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Welcome to NCBIS

Dear Parents and Students,
At NCBIS our motto is ‘bringing out the best in everyone’ and this is achieved through a partnership
between pupils, parents and the school, whereby effective communication and two-way support is
paramount to the success of our students. We are committed to providing the highest quality of education
within a supportive and positive environment to develop not only life-long learners, but also to produce
well-rounded responsible global citizens.
Please take the time to read the contents of this handbook, which highlights our Mission, Vision and Values
and also leads you through the policies, routines and procedures that underpin the Secondary School. This
will enable you to better support your child throughout their learning journey at NCBIS in order that we
can all work together to help them to achieve their potential.
If you have any questions or suggestions that will help us to support your child further, please contact us
so we can work together to refine our current practices and procedures.

Mr. David Mate
Head of Secondary
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NCBIS Mission Statement
To provide a learning environment that supports academic achievement whilst promoting personal growth
through the attributes of the IB Learner profile, in a caring international community committed to the
traditional values of honesty, courtesy, respect, integrity and fair play.
NCBIS is guided in all its actions and decisions by its commitment to:


Providing quality education in a safe, secure and caring environment



Ensuring choice and challenge both within the curriculum and the extra-curricular programmes



Promoting academic and personal achievement Inspiring intellectual curiosity, critical thinking and
enthusiasm for learning



Developing each student’s unique talents to help them achieve their potential



Maintaining an internationally diverse community of open-minded people

Vision Statement – in 2021 NCBIS is: an international school of renown that provides an education of
excellence by which students are prepared for a rapidly changing world where skills, values, attitudes and
attributes are as important as knowledge. This education enables students to fulfil their academic, sporting
and artistic potential and develop a positive and creative mindset that enables them to achieve success at
school and in later life. This is achieved in a happy atmosphere and safe and stimulating physical
environment that is conducive to academic learning as well as personal and social growth. NCBIS will
continue to be celebrated for its warm and caring ethos and its positive contribution to a sustainable and
just world.
Bringing out the best in everyone
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The Home-School Agreement
The aim of our Home-School Agreement is to make clear to parents/carers, students and staff that they have
an equally important part to play in helping each individual student make the best of the opportunities
provided at NCBIS. Success for your child will be built upon an open and supportive partnership between all
those concerned. The Home-School Agreement will enable NCBIS to work within our school philosophy and
towards our educational aims and thus provide a quality education for your child. We would ask that you
read the agreement below with your child.
Pupils are expected to:


be polite, respectful and courteous to all members of the school community.



be responsible for actions and develop self-discipline in life skills.



be respectful of the property of others and care for the school environment.



be punctual for all school activities.



inform parents of changes to school routine e.g. after school lesson.



have respect for each and each other’s world view.



move sensibly around school and with a minimum of noise level so as not to disturb others.



wear the correct school uniform.



have a positive work ethic and meet deadlines and personal targets.



enter classes quietly and purposefully, in readiness to work.



act as role models for younger students.



behave impeccably to promote a positive image of the school in the community.



hand all correspondence to parents on the day issued (envelopes should not be opened).



Use English when instructed in lessons in line with our language policy, on buses and when
representing the school (exceptions to this rule are: Dutch Primary School, language classes and
Foundation years when appropriate).



ensure that mobile phones and any other devices are used as stated by the school policy

Parents are expected to:


read and abide by the Student-Parent handbook.



attend, whenever possible, school events and parent-teacher meetings.



ensure that they are available within 10 working days, when there is a request to attend a meeting
about their child’s progress or behaviour.
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assume the responsibility for the attendance and punctuality of their child.



ensure that at least one parent is home during the school term, where possible, and ensure that if
both parents are away, that the school is notified.



encourage their children to meet homework deadlines and to check and sign planners on a weekly
basis.



reinforce the importance of their children wearing correct uniform or appropriate clothes.



make the school aware of any learning issues and act on any recommendations requesting
assessments or help from outside agencies.



be punctual for school events and when collecting students after events and trips.



support school policies and guidelines for behaviour and support the school in enforcing any
sanctions that are set.



encourage and support their child's effort to learn by providing time and space for their child to
study, and by prioritising school and school work during the school year.



ensure that their children come to school properly equipped.



inform school of any concerns or problems that might affect the student’s work or behaviour.



respect the teachers’ work time and make an appointment to discuss any issues.



encourage the use of English in school and on transport provided by school.



ensure letters / reply slips are filled in and returned promptly.

Teachers are expected to:


be role models for the students.



apply NCBIS policies consistently.



use appropriate language to all.



adhere to the dress code.



participate in ECAs and whole school events.



be proactive with parent / teacher relationships and be open and welcoming.



respond to parental enquiries within 2 working days and arrange meetings as soon as is practical /
possible.



be aware of the needs of all learners, including those in Learning Support and EAL.

7



respect confidentiality.



be ambassadors for the school at all times.



provide a positive learning environment.



display a sensitive and caring attitude to all.



always act in a culturally sensitive manner ensuring that any comments are respectful of the local
culture and the culture of any member of the school community.



plan engaging lessons that are inclusive of all learners.



in the event of a lockdown situation, follows the instructions of a staff member.

Additional points to note:


The school accepts no responsibility for any loss of, or damage to, visitors’ property including
confiscated items.



Any visitors entering the school for visits to learning areas or for meetings must be arrange to do so
by prior appointment.
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The School Day
Registration

7:50am – 8:00am

Period 1

8:00am – 8:50am

Period 2

8:50am – 9:40am

Period 3

9:40am – 10:30am

Break

10:30am – 10:50am

Period 4

10:50am – 11:40am

Period 5

11:40pm – 12:30pm

Lunch

12:30pm – 1:05pm

Period 6

1:05pm – 1:55pm

Period 7

1:55pm – 2:40pm

ECA 1

2.40pm – 3.55pm

ECA 2

4.00pm – 4.45pm

School Hours
The standard school day is from 7:45am to 2:40pm. All students in school after 2.40pm must be part of an
ECA, CAS activity or be present with the permission of a member of staff and under that staff member’s
direct supervision. Students are not permitted to leave school during the day without authorisation or adult
supervision. Students arriving late or leaving early must sign in and out at the Secondary School office.
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Visiting the School Campus
All parents and visitors are kindly reminded to sign in and out at the main gate on every visit to the campus.
Visitors must visibly wear the relevant NCBIS ID badges when on campus at all times. Families are requested
to pick up their family ID badges on admission to the school.
Parents and visitors should observe the following points:


If the fire alarm sounds, leave the building by the nearest exit and report to the assembly point on
the school field.



In the event of a lockdown situation, follow the instructions of a staff member.



The school accepts no responsibility for any loss of, or damage to, visitors’ property.



Parents and visitors are requested not to enter classrooms or teaching areas except by prior
arrangement.

Weekends/Holidays
Buildings, classrooms, and other educational rooms are not open at weekends and during holidays, unless
prior arrangements have been made with the Head of School. Students must be supervised by an adult at
all times, and appropriate conduct is expected.
Due to limited parking facilities, parents should park their cars outside of school.
No pets are allowed on campus.
Student Guests
There will be times when former students or friends and family members of our existing students will want
to visit the school. Permission for this type of visit must be sought at least 24 hours before the visit, from a
Head of Key Stage or the Deputy Head Student Welfare. This can be done by emailing
secondaryoffice@ncbis.co.uk. Guests of students in Years 7-13 are restricted to break time visits only so as
to avoid disruption to lessons. We cannot guarantee to be able to accommodate all requests.
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Dress Code
The personal appearance of NCBIS students should reflect a respect for the school and the international
community so that individual student’s dress does not distract from the learning process. NCBIS is a place
of work and study and therefore appropriate dress is neat, clean, modest and in good repair. For Students
in Year 7 – 11, there is a school uniform. Key items (*) must be purchased from the school uniform shop and
no alternative items are permitted.
Years 7 – 11 Uniform


school trousers or shorts* (shorts should be appropriate length for school wear)



school polo shirt, long or short sleeved* (any vest or t-shirt worn underneath should be white or
black)



school fleece, jumper, cardigan or body-warmer*



plain, all-black footwear (no boots or open-toe sandals)



plain black or white ankle socks, plain black or grey tights (no leg warmers or leggings)



belts may be worn – black only



hats/caps - may only be worn outside during cold weather or in the sun



plain black or grey scarves and plain gloves - may be worn outside during cold weather.



House T-shirt* for PE lessons and House events

Hair: Should be kept neat, appropriate for school, and be a natural colour. Hair can be tied back in lessons
at the discretion of the teacher. This is often done for health and safety reasons.
Make up: No make-up or nail varnish is allowed.
Jewellery: Students should not wear any jewellery, including religious items; however, one pair of studs in
the lobe of the ear may be worn. No other piercings are permitted.
Physical Education (PE) Clothing
Physical Education Uniform


school House T-shirt and school PE shorts



white socks (different from those worn for school) trainers or football boots where appropriate
(trainers for use on the courts must be non-marking and without studs



shin pads and plain white long socks must be worn when taking part in football and hockey
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swimming costume – one piece for girls, which must be predominantly black. For boys swimming
trunks or shorts no longer than knee length, which must be predominantly black



mouth guards are obligatory for rugby and hockey



school PE sweatshirt & school tracksuit bottoms may be worn during cold weather in addition to,
not instead of regular PE kit (at the discretion of the teacher)



cap and sunglasses may be worn (at the discretion of the teacher)



water bottle

All pupils with long hair must have it tied back for all PE lessons. Watches and earrings must be removed
before the start of the lesson.
For the sake of personal hygiene and safety, all students are expected to change clothing and footwear for
PE, even if they have a valid reason for not participating. They may be asked to act as coach, referee, scorer
etc.
If pupils cannot participate in PE lessons, they should hand in a note, dated and signed by a parent or
guardian. If a pupil has not participated for 2 sessions, they are required to bring a letter from their doctor.
We advise all pupils to wear sunscreen when outdoors.
IB Dress Code
IB students are role models for, and representatives of, the NCBIS student body. The IB Dress Code is a
privilege that allows students considerable freedom. All IB students are expected to adhere to the dress
code in a manner that is respectful of local cultures while maintaining a smart appearance.
Shirts


Long-sleeved or short-sleeved collared shirts, polo with collar, smart tops. No large logos are
permitted.



No hoodies, t-shirts or t-shirt-like tops



Shoulders and midriff must be covered, with a capped sleeve

Trousers/shorts


Long tailored trousers or smart tailored shorts



No denim of any colour



Leggings may only be worn with a mid-thigh length top

Skirts


Appropriate length and no denim
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Outerwear/Coats/Jumpers


Smart jumpers or cardigans



No sports jackets, denim jackets. No large logos are permitted.

Footwear


Smart, sensible and neutral footwear, no loudly coloured trainers or running shoes

Jewellery and Make-up


Discreet jewellery



No excessive make-up

Uniform violations
We expect our students to abide by the NCBIS dress code. Students who do not follow the dress code can
expect the following staged approach:
1st stage – Up to 3 warnings will be given with a mandatory note written in the uniform log in the planner
and noted on SIMS / Edulink.
2nd stage – On the 4th uniform violation an after-school detention will be issued by the tutor/co-tutor
which will be noted on SIMS / Edulink.
3rd stage – On the 5th uniform violation an after school detention will be served with the Head of Key
Stage which will be noted on SIMS / Edulink.
4th stage – On the 6th uniform violation an after school detention will be served with the Deputy Head
Student Welfare which will be noted on SIMS / Edulink.
5th stage – On the 7th uniform violation the student will be removed from lessons until the correct uniform
is brought in to school. Parents will be contacted.
Extra-Curricular Activity (ECA) Clothing


For all practical ECAs, students are expected to bring appropriate kit.



For sporting ECAs, unless otherwise stipulated by the coach of that activity, Year 7-11 students are
expected to wear PE kit and IB students should wear appropriate sportswear.



Students selected to play for school teams must wear correct kit in all training sessions and matches
if they wish to represent NCBIS.

Exceptions to this rule would include contact sports; where the students may be asked to wear stronger or
more protective clothing.
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Food and Drink
At break times, students can choose to either buy food from the school canteen or bring a packed lunch
from home. The school has designated areas for the consumption of food and drink. Food is not permitted
on the school field. In the interests of healthy eating and parity for all, food is not allowed to be delivered
by a delivery order, drivers or parents. Fast food is not allowed on site and will be confiscated. Chewing gum
is not allowed on school premises either.
Students are expected to bring their own labeled water bottle to fill from the school water dispensers as
part of the school’s environmental initiative to cut down on plastic cups and bottles. To ensure the safety
of children in our community who have severe food allergies, please do not send food items containing
nuts or nut-based products.
Lockers, Bags and Valuables


Students will be assigned a locker in which to keep their personal property.



Year 7–13 students will need to supply a lock for their locker.



Students are strongly encouraged to use these lockers throughout the day.



Laptops, mobile phones, electronic equipment and other personal items of value may be brought
to school at the student’s own risk. The school will not be held responsible for lost or stolen items,
including items that have been confiscated.



Lost property enquiries should first be made to the Secondary School office and then to the security
office where our lost property store is located.



Please label all personal belongings where possible.

Mobile phones and other device usage policy
We understand that changing technology means that mobile phones and other devices can be used for a
variety of educational purposes. However, the use of the mobile phone and other devices (including
earphones) for telephoning, messaging or accessing media is not permitted during the school day from
7.45am to 2.40pm. Should a pupil be found using or visibly seen in possession of their mobile phone or other
device between these hours, the device will be confiscated.
If pupils need to contact parents during the school day, they should do this inside the Secondary Office and
with permission. Similarly, if parents need to contact their child, they should contact the Secondary Office
and leave a message.
If a student is found using their mobile phone/other device inappropriately and repeatedly the following
staged sanctions will apply:
First Offence: The mobile phone/other device will be confiscated and parents will be notified. Students can
collect the phone/device from the Secondary School Office at the end of the day, where they will be issued
a first warning letter and the confiscation will be logged.
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Second Offence: The mobile phone/other device will be confiscated. Students will be issued with a second
letter and parents will be required to come into school to collect the mobile phone/other device.
Third and Subsequent Offences: Any further breach of the mobile phone policy will lead to the mobile
phone and SIM card/other device being confiscated for a minimum of two weeks. Parents will then be
required to collect the item.
Home School Communication
At NCBIS we believe that good communication between home and school is essential to ensuring that
students are successful in all aspects of schooling. Therefore, staff will keep parents informed of relevant
issues in a timely and appropriate manner. Likewise, parents are welcome to contact relevant teachers with
any questions regarding school-related matters. Parents can expect a reply from a staff member with a 2
working day response time. E-mails arriving between 6.30pm and 6.30am will be treated as though they
have arrived after 6.30am. Please note that staff are not expected to check or respond to e-mails during the
holidays, so this should be factored in to any requests that you may have.
If you wish to contact teachers during teaching hours, please call the Secondary School office to leave a
message. Alternatively, teachers can be emailed by using the teacher’s first name, dot, last name followed
by @ncbis.co.uk e.g. joe.bloggs@ncbis.co.uk .
Change of Address/Telephone Number
Please notify the Secondary Office with any changes of telephone number (including mobile), address, email address, or emergency contacts.
Guardianship Arrangements if Parents are Overseas
Please notify the school if you are planning to take a trip out of the country for more than one day. NCBIS
will need details of appointed guardians and emergency telephone numbers.
We have noted from experience that in situations where both parents are away, students can be rather
unsettled. If we have information about your travel arrangements, it will enable staff members to provide
additional support at these times.
School Cancellation
In the event of emergency closure, the school will contact all parents by text and/or e-mail. This information
will also be displayed on our school website home page.
Parent-Teacher Conferences and Reports
Parents are always welcome to arrange meetings at school, and likewise the school may initiate a meeting
with parents at any time during the year. It is requested that 1 working day’s notice be given when making
appointments. There are two parent-teacher conferences for each year group throughout the year as well
as grade and written reports. As part of our Home School Agreement, it is the expectation that parents
attend parent-teacher conferences and careers appointments (where relevant). Students are also strongly
encouraged to attend parent-teacher conferences. If the school requests a meeting, parents are required to
attend within 10 working days.
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School Newsletters, School Website, Facebook, Instagram & Twitter
A Secondary School newsletter is sent via email weekly to parents detailing events. These will also be
available on the school website. Parents are strongly encouraged to access the school website on a regular
basis at www.ncbis.co.uk. Regular Twitter and Facebook updates are available on the @NCBISsecondary
(Twitter) handle or by searching for the name of the school (Facebook) both of which are run by the school.
The student council manage the school Instagram page.
Student Planners
At the start of each academic year, students are issued with planners. Planners are a very important
communication tool. Students should use their planners to record homework and any key dates / messages
or information. The planners can be used to communicate messages from school to home and vice versa.
Parents are required to acknowledge that they have read the planner by signing it on a weekly basis. There
will be a nominal charge for lost planners.
Requests for official documentation
Requests for admissions documentation (e.g. transcripts, copies of previous reports, certification of school
enrollment etc) must be submitted to the appropriate Head of Key Stage in writing. Parents/students should
allow five working days for the documentation to be prepared. This process may not be possible outside of
term time, due to limited access to student files by academic staff. Please bear this in mind when submitting
documentation requests. Any requests above and beyond the standard documentation may require extra
time.
NCBIS does not provide open references for students. References will be sent directly to new
schools/institutions in support of students who are leaving NCBIS, once the new school has contacted us.
Please give the appropriate Head of Key Stage’s e-mail address to any new institutions as a first point of
contact.
The parents need to meet the costs of sending any physical documentation to other institutions/schools.
This should be paid directly to the school cashier beforehand. Once payment has been made, the
documentation will be sent and the airway bill number forwarded to parents/students, to allow for tracking.
Lines of communication
The planner is a key point of communication between home and school. Planners are checked weekly by
tutors and can be used to ask any questions you might have or to pass on any information to tutors. The
tutor is the first point of contact for any pastoral issues; this might include settling in issues or reoccurring
issues with organisation. Any specific subject concerns should be addressed to your child’s individual subject
teachers. For example, if you have a question about geography homework please contact your child’s
geography teacher. If, after contacting the subject teacher or tutor, you still have further questions or
concerns that have not been resolved, please contact the appropriate Head of Department or Head of Key
Stage.
Tutor group allocation
Your child will be allocated to a tutor group, which will consist of members from the same year group. Tutor
groups will be made up of a spectrum of nationalities, gender and ability, to accurately reflect our enrollment
policy. Due to the transient nature of our student body and in order to encourage interaction with a wide

16

range of students, Key Stage 3 tutor groups will be changed on an annual basis to ensure their heterogeneity.
Students should thus not expect to stay with the same group year on year.
However, in order to ensure continuity and support from the tutor and co-tutor at Key Stage 4 and 5, these
tutor groupings will remain constant in Key Stage 4, and will be reassigned again in Key Stage 5. It should
also be noted that students are not taught in their tutor groups, and will be in classes according to their
GCSE and IB option block subject choices.
Attendance and punctuality
Regular attendance and a good record of punctuality are essential foundations for an effective learning and
teaching environment in which every student can thrive. Good attendance is fundamental to sound
academic and social progress and development. Not surprisingly, educational research shows a close
correlation between good attendance and attainment.
In an increasingly competitive world of work, the School values attendance as well as punctuality, as it
develops patterns of behaviour important for personal and professional success later in life. Whilst we would
like to expect a 100% attendance rate, the School recognises that on occasion a child will be absent for
medical reasons or other exceptional circumstances such as family illness or bereavement.
Key Attendance Points


Non-school sporting absences will be authorised with the appropriate supporting documentation.
However, these still count as an absence against attendance.



School sporting absences and Egyptian National exams (and those examinations recognised formally
by other countries’ governments) will be marked as offsite education. However, no prior study leave
will be granted for examination revision purposes.



Attendance at or below 94.99% will result in a letter home and parents may be asked to come in for
a meeting to discuss ways in which we can improve attendance.



Any student whose attendance levels are 94.99% or below may not be allowed to participate in
school activities that require more time out of lessons. e.g. sports fixtures and tournaments, MUN
etc.



Students whose attendance levels drop below 90% will not be authorised to take additional time off
school for non-compulsory travel or family commitments. Any absence not sanctioned by the school
will be recorded as an unauthorised absence.



Attendance is recorded on the official school transcript, which is frequently requested by new
schools and universities. It is also used as criteria for the IB application process.

Attendance in the IB Diploma Programme
The IB Diploma Programme is a very demanding course to undertake. As such it is vitally important that
students maintain the highest possible standard of attendance. Every lesson will contain pertinent
information related to the course or the lesson will be designated for working on Internal Assessment in
the respective subjects.
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The number of hours dedicated to Higher Level courses is 240 hours, and for Standard Level courses the
time dedicated is 150 hours. This is not considering the extra time necessary to complete the CAS and TOK
aspects of the IB Diploma Core. Therefore, it is absolutely imperative that students maintain a high level of
attendance.
Should a student’s % attendance fall below the specified level, then we would need to consider if the
amount of content the student has covered is sufficient to continue on the course. The attendance will be
constantly under review throughout the year. Authorised absences will not be used in this data.
% Attendance

Days missed

Level of
attendance

Outcome

100% - 97%

0– 5 days of absence Excellent
1 week of learning
missed

Letter sent home and student reward in
school.

96.9%- 95%
attendance

Up to 9 days of
absence 1 week and
4 days of learning
missed

Good

Letter sent home

94.9%- 90%
attendance

Up to 18 days of
absence 3 weeks
and 3 days of
learning missed

Needs
improvement

Meeting with tutor and parent. Student
placed on attendance concern status

> 90%
attendance
attendance

19 days of absence
3weeks and 4 days
of learning missed

Extreme
concern

Meeting with Diploma Coordinator and
parents to discuss continuation of the
course.

80%
attendance

More than 36 days
of absence 7 weeks
and 1 day of
learning missed

Unacceptable

This may result in students repeating years,
losing their place on the course or nonentry into the IB Diploma Examinations due
to the amount of learning missed

N.B. Once fees for registrations for examinations have been paid, there will be no refund for cases where
student attendance results in non-entry for examinations.

Late Arrival and/or Early Departure from School
Students arriving between 7:50am and 8.50am will be marked as late. After 8.50am, a student will be given
a morning absence mark. Any student departing school between 11.30am and 2.00pm will be given an
afternoon absence mark for the purposes of attendance.
Notifying the School of an Absence
Parents are requested to phone or email the tutor and/or co-tutor on the first day of a student’s absence,
and every subsequent day unless it is known that their child will be absent for a definitive period of time.
On a student’s return to school, parents are asked to provide a signed written note confirming the reasons
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for the absence. The school reserves the right to request a medical certificate to be produced to confirm an
absence.
Parents whose children make use of school transport are also requested to telephone the bus
monitor/transport manager before 7.00 am (or pick up time if earlier) to notify them of the absence.
Students not in attendance during any given school day, may not attend extra-curricular activities or other
social events organised by school on the same day, except in special circumstances.
Requests for Authorised Leave of Absence
The Deputy Head (Student Welfare), in exceptional circumstances (interviews, religious holidays, non
NCBIS examinations, medical appointments, visa appointments etc…) may grant permission for leave of
absence for up to a maximum of 5 days in any academic year, but this would be highly unusual and could
seriously impact your child’s progress. In determining whether or not to authorise such an absence, factors
which would be taken into consideration would include the overall attendance record of the student (i.e.
whether they have already had a number of absences, irrespective of the reason), the timing and reason
for the proposed absence, whether previous requests have been made for leave of absence and their
stage of education and progress. The final decision as to whether the absence is authorised rests with the
Deputy Head (Student Welfare) who will notify parents of the decision. Requests should be submitted on
the leave of absence request form 5 days in advance of the absence, where possible.
Family Holidays and Travel
We are fortunate to have lengthy school holidays, the dates of which are published well in advance. We
request that a family’s travel plans respect the school calendar. All students are expected to be present on
the day the school re-opens and to remain in school until the end of the school day on the day a vacation
begins. Please note that Islamic holidays are frequently subject to late changes. Care should be taken when
planning around these dates.
Punctuality
Students are expected to be on the school campus by 7.40am in order to have time to prepare themselves
for the school day. Parents who drive their children to school or who arrange private transport are requested
to take into consideration the Cairo traffic conditions to ensure a timely arrival.
Pupils should be in their tutor bases at 7.45am. Anyone arriving after 7:50am will be given a late mark. Pupils
failing to arrive before the end of registration should sign in to the late book outside the secondary office
before proceeding to lessons.
Reporting Levels of Attendance and Punctuality
Parents are informed of their child’s attendance and punctuality data in each report issued by the school
and students whose attendance is of concern may be contacted more regularly. Attendance and
punctuality information can be accessed daily by parents and students via Edulink.
This is expressed as a percentage which is worked out from the number of days absent out of the number
of possible attendances. The number of late marks recorded will be reported. Attendance data will also be
recorded on the school transcript, which is used in applications for other schools and higher education
institutions. Please note the following criteria for the purposes of reporting attendance and punctuality at
NCBIS:
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Excellent

Good

Needs improvement

Cause for concern

Attendance

100 - 97%

96.99 - 95%

94.99 -91%

Below 90.00%

Punctuality

No late
marks

1 or 2 late
marks

3 to 5 late marks

6 or more late
marks

Sanctions for Lateness and Poor Attendance
Failure to meet with attendance and punctuality expectations could result in a range of actions being taken.
These could include one or more of the following: monitoring, discussion with child, detentions, letters and/
or meetings with parents, loss of privileges and exclusion in the most serious or persistent breaches of the
code.


1st stage - After 3 late marks (over any time scale), the tutor will notify parents via e-mail or phone.
The tutor will seek clarification with parents as to the reason for lateness and ask parents to resolve
the issue.



2nd stage - On 4th late, the tutor will issue an after school detention (the tutor will discuss with
student, and try to find a solution for the lateness)



3rd stage - On 5th late, the Head of Key Stage will issue an after school detention (the Head of Key
Stage will discuss with student, and try to find a solution to the lateness)



4th stage - On 6th late, the student will be referred to the Deputy Head (Student Welfare) for an
extended school day. Every subsequent late mark will result in an automatic extended school day
until 4pm on the day the student is late. Parents will be notified of this procedure on the day.

Attendance Probation
Students may be placed on probation if their record of attendance is an ongoing cause for concern, and if
earlier intervention and support to try to resolve the problem has not succeeded. The terms, conditions and
timeline of the probationary period will be clearly identified to students and parents and regular reports
sent home to keep parents well-informed. If the terms of the probation are not satisfied, the Deputy Head
(Student Welfare) will notify the student, parents and Principal accordingly and parents may be asked to
find another school for their child.
Homework and Catch Up Work
Where an absence is 3 days or less, students are responsible for finding out about, and completing, any
homework and class work that may have been assigned during their absence. If the absence is likely to
extend and the student is able to complete work at home, parents may request work from the individual
teacher. Where possible, staff will provide appropriate work or key notes to complete. The school is under
no obligation to provide work for elective absences.
Attendance for Offsite Education
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As part of the curriculum, offsite educational visits are arranged at certain times of the year, to enrich and
broaden the students’ learning experience. These visits are considered part of the curriculum content and
participation is expected. Where students are missing lessons due to a school visit, they are expected to
negotiate deadlines with their teachers for completion of missed work.
Attendance during NCBIS Challenges week – February/March
Each year the Secondary School suspends normal classes for Challenges week. Challenges week forms part
of our wider experiential curriculum and is part of our “Learning for Life” programme at NCBIS.
Challenges week activities provide rich, character-building experiences that we hope will awaken a student’s
interest, or spark a passion in areas that they may never have experienced previously. We believe that
Challenges week should serve the purpose of enhancing the standard curriculum and provide students with
opportunities for cultural enrichment, service to others, adventure activities and travel, whilst making the
student body more internationally minded and better global citizens. The NCBIS programme is designed to
give students the experiences that will inspire them and which fit in with the ethos of the IB diploma
programme at NCBIS.
Challenges week looks to provide unique educational experiences and we strongly believe that it provides
NCBIS students with an edge when they apply to future colleges and universities. A presentation is made to
students and parents in September, outlining the content of the week. Overseas trips, local trips and schoolbased activities are offered by year group in Key Stage 3, Year 10’s will complete work experience and Years
11 & 12 are mixed. The expectation is that all students participate in an activity/visit for the week. Full
attendance is expected.
Attendance on other Visits and Trips
Students can represent the school in many ways; they can participate in CISSA, COBIS, MUN, School
productions etc. Most of these activities are not directly related to the academic curriculum that the school
offers, but are important additions that contribute to a student’s holistic and experiential learning. Whilst
extracurricular activities (ECAs) are offered to NCBIS students to enrich and compliment a student’s
academic education, participation is a privilege. Students who cannot ensure that they can find a balance
between school, homework and other commitments may find that they are not allowed to participate in
additional events until evidence can be produced of a more consistent effort level in their academic studies.
In order to keep a proper balance between additional activities and academics, a student may be prevented
from participating for a number of reasons. The list of reasons includes, but is not limited to, disciplinary
sanction, poor attendance and/or lack of effort. It is assumed that all student participants will maintain their
Approach to Learning levels above 15 and maintain an attendance of 94.99% or higher. Attendance will be
reviewed on an individual basis and judgements made accordingly.
Attendance at ECA and Sports Trips
Regular attendance at sports practice/ECAs is required and failure to attend may result in exclusion from
the team or activity. Athletes/participants are expected to be in school on the days of games or trips and
the day after returning from a trip.
Due to exam commitments, Year 11 and 13 students will be restricted to the number of sports and other
trips to be made during the academic year. Restrictions will be determined by predicted grades, mock
results, Approach to Learning scores and attendance.
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Sport Team Travel
It is expected that student athletes will travel both to and from the competition location with the
team/school group. There may be occasions where it is more practical for students to arrive or depart from
the location of the event independently, in which case parents must inform the school in good time and in
writing. For all trips, students are to maintain good behaviour and follow school rules.
Visas
Visa appointments for school trips are not marked as absences for attendance purposes. Visas for family
holidays and/or personal reasons are considered absences, for the purpose of compiling attendance data.
On both occasions pupils should catch up with any missed work.
Medical and Dental Appointments
With the exception of emergency treatment, parents are kindly requested to make medical and dental
appointments out of school hours. Where an appointment necessitates arriving late to school or leaving
early, please provide your child with a written note or appointment card. The pupil will be required to sign
in/out at the Secondary School office and they will be marked absent for that particular session of the day.
Classroom expectations
It is the goal of NCBIS to provide a classroom environment that is conducive to learning and which offers
opportunities for all students to realise their academic potential. Therefore, students are expected to:


arrive to class on time.



enter and leave the class in a quiet and orderly manner.



get their equipment out immediately and ensure that their bags are safely out of the way.



obey all safety instructions displayed, particularly relevant in the science laboratories.



follow the instructions of the class teacher and / or teaching assistant at all times.



ensure that the time spent in the classroom is used to learn and not wasted through engaging in any
activity that does not lead to learning.



ensure that the class is left tidy and clean at the end of the lesson for other groups.

Equipment for Lessons
School issued textbooks and library books are expected to be returned undamaged at the end of the
academic year, or when a student leaves NCBIS midyear for any reason. Students will be charged for lost or
damaged items. A flat fee of 700LE* per text book for students in Y7-11, and 900LE per text book for students
in Y12-13 will be charged for any books not returned. (*this price may change nominally each year based on
book costs)
All students should have the equipment listed below with them for all lessons:


pens (a variety of colours)
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pencils



pencil sharpener



eraser



30cm ruler



Memory stick / USB



Calculator (must be “scientific” for Year 9-11, but not programmable or graphical, as these cannot
be used in exams. Casio fx-9860GII is the IB requirement)



protractor, set squares and compasses



colouring pencils



glue stick



small pair of scissors



laptop – encouraged for IBDP students



reusable water bottle

Out of lesson log
The use of the toilet during class is not encouraged. Students are expected to use the break times to ensure
that they are prepared for their lessons, which includes visiting their lockers, filling their water bottles and
using the toilet. Students are directed inside the school building by duty staff, before the end of break times,
allowing them ample time and opportunity to prepare themselves for their lessons.
We ask that students make full and effective use of class time as any disruptions may impact on your child’s
learning. If there are special circumstances, such as a health condition, that might mean a student has to
frequently leave lessons to visit the toilet, we would ask that parents let us know so that we can update our
files and inform teachers. Staff will sign the student’s planner before permitting any student to leave the
classroom.
Baseline Testing
Baseline tests originate from external sources (CEM) and are administered for the purpose of obtaining a
baseline score. From this baseline score staff can get a measure of expected progress. This information helps
us to ensure that students have suitable targets and are sufficiently challenged to achieve in line with their
potential. Students normally take baseline tests in Years 7, 10 and 12. Students who join the school part way
through the academic year will take the test at a later date. Some students may also take additional tests to
help recognise or diagnose a learning difficulty.
Homework Policy
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At NCBIS, we believe that homework, while helping students in their learning at school, also fosters positive
study habits and encourages a lifelong love of learning. We set homework in order to:


Embed and reinforce long term retention of knowledge



Foster independent study (e.g. research, flipped learning model)



Develop understanding

At Key Stage 3 and 4 specific homework times are set out in the homework timetable. The Deputy Head
Academic is responsible for producing the KS3 and 4 homework timetable. Perhaps it is a good idea to ensure
there is a printed copy of this somewhere clearly visible in the house.
Homework Expectations:


Key Stage 3 - Between 1-2 hours, 4 nights a week plus up to 2 hours at the weekend



Key Stage 4 - 2 hours, 4 nights a week plus up to 4 hours at the weekend



IBDP - The NCBIS Homework Policy recognises that IBDP courses require more time during the week
and a greater amount of weekend homework than courses in the lower key stages. There will always
be a tension between what is required for student success in an IB course and juggling the demands
of homework. It is recognised that during times such as IB internal assessment deadlines and IB
extended essay deadlines that students will be required to exceed the recommended homework
time. This should be the exception rather than the norm. The suggested homework guideline for IB
HL subjects is four hours a week per subject while IB SL subject teachers should expect their students
to complete two hours of homework per week per subject. Based on a full diploma load this would
mean that Y12 and Y13 students would average around two and a half hours of homework per night
based on a seven-day week.

Homework should:


include a variety of tasks are set within departments (which could include: extended writing,
research, self-quizzing of knowledge organisers etc.)



be set within the lesson in a manner which allows students time to record the homework, i.e. not
always at the end.



be recorded by the student in his/her planner and by the teacher on Edulink.



have a clear deadline for completion



be checked by the teacher that it has been written into the planner each time it is set



take into account the different needs, abilities of students and thus differentiate homework
accordingly



be fed-back on orally and in writing giving students high-quality timely feedback on their work



outlined in schemes of work
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given adequate time for completion

NCBIS offers a homework club available to all students in order for students to complete their homework
outside of lesson time.
Only students in Year 10 and above will be given “holiday” homework. The tasks may include extended
pieces of writing or coursework / internal assessments. Students can expect time commitments to rise in
the period leading up to exams.
Providing a Suitable Study Area at Home


It is important that your child has an appropriate work space at home. They should have a desk of
their own in a quiet place where they can work without interruption, yet still be monitored. It should
have appropriate lighting. They should also have all the equipment they need. It is a good idea to
have a set of stationery that remains at the work space at all times, as well as other essential
equipment such as timetables, dictionaries.



Be a part of your child’s learning by helping them to display key words or facts.



Help your child be prepared by creating an equipment check list for each day of the week.



Make sure that your child packs their school bag the night before to ensure that they have
everything they need to fully access the following day’s learning.

NCBIS Behaviour Policy (full version can be found on the school website)
Aims


To create a culture of exceptionally good behaviour through an ethos of mutual respect amongst all
members of the community



To ensure the safety and emotional wellbeing of all students



To promote community cohesion through improved relationships



To refuse to give learners attention and importance for poor conduct



To ensure a fair and consistent approach to behaviour management across the school



To provide a shared guidance for staff, students and parents to enable good learning to take place



To ensure students understand how their behaviour impacts on the school community



To help learners take control of their behaviour and be responsible for the consequences of it

 To use the principles of restorative practice to underpin behavioural and disciplinary matters
NCBIS essential agreement:


Be respectful



Be responsible

25



Be ready

Recognising positive behaviour at NCBIS
The use of praise in developing a positive atmosphere in the classroom cannot be underestimated. It is the
key to developing positive relationships, including those learners who are hardest to reach.
Systems that emphasise praise are more effective in motivating pupils to make appropriate choices and to
repeat the associated behaviour. NCBIS employs a range of strategies to this end. Rewards and recognition
contribute because they:


help to build and maintain positive relationships between staff and pupils and between pupils



make the school experience more enjoyable for pupils and all staff



encourage pupils to repeat the desirable behaviours that earned the rewards



contribute to pupils’ self esteem and confidence

What we do to encourage and recognise positive behaviours and attitudes


Find frequent opportunities to reward behaviours by smiling, verbal praise, tone of voice, thumbs
up), catching pupils being good



Instant verbal praise or written comment on work where appropriate



Make use of essential agreements to encourage students to take responsibility for their behaviour



Recognise achievement, effort, improvement and attitudinal behaviours



Share positive news with parents e.g. notes in planner, e-mails and phone calls home



Issue merits/house points, certificates, treats and stickers



Celebrate in assemblies and Celebrations of Learning



Class targets & agreed rewards



Assign students responsibilities and roles of leadership e.g. buddy for new student, peer supporter,
prefects

Modifying poor behaviour - the restorative approach
On those occasions where student behaviour contradicts the school’s values and expectations on behaviour,
NCBIS will employ positive interventions and restorative practices to provide the student with an
opportunity to reflect on their behaviour and to support them in recognising how they can modify and
improve their behaviour and future actions.
As a school NCBIS believes that adopting a restorative approach to addressing poor behaviour is the most
successful way to resolve conflict and improve behaviours.

26

Restorative practice aims to transform behaviour, restore and improve relationships. This strategy allows all
those involved to think about the choices they have made, the impact these choices have had on themselves
and others and how better choices can be made in the future. It also allows students to take responsibility
for their own behaviour.
Behaviour Support Systems
The school pastoral system provides help and advice both to individuals and to groups to regulate behaviour.
We have a highly experienced team of class teachers and form tutors who lead the day to day pastoral care
of our students. The appropriate class teacher, tutor and co-tutor would usually be the first point of contact
should a parent wish to raise any issue or concern. The following staff may also be involved in providing
behavioural support:


Tutors & co-tutors / Class teachers / teaching assistants



Heads of Key Stage



Secondary Senior Leadership Team



School counsellor



Head of Learning Support

Consequences and Sanctions for Inappropriate Behaviours
The school reserves the right to assign consequences deemed appropriate for each individual situation and
student. Below is a non-exhaustive list of consequences and sanctions which may be applied:


Reflection time



Restorative conversation with student(s)



Restorative conference (could include parents, wider staff, along with the student)



Behaviour Support Card - academic or pastoral



Community service/payback



Loss of privileges



Detention



Internal suspension



External suspension



Permanent exclusion
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The school reserves the right to remove, without refund of fees, any student whose behaviour repeatedly
disrupts the academic programme or exerts a negative influence upon other students. Parents are also
expected to model the behaviour that we expect from our students, and as members of our community,
support the NCBIS mission and values. When a parent’s behaviour is giving ongoing cause for concern, the
Principal has the authority to remove or restrict the parent’s access to the school campus. A child’s place
can be withdrawn if a parent has behaved in a way not in keeping with the School’s mission and values.
Internal suspension: A recommendation to place a student on internal suspension may be made by a senior
leader to the Head of School. Once the decision to internally suspend has been agreed, parents are informed
immediately by a member of the senior leadership team, by telephone where possible, and with written
confirmation.
External suspension: A Head of School may suspend a student for a maximum of three days after
consultation with the School Principal. The Principal may suspend a student for a maximum of one week. In
certain cases, a student's suspension may be extended by the Principal until a mutually convenient
appointment can be arranged between school and the parent(s) of the student involved. The student will
not be readmitted until the parents/guardian have met with a member of the Senior Leadership Team. The
Principal shall immediately advise the Chairman of the Board, of any external suspension.
When a student is to be permanently excluded from the school, the following procedures will be observed:
Permanent Expulsion from the School shall be effected on the order of the Principal. The Principal shall
immediately advise the Board of any expulsion. The Principal shall inform the parents of their right of appeal.
The decision of the Principal may be appealed to the Board within one week from the day on which such
decision is communicated to the pupil's parents or guardian; such an appeal does not suspend the execution
of the Principal's decision. (Guidance from Board Manual)
Anti-Bullying Policy
NCBIS definition of bullying: Bullying is unwanted hurtful behaviour that involves a real or perceived power
imbalance. The behaviour is repeated, or has the potential to be repeated, over time.
Bullying includes actions such as making threats, spreading rumours, attacking someone physically or
verbally, and excluding someone from a group on purpose.


Verbal bullying is saying mean things (teasing, name-calling, inappropriate sexual comments,
taunting, threatening to cause harm)



Social bullying, involves hurting someone’s reputation or relationships (leaving someone out on



purpose, telling students not to be friends with someone, spreading rumours)



Physical bullying involves hurting a person’s body or possessions (hitting/kicking/pinching, spitting,
tripping/pushing, taking or breaking someone’s things, or making mean or rude hand gestures)



Cyberbullying is using technology to bully-text, setting up abusive websites, posting photos,
misusing social networking sites, sexting, sextortion.



Racial bullying is verbal or physical abuse or discrimination suffered because of a person’s
appearance, colour, race, ethnicity or national origin, culture, language or religion.
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SEN/ disability bullying is verbal or physical abuse or discrimination suffered because of a person’s
special educational needs or disability.



Sexist or sexual bullying is when a student is harmed or intentionally made unhappy because of their
gender or how it is expressed.

In instances of cyber bullying, parents and students should keep a record of the communication, particularly
the date and time; the content of the message(s) details of any postings made and where possible a sender’s
ID (e.g. username, email, mobile phone number) or the web address of the profile content. This information
should then be passed on to the appropriate Head of Key Stage for further investigation and follow up.
Central to the Whole School Behaviour Policy is that NCBIS seeks to provide an environment that is free
from all forms of intimidation and abuse of personal and group power. The anti-bullying policy is based upon
the right of all members of the school to:


feel emotionally and physically safe



learn and teach without feeling unfair and undue pressure from others



be treated with basic dignity and respect regardless of race, gender, religion, ability or disability

Students at NCBIS are encouraged not only to treat others as they would wish to be treated, but also to
protect and uphold the freedom and rights of others.
NCBIS will take action on any observed or reported incidences of bullying/harassment. Students and parents
are encouraged to report any incidences of bullying/harassment to a staff member.
Academic Honesty/Malpractice Policy
Academic honesty is expected by all students. Academic dishonesty/malpractice is considered a very serious
matter in all school work and in all year groups (7-13). Academic dishonesty/malpractice relating to the
(I)GCSE and IB Diploma may result in a student losing his/her (I)GCSE qualification/IB Diploma or candidate
status.
Examples of unacceptable behaviour may include, but are not limited to:


copying and pasting from the Internet



copying or allowing others to copy information from someone else’s work, test paper, homework,
computer storage device, etc



unauthorised use of study aids



unauthorised prior knowledge of an examination or test



unauthorised use of school forms and/or letterhead



attempting to pass off someone else’s work as one’s own



falsifying data for academic credit or CAS purposes
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communicating with another candidate in any test or examination situation



bringing unauthorised material into any examination room



consulting unauthorised material during any test or examination situation



plagiarism / self-plagiarism

Internet Access and Network Use
All students will be given a school e-mail account which they are expected to check daily. Access to the
Internet is a privilege, not a right, and entails responsibility. Students are expected to demonstrate
responsible use of these privileges according to the following conditions:
Violation of these regulations may result in the loss of Internet / network access privileges and / or computer
use privileges. (see Acceptable Use Policy and E-safety guidance)
Parents/Guardians
Parents/Guardians play a crucial role in ensuring that their children understand the need to use the internet/
mobile devices in an appropriate way. Research shows that many parents and carers do not fully understand
the issues and are less experienced in the use of ICT than their children. The school will therefore take
opportunities to help parents understand these issues. Parents and guardians will be responsible for:


endorsing (by signature) the student Acceptable Use Policy



accessing the school website in accordance with the relevant school Acceptable Use Policy.

Students:


are responsible for using the school ICT systems in accordance with the student Acceptable Use
Policy, which they will be expected to sign before being given access to school systems. At Early
Years & KS1 parents/guardians are expected to sign on behalf of their child.



should have a good understanding of research skills and the need to avoid plagiarism and uphold
copyright regulations.



need to understand the importance of reporting abuse, misuse or access to inappropriate materials
and know how to do so.



will be expected to know and understand school policies on the use of mobile phones, digital
cameras and handheld devices. They should also know and understand school policies on the
taking/use of images and on cyber-bullying.



should understand the importance of adopting good e-safety practice when using digital
technologies out of school and realise that the school’s E-Safety Policy covers their actions out of
school, if related to their membership of the school.

Disclaimer
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The school shall not be liable for any direct or indirect, incidental or consequential damages, while using
school computers or other hardware and software. Users should back up data to avoid loss of data or files.
School Transport
NCBIS offers a daily transport service for all pupils as outlined in the admissions documentation.
Transportation arrangements are made through the Secondary Admissions Department when students first
arrive to the school. If new arrangements need to be made at any point in the year, the transportation office
should be contacted directly.
Morning Bus Routine
Every effort is made to collect students from their doorstep, unless roads are inaccessible to our school
buses. In such cases, students will be collected from the closest and safest possible point to their homes.
Students should be ready at their pick-up time; the bus driver is instructed to wait for no longer than three
minutes at any one house.
End of the Day Bus Routine
Students should be on the bus by 2.45pm unless they have an extracurricular activity. If a student misses
the bus, the student will be put on a late bus (4.15pm or 5pm) if there is one available. If not, then the
student will have to contact their parents to make arrangements to be collected from school. The student
must then wait in the library.
Students participating in extracurricular activities (ECAs and CAS) will be provided with a late bus which
departs at 4.15pm or 5pm.
Health and Safety Regulations
On school buses students must:
 Sit down, adjust their seat belts if necessary, and fasten them securely. The seat belt must remain
properly fastened for the duration of the trip and until the bus comes to a complete stop at the
drop-off point. Wearing seat belts is a school requirement and disregard for this may result in
suspension from using school transportation. Students, who, for any reason, have difficulty buckling
their seat belt, should seek assistance from the driver or bus monitor.


Be on time for the bus. The bus will not wait for more than 3 minutes after pick-up time.



Remain in your seat, with your seat belt fastened, throughout the journey.



Keep the bus clean and tidy at all times.



Show respect and consideration for the driver, bus monitor and other passengers, and belongings.



Listen to the instructions given by the bus monitor and driver and follow these carefully.



Go to bus immediately after school ends. Buses will leave promptly at 2.45pm. If you are late to your
bus, you will be put on a later bus and supervised by staff until this time.
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(if a student wishes a friend to travel home with them by bus) make a request from the parent or
guardian sent to the Transport Department by e-mail at least 24 hours in advance
(transportation@ncbis.co.uk). Permission cannot be guaranteed and will depend on seat
availability.



Please contact the transportation department by e-mail (transportation@ncbis.co.uk ) or telephone
should there be any problems with your bus journey to school. Please do not telephone bus
monitors directly.



The school cannot be held liable for any loss of / damage to student possessions. These are carried
at their own risk.



If you need to alter your child’s transport arrangements, please send an email to the primary or
secondary office (secondaryoffice@ncbis.co.uk) and the transportation department
(transportation@ncbis.co.uk) at least 24 hours in advance.

If any student fails to follow the above guidance, the school has the right to exclude students from school
Notification of Absence
If a student will not be traveling on the bus to school for any reason, parents should call the bus monitor at
least 30 minutes before the pick-up time to inform them of the absence.
Misbehaviour on School Buses
Use of the school bus is a privilege not a right. The same high standards of behaviour are expected on school
transportation as in school. The health and safety of students and adults using the school buses is of
paramount importance. As a result of this, all students are expected to follow the bus rules at all times when
on the school bus. Students who do not comply with these rules will be removed from the bus for one week.
If inappropriate behaviour continues, the student will be removed permanently.
In the event of poor behaviour whilst using the school transportation, the following staged approach will be
applied:


1st offence – a notification e-mail will be sent to the parents advising them of the student’s actions



2nd offence – an after school detention will be issued by the Head of Key Stage



3rd offence – a further letter will be issued and an after school detention set with the Head of Key
Stage



4th offence – the student will be removed from the bus for a fixed period – minimum 1 week



5th offence – the student may be removed from school transportation for a further fixed period or
permanently.

Changes to Bus Routine
Parents should notify the Secondary Office and the Transportation Office in writing at least 24 hours in
advance of the requested change e.g. a student traveling home on a friend’s bus. Parents should also notify
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the Secondary Office if their child will be traveling by car with parents other than their own. No unauthorised
changes to transport arrangements will be permitted.
Change of Address for Transportation Purposes
Once the school year has started, a minimum notice period of 5 school days will be required for any school
transportation changes. However, all requests (which should be made via the Transportation Office) will be
met as soon as possible. In the meantime, the responsibility for making transportation arrangements rests
with parents.
Student Driving Privileges
The legal driving age in Egypt is 18 so driving privileges are only given to students in Year 12/13. Therefore,
under no circumstances is it acceptable for any student who is not 18 to drive to school. Any student who
wishes to drive to school must register a copy of their drivers’ licence with the Transportation Office.
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Student Welfare
NCBIS employs a Doctor who is on duty during school hours. She is there to assist pupils who become ill or
injured during the day. Parents are required to complete the medical forms sent home at the point of
enrolment and to keep the Doctor informed of all medical problems, which might affect a student or have
a bearing on his/her academic work. Please do not send your child to school following an illness unless s/he
is well enough to participate in all aspects of the school programme.
Medication
The school must be informed of any temporary or regular medication taken by students. All medication,
including epi-pens, must be managed by the school’s Doctor.
Administration of Medicines to Students
The school acknowledges that certain students may require medication during the school day to function as
near to their potential as possible. The school also realises that the administration of medication by the
parent, legal guardian of the child, or by appropriate medical authorities is not always possible at the
prescribed time during the school day. In this regard, the school will administer medication.
Medication for field trips will be provided by the parents and given directly to the group leader. The
medication is to be accompanied by instructions explaining the dosage and time to be administered. All
medication should be named and prescribed for that person in the original packaging. Students must be selfsufficient in administering their medication (including any daily injections). Trip leaders and/or
accompanying staff will be called upon to administer medication ONLY in emergency situations.
All medication must be collected at the end of the school year. Any medication not collected will be disposed
of.
Unwell Students
Sometimes it is difficult to decide whether a child is well enough to come to school. If you are concerned
that they may be ill and you send them in, please telephone the doctor’s office and leave a contact number
if you are planning to go out. It can be very distressing for ill children when parents cannot be contacted.
If a student becomes ill at school, the parent/legal guardian will be contacted to collect the student by the
Doctor. Under no circumstances should students phone home and ask to be collected from school because
they feel unwell. During the school day, only the doctor can authorise permission to leave the school
premises for medical reasons. In the event that parents/guardians cannot be contacted then the emergency
contact will be informed.
Students requiring a hospital visit may be taken by ambulance or by car, depending on the nature of the
problem. All attempts will be made to contact the parent so that s/he can accompany the child or meet
them at the hospital. If the school cannot contact the parent/guardian, the school will send an escort to
accompany the child. Minor accidents are not reported to parents; however, all head injuries, regardless of
how minor, will be reported by phone or letter. A forceful blow to the face or head is regarded as a head
injury and will always be reported.
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Students with Specific Health Needs
If you have not already contacted the doctor’s office about a specific health need, i.e. your child has asthma,
anaphylaxis (severe allergy), diabetes, or any health concern, please contact us as soon as possible. It is in
the interest of your son/daughter and the school community to provide as safe an environment as possible.
An interview may be needed to discuss the health needs of your son/daughter. All interviews are
confidential and only shared with other colleagues on a need to know basis for the safety of the student
concerned.
Immunisation
It is the parents’ responsibility to ensure that a child receives all of the necessary immunisations and that
they keep an accurate record.
School Counselling Service
Sometimes we all have problems that are worrying. The School Counsellor is there to help students with any
such worries. Sometimes it is difficult to talk to parents, teachers or friends about things that are making us
anxious. The School Counsellor is someone that students can talk to in a different way, someone who will
listen very carefully, who will not judge, or tell the student what to do. It is the belief of NCBIS that if students
are able to receive emotional support from a qualified professional they will have greater opportunity to
fulfill their potential.
Here are some examples of problems and thoughts, questions and feelings that a student may talk about in
an individual counselling session:


Parental separation/divorce



Chaotic home life



Friendships - making friends/keeping friends/friends are leaving



Feelings



Bullying



Death/loss of someone special



Low self-esteem

Referral to the School Counsellor can be from one of the Heads of Key Stage, a parent, or a student can seek
an appointment themselves.
Once a referral is made, a student may only need one individual counselling session, or may need counselling
for a longer term basis. Parents may be contacted if the child needs additional counseling. Contact is
reviewed regularly between the School Counsellor and the student. Individual counselling sessions will not
last longer than one class period unless there is a crisis. The counsellor may initiate a brief follow up meeting
with the student to ensure that positive progress is being made.
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The focus of all counseling sessions is on problem solving and skill building. The School Counsellor will advise
students that information will be confidential except in cases where a student appears to be at risk of
significant harm. In this case, it may be appropriate to involve outside professional support to help keep the
student safe. The School Counsellor would discuss this first with the student. At times, the School Counsellor
may suggest that parents seek further assistance outside of school. In these cases, names of counseling
agencies or organisations will be provided.
Career Planning and Higher Education Guidance
Throughout secondary school, students will be introduced to a variety of different topics and options
regarding educational institutions and options for higher education in a variety of different regions
worldwide. Some of these topics are: effective communication strategies, college planning, study skills,
career exploration. Every student will have access to advice from the Head of Careers. Appointments can be
made by the student and/or parents by email 1 day in advance.
Child Safeguarding
The school takes its responsibility to safeguard and promote the welfare of children seriously and will take
appropriate action to ensure that students remain safe and free from harm. To ensure that this happens
NCBIS will:


establish and maintain an ethos where children feel secure and are encouraged to talk and are
always listened to.



ensure that all students know there is an adult in the school who they can approach if they are
worried or in difficulty.



include in the curriculum opportunities for children to develop skills that will keep them safe and
from harm.

The current Designated Safeguarding Leads for the academic year 2019-2020 are Kevin Rossall, (Deputy
Head - Secondary) and Tracy Connor (Deputy Head - Primary).
Security
Security officers are on duty on and around the school campus at all times. They will make certain that
students do not leave the campus without authorisation, will control access to the campus during working
and non-working hours and ensure that academic buildings are properly locked during non-school hours.
Fire Alarms/Drills/Lockdown Procedures
The buildings on campus are fitted with fire alarms and a PA system. Throughout the year, fire drills and
lockdown practices take place in order to familiarise pupils with procedures and escape exits. Instructions
for fire drills and lockdowns are posted in each classroom. Emphasis is placed upon silence, order and strict
observance of the rules. Any student deliberately setting off the fire alarm or a fire extinguisher may be
suspended and may be recommended for expulsion. Any parent on campus during a fire drill needs to exit
the building and make their way to the school field, where they should report to the security guard. Parents
on campus during a lockdown should follow security staff instructions.
Other information may be communicated through the PA system, and everyone on campus must follow the
instructions given.
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Earthquakes
In the event of an earthquake, all students should remain in the classroom during the quake. Students and
staff should take up positions under desks or in doorways. The teacher will inform the students when it is
safe to assemble on the field.

Who do I contact for....?

Type of query
General information – Secondary School
Office
Transport issues – transportation office
Medical related matters
Finance
ECA information / queries
General student matters – Deputy Head
Year 7-9 matters – Head of Key Stage 3
Year 10-11 matters – Head of Key Stage 4
Year 12-13 IB matters – IBDP Coordinator
GCSE Examinations
Head of Careers
Your child’s academic matters
Your child’s emotional/general/welfare
Leaving School or applying for another child
Quality of educational matters/teaching

Person

E-mail

Mrs Lilianne Tadros

secondaryoffice@ncbis.co.uk

Mr Mohamed Nabil
Dr Noha
Mr Ahmed Farghly
Mr Zaheer Abbas
Mr Kevin Rossall
Mrs Laura Cook
Mrs Nadia Gilchrist
Mr Paul Highdale
Ms Rania Fadl
Ms Shery Takawy
Subject teacher
Tutor/co-tutor
Admissions Officer
Mr David Mate

transportation@ncbis.co.uk
medical@ncbis.co.uk
finance@ncbis.co.uk
activities@ncbis.co.uk
kevin.rossall@ncbis.co.uk
laura.cook@ncbis.co.uk
nadia.gilchrist@ncbis.co.uk
paul.highdale@ncbis.co.uk
rania.fadl@ncbis.co.uk
shery.takawy@ncbis.co.uk
secondaryadmissions@ncbis.co.uk
david.mate@ncbis.co.uk

Thank you for reading this document. We hope that it covers the information you need in a concise and
readable manner. Education is the most valuable investment that you can ever make in a child’s life and we
are grateful that you have entrusted your child’s education in our hands. That makes our school-home
partnership even more important with the need for quality, interactive communication.
We look forward to a happy, dynamic and successful learning journey with your child(ren) as we prepare
them for the exciting challenges of an ever-changing, globalised world and knowledge-based economy.
NCBIS - Bringing out the best in everyone
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