goals about treating each other well. The aim is to build trust and assist all pupils to
communicate positively and effectively. These sessions usually take place when time permits.
PERSONAL, SOCIAL AND HEALTH EDUCATION (PSHE)
All pupils in school receive personal, social and health education, as an integral part of their
curriculum. A major objective of these lessons, is to set the pupils thinking about age appropriate
key social issues which they may face as they develop, and to encourage them to devise strategies
to deal with these issues. Such issues as self-esteem, bullying, conflict resolution, study skills,
substance abuse, and personal relationships are covered during these courses.
Parents wanting to learn more about this programme can contact the Head of School.
PHOTOGRAPHS
Individual pupil photographs and class photos are taken in the Spring Term. The class/tutor
photographs appear in the annual yearbook.
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PHYSICAL EDUCATION
All pupils take part in the school’s physical education programme. All pupils must wear the PE kit
for PE lessons even if they are injured or ill as they will still be asked to participate in the lesson in
a different capacity.
The correct school PE kit comprises of a house colour T-shirt (available from the School Shop), black
shorts, plain socks with plain black or white gym shoes or trainers. Properly designed
athletics/running shoes are required. Please contact the Head of PE for advice if required.
All pupils, Nursery to Year 5, come to school wearing their PE kit and stay in it during the day. Pupils
in Year 6 can come in their PE kit but change afterwards. Pupils in Year 7 and upwards bring their
kit to school and change before their PE lesson. They must change back to their normal school
uniform afterwards.
All watches are to be removed for PE classes and girls should remove their earrings. Girls wearing
studs will have their ears taped over for PE events, as PE staff are not permitted to remove pupils’
ear-studs. Earrings cannot be taped over for swimming, but must be removed either by the pupil or
their parent before arrival at school. We strongly recommend that all jewellery be left at home.
PLAYGROUND
The school campus includes several different play areas. Each area has shaded portions to it.
The use of leather or hard rubber football or basketball balls during break times is not permitted
on the main (Infants/Junior school) play area for safety reasons.
Break times are held at the same time for each key stage, and the pupils are kept to their own play
areas.
PRODUCTIONS
The BISAK Performing Arts Academy traditionally organises shows or major productions annually.
This show attracts pupils with a more specific interest or talent in the performing arts, but does not
exclude the willing beginner. Parents and friends are invited, although the school does charge an
entry to help contribute to the costs.
Help from parents with skills in costume-making, scenery etc. is always welcome.
REGISTRATION PERIOD
Registration commences at 7.15am promptly.
Each morning before classes start the class teacher or form tutor will record in the official register
the pupil’s presence, lateness or absence.
Absences are recorded on the pupil’s written report.
Parents are asked to inform the school as soon as possible if their child/ren will be late or absent.
In the case of absence, a note or email is required, addressed to the class teacher or form tutor.
REPORTS
Written school reports are provided twice a year for Pre-Preparatory and Preparatory and termly for
Senior School and Sixth Form. (See also “Grading Systems”)
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For Pre-Preparatory and Preparatory pupils the Interim report is issued in Autumn Term and the end
of year report at the end of Summer Term. These reports contain information about the pupil’s
achievement in each subject area, as well as comments about his/her social development. The
Interim report is in short-form, while the end-of-year version is a full written report.
In the Senior School and Sixth Form termly progress and effort reports are issued at the end of the
Autumn and Spring Terms, and a full report is only provided at the end of the year. No mid-year
report is issued from the Senior School and Sixth Form.
SCHOOL DAY
The following schedule applies each day: Sunday – Thursday
Time
7.20 - 7.25
7.25 - 8.25
8.25 - 9.25
9.25 - 9.40
9.40 - 10.40
10.40 - 11.40
11.40 – 12.00
12.00 - 1.00
1.00

1.00 - 2.00
2.00

3.00

Session
Registration
Lesson 1
Lesson 2
1st Break
Lesson 3
Lesson 4
2nd Break
Lesson 5
End School for Pre-Preparatory and
Preparatory
Scheduled activities for Pre-Preparatory and
Preparatory commence
Arabic Classes commence in Pre-Preparatory
and Preparatory (1.10-15.00)
End of classes Senior School and Sixth Form
(Thursday only)
Lesson 6
End School for Senior School and Sixth Form
Arabic Classes commence in Senior School
and Sixth Form
Scheduled activities for Senior School and
Sixth Form commence
Arabic After School classes END

Lesson number & times indicated are for Senior School and Sixth Form only. Each area of PrePreparatory and Preparatory operates different timing structure, which your child’s class teacher
will be happy to discuss.
NB. On Thursday all lessons for both Pre-Preparatory and Preparatory and Senior School and
Sixth Form finish at 1.00pm.
SECURITY/VISITORS
The school recognises the need for appropriate security measures to be undertaken to protect
pupils, staff, visitors and property. The school employs a full complement of security personnel and
has installed a CCTV system at entry and exit points of the school grounds. It is everyone’s
responsibility if they see someone without a visitor or school badge that they report the person
without delay to a responsible person.
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Parents
Parents who come into the school grounds during school hours MUST first check in with Security at
the front gate and then report to the Front Office.
 Under NO circumstance are parents to walk through the school grounds looking for their
child. They need to report to the office and request to see their child.
 Engaging in any form of discussion or conversation with other peoples’ children is
inappropriate.
For safety reasons the school does not permit the taking of prams/buggies/strollers to the Upper
Hall. They can be safely left under the stairs in the ground floor foyer area.
All Fire Exits are not to be used to enter or exit the school unless there is an emergency.
SICKNESS
See ‘Medical/Health’.
SIMS LEARNING GATEWAY (referred to in school as ‘SLG’)
In September 2017 BISAK transferred to a new software computer system called SIMS. SIMS is
used in many schools in the United Kingdom and globally. With the transfer to a more up to date
system came changes within the school community which had not previously existed, the SLG
being one.
Each parent of a child in school was issued with a username and password for the SLG. This was
implemented from March 2018.
Parents of new students in school will need to fill out the parental access request form.
Parents can access information on; homework, behaviour, registration, reports, the schools
calendar and school announcements. Parents can check that they’re child has arrived safely at
school, they can update any changes to contact information e.g. change in phone number and
keep up to date with the latest school information.
There are some aspects of the SLG which are not yet fully functional but in due time this will all be
in operation.
SIMS Learning Gateway can be accessed through any internet enabled device, including mobile
phones, so even the busiest parents can stay up to date with their child’s school life.
SKATEBOARDS AND ROLLER-SKATES
In the interests of safety, pupils must not bring skateboards, roller-skates or similar, or use them to
travel to and from school.
SMOKING
BISAK is a “Smoke Free Zone”. There is a total ban on smoking within and around school grounds,
and pupils are not allowed to bring smoking materials (including lighters or matches) to school.
This includes travelling to and from school.
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SNACKS
The school encourages the provision of healthy and nourishing snacks each day. Chocolates,
sweets and soft fizzy drinks are not encouraged, whilst the inclusion of fruit and/or vegetables is
welcome. Sandwiches provide the carbohydrate needed to sustain the pupil through the long
morning.
In light of food allergies and sensitivities, we ask that:
 no nut or nut products are brought to school (check labels for ‘hidden’ nut content)
 children do not trade food at school;
 inform the school immediately if a child develops any allergic reaction.
Snack time varies from year-group to year-group. EYFS pupils enjoy taking their snacks with their
teachers or learning assistants, whilst those in years 3 to 6 make use of the shaded picnic tables
outside their building. Senior School and Sixth Form pupils are able to eat their snacks at their
designated picnic site near their playground. In general, snacks are taken during, or close to, the
first break, which runs from 9.25am to 9.40am and lunch from 11:40am -12:00pm.
SEN – Learning Support and Inclusion
The school provides learning support to those pupils who require this support in order to be
successful pupils. Generally, a pupil will be referred to the Learning Support and Inclusion
Department by the class teacher or form tutor.
Learning Support is regarded as a short-term measure designed to bring the pupil to acceptable
levels of attainment. Intervention may be within, or outside, the pupil’s classroom. As soon as the
pupil has reached acceptable standards, s/he will be returned to the normal class timetable.
Learning Support is considered a positive support process, and pupils who attend these special
classes are not considered in any way inferior to their peers.
SPECIALIST TEACHERS
This term refers to teachers who teach a specific subject such as information and communication
technology or PE. As the pupil progresses through the school, she/he will encounter more specialist
subjects such as art, design and technology etc.
SPECIFIC LEARNING DIFFICULTIES
The school is not able to cater for the needs associated with most specific learning difficulties. As
such, pupils who are diagnosed with specific learning difficulties beyond the competency of the
school will not be admitted to BISAK. These will be determined during the entrance assessment
procedure.
STATIONERY
The school provides much of what is needed including exercise and text books.
Pre-Preparatory and Preparatory School: all materials provided, but pupils will be charged for lost
or damaged textbooks. Most pupils, however, have their own stationery supplies.
Senior School and Sixth Form: all exercise and textbooks are provided. Pupils will be charged for
lost or damaged textbooks. Pupils must provide their own stationery supplies, including a maths
set.
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All reading materials and textbooks are provided free of charge, but remain the property of the
school.
SWIMMING
Swimming is an integral part of the school’s physical education programme. Pupils need to bring
their swimming trunks or costumes as well as a towel, cover-up and flip flops, all adequately
labelled, to these classes.
The risk of contracting verrucae (plantar warts on the soles of the feet) increases with the onset of
the swimming season. If you are concerned that your child has a verruca or any other foot condition
which is causing pain or discomfort please feel free to discuss it with the school nurse.
Sunscreen should be applied at home before swimming lessons.
SCHOOL TERMS
There are three terms to the school year at BISAK, which follow British term dates as closely as
possible.
Autumn Term - starts early September to mid-December.
Spring Term - starts early in January and finishes at or around the end of March/early April.
Summer Term - starts around early/mid-April and runs to the end of June or early July.
Dates vary annually and depend on several factors, including the dates of major festivals and the
dates proposed by other nearby schools.
Dates for the school year are issued to parents during Summer Term (formerly known as Term 3)
of the previous year.
TOYS and ELECTRONIC ITEMS
Pupils are not allowed to bring toys to school unless requested by a teacher via a letter. This
includes iPods, MP3s and other electronic equipment.
TRANSPORT
The transporting of pupils to and from school can present school and parents alike with some
potential difficulties. It is important, therefore that the following guidelines are adhered to.
Pupils generally reach school by one of three means, by car, compound bus or by foot/bicycle.
Provided there are no changes to the pupil’s daily transport routine, there are no problems.
Difficulties can arise when a pupil is, for whatever reason, re-routed at the end of the day without
the school’s knowledge.
It is therefore, essential that the school be kept up-to-date with each pupil’s transport arrangements
by the means of a written, dated letter. It is also most important that the pupil be collected promptly.
This is especially so after clubs or Arabic classes.
No pupil is permitted to make his/her own way home without prior permission from his/her parents
or guardians or, in their absence, a staff member. The Principal would only send a pupil home in
exceptional circumstances.

Parent Pupil Handbook 2018 - 2019
Page 23 of 27

V1 2018
In the event that a parent realises there is no adequate monitoring on a compound bus, s/he should
inform the respective compound manager and the Principal immediately. He will do what he can
to intervene on behalf of the pupils.
Compound buses deliver their pupils through the front double gates and collect them on the rear
playground. Cars parked outside the gates as described under “Arrivals” and “Departures”.
TRIPS (Educational)
The school organises field trips both within the Kingdom and abroad. Parents are asked to sign a
permission form at the start of the school year to cover local trips. If the school buses are not
adequate for such trips, the school hires buses. All buses are equipped with seat belts, which must
be worn by all pupils and staff, and a first-aid kit and extra water are always carried.
The school is guided by current DfE UK regulations regarding adult /pupil ratios.
UNIFORM
All pupils are required to wear the BISAK school uniform from Reception to Sixth Form.
Note: The school Uniform is in transition, and will be changing over the course of the next few years.
PRE-PREPARATORY AND PREPARATORY SCHOOL
Nursery
Nursery children do not wear school uniform and should wear clothes that they can independently
easily put on/take off. Tights for girls are not practical, shoes/trousers should have Velcro
fastenings.
Reception to Year 2
BOYS:

Striped shirt
Navy shorts
Navy trousers
Red jumpers
Dark socks
Shoes

GIRLS:

Striped dress (nothing showing below the hemline e.g. leggings)
Red jumper
White socks/tights (white/black/navy)
Shoes
Long hair to be tied back by white, navy or black hair wear.

Year 3 to Year 6
BOYS:

GIRLS:

Navy blue shorts (no longer than knee-length) OR
Navy blue trousers
School polo shirt
Red jumper with School Badge
Dark socks
Plain black shoes (not trainers)

Blue and white striped dress with School Badge OR (nothing showing below
hemline e.g. leggings)
Navy blue skort and
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School polo shirt
Girls may also wear navy blue trousers (not leggings)
Red jumper with School Badge
White socks
Plain black, low heeled, shoes (not trainers) OR
Plain black closed-toe sandals may be worn (no slip on shoes or flip-flops)
Long hair to be tied back with blue or white hair wear.
PE Kit:

See below for PE kit description

SENIOR SCHOOL AND SIXTH FORM
Year 7 TO Year 11
BOYS:

Navy blue trousers
White polo shirt with School Badge
Navy blue jumper with School Badge
Dark socks
Plain black shoes (not trainers) OR
Plain black closed-toe sandals may be worn (no slip on shoes or flip-flops)

GIRLS:

Navy blue skirt
Navy blue trousers (not leggings)
White polo shirt with School Badge
Navy blue jumper with School Badge
White socks
Plain black, low heeled, shoes (not trainers) OR
Plain black closed-toe sandals may be worn (no slip on shoes or flip-flops)
Long hair to be tied back with blue, black or white hair wear.

PE Kit:

See below for PE kit description

SIXTH FORM (Key Stage 5)
BOYS:

Business Smart Clothes - Dark trousers & business style shirt
Smart jumper if required
Plain dark footwear

GIRLS:

Business Smart Clothes - Dark skirt/ trousers & a business style shirt
Smart jumper or cardigan if required
Low heeled dark shoes.

PE KIT for all pupils
PE T-shirt in their House Colour
Black PE shorts
Plain dark or white socks
Plain black or white trainers/sports shoes.
N.B.

Black trousers are acceptable if navy is not available.
All pupils wear school hats.
Hijab should be white, navy or black
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UNIFORM SHOP
The uniform shop is located onsite. Opening hours are 12.30pm – 1.30pm on Mondays and
Tuesdays. All available clothing items and prices are available to parents via the school website. If
you wish to preorder download the form, fill in and drop it into the front office with the correct
amount of money, where it will be processed during opening hours and given to class teachers for
Pre-Preparatory and Preparatory schools. Orders for Senior School and Sixth Form will be held at
the front office until collected by the pupil.
VOLUNTEERS
The school welcomes interest in the form of voluntary work from parents. There is not always scope
to take on all potential volunteers, but sending an up-to-date curriculum vitae to the Personnel
Manager is the best way to show your interest.
If you want to volunteer to help Pre-Prep and Prep school then please signify your interest in an
email to the PA who will arrange a meeting with the Head of School.
Volunteers are asked to sign a simple declaration concerning confidentiality, Safeguarding and
Health and Safety procedure and pass the Level 2 Safeguarding Course (provided by the school).
WATER
The school has water fountains at a variety of locations. The supplier of the mains water flushes
the system with chlorine each week according to specific guidelines laid down by the chemical
analyst. Pupils are encouraged to bring their own transparent water bottles to school.
WEATHER
For much of the school year the weather is pleasant. However, in the event of rain, excessive heat
or sand storms, pupils will be kept inside their rooms during break-times. All pupils must wear their
school hat when outside unless otherwise advised by the nurse, e.g. during periods of cloudy, cooler
weather. Parents will be notified by SMS (text) should the school close due to bad weather. The
information will also be posted on the school website.
WELCOME POLICY
BISAK welcomes parents and anyone with an interest in our school to visit us. We do ask, however,
that you telephone for an appointment. In so doing, please indicate the nature of your visit so that
we can set up the best possible schedule. It is not possible to hold impromptu meetings, owing to
timetabling constraints.
Day-to-day issues concerning classroom activities, pupil progress etc. is best dealt with initially by
the class teacher or subject teacher.
Past pupils may visit the school to speak with their previous teachers. This must be arranged and
approved by the Head of School prior to arriving on site. If a prior arrangement has not been made
then the past pupil may not be permitted access to the school.
YEARBOOK
The school produces a yearbook annually, and one copy is provided free-of-charge to each family
present during the school year covered by the book. Thereafter, extra copies are available at a
cost.
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By seeking sponsorship from local companies, BISAK is able to keep costs to a minimum. Any
parent who may be interested in advertising in the book, which comes out at the end of Summer
Term (Formally known as Term 3), should contact the Principal’s PA.
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Appendix A
A letter to new parents from the Parent Teacher Association
Dear New Parents,
Welcome to the British International School, Al Khobar. We hope you and your child/ren will be as
happy here as we have been, and look forward to meeting you.
We, (Parent Teacher Association) meet informally during the year to organise activities both in and
outside the school.
Being active throughout the year, which involves organising a variety of activities for the children,
gives you and other parents a chance to get together.
During these activities we often look for volunteers. It would be nice to join us for some of our
events and give suggestions for others. We’re always looking for ways of re-inventing ourselves
and the committee.
It is the ambition of the committee to have a “Class Representative” system throughout the school;
they would coordinate between parents and children of their responsible class. Who knows,
perhaps you would be interested in becoming a class representative yourself. If you are, or if you
want to contact the PTA in any way, please complete the form below and return it to the school
reception.
Yours sincerely,
Parent Teacher Association
Family Name
Eldest child’s name and class
Other children’s names and classes
Parent’s first name
Home/Mobile telephone
E-mail address

Please send to the BISAK Reception or email to pta@bisak.org – Thank you.
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Appendix B

The BISAK Parent-Teacher Association Operations Guidelines
The BISAK Parent-Teacher Association is a body comprising of parents, teachers and carers of
pupils attending BISAK.
OBJECTIVES
The Parent-Teacher Association (PTA) is an autonomous body whose main objectives are:
o To act as a channel of social communication between the school and parents of the
pupils of the school
o To encourage parents and other parties who are interested in the good of the school to
contribute their talents and skills for the benefit of the school
o To raise funds for, and so assist in the satisfaction of any requirements that may enhance
the well-being of the pupils of the school
o To further the interest and good name of the school in every possible way, and to assist
the school generally by appropriate means in the furtherance of the purposes of the
school.
VALUES
Collaboration: Work in partnership with a wide variety of individuals and organisations to
accomplish pre-defined goals.
Commitment: Dedicated to promoting children’s health, well-being, and educational success
through strong parent, family and community involvement.
Accountability: Acknowledge the obligations and deliver in promises.
Respect: Value colleagues and ourselves. Expect the same high quality of effort and thought from
ourselves as we do from others.
Inclusivity: Include all of the parent and teacher body. Value and seek input from as wide a
spectrum of viewpoints and experiences as possible.
Integrity: Act consistently within our beliefs. When in error, acknowledge the mistake and seek to
make amends.
BASIC POLICIES
The following are basic policies of the BISAK PTA:
o The association shall be non-sectarian and nonpartisan.
o The association shall work to promote the health and welfare of children and youth, and
shall seek to promote collaboration among parents, schools and the community at large.
o No part of the net earnings of the association shall inure to the benefit of, or be
distributable to it members, directors, trustees, officers, or other private persons except
that the association shall be authorized and empowered to pay reasonable compensation
for services rendered.
o The PTA elects its executive during its Annual General Meeting and maintains proper
records of all its meetings.
o The PTA audits it accounts annually and the Treasurer reports to the Annual General
Meeting.
o The Principal or his delegate attends part or all of each meeting of the PTA Committee.
o The Heads of Pre-Preparatory and Preparatory and Senior School and Sixth Form or their
delegates are required to attend part or all of each meeting of the PTA Committee.
o PTA committee positions are open to any BISAK parent or teacher and do not require
previous PTA experience. The term of each position/role is 1 year, with a maximum of 2
consecutive years.
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Appendix C
Infectious Diseases of Children

This list does not include all infectious diseases for which children may be recommended to stay at
home from school. If you are in doubt, ask for advice from your doctor or from your regional office
of the Department of Health
For information on these and other common illnesses please see the following link from the NHS
(UK) website http://www.nhs.uk.

Time from exposure
to illness
CHICKEN POX

CONJUNCTIVITIS

GASTROENTERITIS

GERMAN MEASLES
(Rubella)

2 to 3 weeks

1 to 3 days

Depends on the
cause; several hours
to several days.

2 to 3 weeks

GLANDULAR FEVER
4 to 6 weeks
HEAD LICE

Usually 5 to 7 days

IMPETIGO
(skin infection)
1 to 3 days

MEASLES

About 10 to 12 days
until first symptoms,
and 14 days until the
rash develops.

MENINGITIS

2 to 10 days

MUMPS

14 to 25 days

Symptoms

Do I need to keep my child home?

Slight fever and a rash that
begins as raised pink spots
that blister and scab. Can
be more severe in pregnant
women and newborns.
The eye feels scratchy, is
red and may water. Lids
may stick together on
waking.
A combination of frequent
loose or watery stools,
vomiting, fever, stomach
cramps, headaches.
Often mild or no symptoms;
mild fever, runny nose,
swollen nodes, pink blotchy
rash that lasts a short time.
Can cause birth defects if
pregnant women are
infected.
Fever, headache, sore
throat, tiredness, swollen
nodes.
Itchy scalp, white specks
stuck near the base of the
hairs, lice may be found on
the scalp.
Small red spots change into
blisters that fill with pus and
become crusted; usually on
the face, hands or scalp.
Fever, tiredness, runny
nose, cough and sore red
eyes for a few days followed
by a red blotchy rash that
starts on the face and
spreads down the body and
last 4 to 7 days.
Sudden onset of fever and a
combination of headache,
neck stiffness, nausea,
vomiting, drowsiness and a
rash that does not fade
when a glass is rolled over
it.
Fever, swollen and tender
glands around the jaw.

Yes, for 7 days after the rash first appears
and until the blisters have all scabbed over
and are completely dry.
No , unless recommended by the Nurse

Yes, at least for 48 hours after diarrhoea
stops.
Yes, for at least 4 days after the rash
appears.

No, unless sick.
No, as long as head lice management is
ongoing.
Yes, until legions are crusted and healed or
48 hrs after commencement of antibiotic
treatment
Yes, for at least 4 days after the rash
appears.

Yes, until fully recovered.
Seek medical help immediately. Patient will
need hospital treatment and must be
treated quickly.

Yes, for 9 days after onset of swelling.
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