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Dear Students and Parents, 

Welcome to Xiamen International School. We hope this handbook will provide you with basic information 
about the Lower School, including key policies, behavioral and academic expectations, and program 
guidelines. A complete set of administrative and Board of Directors' policies are available in the school 
office for any interested party to review.  

It is our purpose to provide students with the skills, knowledge, attitudes and habits that will enable them to 
become productive global citizens. We strive to develop students who communicate effectively, who 
display both analytical and creative thinking skills, who collaborate well in diverse groups, who have a 
sense of social responsibility, and who have a joy for learning. 

It is our goal to constantly review and upgrade our school so as to achieve the highest standards of 
international education. We welcome your comments and suggestions to aid us in this challenging and 
exciting pursuit. 

Sincerely,  

John Godwin  David Wei Diana Garrett 

Headmaster Deputy Headmaster Principal 
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CORE VALUES 
We believe that: 
�  When people work toward a common purpose, amazing things can happen. 
�  Contributing to society enhances both society and the individual. 
�  Life-long learning improves our quality of life. 
�  We are responsible for the choices we make. 
�  When people believe in themselves, they gain the courage to seek out challenges and  

overcome obstacles. 
�  Our lives are enhanced by our explorations of and interactions with the diversity in our world. 

 
 

SCHOOL MISSION 
Our mission is to inspire and develop confident, knowledgeable students who enjoy life-long  
learning, demonstrate global awareness and contribute compassionately to the world around them. 

 
 

 EXPECTED 
SCHOOLWIDE LEARNING 
OBJECTIVES 
 

Xiamen International School will develop quality minded students who are: 
 

ESLR IB LEARNER PROFILE 
Self-directed learner Inquirer, thinker, knowledgeable, risk 

taker 
Effective communicator Communicator, open-minded, principled 
Creative and analytical problem solver Inquirer, thinker, risk taker, reflective 
Global citizen Principled, caring, open-minded, well-

balanced 
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Academics 
GRADING SYSTEM 
The school year is divided into three trimesters. Report cards containing grades and comments are 
issued at the end of each trimester. Parent conferences are held at the end of the first trimester, 
and student-led conferences occur during the third trimester. It is very important to attend these 
scheduled conferences to properly monitor your child's progress. 

Grades are designed to reflect progress in class, and are based on a variety of assessment 
methods. Regular attendance in class is essential for progress and learning. Excessive absences 
will have a negative impact on a student's progress and grades.  

Students must be successful at one grade level in order to be promoted to the next grade. 
Academic achievement throughout the school year and social/emotional maturity are both 
important measures of success for Lower School students.  

PREKINDERGARTEN (PRE-K) AND KINDERGARTEN  
Pre-Kindergarten (Pre-K) and Kindergarten are the first years of formal schooling for children 
and the most important focus in our program is to foster a student's desire to learn. XIS provides a 
supportive and challenging curriculum that contributes to the development of the whole child. 
 
PreK students must be at least three years old by September 1 of the school year in order to 
enroll. In addition, they must be fully toilet-trained, and must be socially and emotionally ready to 
work individually and with groups. Kindergarten students must be at least five years old by 
September 1 of the school year.  No previous schooling is required at either level for admittance. 

In an international school, languages and cultures are diverse, yet playing is universal. Thus, play 
is an important part of the PreK and Kindergarten program. During childhood, to play is to 
explore, to create, to invent, to hypothesize, to test, to discover, to express oneself, to feel joy and 
to learn. Children learn by seeing and listening and also by doing, so that they can master various 
skills. 

Our daily schedule is organized yet flexible, combining a teacher-directed approach with one 
where the children initiate decision-making and independence as they play in one of the learning 
centers. 
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International Baccalaureate  
Primary Years Program 

The Primary Years Program (PYP) for students aged 3 to 12 focuses on the development 
of the whole child, both in the classroom and in the world outside. It offers a framework 
that meets children’s academic, social, physical, emotional and cultural needs. It serves as 
an excellent introduction to the Middle Years Program. 

The PYP is a comprehensive approach to teaching and learning, with an international 
curriculum model that provides guidelines for what students should learn, along with 
teaching methods and assessment strategies. 

At the heart of the PYP is a commitment to structured inquiry as a vehicle for learning. 
Six transdisciplinary themes (see model below) help teachers and children explore 
knowledge in the broadest sense of the word. Teachers and students use key questions 
about various concepts to structure the units of inquiry. They acquire and apply skills 
across disciplines while they develop an understanding of important concepts. Another 
essential part of the program is the development of attitudes and behaviors that promote 
social responsibility and good learning habits. 

 



 

6 
 

The Philosophy 
The PYP defines the characteristics of students who are aware of and sensitive to the 
experiences of others. Taken together, these create a profile of the PYP student that helps 
teachers and students to establish goals, plan units of inquiry and assess performance. 

Inquirers have a natural curiosity. They gain the skills necessary to conduct purposeful, 
constructive research. They actively enjoy learning and their love of learning can be 
sustained throughout their lives. 

Thinkers exercise initiative in applying thinking skills critically and creatively to make 
good decisions and to solve complex problems. 

Communicators receive and express ideas and information confidently in more than one 
language, including the language of mathematical symbols.   

Risk Takers approach unfamiliar situations without anxiety and have the confidence and 
independence of spirit to explore new ideas, roles and strategies. They are courageous 
and articulate in defending those things in which they believe. 

Knowledgeable students spend time in school exploring themes that have global 
relevance and importance. In doing so, they acquire a critical mass of significant 
knowledge. 

Principled students have a sound grasp of the principles of moral reasoning. They 
demonstrate integrity, honesty and a sense of fairness and justice. 

 Caring students show sensitivity towards the needs and feelings of others. They have a 
sense of personal commitment to action and service. 

 Open-Minded individuals respect the views, values and traditions of other individuals 
and cultures; they consistently seek and consider a range of points of view. 

Well-Balanced people understand the importance of physical and mental balance and 
personal well-being. 

Reflective students give thoughtful consideration to their own learning and analyze their 
personal strengths and weaknesses in a constructive manner.  
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The PYP Curriculum 
At the center of the PYP curriculum are five essential elements: knowledge, concepts, 
skills, attitudes and action. The aim of the program is to help students develop a holistic 
understanding of six main themes (see curriculum model, above) through the inter-
relatedness of these essential elements. The PYP identifies a body of knowledge for all 
students in all cultures, in six subject areas: 
·  Languages 
·  Social Studies 
·  Mathematics 
·  Science and Technology 
·  Arts 
·  Personal, Social and Physical Education 
 
In the spirit of internationalism, students are required to learn a second language of 
instruction. At XIS, we offer both English as a Second Language and Mandarin at the 
elementary level.  
 
The essential elements are developed and applied in a context defined by six trans-
disciplinary themes: 
·  Who we are 
·  Where we are in time and place 
·  How we express ourselves 
·  How the world works 
·  How we organize ourselves 
·  Sharing the planet 
 
Assessment 
Teachers and students assess student work; there are no exams of student work, nor does 
the IBO moderate any assessments.   
 
The PYP requires that students keep individual portfolios documenting their work. 
Students in Grade 5, the final year of the program, participate in a final project, the PYP 
Exhibition, designed to demonstrate their skills in all areas of the program. All students 
participate in an annual Student Led Conference, so they can share with their parents 
what they have learned throughout the year. 
 
 
Materials above taken from the International Baccalaureate Organization, February 2001. 

 

 

 

 



 

8 
 

COURSE DESCRIPTIONS 

Language Arts 
The Language Arts program combines listening, speaking, writing and reading across the 
curriculum. Emphasis is placed on student learning through active listening and speaking, 
reading literature and writing as a process.  

The single most influential factor in young children's success in learning to read is 
parents who read aloud to them at home. Taking an interest in your child’s writing and 
encouraging his/her efforts will also greatly help your child learn this important skill. 

Mathematics 
The study of Mathematics promotes cooperative learning and active participation in a 
broad range of mathematical concepts. In Mathematics, students investigate and learn to 
use patterns, numeration, probability, statistics and geometry, all while developing 
critical and logical thinking skills. In order to increase students' understanding of 
mathematical concepts and principles, our teachers provide opportunities for using data in 
the form of story-problems that require students to transpose language and hypothetical 
situations into numerical operations. 

Social Studies 
The aim of Social Studies is to prepare students to be citizens of the world with an 
awareness of social issues, geography, history and the environment. To enhance the 
multicultural classroom, social issues are analyzed from many different perspectives. 
This helps to further tolerance, understanding, appreciation for diversity, and 
responsibility for agreed upon common-sense rules for the protection of the common 
good.  The Social Studies curriculum is offered through the PYP Units of Inquiry, not as 
a stand-alone subject. 

Science 
The goal of the Science program is to encourage students' natural curiosity and to allow 
them to explore their environment in an objective and systemic manner. The themes of 
plant and animal life, the earth, our solar system and the universe as a whole, the nature 
of environmental forces and technology are explored using hands-on activities, 
conceptual understanding and the acquisition of skills utilizing scientific methodology. 
Science is offered through the PYP Units of Inquiry, not as a stand-alone subject. 

Art 
The Art program expands a student's ability to understand, enjoy and create visual art. 
They learn the elements of art by experiencing a variety of materials, techniques and 
processes while creating two and three-dimensional works. Students are also exposed to 
art history, cultural influences and masterpieces as part of their learning experience. 
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Music 
The elementary Music program focuses on exposing students to both vocal and 
instrumental music. Students learn to read, write and perform musical pieces, work on 
selections from around the world and prepare for performances throughout the year. 
Grade 5 Music focuses on learning to play band instruments. 

Physical Education (PE)  
PE focuses on physical and motor skill development, as well as the promotion of physical 
fitness and health awareness. In activities and games, students are expected to participate 
with enthusiasm, as well as demonstrate appropriate behavior and positive social 
interactions. 

English as a Second or Other Language (ESOL)  
Students are immersed in age-appropriate classrooms with ESOL classes supporting their 
grade level work. In addition, ESOL teachers work with classroom teachers during 
Language Arts or Unit of Inquiry time in order to further support both beginning and 
intermediate English speakers. The emphasis is on the key area of listening, speaking, 
reading and writing. We believe that students learn English more quickly if exposed to 
English via teachers and peers on an ongoing, regular basis. Students in beginning ESOL 
do not take Mandarin. 

Mandarin 
The goal of the Mandarin program is to enable students to communicate in Mandarin and 
to develop an understanding and appreciation of Chinese culture. Students are divided 
into native and non-native classes to receive more focused instruction. Students in 
beginning ESOL do not take Mandarin. 

Technology 
Students in the Lower School receive regular instruction in the use of computers and 
software. The program emphasizes careful and considerate use of the hardware, and 
exposes students to a wide range of software to meet their academic needs. The IT 
teacher and the classroom teachers often collaborate so that students can use technology 
to work on classroom projects. 
 

AFTER SCHOOL PROGRAM (ASP) 

The ASP is designed to give students an opportunity to explore activities outside of the 
regular curriculum. These programs vary from creative endeavors like music and art to 
different sports activities. The main purpose is for students to explore areas of interest 
and to have a good time. Even though participation in the after school program is 
voluntary, once students join an activity, they are expected to attend all of the sessions 
during the time period that the activities are offered. 
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ATTENDANCE POLICY  

Every day of school matters. In addition to learning from teachers, students benefit from 
each other by working collaboratively, an important skill for the 21st Century. Students 
have a responsibility to themselves and to their classmates to be in school each and every 
day possible. Students who miss an excessive amount of school lose out on irreplaceable 
experiences.  It is also possible for students to jeopardize their advancement in grade 
level because of too many absences. 
 
Therefore, the following procedure will be adhered to: A student who misses more than 9 
class days of school per trimester may not receive a grade on his or her report card. A 
student who misses more than 27 days in a school year may not advance to the next grade 
level. Students are required to make up assignments and class work missed for both 
excused absences and unexcused absences.  
 
When a student reaches the fifth absence of a trimester, the school will send an Attendance 
Warning Letter to the parent indicating the number of absences and reminding the family 
of the need for the student to be in school. From that point on, all absences must be 
excused with parental documentation in the form of a phone call, hand written note or e-
mail to the attendance secretary. Excused absences are defined as follows: 

�  a personal illness or injury      
�  medical and dental appointments 
�  death in the immediate family 
�  attendance at a funeral or religious holidays 
�  other emergencies or unusual circumstances as approved by the administration 

 
A student attending a school-sponsored event is not considered absent from school. 
 
When a student reaches the ninth absence in a trimester, the parent and student will meet 
with the school principal. At that time an attendance contract may be drawn up that may 
include, but not be limited to, the potential for medical confirmation for days missed, loss 
of credit, grade level retention, loss of extra-curricular participation, loss of student 
privileges, and/or additional attendance days. The length of the attendance contract is at the 
discretion of the administration. The Principal will notify the Student Study Team (SST) 
that the child has been placed on an attendance contract.  
  

Please note that a late return at the beginning of the school year, a family vacation 
during the trimester, or an early departure at the end of the school year cannot be 
considered an excused absence. It is important to schedule vacations during school 
holidays and the summer break. The student who returns late or goes on vacation during 
the trimester remains responsible for any missed academic work. 

As per Board Policy, a minimum attendance of 85% of instructional days during a 
trimester or the school year is mandatory. 
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Absences Due to Illness 
When a student is absent due to an illness, parents should notify the office secretary in 
charge of absences at 625-6581 or 625-6583 before 9:00 A.M. on the day of the absence. 
Parents may also contact the attendance secretary by e-mail at myra.chen@xischina.com.  
Students should return to school with a note from the parent verifying the absence; these 
may be turned in to the homeroom teacher. If a student becomes ill during the school day, 
the school will contact the parent(s) and inform them of the situation. If it is agreed that 
the student should go home, it is the parents' responsibility to pick up their child. If the 
parents cannot pick up their child, however, and a school vehicle and driver are available, 
the child will be driven home. The parents will be charged 200 RMB for this 
transportation service.  

 

CODE OF CONDUCT 
As members of the Xiamen International School community, all students have certain 
Rights and Responsibilities as stated below. All students are expected to abide by this 
Code and demonstrate respect for the staff, their peers and their environment. We expect 
that all parents will discuss these rules with their children/students. 

RIGHTS  RESPONSIBILITIES  
I. Respect   
I have the right to be respected as an individual. I have the responsibility to show respect to 

everyone at school. 
Therefore, I expect respectful treatment from others and 
acceptance by others. I expect not be hurt, ridiculed or 
subjected to gossip. 

Therefore, I will be respectful, considerate and 
supportive of everyone at school. I will not 
participate in name calling, gossiping, teasing 
or intimidating others. 

    
II. Learning Environment    
I have the right to learn to the best of my ability. I have the responsibility to do my best work and 

help others do their best. 
Therefore, I expect to have my lessons taught well in a 
productive class setting. 

Therefore, I will listen and follow directions, ask 
for explanations when I need help, disturb no 
one in class, arrive to class on time, and turn in 
neat, carefully planned, completed work. 

    
III. Expression   
I have the right to respectfully express myself. I have the responsibility to support the rights of 

others to express themselves. 
Therefore, I expect to share my ideas with others and to 
discuss my problems with people in positions of 
authority. 

Therefore, I will listen politely when others are 
presenting or sharing their ideas and show 
respect for others’ work. 

    
IV. Property    
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I have the right to have my property and the property of 
others treated with respect. 

I have the responsibility to respect my own and 
other people’s property. 

Therefore I expect my property to be safe and left 
undisturbed by others. 

Therefore, I will use school property in a 
manner for which it was designed, and handle 
other people's property only with their 
permission. I will also keep my property where it 
belongs, in a safe and organized manner. 

V. Safety   
I have the right to a school environment that is 
physically safe. 

I have the responsibility to behave in a safe 
manner. 

Therefore, I expect to move throughout the school 
without being disturbed. 

Therefore, I will move from class to class 
without pushing, shoving or bothering others. I 
will walk at all times in the building and along 
the school pathways. I will exercise good 
common sense and play in a manner that does 
not endanger others. I will recognize the danger 
of “play fighting” and I will choose not to 
engage in it.  

  
VI. Sportsmanship   
I have the right to play in an environment where 
everyone uses good sportsmanship. 

I have the responsibility to be a good sport. 

Therefore, I expect to be included in activities and to 
have my turn with school equipment. 

Therefore, I will let everyone participate in 
activities, share equipment with others and play 
fairly. I will settle differences without losing my 
temper, name calling, swearing or fighting. 

    
VII. Safe Transport   
I have the right to safe and respectful treatment on the 
school bus. 

I have the responsibility to follow all bus rules 
and regulations and to always respect the right of 
others to a safe and orderly journey. 

Therefore, I expect to have a calm and orderly entry, 
ride and exit on the bus. 

Therefore, I will not enter, ride, or exit the bus in 
any way which disturbs the right of others to a 
safe and orderly journey. 

    
VIII. Conservation    
I have the right to a clean environment that is respected 
by its inhabitants. 

I have the responsibility to respect the school 
environment and to help protect and conserve 
the resources at my disposal. 

Therefore, I expect to inhabit a clean school where 
everyone respects and makes efficient use of their 
resources. 

Therefore, I will not litter. I will not waste 
school supplies. I will recycle as directed and try 
to save energy by turning off lights and other 
electrical appliances when not needed. 
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CONDUCT IN SCHOOL  

XIS students are subject to school rules and disciplinary action for incidents of 
misconduct occurring during school or while attending school-sponsored activities 
whether on the school campus or off the campus. The administration and Board of XIS 
reserve the right to take appropriate disciplinary action, including suspension or 
expulsion, for activities of a student which are considered detrimental to the welfare of 
the school, student body or an individual. 

Academic Dishonesty/Plagiarism - All students are expected to maintain academic 
honesty in every aspect of their academic work. Any attempt to submit someone else's 
work and pass it off as their own work, copying homework, or use of notes, signaling or 
talking during a test is unacceptable. Work that is plagiarized or copied will automatically 
receive a zero. A pattern of dishonesty may result in suspension and expulsion. 

Alcohol - Possession, distribution, sale, or use of alcohol is an infraction of XIS rules. 
Possession and use on campus will result in a suspension. Distribution or sale may result 
in an expulsion. 

Bus Behavior - Please remember that excessive noise and other distractions on the bus 
may disturb the bus driver and adversely affect the safety of all students. As the school is 
responsible for the safety of all, students are not allowed to change buses without 
administrative approval.  This must be arranged beforehand. The complete bus policy can 
be found on page 22. 

Dress Code - Inappropriate dress will result in a call to parents and a warning. Repeated 
offenses may result in a suspension. A complete outline of the dress code may be found 
on page 24. 

Drugs - Possession and/or use of drugs on campus will result in a five-day suspension. 
Distribution and/or sale of drugs will lead to expulsion. Possession, distribution, sale, or 
use of illegal drugs is an extremely serious offense in the P.R.C. which could result in jail 
or the death penalty. XIS must report all cases of illegal drug possession to the 
government of the PRC. 

Fighting - Any physical contact with another person that might result in an injury to one 
or the other person is considered fighting. "Play fighting" or "horsing around" can also 
result in an injury and is also prohibited. Fighting is an automatic five-day out-of-school 
suspension for all students involved. Repeated fighting will result in an expulsion. 

Gum Chewing - Gum chewing is not permitted at school or on the bus. 

Harassment/Intimidation - Teasing, threatening, or verbal harassment of another person 
will result in the request for a letter of apology and a contact with the parent/s. Repeated 
or serious incidents could result in a suspension. 
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Inappropriate Behavior - Any behavior that disrupts the learning opportunities or 
threatens the safety of others will not be tolerated. 

Insubordination - Failure to follow a staff member's direction will not be tolerated and 
could result in a suspension. 

Obscenities and Profanities - All students are expected to use appropriate, inoffensive 
language. This also refers to wording and slogans on clothing and for all languages 
spoken at the school.  

Stealing -  It is not acceptable for students to take what doesn’t belong to them. Students 
caught stealing will be given a five-day suspension for the first offense and will need to 
return or replace the stolen items. Repeated incidents of stealing and/or the theft of large 
items can result in expulsion. 

Tobacco Use - Smoking is unacceptable on campus or in the general vicinity of the 
school at any time, and will result in a three-day suspension. 

Vandalism – Destroying or defacing school property is not permitted. Students will be 
asked to serve a detention or suspension, and will have to either reimburse the school for 
any damages or spend time cleaning/repairing the damages. 

Discipline Procedures 

Teachers handle most of their discipline problems. If the offense is serious enough, or in 
the case of repeated defiance of a teacher's or staff member's authority, the counselor 
and/or administration will intervene. Teachers track and document all cases of student 
misconduct serious enough to disrupt other students’ learning. There must be clear, 
consistent and fairly administered consequences for violating the Code. These may 
include:  

1. Warning 
2. Loss of certain privileges 
3. Note home 
4. Detention 
5. Parent conference 
6. In-school suspension  
7. Out-of-school suspension 
8. Expulsion 

Although some circumstances might dictate immediate suspension or expulsion, in most 
situations teachers and the administration will follow the above sequence and document 
each step of the way. 
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Examples of Behavior That  Could Result In Suspension 
1. Repeated violations of the Code 
2. Possession or use of tobacco, alcohol, drugs or drug paraphernalia on campus 
3. Defiance of teacher or staff authority 
4. Fighting or purposely hurting others 
5. Serious acts of plagiarism or cheating 
6. Theft or other criminal activities 
 
Examples of Behavior That Could Result in Expulsion 
1. Sale or distribution of drugs and alcohol on campus 
2. Violence or repeated incidents of fighting 
3. Gross violation of the Code 
4. Defiance of teacher or staff authority  
5. Violation of the laws of the People's Republic of China 

 

EMERGENCY PROCEDURES 

XIS has developed a set of procedures to follow in case of an emergency. Since 
emergencies often occur without warning, students, parents and teachers are asked to 
become familiar with these procedures. 

Earthquakes 
Earthquakes occur without warning, so students will be drilled in “Drop, Cover and Hold 
On”. Should an earthquake strike, the following procedures should be followed: 
·  If inside the school or any building, immediately get under anything available, such as 

a table, desk or counter. If possible, cover your head with your arms and remain under 
cover until the shock stops. Try to stay away from windows and hanging or tall objects.  

·  If outside of a building when an earthquake strikes, remain outside and away from 
all structures. 

·  Remain with your teacher until instructions come from an administrator. 
·  Everyone will remain on campus until instructed differently by the Headmaster. 
·  If en route on the bus, remain on the bus and follow the instructions of the bus driver 

who will be in contact with the administrators. 
 

Typhoons 
If the Headmaster determines that potential typhoon conditions represent a threat to 
students, parents will be notified of school cancellation using the XIS emergency 
telephone system. Information will also be posted on the website. 
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Fires 
An alarm system is used in case of a fire drill or actual fire. Any time the warning is 
sounded, all students must immediately leave the building in an orderly fashion. Students 
should follow these procedures: 
·  Students should line up single file and quickly walk outside, following the exit 

directions found in each classroom. Teachers will turn off the lights and close 
classroom windows and doors.  

·  File outside quietly. Talking is discouraged, as announcements may be required. 
·  After the class is outside the building, teachers will take roll to make certain all 

students have safely exited the building. If a student who was in class is missing, the 
teacher will notify one of the administrators or the counselor. 

·  Students in the library will accompany the librarian. 
·  Students who are in other areas of the building should leave the building through the 

most direct route possible and join their teacher and classmates in the designated area.  
·  An administrator will give the signal to re-enter the building. Students will proceed in 

the same orderly fashion to return to their classrooms. 

GENERAL INFORMATION 

Admissions 
Students are placed in the appropriate grade according to age and academic history. A 
child is evaluated for the first six weeks and may be moved upon the recommendation of 
the teachers, along with consultation with the parents, Principal and Headmaster. 

Bus Schedules - Students must be on time each morning. Pre-K through Third Grade 
students must have a designated adult or sibling to attend to them at the bus stop when they 
get on and off the bus. Students must enter and exit the bus at their designated bus stop. 
Buses depart the school at 2:20 P.M. on Mondays and at 3:25 P.M. and 4:45 P.M on 
Tuesdays through Fridays. Students must be on the bus and in their seats on time so that 
the bus monitor can take attendance before the bus leaves the school. The school is 
responsible for student safety at all times; therefore, students must return to the morning 
departure location. Students cannot change buses or bus stops unless it has been 
approved by the administration before noon on that day. All requests for a change 
must be made in writing and have a parent signature. Requests will only be granted if 
space is available and the request does not in any way change the bus route (e.g. adding a 
bus stop). 

Cell Phones, Beepers and Pagers - Cell phones, beepers and pagers are not to be used 
inside classrooms during the school day. We strongly suggest that elementary students 
do not bring such items to school as we cannot be responsible for their loss or theft. 

Computers 
Students need to have permission from their teacher to use computers. Please see 
Computer Use Guidelines on page 23. 



 

17 
 

Conflict Resolution 
Issues that cannot be resolved by the classroom teacher will be directed to the Principal. 
If a solution cannot be found, the conflict will then be directed to the Headmaster for 
resolution.  

Curriculum 
XIS has designed a curriculum to meet or surpass the standards of the major international 
schools in the region. The school does not custom-design curriculum for individual 
students. 
 
Identification Card  
An identification card will be provided for every member of the school community. 
Please carry it with you and present it to any school personnel if requested. 
 
Laws of China – It is important for students to remember that they are guests in this 
country. It is important to be respectful to the laws of the host country.  Most of these are 
common sense and are like the laws of most other countries. However, you should be 
aware that some laws are unique to China. In this country it is illegal to: 

·  Bring banned materials into the country. The Chinese government does not allow 
printed materials, tapes, CDs or DVDs that are pornographic or anti-Chinese. 

·  Display in the P.R.C. any political rhetoric, emblem, flag or insignia representing 
Taiwan as independent. 

·  Engage in or support any political or religious movement that is not approved by 
the Chinese government. 

If you are unsure, our best advice is “don’t do it!”  

Library  
Borrowing books from the library is a privilege. Materials must be returned in good 
condition and in a respectful manner. The general rules of library etiquette and quiet 
behavior, including whispering when talking with another student, need to be followed. 
Library guidelines can be found on page 27. 

Lost and Found 
All found articles should be turned in to the Nurse’s office immediately. They will be 
held until someone claims them or until the end of the year. If something is lost or left on 
the bus, students can stop by the office to see if the item has been turned in. Be sure to 
check more than once. 

Lunches 
Currently students either bring lunches from home or buy lunches from the school. The 
school has microwave ovens for heating food and refrigeration for keeping food cool. 
The Lower School lunch period is from 11:30-12:20. Students eat in the cafeteria from 
11:30-11:50 and then have recess time. All students are encouraged to get their drinking 
water at this time. 



 

18 
 

Medical – Student Illness or Emergency 

The school administration and staff take your child’s health and safety very seriously. We 
ask that if children are exhibiting any signs of illness, that you keep them home until 
symptoms have disappeared. If your child becomes ill during the school day, s/he will be 
sent to the school nurse. If the nurse determines that your child is truly ill and/or is 
contagious, she will contact you to pick your child up and take him/her home. We do this 
to ensure the safety and health of all children in the building and ask that you respond 
quickly and appropriately when contacted by the nurse regarding your child’s health.  

A first aid kit is available in all classrooms and at all school events. No staff member may 
give a child medication, including over the counter items, without a written note from the 
parent. This note should contain the name of the medication, dosage and directions, the 
student's name, and the physician's name, phone number and location. Medication is to be 
kept in the nurse’s office, and taken under supervision. A student who becomes ill or 
injured should tell the supervising teacher. The teacher will then send the child to the 
nurse. The parents will be notified; thus it is extremely important that the school office 
have current home, emergency and cell phone numbers.  

In the event of a medical emergency, students will be taken to the Ying Cai clinic. If it is 
determined that further treatment will be necessary, they will be transported to the Chung 
Gung Hospital in Xinglin. Parents will be notified. 

Money and Valuables 
Students should not bring large sums of money or valuable items to school. The school 
cannot be held responsible for lost or stolen items. 

Nutritional Breaks  
In the Lower School, nutritional breaks may be scheduled during the school day. Students 
are encouraged to bring healthy snacks from home. Gum is not permitted at school or on 
the bus. 

Parent Involvement 
Parent involvement in XIS is very important to the success of the school. You are 
encouraged to join the other parents in our school and to serve as volunteers in many 
areas of the school program. Your involvement in your child's school reflects the depth of 
your commitment to his/her education. Volunteers help with field trips, school activities, 
after school programs, and fund raiser activities, as well as assisting classroom teachers, 
and/or functioning as a homeroom parent. 

Parent/Teacher Communication 
We want the strongest possible link between parents and the school. The school sends 
home Student Handbooks, a Parent Handbook, newsletters and report cards. In addition 
we organize parent social events, meetings and conferences to provide parents with 
important information regarding their children and the school program as a whole.  
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We strongly encourage parents to contact classroom teachers directly with questions and 
concerns. Conversations with the Principal or Headmaster should be reserved for those 
occasions when working with the teacher has not been successful. Parents may contact 
teachers by phone (625-6581), or fax (625-6584). Every teacher also has an e-mail 
address and a personal website. These may be easily accessed through our website 
(www.xischina.com). In the faculty section of the website, you can click on teacher 
pictures to get their website or on the small envelope below their pictures to send an e-
mail.  

Please note that we have translators available for Chinese and Korean speakers. Please let 
us know if you need a translator before you visit. 

School Day 
The school year is 183 days. The school day begins at 8:35 and is finished at 2:10 on 
Mondays. The school day on Tuesdays through Fridays is 8:35 to 3:20. Students may also 
be involved in ASPs on Tuesdays through Fridays, in which case their day ends at 4:30.  

Sound Equipment and Toys 
Radios, MP3s and tape/CD players should not be brought to school. If they are used on 
the bus, they must be put away before entering the school. Toys and games are to be 
brought only with a teacher's permission. Both the electronic devices and toys/games may 
be confiscated and returned to the student later in the year. The school cannot be held 
responsible for the loss or theft of these items.  

Student Records 
Parents should provide the admissions office with pertinent data prior to withdrawing 
their child. Students will receive a checkout form that must be signed by teachers, the 
librarian and the Principal to indicate that all materials have been turned in and all work 
is up-to-date. Student records will be mailed to the new school via DHL once the student 
has successfully checked out and upon the parents' payment of the postal fee. 

Telephone 
The telephones at XIS are business phones. Students may only use them in the case of an 
emergency. All after school activities - for example, visiting friends, riding a 
different bus, or needing to work on school-related projects - need to be planned in 
advance.  
 
Textbooks 
Students must care for and maintain the textbooks that are assigned to them. Students are 
responsible for any lost or damaged books that are checked out to them, including library 
books. Report cards may be held until the books are returned or replaced. 

Tuition Payment 
All fees must be paid annually in US dollars prior to admission. Tuition and transport-
ation fees are prorated for students who apply for admission after classes have begun. No 
refund will be granted for students who withdraw after the fourth week of school. 



 

20 
 

PLAYGROUND SAFETY  

At the beginning of recess, students should line up and walk in an orderly fashion through 
the school and into the designated play area. Students are expected to listen to and respect 
the instructions given to them by the playground supervisors, and: 

·  Follow the rules for safe behavior 
·  Share the equipment: balls, badminton sets, and the big equipment 
·  Use playground equipment as it is designed to be used 
·  Fill in holes dug in the sand 
·  Use only those areas that are designated for their age group 

At the end of recess, once the whistle is blown, students will: 
·  Stop playing 
·  Get into line quickly 
·  Stand quietly without touching other students 
·  At the direction of the teacher or aide on duty, walk into the building quietly and when 

going up the stairs, walk on the left-hand side of the stairs 
 
If there is an injury, the students should notify one of the playground supervisors 
immediately. They will:  
·  Get medical assistance 
·  Notify the parents 
·  Write an incident report 
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STUDENT SERVICES 

Counseling 
The Counselor’s office is located on the second floor of B-Building (Upper School). He 
is available to assist students in all aspects of their personal and academic growth. 
Growing up is not always easy, especially in an international setting. Students and 
parents are encouraged to visit with the Counselor and confidentially share their 
concerns, questions or problems. In addition to personal issues, the Counselor is available 
to help students and parents with academic concerns.  

Nurse’s Office 
The Nurse's Office is located in Building A, First Floor. A professional school nurse and 
a Health Office Clerk are available to offer first aid and health guidance. Physical 
examinations and a current Chinese Department of Health card are required yearly for all 
students. Since education and health are closely connected, up-to-date health records are 
necessary.  

Student Study Team 

The Student Study Team (SST) is made up of both Principals, the Counselor and the 
ESOL Coordinator, along with other important people in the school, including the nurse 
and classroom teachers. The team meets regularly to review the performance of students 
who are at risk behaviorally, emotionally, physically or academically. The team works 
closely with parents to share information and create plans to support these children. If 
you think your child should be assessed by the SST, please contact our Counselor, Tim 
Wilson (tim.wilson@xischina.com) to share your concerns. 
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BUS RULES AND REGULATIONS FOR BUS 
MONITORS, DRIVERS AND STUDENTS 

 
Note:  Any violation of these rules could result in the loss of bus privileges. 
 
1. The bus monitors are responsible at all times for student behavior and safety. 

Students may not bring any object onto the bus that could harm another student. If the 
monitor believes there could be a problem with any object brought onto the bus, she 
can take it away and then return it at the end of the day when the student gets off the 
bus.  

 
2. The bus monitors must position themselves in the most appropriate place to monitor 

student behavior and safety. 
 
3. All the youngest students should sit in the front of the bus unless they are with an 
 older brother or sister or responsible student who is capable of monitoring their 
 behavior according to the XIS bus rules and regulations. 
 
4. All students must be seated at all times when the bus is moving. 
 
5. The driver will not start to drive until the bus monitor has given him the signal to do 

so. 
 
6. Students may not open the windows at any time. 
 
7. No one is allowed to eat while on the bus. Students are allowed to drink water only. 
 
8. Everyone must speak quietly and appropriately while on the bus. 
 
9. The bus monitor must be the first one off the bus when it arrives at a stop. The bus 
 monitor must assist the younger children (PreK through Grade 3) off the bus first. 
 
10. Students who do not respect or listen to the bus monitors will be reported to the 
 Principal. 
 
11. Students may not do anything that damages the bus. They will be required to pay
 for any damage they cause and could lose their bus privileges. 
 
12. Students should not be let off the bus for any reason unless it is an emergency. Then 

the bus monitor must accompany that child while other students wait on their bus for 
their return. Bus monitors decide what constitutes a reason for stopping the bus. 

 
13. After the bus has stopped, students may start crossing the street in front of the bus 
 when the bus monitor has extended a warning flag. 
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COMPUTER USE 
 
Actions performed or initiated on the computer must reflect honesty and discipline that we expect 
from all of our students. We would not expect that an unlocked door would allow someone to enter 
and gain access to personal property. Similarly we do not expect that an unlocked computer would 
give an outsider license to access computer files of others without the owner's permission.  
 

�  Computers and software are intended for education and communication. 

�  Offensive, obscene, or harassing messages are strictly forbidden. 

�  Personal communication using the computer system is permitted as long as it does not 

affect other educational uses and does not incur any cost to the school. 

�  The playing or downloading of non-educational games and instant messaging or chat room 

software on computers is prohibited. No programs should be downloaded without the 

express permission of the IT teacher or school administration. 

�  Computer users are expected to be courteous and ethical in all of their actions. 

�  Users should never deliberately attempt to disrupt the system or interfere with the work of 

others. 

�  Users will not deliberately delete the documents and files of other users. 

�  Users will not change the configuration or settings of the computers without teacher 

permission. 
�  Users should be considerate when using Internet access, computer time, printer paper and 

other system resources. 
�  Users should use colored ink only on special occasions and use recycled paper whenever 

possible.  
�  The sending of commands to generate sounds is not allowed. 

�  Users are not allowed to download, install, or copy software without the explicit 

permission from a supervising staff member. 

�  Users may not borrow school software for use on personal home computers. 

�  Users shall not tamper with, vandalize or obstruct any computer system(s). 

�  Users are not allowed to access Internet sites that may violate moral standards and ethical 

sensibilities. 

�  Passwords must remain secret. Any attempt to log in as a system administrator, break into 

restricted or private files, or introduce a virus into the system will result in loss of computer 

privileges. 
�  Violation of the "Responsibilities of Computer Users" will result in restricted computer 

use, suspension or expulsion.   
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XIS DRESS CODE 
 

The purpose of the XIS dress code is to allow our students to wear comfortable clothing. 
The school does not allow clothing that might cause a distraction to the instructional 
program or to the orderly environment at XIS or that might offend the numerous guests 
who visit XIS on a regular basis. 
 
The following dress standards are considered acceptable: 
 
1. Neat pants or shorts that fit the waist comfortably and do not ride on the hips or 
 crotch. Jeans are acceptable. 
 
2.  Informal shirts and tee shirts  
 
3. Sandals or shoes; athletic shoes are required for PE or sports activities 
 
The following dress standards or personal adornment are not acceptable: 
1. Torn, baggy or ragged clothing 
 
2. Shorts or skirts that are too short or too tight, especially among students at the 

Upper School 
 
3. Clothing that is too revealing 
 
4. Clothing that has logos or graphics that promote alcohol, tobacco, illegal 
 substances or display subjects that are morbid, violent, sexual or racist and  
 would be considered offensive or insensitive to any segment of the school or
 local community 
 
5. Heavy make-up 
 
6. No body piercing other than ears 
 
7. Personal jewelry that is distracting or outlandish by local standards 
 
8. Hats/caps 
 
Consequences for wearing inappropriate dress to school: 
 
Consequences will be appropriate to the specific situation and can range from a warning 
to being asked to change into other clothes, being sent home to change clothes, or even 
suspension if the offense is willful and repeated. 
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HOMEWORK GUIDELINES 
 
In keeping with educational research provided to the United States National Parent Teacher 
Association and the notion of a reasonable balance between instructional and leisure time, 
Xiamen International School recommends the following guidelines for teachers with respect to 
student home learning: 
 

1. Homework should not be assigned simply for the sake of homework.  It should be 
assigned to provide important reinforcements of the concepts and/or skills learned in 
school. 

2. Rule of Thumb for Time: The recommendation is 10 minutes times the grade level per 
evening (on average). This means that a 1st grader would have an average of 1 x 10 = 10 
minutes per evening, a 6th grader would have an average of  6 x 10 = 60 minutes per 
evening and a 12th grade student would have an average of 12 x 10 = 120 minutes. 
NOTE:  This guideline is meant for an English fluent child with at least average school 
ability.  ESOL students may need extra time.  
Research has found that at elementary level, any more time than this is not beneficial to 
students. At Upper School level, a little extra time may be beneficial, but a lot more time 
is not. 

3. Teachers should work in a cooperative manner so that they are aware of each others’ 
homework loads.  This ought to be regularly discussed and taken into account to figure 
the average homework time per evening. 

4.  Homework should not be assigned to students over holidays.  This, as for adults, is 
designed to be a rest, relaxation and recuperation time. 

 
Guidelines for Parents: 
1. Homework should represent a student’s honest and best efforts. Ordinarily, it should be 

independent work, but wise and judicious assistance is encouraged when necessary.  
Assistance means helping with the process…not just giving the answers. 

2. Students should do homework in an environment that is conductive to that student’s best 
learning efforts.  Some students work best in a quiet, well-lit area with a desk or table 
provided for that purpose.  Other students may work best in an environment with music 
which enhances their thought processes. 

3. Pencils, pens, other writing tools, paper, etc. are part of the planning process of materials 
needed to complete the homework assignment. 
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XIAMEN INTERNATIONAL SCHOOL 
LANGUAGE GUIDELINES 

 
Xiamen International School is an English-language instruction school with students 
from 30 countries and regions. Although we also offer classes in Mandarin and French, 
our emphasis is on students becoming completely fluent in English. In order to do that, 
we advocate a Language Policy, as follows: 
·  Other than Mandarin classes, all instruction will take place in English only.  
·  Students will speak only English in classes, unless the classroom teacher directs them 

to translate for another student. Students may not translate for a peer without teacher 
permission. 

·  Students may do research or drafts of work in their home language, but all work 
turned in for marking must be done in English only. 

·  The school will place instruction in English ahead of instruction in a second or third 
language. In other words, the school reserves the right to place students in an ESOL 
class instead of in a Mandarin or French class.  

·  The school commits to on-going training for teachers in strategies for working with 
ESOL students. 

 
We also recognize the importance of students maintaining their home language. Research 
is very clear on this. Students who are not strong in their home language will not make as 
much progress in their second language. For example, if a student can only speak, read or 
write in his home language at a third grade level, he may only learn to speak, read or 
write in English at that level. Therefore, we think it is very important that students 
continue to develop their native language as well as English. In order to support those 
efforts, the school will: 
·  Permit the use of the home language by students in the hallways, cafeteria, 

playground, bus and other non-academic areas of the school. 
·  Continue to build a collection of books and resources in the library in the language 

groups represented in the school. 
·  Encourage students to read, write and speak in their home language and to receive 

tutoring where appropriate. 
·  Examine the possibilities of allowing IB Diploma students to take their Language A1 

exam in their home language. 
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XIS Library Procedures for Lower School Students 
 
The XIS library is open from 8:15 a.m. – 2:15 on Mondays and from 8:15 - 4:30 p.m. on 
Tuesdays - Fridays. Students may come to the library at any time. 
 
The number of items checked out to students and the circulation period vary with the 
grade level: 
Grade Level  Number of Books Allowed   Length of Checkout 
Pre-K – Grade 1 1 item (plus one culture* book)  One week 
Grade 2  2 items (plus one culture* book)  One week 
Grade 3  3 items (plus one culture* book)  Two weeks 
Grade 4 – Grade 6 4 items (plus one culture* book)  Two weeks 

    *Any language other than English 
 
Students may exchange library books at any time.  They do not need to wait for library 
day to exchange books. 
 
Library materials may be renewed unless another patron has requested those items. 
 
Students must be in “good standing” (no overdue items, no money owed) to check-out 
library materials. 
 
Overdue notices are sent to students frequently.  No fines are charged.  In exchange, 
students are expected to respond quickly to any notification of overdue items. 
 
Some items (reference materials, videotapes, DVDs, CDs) do not circulate to students 
except with the librarian’s permission. 
 
Students must pay for damage to or loss of library materials.  The replacement cost will 
be twice the current price, based on library vendor cost. 
 
Students may bring paper, pencils, and notebooks to the library.  Bags and private books 
should be placed in the area designated for this purpose outside the library doors. 
 
All library materials must be either returned or paid for before the end of the school year.  
Report cards will be withheld for students who are not cleared in the library. 
 
Students are expected to behave appropriately in the library.  Students who are too noisy 
or disruptive may lose their library privileges, may be required to serve detention, may be 
sent to the principal, or may be required to have a parent conference. 
 
Parents can register for a family account which allows up to four items to be checked out 
for two weeks.  Some items (DVDs, reference materials, and topics currently being 
taught in classrooms) are not available for family check out.  This family account is in 
addition to the student check out. 
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Strategies for Student Success at Home 
PLANNING YOUR TIME WISELY  
·  Schedule a regular time for homework every day. 
·  Complete your homework as soon as possible after class while the material is still fresh 

in your mind. 
·  Begin studying for tests early. Begin working on assignments as soon as they are 

assigned. 
·  Plan regular review sessions. Study your notes. Do extra reading. Give yourself 

practice quizzes. 
·  When doing your homework, divide lengthy or difficult assignments into short, 

manageable units. 
·  Allow yourself short breaks at intervals of about 20 minutes. 
·  Proofread your assignment several times and do your work in a neat and orderly 

fashion.  
·  Use your Student Planner to remind you of assignments and due dates.  
·  Turn in assignments on time. 
 
SELECTING A PROPER WORK AREA  
·  Develop regular habits. Do your homework and studying in the same place. 
·  Reduce distractions by working at an uncluttered desk or table. 
·  Turn off the radio, stereo and TV to make concentration easier. 
·  Make sure you have good lighting and good posture while studying. 

 
INVOLVING YOUR PARENTS  

·  Discuss what you have learned at school with your parents. 
·  Show your parents your completed homework. Ask if they have any suggestions for 

improvement. 
·  Have your parents help prepare you for quizzes and tests by asking you questions and 

giving you practice quizzes. 
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Strategies for Student Success at School 

EFFECTIVE LISTENING 
·  Concentrate on what is being said and avoid or ignore distractions.  
·  Listen carefully to directions. 
·  Ask questions when you do not understand something. 
 
TAKING NOTES  
·  Do not try to write down everything the teacher says. The purpose of note taking is to 

record the main points. 
-Pay attention and try to grasp the main ideas.  
-Listen for ideas that are repeated. 
-Accurately take notes from the board. Carefully copy diagrams, charts and    
graphs.  

·  Keep all your notes organized in one notebook but in different sections for 
different subjects. Your notes should be easy to find.  

·  Date your notes. Be detailed with facts and homework assignments. Your notes 
should remind you of what is expected by your teacher.  

·  Leave space at the side of your notes for personal reminders to yourself. 
 
BE ORGANIZED  
·  Designate one section of a binder for each of your subjects. 
·  Be prepared for class with all the necessary materials such as books, notes, paper, 

pencil and eraser. 
 
HOMEWORK ASSIGNMENTS  
·  Record all the due dates for assignments, tests, projects etc. 
·  Read the directions carefully before you leave the classroom. 
·  Ask your teacher to explain an assignment if you are confused or unclear of what is 

expected of you.  
·  Be sure to take home all the necessary materials to complete your assignment, such as 

textbooks, notes, paper, pen, etc. 
 
GENERAL PRINCIPLES  
·  Fellow students, teachers and support staff should always be treated with dignity and 

respect. Know the Student Code of Conduct and live by these rules. Be courteous and 
attentive in and out of class.  

·  Exert your best efforts to make your experience in XIS and China meaningful and 
enduring.   Be the architect of your own success. Attitude is everything! 

·  Follow safety precautions at all times.  
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Strategies of Success for Parents 

EFFECTIVE COMMUNICATION  
·  Know the name(s) of your child's teacher. Attend parent conferences. Contact the 

teacher with a note, phone call or e-mail if you have questions or concerns.  
·  Talk to your child about his/her day. Monitor your child's school work, activities, 

routines and friendships. Check his/her homework diary daily. 
·  Value all subjects and teachers so that your child will value all subjects and teachers. 
·  Encourage your child's efforts as well as the results. Encouragement is the key to 

enhancing your child's motivation to learn.  
·  Teach your child how to negotiate and problem-solve rather than demand or quit. 
·  Support the school, its expectations, rules and routines. We are partners with the same 

goal: success for your child.  
 
HOMEWORK SUPPORT  
·  Provide a quiet place for your child that has the appropriate materials, seating and 

lighting. 
·  Insist that your child does homework in that location. 
·  Post a calendar by your child's study area to help keep track of long term assignments, 

tests and other special events. 
·  Ask to see homework on a daily basis and offer suggestions; regularly review his/her 

Homework Diary.  
·  Help your child prepare for tests and quizzes by asking questions and reviewing 

material. 
 
ROUTINES 
·  Ensure that your child leaves home early enough to catch the bus on time. 
·  Call the school before 9:00 a.m. to report absence. 
·  Encourage your child to eat breakfast before coming to school to have energy 

to concentrate in class. 
·  Insist that your child gets enough sleep in order to be alert at school. 
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