
Welcome 
 

Dear Students and Parents, 
 

Welcome to Xiamen International School. We hope this handbook will provide you with basic information 

about the Upper 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 in order 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 Freeman         Tim Wilson 

Headmaster            Upper School Principal          Counselor 
 
 

 

 

 

 

 

 

 

 

 



 

 

   

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 with the following characteristics: 

 

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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ACADEMIC GUIDELINES AND POLICIES  
 

ACADEMIC STATUS 

 
Academic Concern 
A student will be placed on a list of Academic Concern if s/he receives any of the following 
on a trimester report card: 

·  1 or more grades of 2 (two) or lower in academic classes  
·  An overall score of 18 or lower in grades 11 and 12 
·  An overall score of 27 or lower in grades 6-10  

The student and parent will receive a letter indicating the school’s concern. A copy of the 
letter will be placed in the student’s permanent record. Grade 6-10 students will receive a 
progress report each ten-day cycle for those classes in which he or she is earning a 2 or lower.  
Grade 11-12 students will receive a progress report each ten-day cycle for those classes in 
which he or she is earning a 3 or lower. The Upper School Principal also gives the names of 
all students on Academic Concern to the Student Study Team. 
Students on Academic Concern remain eligible for ASPs, extra and co-curricular activities for 
the trimester immediately following the marking period that warranted the academic concern. 
However, a grade of 1in any course will render the student ineligible for athletic teams, 
cultural events, and co-curricular activities such as stage productions and Model United 
Nations.  
 
Academically At-Risk 
A student is designated as Academically at Risk if any of the following occur for more than 
one trimester: 

·  Students in Grades 6 – 10 have a two or lower in an academic subject 
·   Students in Grades 6 – 10 have an overall score of 27 or lower 
·  Students in Grades 11 – 12 have a three or lower in an academic subject 
·  Students in Grades 11 or 12 have an overall score of 18 or lower  

Several interventions may be enacted. These include 

·  Meeting with parents, teachers, the Principal, the Counselor and the student 
·  Establishing a schedule for tutorial sessions  
·  Receiving a bi-weekly progress report for all core classes and those non-core courses in 

which the student is earning a low grade.  

·  Determining the student’s eligibility for ASPs, extra and co-curricular activities 
A grade of 1 in any course will render the student ineligible for athletic teams, cultural events, 
and co-curricular activities such as stage productions and Model United Nations. A letter 
indicating the at-risk status will be given the parent and student, and a copy will be placed in 
the student’s permanent record.  The Principal informs the Student Study Team about all 
students identified as Academically At-Risk.   
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Academic Probation 

A student will be placed on Academic Probation, if any of the following occur for a third 

consecutive trimester: 

·  Grade 6-10 students receive a 2 or lower in any academic class 

·  Grade 6-10 students have an overall score of 27 or lower 

·  Grade 11-12 students have a 3 or lower in any academic class 

·  Grade 11-12 students have an overall score of 18 or lower 

On Academic Probation, the following steps will be taken: 

·  The student cannot participate in ASPs, extra or co-curricular activities  

·  The student receives an Academic Contract that details specific steps the student, parent, 

and school will take to improve the student’s academic performance. This contract may 

include, but is not limited to, tutorials both in and out of school, medical examinations, or 

psychological counseling. The contract will also describe the level of achievement 

necessary for the student to continue attending Xiamen International School. Failure to 

reach the described achievement level by the end of the contract may result in either 

grade level retention or expulsion. The duration of the contract is at the discretion of the 

administration.  

·  The Principal will notify the Student Study Team of those students on Academic 

Probation. 

 
COLLEGE PLACEMENT/COLLEGE TESTING . The Counselor assists students with 
college placement. Students should check regularly with the Counselor to make sure that they 
understand deadlines for SAT, ACT and other university testing and that they are correctly 
completing college application forms. 
 
DROPPING AND ADDING  

No courses may be added after the first two weeks of the semester unless approved by the 

teacher(s), Counselor, and Principal. (Students who arrive after the start of the trimester will 

have two weeks from their entry date.) Students who withdraw from a course after this period 

of time without the teacher, Counselor or Principal's approval, or are removed for disciplinary 

reasons, will receive a W/F (withdrew failing) on their report card with no credit. In special 

circumstances, the student may withdraw from a class without penalty with the permission of 

the Principal and the Headmaster.  Students or parents wishing to make a course change 

should see the Counselor for the appropriate fom. Requesting a change does not guarantee a 

change will be made. 
 
EARLY DEPARTURE  
Students wishing to complete the trimester or year early will NOT receive credit for the 
trimester or year if they leave more than two weeks prior to the end of the trimester unless 
compelling evidence for receiving credit is presented to the administration. As mentioned in the 
Attendance Policy on page 12, early departures affect student learning. 
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EARLY GRADUATION  
A student may apply for early graduation by submitting a letter outlining a strong and 
compelling reason for such a request at least one trimester before the desired time of graduation. 
This request should also include information on what the student plans to do the following year. 
The student's parents should also submit a letter outlining the reasons why they support an early 
graduation. A conference will then be held with the student, parents, Principal, and Headmaster. 
All credit requirements must be met. Such requests are rarely granted.  
 
ENGLISH AS THE LANGUAGE OF INCLUSION  
The school has a policy that in all classrooms other than Mandarin, French and Korean students 
are to speak the language of inclusion in order not to isolate students. This means that all 
students, teachers and teaching assistants must use the language of inclusion, unless otherwise 
specifically directed by the teacher. The school does not monitor the use of language outside 
the classroom. Students are free to use their native languages on the playground, on the bus and 
in the hallways and cafeteria, as long as they continue to speak respectfully. Profanity and 
vulgarity are not allowed in any language. 
 
GRADUATION REQUIREMENTS  
Graduation requirements and course descriptions can be found in the Upper School Course 
Description on-line document.   
 

HONOR ROLL 
Honor Students must have: 
·  No grade lower than a 5 for academic courses 
·  No mark lower than a 3 in any course 
·  All Pass marks for CAS 
·  Pass TOK (Grades 11 and 12)  
·  Pass Extended Essay (Grade 12) 
·  Pass Personal Project (Grade 10) 
 
High Honor Students must have: 
·   No grade lower than a 6 in academic courses  
·  No grade lower than a 4 in any subject 
·  All passing in CAS  
·  Pass TOK (Grades 11 and 12) 
·  Pass Extended Essay (Grade 12) 
·  Pass Personal Project (Grade 10) 
 
Students who exhibit characteristics of good leadership, ethical behavior, cultural 
understanding and commitment to the school program will also be eligible for Global Citizen 
Awards each semester.  
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MINIMUM COURSE LOAD  

Students normally take a full course load. Students in Grades 11 and 12 only may have a Study 

Hall at the discretion of the Principal, Counselor, and DP Coordinator. The school cannot enroll 

part-time students or those students for whom no academic programs exist. The school does 

reserve the right to limit a student's course load and course selection. 
 

PARENT CONFERENCES 

Parents are strongly encouraged to work directly with teachers when areas of concern arise. The 

Principal and Headmaster should only be contacted when communication between parent and 

teacher has been unsuccessful. 

 

Parent conferences may be scheduled at any time between the teacher, parent and student. 

These conferences should be conducted in a positive manner with mutual respect shown by 

each party. Under certain circumstances, the Counselor or Principal may join in on the 

conference if it is felt that their presence may be helpful and/or warranted.  

 

In addition, the school schedules one Parent Teacher Conference for grades 6-12 each autumn 

and one Student Led Conference for grades 6-10 each spring. Attendance at the Parent-Teacher 

Conference and the Student-Led conference is strongly recommended. 

  
REPEATING A COURSE 
Because of the nature of our schedule, it is difficult if not impossible for students to repeat a 
course. We also strongly advise against repeating a grade at XIS, unless there are exceptional 
circumstances (like extended illness). The school conducts an annual credit audit for students in 
Grades 9-11. Students who are short credits must work with the Counselor to find alternative 
ways to meet graduation requirements. Parents of all students who fail courses are responsible 
for meeting with the appropriate teachers to find ways to remedy the situation.  
 
REPORT CARDS/ASSESSMENT 
Xiamen International School uses the International Baccalaureate Organization 1-7 scale for 
achievement. The 1-7 scale is consistent with the International Baccalaureate assessment 
philosophy. The scale does not rank order students; instead, it assesses students against a set of 
standards (criteria). A Reporting Handbook is available on line. Each class will have a specific 
set of criteria, but below is an overall explanation of the grades for your reference. 
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The Seven-Point Scale 

7.  Excellent comprehension and application of all materials. Scholarship is outstanding and 

far exceeds teacher expectations. The student shows consistent evidence of analysis, synthesis 

and evaluation. Attitude is positive and beneficial to the entire class. Improvement is 

measurable and observable. 

6.  Above average comprehension and application of material. Work is consistently of a 

very high standard. The student shows consistent evidence of analysis, synthesis and 

evaluation. Scholarship exceeds teacher expectations. Initiative, originality and creativity are 

commonly demonstrated. Attitude is positive and beneficial to other class members. 
 

5.  Overall performance is good. Comprehension and application of material is above 

average. Has a consistent and thorough understanding of required knowledge and skills. 

Scholarship is generally of a good standard. Higher order thinking skills, creativity and 

initiative are sometimes demonstrated. Attitude and cooperation are proper and beneficial to 

other class members. 
 
4. Adequate comprehension and application of all materials. The student may show above 
standard performance in some areas and below standard in others. The student is able to apply 
the required knowledge and skills effectively. Scholarship is maintained at a satisfactory level. 
All work is attempted. Attitude and cooperation are proper and acceptable. 
 
3.  Comprehension and application of most material covered barely meet minimum teacher 
expectations. Has limited understanding of the required knowledge and skills and can apply 
them only with support. Work in general is of adequate quality or less. Scholarship tends to be 
weak in most areas. Initiative is usually not evident. Attitude and cooperation are generally 
satisfactory, but do not necessarily have positive impact on other class members. 

 

 

2.  Comprehension and application of most material are unsatisfactory. Has difficulty in 

understanding required knowledge and skills even with support. Work in general does not 

meet the minimum requirements or is not turned in. Initiative is usually not evident. 

Attitude/cooperation are generally apathetic or neutral. 
 
1. Failure to comprehend or apply most of the material presented. Scholarship is weak in all areas. 

Has difficulty in understanding required knowledge and skills even with support. Work in general 

is often incomplete, not presented or unacceptable. Initiative is not evident. Attitude can be either 

apathetic or uncooperative. Please note that a Grade of 1 is considered a failing grade. 
Students who receive a 1 will not earn credit toward graduation in that class.  
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Other report card marks include: 
 
N/A (Not Assessed): The student has not been enrolled for a long enough period of time to be 
assigned a grade or is taking the class for no grade. Students should normally be enrolled for 
five weeks or more in a quarter before a teacher can be expected to issue a grade. Exceptions 
may be made to this time period, either lengthening or shortening the period required before 
grading, according to the demands of the subject. 
 
INC (Incomplete). The student must present an assignment or assessment in order to receive a 
grade. Incompletes are most often given to students who have excused absences and 
permission to complete the work after the end of the trimester. All incompletes must be made 
up before the end of the next trimester or the grade reverts to what the student has earned 
without the missing work.    

Due to the transitory nature of XIS students, the school does not provide class rankings. The 
school also does not calculate Grade Point Averages (GPA). However, we do work with any 
university or receiving school to provide grading information in the most useful possible format. 
It is the responsibility of students and their parents to inform us if they need grading 
information in another format.  
 
Upper School students receive report cards 3 times a year. These reports include a number 
grade (on a 1-7 scale), a criteria grade (different for each subject), individual teacher comments 
and a description of course content. We ask that parents read the reports and sign the form that 
indicates that they have done so.  

 
TERM EXAMS  

In Grades 7-11, final exams are a regular and required part of the academic life at Xiamen 

International School. Final exams are only administered during the scheduled exam days.  

 

In Grade 12, IB Diploma Students take Mock Exams in January or February and IB Diploma 

Exams in May. These are instead of their final exams.  

 

AFTER SCHOOL PROGRAM 

GUIDELINES AND POLICIES  
 

The After School Program (ASP) is designed to give students an opportunity to explore talents 
and interests outside of the classroom. These programs vary from arts and crafts to various 
sports. Since this program is on a sign-up basis and attendance is voluntary, it is important to 
keep in mind that if a student starts an ASP, s/he must see it through to completion. This is 
particularly true for team sports and group activities like band that not only teach skills and 
sportsmanship but also the importance of perseverance. ASP activities are specifically designed 
to meet the requirements of the IB CAS program. Students should document their participation 
to demonstrate that they have met those requirements.  
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Students are not allowed to leave early on any day when they are signed up to be in an 
ASP. 
 
Please note that our first priority is a student’s academic success. We strongly encourage 
students and parents to weigh students’ academic responsibilities when making decisions about 
ASPs. This is particularly true for students in the IB Diploma Program. We suggest that those 
students work closely with the Counselor and the DP Coordinator to determine the appropriate 
level of involvement in ASPs. 
 
Students who are failing or at risk of failing an academic class, and/or students whose behavior 
in school violates the student discipline code, may be temporarily or permanently removed 
from an ASP at the discretion of the Principal. Students on academic concern and academic 
at-risk may also be denied an opportunity to sign up for an ASP. Students on academic 
probation are not allowed to participate in the ASP. 
 

ATHLETIC GUIDELINES 
Because participants are representatives of their school and community, their conduct is 

expected to exemplify high standards at all times.  Every student who participates in athletics 

can recognize the merits of competing as an individual or on a team, the physical development 

and athletic skills attained, and the increased maturity of working with and for others.  
 

ATHLETIC CODE OF CONDUCT  

This code is intended to aid our athletes in bettering themselves, developing a sense of 

responsibility, and attaining a sense of pride in a job well done. Thus, students must understand 

that, in general, participation in athletics is not a right, but a privilege not to be abused. 

1.  Being a part of the Upper School Athletic experience requires a commitment of time, 

energy and patience. Being a member of this program brings with it responsibilities both 

on and off the field. First and foremost, it is a student's responsibility to follow and adhere 

to all school policies. 

2.  Showing respect and a positive attitude to the coaching staff, teammates and opponents is 

expected at all times. 
3. As a player, you are not allowed to show displeasure with officiating. Respect and a 

positive attitude are essential. 

4.  Avoid conversation or actions that are negative about the opposition. Act positively toward 

teammates, as well as the opposition. 

5.  Swearing, crude comments or gestures are not acceptable. You represent Xiamen 

International School. Conduct yourself appropriately in all situations. 

 
RULES OF ELIGIBILITY  
Students in grades 6-12 must be passing work in all classes in the most recent reporting 
period to be eligible for XIS athletic teams. The eligibility status of a student for extra and 

co-curricular activities will be determined by their standing at the end of the marking period 

immediately preceding the athletic season for sports as established by the ASP calendar, rehearsal 
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periods for stage productions, or event preparation for Model United Nations, Cultural 

Conventions, and similar programs. The administration can change or reconsider the eligibility 

status of a student during a trimester if there are extenuating circumstances.  

 
For students to participate in a practice, game or meet, they must attend all classes the day of 
practice, game or meet. Problems with buses will not cause a student to forego participation. 
 

Academically eligible students can participate in athletics at XIS after the following are 

received by the athletic director: 

1.  A physical health card signed by a Doctor of Medicine. 

2.  A health form including parental permission and proof of insurance coverage for physical 

 injury. 

3.  Copies of the Athletic Conduct Code form signed by both student and parents. This form 

 can be obtained from the athletic office. 

 
Attendance 

 
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, 

credits toward high school graduation, and even university acceptances with frequent 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 receive credit towards graduation. 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 
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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. 

 
ABSENCES DUE TO SICKNESS 

If a student is absent for any reason, the student records coordinator should be notified at 

625-6581 or 625-6583 before 9:00 A.M. on the day of the absence. She may also be reached by 

e-mail at myra.chen@xischina.com. This should be followed upon the student's return to school 

with a note from the parent to the Principal or the Principal’s designate verifying the absence. If 

a student becomes ill during the school day, the school will contact parent(s) and inform them 

of the situation. If the school decides that the student should go home, it is the parents’ 

responsibility to pick up their child. If parents are not available, a school vehicle and driver (if 

available) will drive the child home. The parents will be charged 200 RMB for this 

transportation service. 

 
SKIPPING 
Students who deliberately miss all or part of a day are deemed to be “skipping” class (including 
Study Hall). For the first offense, the Principal will give a detention for double the amount of 
time skipped (e.g., skipping a 90 minute class results in a 180 minute detention). A second 
incident – even if it is another teacher – can result in suspension. 
 
TARDY  

When a student is late to class, it creates problems for the student, the teacher, and the rest of 

the class, all of whom are held up by the teacher’s need to repeat directions and information. In 

most cases, the teacher will take care of the tardy student and issue his or her own penalty, 

including detentions. If this problem persists, the Principal will contact parents and take action. 

When arriving after the start of the normal school day, it is the student’s responsibility to check 

in the main office. Otherwise the student will be marked absent and it will be included in the 

student’s total attendance. 
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CODE OF CONDUCT 
As members of the XIS community, all students have certain rights and responsibilities. All 
students are expected to abide by this Code and to "do unto others as you would have them do 
unto you." We expect that all parents will discuss these rules with their children. 

RIGHTS RESPONSIBILITIES  

I. Respect   

I have the right to be respected as an individual. I have the responsibility to show respect to everyone. 

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    

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 keep my property where it 

belongs, in a safe and organized manner. 

V. Safety   

I have the right to a physically safe school environment. 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 and not run at all 

times. I will exercise common sense and play in a manner 

that does not endanger others. I will recognize the danger of 

“play fighting” and will choose not to engage in it.  
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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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Discipline 
 

The administration and Board of XIS reserve the right to take appropriate disciplinary action, 

including suspension or expulsion, for activities that are considered detrimental to the welfare 

of the school, student body or individual. 
 

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. All XIS athletes are subject to the training rules and disciplinary 

actions established by the school and the athletic department. Participation is a privilege and 

those who represent the school must assume additional responsibility for their actions.  
 

ACADEMIC DISHONESTY/PLAGIARISM - All students are expected to maintain integrity 

with respect to their academic work. Any attempt to submit someone else's work as their own 

work, copying homework, use of notes, signaling or talking during a test is unacceptable and 

may result in suspension and expulsion. Students who plagiarize or cheat will automatically 

receive a zero on the test or assignment. Students in the IB Diploma Program may lose their 

right to earn IB Certificates or Diploma. Other punishments including suspension may also be 

applied. (See Academic Honesty Policy, page 23.) 
 

ALCOHOL - Possession, distribution, sale, or use of alcohol is an infraction of XIS rules and 

will result in a 3-day suspension while the administration considers 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. If a student wishes to 
go to a friend's house, this must be done after s/he arrives home. (The complete bus policy can 
be found on page 25.) 

DISPLAYS OF AFFECTION - XIS recognizes that general feelings of affection may exist 

between students. Public displays of such affection, however, should not offend fellow students, 

faculty, staff or guests. Students should refrain from inappropriate behavior such as intimate 

and prolonged embraces, kissing, and similar actions on campus, school buses and school 

events. Repeated incidents will lead to a parent conference. 
 

DRESS CODE – Students must dress appropriately for school. Clothing that is too revealing 

too tight, or otherwise too suggestive is not acceptable. We also do not accept tee shirts or other 

apparel that have obscene or offensive language or pictures, or any clothing that advertises, 

promotes or encourages alcohol, drugs or tobacco. Hats and sunglasses are not allowed in 

classes or hallways. Students dressed inappropriately may be sent home to change. The 

administration has final say in determining appropriate dress. (For further details, see guidelines 

on page 27.) 
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DRUGS - Possession, use, distribution or sale of drugs will result in a five-day suspension, 
while a determination is made regarding expulsion. The Board will also be notified. 
Possession, distribution, sale, or use of illegal drugs is an extremely serious offense in the 
P.R.C. 

FIGHTING - Any deliberate, aggressive physical contact with another person that might result 

in an injury is considered fighting. "Play fighting" or "horsing around" can also result in injury 

and is also prohibited. Fighting will result in a five-day suspension for all students involved. 

Repeated incidents will lead to expulsion. 

 
GUM CHEWING – Teachers in any class can ban gum chewing. There is no gum chewing on 
the bus. 
 

HARASSMENT/ INTIMIDATION  – Will not be tolerated by anyone. Teasing, threatening, or 

the verbal harassment of another person may result in parent contact, a request for a letter of 

apology, and in severe or repeated cases, suspension or expulsion. 

 

INAPPROPRIATE BEHAVIOR - Any behavior that disrupts the learning opportunities or 

threatens the safety of others will not be tolerated and will result in disciplinary measures. 
 

INSUBORDINATION - Failure to follow a staff member's direction will not be tolerated and 

may result in a detention or suspension. 
 

LABORATORY BEHAVIOR - Creating an unsafe situation in the lab could harm not only the 

student involved but also others, and will result in disciplinary action.  

 
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!”  
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MUSIC – Walkmans, MP3s or other recording devices cannot be used in the school; however, 

they may be used on the school bus. If students do bring them to school, they should remain 

inside the student's book bag while on the school grounds. The school cannot be held 

responsible for loss or theft of these items. Radios and boom boxes are not allowed. 

 

OBSCENITIES AND PROFANITIES - All students are expected to use appropriate, 

inoffensive language. This also refers to wording and slogans on clothing. It extends to all 

languages, not just English. Penalties range from parent contact to detention. Suspension is also 

possible if the language is aimed at an individual, and will be viewed as an act of bullying. 

 

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 expensive items 

can result in expulsion. 

 

TOBACCO POSESSION OR 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. Possession of 

tobacco by any person under 18 is against the law in China and may also result in a detention or 

suspension. 
 

VANDALISM  – Destruction or desecration of school property is not allowed. Students who 
engage in such behaviors are subject to detention or suspension, and will be asked to either 
reimburse the school or assist in the repair or cleaning of damaged items. 
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DISCIPLINE PROTOCOL 
Teachers handle most 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 administration 

intervene. Teachers track and document all cases of student misconduct serious enough to 

disrupt other students or the educational program. There must be clear, consistent and fairly 

administered consequences for violating the Code. A typical sequence includes: 

1. warning 

2. consequence (loss of certain privileges, note home, etc.) 

3. detention 

4. parent conference 

5. in-school suspension.  

6. out-of-school suspension. 

7. expulsion 
 

The administration reserves the right to move immediately to suspension or expulsion in cases 

that demand it. 
 
SUSPENSION 

Suspensions of students occur for serious offenses. There are two types of suspensions: internal 

and external. Each of these suspensions can vary in length. If a student is suspended externally, 

he or she may lose the right to make up the work for a grade in the classes that he or she missed. 

He or she cannot attend any school events during the time of that suspension. Suspensions will 

be treated as absences. Examples of behaviors that 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 
 
EXPULSION 
Expulsion of students occurs for any acts that seriously threaten the safety of students and staff 
or for repeated acts of misconduct despite other disciplinary actions. Expulsions are made by 
the Headmaster. Students who are expelled are not allowed to return to XIS at any time, either 
to re-enroll or to visit the campus. 

Examples of behavior that may 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 
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EMERGENCY PROCEDURES 
 

XIS has developed a set of procedures to follow in the case of an emergency.  Since 

emergencies often occur without warning, students, parents and teachers are asked to become 

familiar with these procedures. 

 

EARTHQUAKES 

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. 

�  Everyone will remain on campus until instructed by the Headmaster or Principal. 

�  If on the bus, remain on the bus and follow the instructions of the bus driver who will 

be in contact with school administrators. 
 
FIRE 

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: 

�  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 by homeroom. Talking is discouraged, as announcements may be 

required. 

�  After a 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 as possible and join their teacher and classmates in the designated 

area.  

�  An administrator will give the signal to re-enter. Students will proceed in the same 

orderly fashion to return to their classrooms. 
 

TYPHOON 

If the government informs us or 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.   
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GENERAL INFORMATION 
 

BUS DEPARTURES  

Buses depart the school at 3:30 P.M. and at 4:40 P.M. Tuesday through Friday. There is one 

student bus on Monday which departs at 2:20. 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 any classroom during the school day. The school will not be held responsible for 

the loss or theft of these or other items.                    

 

COPY MACHINE USE- Students are issued a copy card with which they can operate several 

copy machines on campus. Students are responsible for the use and possible misuse of their 

copy cards. They are also responsible for paying all fines for copies and for keeping their copy 

card up-to-date.  

   

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. 

 

LEAVING SCHOOL EARLY – On those rare occasions when it is necessary for a student to 

leave school early, he or she must obtain written permission from the main office, signed by a 

school administrator. All students, parents and teachers who leave school through the guard 

office must sign out with one of the guards. Please do so in a respectful manner.  

 

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. (Please 

see page 29 for Library Guidelines.) 

LOST AND FOUND - All found articles should be turned in to the Nurse’s office immediately. 
Valuable items such as cell phones and MP3 players will be locked up in the Principal’s office. 
All items 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. The school cannot be held responsible for lost or stolen items. 
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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 Upper School lunch period is from 11:45-12:15.  

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. 

SCHOOL DAY - The school year is 183 days. The school day begins at 8:25 and is finished at 
2:20 on Monday. On Tuesday – Friday, the school day begins at 8:25 and ends at 3:20. Students 
participating in ASPs on Tuesday – Friday finish at 4:30. 

STUDENT ILLNESS OR INJURY - We ask that all students who are sick stay at home until 
their symptoms disappear. Students who develop symptoms during the school day should 
report to the nurse’s office. She will determine whether they can return to class or should go 
home. Parents must pick their sick child up from school and take them home or to the doctor if 
the nurse calls and requests it. 

A first aid kit is available in several classrooms and at all school events. No staff member may 
give a child medication, including over the counter items, except our school nurse. Parents who 
wish the nurse to give medication must provide a written note from the parent. Students may 
also not take medications on their own, and they are not allowed to share medications with 
other students. This also includes over-the-counter items. 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.  

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 - Telephones at XIS are business phones. Students may only use them in the 
case of an emergency or to tell their parents that they are staying after school for detention. All 
other after school activities, for instance 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 will be responsible for any lost or damaged books that are checked out to them, 
including library books. Report cards and/or transcripts may be held until the books are 
returned or paid for. In general, students are charged two times the cost of a book for its 
replacement, in order to cover shipping charges, customs fees and taxes. 
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TUTORS - By Chinese law, employees of XIS cannot tutor students for pay or gifts. The school 
does not keep a list of tutors. 

VISITORS AT SCHOOL - Students are allowed to bring a visitor to school as long as 
permission is obtained at least one day in advance from the Principal and appropriate teachers. 
Failure to do so will prohibit the visitor from remaining at school. All visitors must be 
supervised and wear a visitor's tag obtained at the school office. Visitors will be respectful of 
teachers, students, and the educational process. They may be asked to exit a class during a test 
or other assessment, and may be asked to leave campus if they are not respectful of school rules. 
In general, we ask that visitors not spend more than two days at one time on campus. 

 

Academic Honesty Policy 
It is expected that students and teachers at Xiamen International School understand and abide 
by the academic honesty policy set by XIS and the International Baccalaureate. Students have 
the right to pursue their education free from any form of intellectual dishonesty.   
 
“ It is the responsibility of each teacher to confirm that, to the best of his or her knowledge, all 
candidates’ work accepted or submitted for assessment is the authentic work of each 
candidate. This includes all work for internal assessment where teachers’ marks are submitted 
to the International Baccalaureate Curriculum and Assessment centre (IBCA) in Cardiff, 
United Kingdom. When a school has implemented all prevention measures, teachers are 
expected to detect any plagiarism. Teachers are also expected to support the school’s policy 
on good academic practice and provide candidates with advice whenever necessary.”   
(“Academic Honesty: guidance for schools”, IBO Sept. 2003) 
 
All student work must: 

- conform to the full and appropriate MLA format for acknowledgement of sources 
used (including but not limited to: written work, illustrations, maps, data, Internet 
sources, etc.)  

- demonstrate the student’s own original ideas and reflect his/her own understanding of 
the material presented, precluding collusion or ghost writing 

- submit work that is required specifically for a given course, without duplication  
- conform to all examination rules of XIS and the IBO 

 
Glossary 
(The following terms of malpractice come from “Academic Honesty: guidance for schools,” 
IBO Sept. 2003) 
(a) plagiarism: the representation of the ideas or work of another person as the candidate’s 
own 
(b) collusion: supporting malpractice by another candidate, as in allowing one’s work to be 
copied or submitted for assessment by another 
(c) duplication of work: the presentation of the same work for different assessment 
components and/or diploma requirements 
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(d) any other behavior that gains an unfair advantage for a candidate or that affects the 
results of another candidate (for example, taking unauthorized material into an examination 
room, misconduct during an examination, falsifying a CAS record). 
 
Plagiarism 
At XIS, there is a zero tolerance for plagiarism.   
 
Should there be a case of unintended academic infringement, a teacher may work with that 
student in order to clarify the infringement and to ensure the student understands that a second 
offense in any class will be considered plagiarism. 
If a student is suspected of plagiarism, the teacher must hold a conference with the student.  
The teacher may use any or all of the following to determine authorship of the work in 
question: 

- request that the student explain the main idea 
- request a clear understanding from the student of vocabulary used  
- request the student to answer, in a reasonable manner, any questions about the work 

in question 
- request sources for cross-reference with the work in question  

 
Consequences for plagiarism 
Should it be determined that the student has committed academic dishonesty that is not 
deemed unintended academic infringement (see above), the student will automatically receive 
a zero for the assignment. In addition, the appropriate teacher(s) and administrator(s) shall 
determine which of the following consequences to implement: 

- redo the assignment without receiving a grade for it 
- have his/her parent(s)/ guardian(s) notified 
- have a note of the incident placed in the student’s file 

 
Cheating 
Should it be determined that a student has cheated on a test or exam, the student will 
automatically receive a zero on the test or exam. In addition, the appropriate teacher(s) and 
administrator(s) shall determine which of the following consequences to implement: 

- be suspended from school for 1 day (second offense) 
- be suspended from school for 3 days (third offense) 
 
*Full Diploma students risk being asked to leave the Diploma Program for cheating. 
 
Should a student cheat during an IB exam, the appropriate protocol will be followed in 
informing the IBO (see “Academic Honesty: guidance for schools”, IBO Sept. 2003) 
 

Please note: Many universities ask if a student has ever engaged in academic dishonesty. XIS 
will give a truthful response to this question. This may endanger a student’s acceptance to that 
university.  
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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 the 
 damage and could lose their bus privileges. 
 
12. Students will be let off the bus only at their designated stops, unless there is an 

emergency. In that case, the bus monitor will accompany that child while other students 
wait on their bus for her 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.  
 

�  No upper school student will be allowed to use computer at XIS until they have 

returned a completed Acceptable Use Agreement form to the secondary school 

Principal. 

�  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 "Acceptable Use Agreement" will result in restricted computer use, 

suspension or expulsion.   
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DRESS CODE 
The purpose of the XIS dress code is to allow our students to wear comfortable clothing. We 
do 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. Shorts or shirts must extend down the leg 
as far as the student’s finger tips when the arms are place vertically at the side of the student’s 
body. 
 
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. 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: 
 
In general, teachers monitor student appearance and may either issue a warning or ask 
students to turn clothes inside out (to hide an inappropriate message) or to change into other 
clothes. They may also send students to the office, where they may be sent home to change 
clothes, or even suspended 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. IB Diploma students, however, 
can be expected to be assigned homework during holiday and vacation periods. 

 
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 conducive 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. We also recommend a 
computer with an Internet connection and a printer with a good supply of ink. 

 
IB Diploma Program (IB-DP) 
The work load for the IB-DP in Grade 11 and 12 is greater than the average. Students 
should expect to spend about 24 hours a week on homework, which includes their 
coursework, ToK, Extended Essay and CAS portfolios and journals. It will not be unusual 
for DP students to have homework over the weekends, or vacation periods. 
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XIS Library Procedures for Upper 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. 
 
Students in grades 6-12 may check out four books at a time.  The circulation period is two 
weeks. 
 
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. 
 
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 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. 
 
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. 
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CREATING A BIBLIOGRAPHY FOR WORKS CITED  

 

CITATION MAKER:  http://www.openc.k12.or.us/citeintro/citeintro.php?Grd=Sec 

EASY BIB: www.easybib.com 
 

input your information and these sites will produce the correct bibliographic format 

If you don’t find your resource listed, check below and if you still don’t,  

 consult MLA Handbook for Writers of Research Papers (sixth edition, copyright 2003). Purdue 

University’s Online Writing Lab (OWL) is a great site for MLA documentation style.   

Type of source Format Example 

   

BOOK WITH ONE  

AUTHOR 

Author’s Last Name, First Name. Title of Book.  

        Place of Publication (city): Publisher, Date. 

Clark, Margaret Goff. The Endangered Florida 

        Panther. New York: Dutton, 1999. 

   

NO AUTHOR GIVEN 

Title of Book. Place of Publication (city): 

        Publisher, Date. 

National Geographic Atlas of the World.  

       Washington, D.C.: National Geographic 

        Society, 1998. 

   

TWO AUTHORS 

Author’s Last Name, First Name and First  

        Name Last Name of Second Author.  

        Title of Book. Place of Publication  

        (city): Publisher, Date. 

Read, Phyllis and Bernard L. Witlieb. The  

        Book of Women’s Firsts. New York: 

        Random House, 2005. 

MORE THAN TWO  

AUTHORS 

Author’s last Name, et al. Title of Book.  

        Place of Publication (city):  

        Publisher, Date. 

Allen, Thomas, et al.  CNN War in the Gulf.   

        Atlanta: Turner Publishing, Inc., 2005.

   

EDITOR 

Editor’s Last Name, First Name, ed. Title  

        of Book. Place of Publication (city):  

        Publisher, Date. 

Graham, Judith, ed. Current Biography 

        Yearbook. New York: The H. W.  

        Wilson Company, 1999. 

ALMANAC “Title of Article.” Title of Almanac, Date  

        of Edition. 

“National Park System.” World Almanac and 

        Book of Facts, 2007 ed. 

GENERAL BOOK  

ENCYCLOPEDIA- SIGNED  

ARTICLE 

Author’s Last Name, First Name. “Title of  

        Article.” Title of Encyclopedia.  

        Date of Edition. 

Russel, Seymour. “Holocaust.” Encyclopedia 

        Americana.  2002 ed. 

GENERAL BOOK  

ENCYCLOPEDIA-  

UNSIGNED ARTICLE 

“Title of Article.” Title of Encyclopedia.  

        Date of Edition. 

“Vesuvius, Mount.” Compton’s  

        Encyclopedia. 2003 ed. 

SPECIALIZED  

ENCYCLOPEDIA-  

REFERENCE BOOK 

Author’s Last name, First Name. “Title of  

        Article.” Title of Book. Place of  

        Publication (city): Publisher, Date. 

Hodge, Paul. “Virgo Cluster.” McGraw  

        Hill Encyclopedia of Science &  

        Technology. New York: McGraw  

        Hill, 2004. 

MAGAZINE ARTICLE-  

SIGNED 

Author’s Last Name, First Name. “Title of  

        Article.”  Title of Magazine Date:  

        Page Numbers. 

Zhi, Lu. “Newborn Panda in the Wild.”  

        National Geographic Feb. 1999:  

        60-65. 
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MAGAZINE ARTICLE-  

UNSIGNED 

“Title of Article.” Title of Magazine Date:  

        Page Numbers. 

“Best Values in Treadmills.” Consumer  

        Reports  Jun. 2003: 14-16. 

WORK WITHIN A  

COLLECTION 

Author’s Last Name, First Name. “Title of  

        Work.” Title of Book. Editor, Translator or  

        Compiler’s Name, Place of  

        Publication (city): Publisher, Date. 

Allende, Isabel. “Toad’s Mouth.” A Hammock 

        Beneath the Mangoes: Stories from Latin 

        America. Ed. Thomas Colchie.  

        New York: Plume, 1999. 

INTERVIEW Last Name, First Name. Personal  

        interview.  Date of Interview. 

Smith, Bill. Personal interview.  

        2 Feb. 2003. 

PAMPHLET Title of Pamphlet.  Place of publication:  

        Publisher, Date. 

Alcoholism. Washington, D.C.: U.S.  

        Department of Health and  

        Human Services, 2005. 

WORK OF ART Artist’s Last Name, First Name.  Title of artwork. 

         Location of artwork.  

Picasso, Pablo. Guernica. Reina Sofia, Madrid. 

TELEVISION PROGRAM Name of TV Program.  Name of Network.  

        Call Letters of Station, City. Broadcast Date. 

MacNeil-Leher News Hour.  PBS.  WXXI,  

        Rochester.  15 Mar. 2004. 

DVD Title of DVD Program. Media description (DVD).  

        Distributor, Date. 

The Sound of Music. DVD. Twentieth Century 

        Fox, 2003.  

VIDEOTAPE Title of Video.  Publisher, Date. Malcolm X.  Schlessinger Video Productions, 

        2004. 

 

ELECTRONIC RESOURCES�
Technology makes it possible to access information through computers.  You must indicate that you found the 

resource in an electronic format.  See the following:� �

INTERNET SITE Title of Site. Site Editor or Author (if  

       given), Date of Last Update  

       (copyright date).  Name of Any  

       Sponsoring Institution. Date  

       of Access URL. 

CNN.com.  2002. Cable News Net-  

        work. 15 May 2003  

ONLINE ENCYCLOPEDIA Author’s Last Name, First Name. “Title  

       Of Article.” Name of Encyclopedia,  

       Date of Edition. Date of Access . 

Nachamie, Benjamin A. “Bone  

        Disease.” Grolier Encyclopedia  

        Online, 2 Feb. 2002 . 

DATABASE ARTICLE Author’s Last Name, First Name. “Title of  

       Article.” Periodical Name Volume  

       Number Month Year: Page Numbers.  

       Database Name. Service Name.  

       Name of Library. Date of Access URL. 

Palmoth, Bill.  “Facts to End the  

        Hunting Debate.” Sports  

        Illustrated 56 Mar. 2002: 48-  

        49. QuestiaSchool. XIS, Xiamen, China

         3 Mar. 2001.  

          <http://questiaschool.com/>. 
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ONLINE MAGAZINE OR  

NEWSPAPER ARTICLE 

Author’s Last Name, First Name. “Title of  

       Article.” Magazine or Newspaper  

       Name. Publication Date. Date of  

       Access URL. 

Brooks, David. “The Culture of  

        Martyrdom.” Atlantic Online  

        Jun. 2002. 10 May 2004   

        <http://www.theatlantic.com/doc/ 

        200206/brooks>. 

SOUND CLIP Performer’s Last Name, First Name. “Title  

       of Work or Segment.” Title of  

       Program/Series/CD. Publisher, Date  

       of Publication. Date of Access URL. 

McFerrin, Bobby.  “Kalimba Suite.”  

         Beyond Words. Blue Note,  
        2002. 21 May 2002  

        <Com/promo/fulfill?key=3938614>. 

CARTOON Author’s Last Name, First name. “Title of  

       Cartoon.” Cartoon. Title of  

       Periodical Date of Publication. Date  

       of Access. URL. 

Ohman, Jack. “One Final Carrier  

         Landing Attempt.” Cartoon.  

         US News.com 8 Apr. 2002.  

         29 May 2002  

         <Usnews.com/usnews/ 

         issue/0204008/Opinion/8car  

         toon.html>. 

IMAGE Artist’s Last Name, First Name (if given).  

       “Title of Work or Search Term.”  

        Online image. Title of Home Site.  

        Date of Access. URL. 

        

 

“Twin Towers.”  Online image. Islamic  

         Voice. 12 Jan. 2005  

         <com/august.2003. images/  

         twin_towers.jpg>. 

                    NOTES:   

·                      Your bibliography page should be titled Works Cited and be in alphabetical order.  

·                      Works Cited should be double spaced and indented after the first line.  

·                      In addition to acknowledging sources and giving appropriate credit, a Work Cited page  

                should enable the reader to return to the resource by providing the information necessary  

         to do so. 

·                      Be consistent in writing out dates- January 13, 2005 should be 13 Jan. 2005.  

·                      Single spacing after punctuation marks is now accepted.  

·                      You may shorten the Publisher’s name- ex: W. W. Norton & Company becomes Norton  

·                      Do not use p. or pp. for page numbers- ex: pp.23-26 should be 23-26 
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IN-TEXT CITATIONS : 

 

When you use sources, you must cite where that information can be found.  You must include the 

author’s last name and the page number in your essay somehow, either in the text or in parentheses.  

Use whatever word will come first in the Works Cited entry.  That could be the author’s name or 

it could be the title of the website or article if no author is named.  You can shorten long entries 

to something recognizable so long as the main word is kept.  For example, The Longman 

Dictionary of the English Language could be shortened to Longman. 

 

Make it as easy to read as possible.  You are telling the source from which a particular idea or 

thought came.  You don’t need to cite every sentence, but all major ideas from anyone else 

except your own original thoughts must be cited. 

 

Zeki states that creativity develops in the human mind before the age of one (89). 

Creativy develops in the human mind before the age of one (Zeki 89). 

With humans, we know that “… creativity occurs before a child is one year old” (Zeki 

89). 

 

----- 

 

 

The debut of Shakespeare’s Julius Caesar proclaimed that the Globe Theater was a place for ideas, 

a place where an audience must observe with the inner eye and listen with the inner ear 

(Bartleby.com). 

 

In Bartleby.com, the author states that the production of Shakespeare’s Julius Caesar marked the 

Globe Theater as a place for ideas, where an audience must observe with the inner eye and listen 

with the inner ear. 

---- 

 

If you wish to quote the exact words from a source, put the words in quotation marks, followed by 

the required citation. “There were powerful speakers against him, not only Lord Nelson.” (Bragg).  

If the quotation is more than four lines in length, you should make an indent and write the 

quotation WITHOUT quotation marks four centimeters from the edge, block style.   

 

 More delaying tactics meant that although Wilburforce introduced the 

Bill every year throughout the 1790s, little progress was made.  There 

were powerful speakers against him, not only Lord Nelson.  One MP 

said he declined to gratify his humanity at the expense of the interests of 

his country and thought that we should not enquire too closely into the 

unpleasant circumstances with which the slave trade was perhaps 

attended. (Bragg) 
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Six Traits Writing Rubric  
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