
 
 
 
 
 
 
 
 
 

 
 
 

International School of Stavanger 
 
 

2009-2010 
Parent/Student Handbook 

 
 
 
 
 

OUR VISION 
The ISS vision is to prepare students for greater global participation by helping them 
become responsible, empowered learners. 
 

OUR MISSION 
The International School of Stavanger is dedicated to providing its students with an 
English language education in a supportive, academically stimulating, and multi-
cultural environment. We strive to foster a love of learning, the development of 
individual skills and talents, and an awareness of the value each person has to 
society. Our goal is to enable students to succeed in continuing educational programs 
and to live as responsible and contributing citizens in the global community. 
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Dear Parent and Students,  
 
Welcome to the 2009-2010 school year at ISS! 
 
The teachers and staff are excited to have you as part of the ISS community. We hope that this year 
will be a challenging and successful year for every student. 
 
Close co-operation between the school and home is essential to promote the best interests of the 
child. We have internal control systems in place to promote school community involvement as we 
are all responsible for the promotion of positive health, environment and safety here at ISS. One of 
the first steps that you can take to ensure that this year is a positive experience is to read carefully 
through this handbook as a family and discuss the information included. If you need any further 
clarification on any item, please contact one of us here at the school. The Parent/Student Handbook 
puts into practice the policies of the ISS Board of Trustees. 
 
You will find a form to be signed by you and your children and returned to the school to indicate 
that you have read, understood and will comply by the ISS policies. This completed form is a 
requirement for attendance at ISS. 
 
As the school year begins, we would also like to share with you what our expectations for students 
and adults at ISS are. Our expectations are based around the question, “How can I respect myself, 
others and the environment?” 
 
·  We expect you will work to the best of your ability. 
·  We expect you will treat others with dignity, worth and respect. 
·  We expect that you will obey all the rules set forth by your teachers and the school. 
·  We expect that you will work to keep a positive relationship with parents, teachers and friends. 
·  We expect you to reach beyond your grasp and learn new things. 
·  We expect that you will represent your family and the school in an outstanding manner. 
 
We look forward to working with you to ensure a successful and rewarding year. 
 
 
Dr. Len Duevel 
Primary School Principal  
LPDuevel@isstavanger.no 
 
Ms Carol Wallace        
Middle School Principal 
CWallace@isstavanger.no 
 
Mr. Gareth Jones        
High School Principal 
GJones@isstavanger.no 
 
Dr. Linda M. Duevel 
Director           
LDuevel@isstavanger.no 
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VISION STATEMENT 
The ISS vision is to prepare students for greater global participation by helping them become responsible, empowered 
learners. 

MISSION STATEMENT 
The International School of Stavanger is dedicated to providing its students with an English language education in a 
supportive, academically stimulating, and multi-cultural environment. We strive to foster a love of learning, the 
development of individual skills and talents, and an awareness of the value each person has to society. Our goal is to 
enable students to succeed in continuing educational programs and to live as responsible and contributing citizens in the 
global community. 

PHILOSOPHIES AND OBJECTIVES 
ISS seeks to nurture the emotional, physical, and developmental needs of all its students. Therefore, ISS will 
provide: 
·  the separate, yet integrated levels of pre-school, primary, middle, and high school 
·  coordinated transitions between the levels of ISS and with other schools 
·  a positive, welcoming environment with clearly stated expectations and guidelines 
·  an environment of courtesy with regard to race, nationality, gender, and religious beliefs  
·  the opportunity to express differing viewpoints in an atmosphere of mutual trust, respect, and dignity 
·  health care, academic counselling, and guidance programs 
·  opportunities for school, parent, and community sponsored events and extra-curricular activities 
   
ISS seeks to foster intellectual growth at all grade levels. Therefore ISS will maintain: 
·  an international curriculum including instruction in mathematics, English, social studies, and science, as well as 
languages, art, music, physical education and health, drama, and technology 
·  a focus on creative thinking, critical reasoning, and effective communication skills 
·  a curriculum council to systematically articulate, review, and update the curriculum 
·  admissions, placement, diagnostic, and standardized testing 
·  high school options to include IGCSE, ISS Diploma, and the IB Program 
·  communication with parents via evaluations, conferences, roundtable meetings, and a newsletter 
·  opportunities for staff to participate in continuing professional development programs 
·  educational venues such as libraries, laboratories, and specialized teaching areas 
·  appropriate levels of books, teaching materials, and equipment 
  
ISS seeks to foster positive multi-cultural relationships within the school and in the local and global communities. 
Therefore ISS will facilitate: 
·  the celebration of the many cultures represented by its students and staff 
·  cultural, artistic, athletic, and academic trips and exchanges to take place locally and abroad 
·  participation in outdoor and environmental education programs 
·  local participation in the ISS scholarship and college information programs 
·  whole school participation in the Constitution Day parade 
 
ISS seeks to maintain a strong governance model to ensure optimal operation of the school. Therefore, the Board 
of Trustees will: 
·  provide for the financial needs of the school 
·  develop the policies by which the school is administered 
·  provide counsel and support for the Director 
·  promote good public relations for the school 
·  offer a competitive salary and benefits package to attract and retain an outstanding staff 
·  entrust to the Director and Principals the day-to-day administration of the school 
·  appoint committees as needed 
 
ISS seeks to provide a safe and pleasant environment by maintaining: 
·  compliance with Norwegian safety and work environment laws 
·  interior and exterior security systems 
·  an emergency evacuation plan 
·  clearly stated bus rules and parking lot procedures 
·  a maintenance plan, including cleaning, repairs, and improvements as needed 
·  a cafeteria offering healthy choices of food during set hours (Re-adopted 2007) 
Copies of the by-laws and minutes of Board meetings are available in the library at ISS. 
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ISS BOARD OF TRUSTEES 
 
Mr. Lambert Blokhuis Mr. Nils Svanberg (Treasurer) 
Ms. Åshild Hanne Larsen Dr. Linda Duevel (Non-voting) 
Mr. Michael Lasswell 
Mr. Olivier LePeuch 
Mr. Tor Ole Minsaas (Chairperson) 

 

Mr. Scott Peacock Principals Attending Meetings: 
 
 

  Dr. Len Duevel, Ms Carol Wallace, Mr. Gareth Jones 

ADMINISTRATION  
 
Director  Dr. Linda Duevel 
Business Manager  Ms Brynhild Åsheim 
Primary School Principal  Dr. Len Duevel   
Middle School Principal  Ms Carol Wallace  
High School Principal  Mr. Gareth Jones 
 
ADDRESS CHANGES 
Please notify the school as soon as possible, in writing or by telephone (51 55 43 00), if you have a change of address, 
telephone number, e-mail address or other details. Address change forms are available from the school offices. 
 
ADMISSIONS/ENROLMENT PROCEDURES 
The Director and Principal decide on admission and grade placement after reviewing a child’s birth date, consulting 
previous school records, and consulting with staff so that each child is placed in an appropriate educational 
environment. If no records are received, or if they are incomplete, placement tests may be given. ISS reserves the right 
to make changes in the initial placement if subsequent observations and/or testing indicate the need for a change. 
Complete school records and transcripts must be received before admission is complete. If parents withhold or 
misrepresent information, continued attendance at ISS could be jeopardized.  
 
Entrance Age 
Children entering Pre-School 3, Pre-School 4, Kindergarten or Grade One must be of age by September 1st of the 
current year (3 for Pre-School 3, 4 for Pre-School 4, 5 for Kindergarten, 6 for Grade One). If this is in conflict with the 
school entrance age in other countries, a request can be made for special consideration. After consultation, with parents, 
teachers, and the school counsellor, the Principal’s decision is final. 
 
Pre-School 

Admission to ISS Pre-School 3 and Pre-School 4 is prioritised for children who will continue at ISS after Pre-School 4 
who enroll at the 'company/military' tuition rate. Applications made through Stavanger Kommune will only be reviewed 
after direct application to ISS. The ISS Director reviews only those applications that are made using ISS application 
forms.  

 
Learning Support 
Students may be admitted if their educational needs can be met within the scope of the school’s programmes. While the 
school has a limited learning support programme, it has no special education programme. If parents withhold or 
misrepresent information, continued attendance at ISS could be jeopardized.  
  
English as an Additional Language 
Students whose mother tongue is not English or students who have been enrolled in an EAL programme in their 
previous school will be evaluated by the EAL teacher to assess the child’s ability in English as a normal part of the 
admissions process. 
 
Mathematics Assessment for Placement 
New high school students may be asked to undertake a mathematics placement test.  
 
Please remember that all placements are initially only provisional, as it can be quite difficult to interpret 
accurately a student’s school transcript from another school. 
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Grade Level Placement: Primary School Retention, Repeating a Grade Level 
When students enrolled in the Primary School do not achieve at a proficient level in meeting expectations as shown in 
data and assessment from teachers, a child may be best served by having an extra year in the same grade level. It is the 
responsibility of the teachers and parents to communicate with each other as soon as possible in a school year if it a 
child is not meeting the expectations such that there is predicted probable success in meeting expectations at the next 
grade level. If the child’s teacher, the parents and the Principal agree that a child would be best served by an extra year 
in the same grade level, the child will be placed in the same grade level for the following school year.  
 
Once a decision is reached, the adults are expected to support this decision fully for the benefit of the child. Should the 
teachers, parents or Principal question the decision of placement for an extra year in the grade level, this question must 
be brought to the attention of the other two named groups as soon as possible and as early in the school year as possible, 
and a discussion should take place to form a conclusion as soon as possible if a change is to be made. If a child is placed 
in the next grade level due to objection from a parent to a decision regarding staying in the same grade level for an 
additional year when the teachers and Principal feel an extra year would be best for the child, the parents should not 
expect the child will receive additional assistance from learning support teachers. In extreme cases, where it is felt the 
child cannot be served or would be harmed by continuing in the program at ISS, the Retention Policy section of the 
7.300 Admissions Policy of the Policy Manual will be applied. 
 
Grade Level Placement: Middle and High School, Repeating a Grade Level 
In the Middle and High Schools it is required that students pass their classes in order to advance to the next grade level, 
except in very special cases. Promotion in the High School is specifically based upon the number of credits earned. 
Details may be found in the High School Curriculum Overviews under “High School Promotion Requirements.”  
 
ADVERTISING 
On school property, in textbooks and in materials used in teaching, students should not be exposed to advertising that 
would result in commercial pressure or in a great way influence principles, behaviour or values. Posters for non-ISS 
events must be approved by the Director. 
 
ATTENDANCE 

Absence Call-In Telephone Line 51 55 43 03 
Parents of students who will be absent from school for any reason must call the school on the Absence Call-In Line 
before 08.30 and leave a message giving the student’s name and grade, unless the school has been informed in writing of 
the absence in advance. The Absence Call-In number is 51 55 43 03. If requested, homework can be collected the 
following day (24 hours after the request). 
 
Students need to be in school to take full advantage of their education. Therefore, the following guidelines are set out:  
A student who misses ¼ or more of the available classes or class days in any nine-week grading period may lose credit 
for courses. This is the case for both excused or unexcused absences. The Director will determine whether credit will be 
granted. 
 
Excused Absences 
These are absences that relate to illness or injury which are accompanied by an excuse note signed by parent, guardian, 
or doctor. This written explanation should be submitted on the student's first day back to be considered an excused 
absence. The note should include the student's name, the reasons for the absence, the date of the absence, and the 
parent's signature. Students should deliver this note to the divisional office. The student will then be issued with an 
admission to classroom slip. In the high school, this must be shown to each teacher in order to be admitted to classes.  
Appointments with physicians and dentists--If accompanied by an excuse note signed by parent, guardian, or doctor. 
The school encourages parents to attempt to schedule appointments outside of academic time whenever possible. 
 
Unexcused Absences 
Unexcused absences are absences due to illness or injury that are not accompanied by an excuse note. Other examples of 
unexcused absences include, family holidays during term time and driving lessons. 
 
School Trip Absences 
Being away from school due to approved school trips is not recorded as an absence as students are regarded as being at 
school. 
 
Extended Absences 
Parents are strongly encouraged not to take their children out of school for extended vacations. 
 
Students who miss school disrupt not only their own educational progress but also the progress of the other members of 
their classes. They do this by requiring additional help upon re-entering the class from their teachers as well as requiring 
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teachers to do extra work in preparing individual lesson plans for them. The time spent in doing this is inevitably at the 
expense of the class as a whole.  
 
In the event of an anticipated extended absence, parents should send a note to the appropriate Principal at least one week 
prior to the absence. It should be recognised that there is work that cannot be made up when a child is absent from 
school, i.e. classroom discussion, group work, etc. However, that work which can be completed independently should be 
completed in a timely manner.  
 
Make-up Work 
Students who have missed school for an excused activity will have twice the length of time absent to complete work 
missed during the absence (e.g. if a student misses two days of school, he/she will have four days of school to make up 
the work.) This starts from the first day they return to school. Students whose absence is due to illness will be required 
to do only the work that their teachers deem to be necessary for them to function successfully in their classes. Test 
make-up should be arranged with each teacher. Students whose absences are not excused will NOT have the opportunity 
to make up missed work for credit. 
  
Unexcused Tardies (Lates) and Absences 
The school may discipline students who are absent or tardy without a valid reason.  
Tardies - An unexcused tardy is when a student is late to school and he/she does not have a parental note (PS, MS and 
HS), or when a student is tardy between classes (HS). Teachers will permit only three unexcused tardies per nine weeks 
grading period. Students tardy four or more times will be required to serve detention. A child will be counted as ‘tardy’ 
if he/she arrives after 08:30am. The child needs to come by the appropriate school office to collect a ‘tardy slip’ to 
present to the teacher. It is appreciated if the tardy student has a parental note. PS – If a child arrives prior to morning 
recess, he/she will be counted as tardy. If he/she arrives after morning recess, it will be recorded as a ½ day absence.  
Absences - The definition of an absence is when a student misses more than ten minutes of any given class period. Any 
student who accumulates two unexcused absences from any given class during a semester may be referred to the 
Principal. 
 
Attendance/Extra-Curricular Activities 
Students who are absent from school during the day may not attend any extra-curricular activity after school hours, unless special 
permission has been granted in advance by the Principal. Students leaving on school trips must attend classes on the departure date 
until the time that the school has stipulated students will be released.  
 
School Hours 
Parents are asked to ensure that their children:  
 (1) arrive at school after 8:15 a.m (Primary School students should not be at class before 8:20) 
 (2) leave school by 15:25 p.m. 
 
Exceptions are made for those participating in extra-curricular activities. 
 
BUILDING ACCESS/VISITORS 
All visitors to school including student’s guests, substitutes, volunteers and parents must sign in at the main office and 
collect and wear a visitor’s pass before entering other areas of the school. Individuals found in the school without a pass 
will be escorted to the office to sign in. This is required for the school to be in compliance with the safety and security 
regulations. 
 
Apart from parents of Pre-School 3 and Pre-School 4 students who have a separate parking lot at the back of the school, 
most students and parents will normally enter and exit at the front of the building. 
 
Parents of K-12 students wishing to deliver or collect their children should remain in the lobby area and not go to the 
student’s classroom door. This assists in developing independence on the part of the children. 
 
Visitors and parents entering the school must use the school’s main entrance. Parents who wish to proceed beyond the 
lobby must check in at the main office, where a visitor’s pass will be issued. 
 
The school’s security system insures that most exterior doors are locked for the safety of all members of the school 
community. Under no circumstances should a door ever be propped open either during or after the school day. 
 
Volunteers in ISS classes are reminded to observe Norwegian laws regarding confidentiality when helping in a 
classroom.  
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Student Guests 
Students wishing to invite friends to visit the school for one day must ask permission of the appropriate school Principal 
at least three days in advance. No visitors will be allowed without the appropriate notification being given, or without 
the Principal’s approval. Guests may only visit for one day. 
 
 It is not possible to book ISS facilities for private functions. 
 
BUILDING EVACUATION 
Parents are asked to assist the faculty by being good role models during all emergency evacuations (real or practise). 
Parents should leave the building by the nearest exit and walk quickly to the back of the building where they will be met 
by the school receptionist, who will check their names off the visitors’ register. Visitors who are not present will be 
reported to the Fire Marshall as they could be potentially trapped in the building. 
 
Students and employees practise evacuating the building at regular intervals and fire and building evacuation procedures 
are posted throughout the building. 
 
If for any reason it is necessary to evacuate the building for a real emergency, parents will be informed via electronic 
messaging. In such a case, the school will re-open the following school day unless a message giving different 
instructions is sent to families. 
 
CAFETERIA/LUNCH CARD SYSTEM, SNACKS 
General Information 
Because learning about nutritious food is part of our curriculum, we urge you to think about snacks very seriously. 
Candy, foods with a lot of sugar and so forth are often poor health choices. Some students prefer junk food over a 
nutritious lunch. Therefore, we ask you to help in the learning process by stressing to your student that a snack is not a 
substitute for good food. 
 
ISS encourages healthy eating. Primary School teachers will not let children drink soda or eat candy as part of their 
normal snack during the school day. “Junk food” puts limits on effective learning for the individual and the class as a 
whole. If parents have a question of whether a snack is healthy, they are encouraged to have a conversation with the 
child’s teacher so we can encourage the child to make healthy food choices. There will be special occasions when 
sweets are allowed, but we keep this to just special occasions. However, a cookie and sweet treat are not seen as a 
healthy snack. Fruit and milk are available at a minimal cost for all students. 
 
Healthy eating is encouraged throughout the school. In the Middle School and High School, students have more choice 
of their food, but they should consume it in the cafeteria. Break-time snacks and lunches are eaten in the cafeteria or 
picnic tables outside. If students eat outside, they should not run with food, and cartons and other waste should be 
disposed of accordingly. 
 
Middle School students may not purchase sodas from the Parent Association kiosk during the school day. Neither 
teachers nor older students may purchase sodas for Primary School of Middle School students. 
 
There is teacher supervision in the cafeteria at lunchtime. 
 
Students can bring their own packed lunch from home or purchase food. Hot lunches are served daily and details of the 
weekly menu are circulated through the INFORMER. Sandwiches, soup and various other items are also available. 
 
Cafeteria/Lunch Card System 
The school has in place a debit card system for its “cashless cafeteria.” Each student and employee is issued a photo 
identification card and if they wish to purchase items in the cafeteria, the card will serve as the means for payment. For 
all students and staff, the limit on the account is 0 NOK, e.g. there will have to be money in the account in order for 
items to be purchased. At the end of the school year, or when a student withdraws from the school, no report cards or 
other records will be sent unless and until all bills are settled. 
 
Students, (or their parents) and employees pay online an amount of money, which will be credited to their ID card. If 
more money is put on the card than is used before being leaving the school, the unused money will be refunded in full 
upon request to the business office. Typically, returning staff and students leave unused money in their accounts during 
the summer holidays and can access it again once the new school year begins. Information with the individual password 
will be given to the family to go on their online account (go onto the school website, <www.isstavanger.no> and go to 
“cafeteria”) to see how much money is remaining on the card, and how the money has been used—in other words, what 
has been purchased with the card. Checking the balance will also allow families to keep tabs on when to submit another 
amount of money when the balance gets low. Primary school students will have help from their teachers in keeping track 
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of their cards. Obviously, older students will have to take good care of their cards and should a card be lost, they should 
advise the office immediately. There will be a small fee of NOK 50 to replace a lost card. Parents and guests will still 
use cash for their own personal purchases.  
 
The balance on the card shows each time money is taken from the card. The account may also be checked online. While 
ISS realizes it can be difficult to keep track of the amount on the card, under no circumstance should a parent expect a 
child will be served if there is no money on the card. A student with no money on a card can ask for assistance in the 
division office. If a parent or student feels that there has been a mistake made in charging, this issue should be taken to 
the chef as soon as possible. 
 
ID Card Details 
1. All students and employees are supplied with an ID badge and a lanyard. Should they lose them; a new ID badge will 
be issued at an additional cost of NOK 50. Only one lanyard will be issued and lost lanyards will not be replaced. The 
lanyard is the property of the student/employee. The ownership of the actual card belongs to ISS, but when students and 
employees leave, they may keep their cards. 
2. Can anyone use a different band than the lanyard that has been provided? Yes.  
3. Can anything else be hung on the lanyard—keys, charms, stuffed toys, etc.? No. This will avoid potential damage to 
the magnetic strip.  
4. Can anyone “customize” their ID badge, using markers for more “artistic” effects? No.  
5. Must the ID be worn in plain sight at all times? The principals share this information with the primary, middle and 
high school staffs and the information varies by age. Certainly the lanyards should not be worn by anyone during active 
times—recess, gym class etc. Also there are many classroom situations where they would not be safe to wear—CDT and 
science labs are two times that immediately come to mind and there are probably many other times as well. 
6. Do students or employees have to put money on their card? No. It is not necessary for anyone to put money on their 
account. The card can be solely used for ID purposes by students. For employees, it can be used solely as their swipe 
card entry into the school. 
7. What procedure is followed when students or employees leave and wish to recover unused lunch money? To receive a 
refund, the business office must be contacted. 
 
Guidelines for Parents and Guests in the ISS Cafeteria 
Priority is given to serving students and staff. Parent visits to the cafeteria are limited to 8:30-11:00 as the number of 
students makes it difficult for the kitchen staff to be able to serve additional parents and guests. 
 
The cafeteria is cashless for students and staff. When parents and guests visit the cafeteria between 8:30 and 11:00, they 
are asked to have small bills and coins as there may not be change for large bills. Please do not expect a NOK 500 bill to 
be changed at the till. 
 
Cafeteria Furniture  
Cafeteria furniture should never be removed from the cafeteria for any reason. Should anyone see one of the “red 
chairs” or cafeteria tables anywhere else in the building, they are kindly requested to see that the furniture makes its way 
back to the cafeteria as soon as possible. 
 
Cafeteria Rules for All ISS Students and Staff 
1. Appropriate manners are compulsory. Be respectful at all times. “Please” and “thank you” are the minimum required 
from everyone using the cafeteria. 
2. Do not wear hats of any kind in the cafeteria. 
3. Do not use chewing gum. 
4. Do not place balls on the counter. If you have a ball with you, place it at your feet. 
5. The cafeteria is a very public place. Use an “indoor” voice at all times and avoid extraneous noises. 
6. Everyone must buy his/her own food and drink using his/her own card with the identification picture visible and 
recognizable. No credit will be allowed. It is the responsibility of each individual to have money in their account. Please 
see Cafeteria/Lunch Card System above for details.  
7. Only one visit to the cash register is permitted. Make all of your choices at the counter, and pay for everything that 
you eat or drink at that time. Nothing is free in the cafeteria, but if you are unsure, please ask. 
8. Have a pleasantly social meal. When you are finished remove everything from the table, put your chair back into its 
proper place and recycle properly. 
9. Treat the cafeteria as you would any other classroom with the school. Among other things, this means no running in 
the cafeteria. 
 
If a class is assembled for instruction in the cafeteria, others are asked to please make an extra effort to keep voices low 
so instruction can go on without disrupting the class. 
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CLASSROOM SUPPLIES 
All textbooks are furnished by the school and must be returned at the end of the school year. Lost or damaged textbooks 
will be billed to the student.  
 
Students supply their own personal items such as paper, pencils, pens and notebooks. These items are available through 
the Parent Association kiosk in the school lobby, or from local stores. Individual teachers will notify their students or 
parents with specific supply requests. (See also supply lists in student course description booklets.) 
 
COMMUNICATION 
School to Parent 
THE INFORMER  is sent home with the students frequently and is also available online at www.isstavanger.no. It 
communicates information of interest and importance to the school's faculty and staff, student body and parents. 
 
Parent to Teacher 
If a parent needs to see a teacher, he/she should make an appointment to see them. Parents who need access to their 
child during the school day are required to go through the school office and their child will be sent for. Parents are 
requested not to call teachers at home unless there is an emergency or if the individual teacher has encouraged parents to 
use the home telephone number. Parents should not interrupt teachers while they are with their classes. The school does 
not issue staff’s personal telephone numbers to students or parents.  
 
Appropriate Channels of Communication between Parents, Students and School 
Good, consistent, and timely communication between faculty members, parents and students is encouraged and 
expected, therefore ISS communicates with students and parents frequently regardless of the age of the child. Since both 
the faculty and parents have the best interests of the students in mind, it is important that communication be open and 
constructive.  
 
ISS communicates with students and parents frequently. Whereas ISS recognizes that when students turn eighteen years 
of age they assume rights as adults in Norway, the school also recognizes and assumes students and parents understand 
that parents/guardians have voluntarily chosen to enroll their child in a school that proactively includes the parents in 
communications. If a student of eighteen years of age wishes information be withheld from parents and/or guardians, it 
is the responsibility of the student to communicate this in writing to the school. If that should happen, the high school 
office will notify the parent, in writing, of the child’s decision. 
 
Complaints 
Good, consistent, and timely communication between faculty members, parents and students is encouraged and 
expected. Since both the faculty and parents have the best interests of the students in mind, it is important that 
communication be open and constructive. 
 
When students or their parents experience any problems arising at school, it should first be discussed in a conference 
with the teacher or other applicable school employee. It is anticipated that most problems can be solved at this level. If 
not, the parent or student should speak with the Principal. If the problem is unresolved after this effort, the problem 
should be put in writing and submitted to the Director. The Director, working with the parties involved, will try to 
resolve the matter. If the student or parent is not satisfied with the resolution at this stage, they may refer the matter in 
writing to the Board Chairperson who will decide whether the item should be added to the Board’s agenda at its next 
meeting. If it is added to the Board agenda, the Board’s decision regarding the issue shall be final. Complaints regarding 
personnel shall be considered by the Board only in executive session and only when the complaint is written and signed 
by the complainant. Please see Appendix A: Communications Flowchart, for an illustration of the process. 
 
Parent Conferences 
Parent/teacher conference days are scheduled for parents and teacher to conference together twice during the year. 
Additionally, teachers may contact parents or vice versa to request a conference whenever circumstances warrant one.  
 
Parents who want to review their child´s progress can contact teachers at school to arrange for an appointment. The best 
time for an appointment is often after school due to teacher obligations at other times. The Director or Principal will be 
happy to be present at any conference, if requested by the teacher or parent. An appointment can be made in advance 
with the office. 
 
Open House  
In the first four weeks of school, each school division holds an Open House for parents. This is an opportunity for 
parents to come to school to meet the teachers and gather information. Open House begins with a general session, which 
is an overview of the school curriculum, and finishes with parents meeting with their child’s teachers. Teachers will 
review the contents of the curriculum, and also the grading and assessment practises.  
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Parent Visits 
Parents are often asked to assist with special events or projects. If a parent has an interest or a special skill to share, he 
or she is encouraged to bring it to the attention of the appropriate teacher or administrator. The Parent Association 
maintains an up-to-date list of parents willing to assist the school in this manner. 
 
Arrangements to visit your child’s class must be made through the Principal at least two days prior to the desired visit. 
You are reminded that all visitors must collect from the main office and wear a visitor’s badge. 
 
COMPUTER ACCEPTABLE USE POLICY 
Internet and ISS network access is available on a limited basis to students. The goal in providing this service is to 
promote educational excellence by facilitating resource sharing, innovation, and communication.  
 
ISS believes that the benefits to educators and students from access to the Internet, in the form of information resources 
and opportunities for collaboration, far exceed any disadvantage of access. Each person has basic rights and 
responsibilities when using technology. Here are some examples of unacceptable uses: 
 

1. Using the network for illegal activity, including violation of copyright or other contracts. 
2. Intentionally vandalizing, degrading or disrupting equipment, systems or data. 
3. Gaining unauthorised access to resources, data, or entities or invading the privacy of individuals. 
4. Using an account owned by another user or creating an account in another’s name. 
5. Posting personal communications without the author’s consent. 
6. Not following Acceptable Use Policy (AUP) guidelines that limit use and provide selective access to 

predominantly recreational services such as chat lines*. 
7. Using or accessing inappropriate language, profanity, or obscenity. 
8. Knowingly accessing and/or deeper exploration resulting from accidental discovery of inappropriate material-- 

specifically, material that is counter to the intent of AUP. 
9. Using the network in any other manner contrary to specific instructions of the ISS personnel responsible for the 

supervision of the network use. 
10. Cyber-bullying and harassment. Cyber-bullying and harassing in any manner are not allowed and will result in 

disciplinary consequences at ISS and possibly a report to the police. 
 
Unacceptable uses of Internet while on the ISS campus or accessed through the ISS facilities can result in 
disciplinary consequences including, but not limited to, the suspending or revoking of computer and Internet 
access privileges and/or suspension from school and involvement of the police for more serious offenses. 
 
In addition to the above, the following are the basic rules and regulations for Internet use by ISS students. These rules 
may be subject to change when deemed necessary. 

1. The Internet is only to be used to advance academic study.  
2. Any problems or unusual situations (i.e. unusual “pop ups” or strange behavior of the computer) encountered 

while using computers must be reported immediately to the responsible staff member, who will report to the 
technology support staff if additional help is required. 

3. Students should not attempt to correct problems themselves. 
4. Students will not attempt to alter the settings of the hardware or software, or tamper with the computer set-up in 

any way. This includes attempts to change names, passwords, networking services and protocols. 
5. Students will not attempt to install programmes on school computers. Installation of software will be do only by 

the IT Manager or designees. 
6. Student computer access in the library is on a first-come, first-served basis. Priority is given first to organized 

classes, then to students actively engaged only in ISS academic work. All students will follow the instructions 
of the library staff in all matters pertaining to library use. This includes computer access and use. It is 
especially important to promptly follow library staff instructions during periods of heavy use of library 
computer resources. 

7. Student access to the Internet from individual classrooms is at the discretion of the class teacher and must 
always be under the supervision of the classroom teacher. 

8. Educational games can be accessed at the discretion of teachers/staff. 
9. Chat groups and instant messengers of any form are not to be accessed on the Internet unless supervised by 

staff members.  
10. Access to the Internet does not include e-mail privileges for students. If a student wishes to send projects to the 

school via e-mail, permission must be sought from a staff member to retrieve such e-mails. Such permission 
extends only to accessing the necessary e-mail. Students may be allowed limited access to e-mail accounts 
outside of class time and at the discretion of the library or other supervising staff. 

 
LAPTOP CART RULES 
For Students Using the Computers: 
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1. All Computer Acceptable Use policy rules apply to all computers at ISS, including laptops.  
2. When moving the laptop carts around the building, go slowly. Moving too quickly over obstacles such as 

the “troll traps” in the doorways causes damage to the carts and the computers themselves.  
3. Always carry the laptops with two hands. 
4. Do not eat or drink around the laptops. 
5. Allow the screen to go completely black before closing the laptop when you shut it down. 
6. Replace in the cart and plug the laptop in. The small LED light should go red or green when this is done 

correctly. 
 
CONDUCT AND DISCIPLINE  
All ISS students must understand that appropriate student conduct requires an atmosphere which is cordial and fun, yet 
straightforward and firm. Students are members of a community of people who rely on each other and trust each other. It 
is the joint responsibility of teachers and students working together to create and protect the well-being of each member 
of the community.  
 
Please have a conversation with your children about the purpose and importance of following the law and school rules. 
We are required by law to have rules, rights and responsibilities at school (Norwegian Education Act §2-9 and §2-10). 
Everyone at ISS is responsible for promoting a healthy environment (see the Education Act §9a1-4). It is important that 
both parents and staff members help students to understand school rules and how they promote safety and security for 
everyone, as well as a positive atmosphere that is conducive to learning. 
 
Student Behaviour Guidelines:  
All guidelines follow from the simple premise that we expect all of our students to respects themselves, others and the 
environment. 

·  Be polite, respectful and courteous towards others at all times. 
·  Be in the classroom ready to begin work when the class period begins. 
·  Use time effectively and efficiently, maintaining attention to task throughout the lessons. 
·  Listen to and follow directions. 
·  Exhibit appropriate behaviour during class, in the hallways, in the cafeteria, in the school playground, with 

appropriate allowances for activities such as recess, physical education, etc. 
·  Keep all areas of the building and grounds clean.  
·  No running in the building at any time. 
·  Office phones are for special circumstances only. Mobile phones must be switched off during the school day if 

they are brought to school. All use of mobile phones in classes is prohibited. To protect everyone’s safety and 
privacy, mobile phone cameras must not be used inappropriately, such as in the gym locker rooms. Under no 
circumstances should a mobile phone with a camera be used in an inappropriate manner. The definition of what 
is inappropriate shall be determined by the Principal. 

·  Actions which hurt other people, or the property of other people, or are dangerous to the safety of any person 
or equipment, are inconsistent with the spirit of ISS. 

·  Students are expected to respect others. Any form of disrespect, any humiliation, threat or violence towards 
another person is contrary to the objectives of ISS. Students at ISS are expected to act in a responsible, 
respectful manner when interacting with faculty, staff, other students, guests, substitutes, etc.  

 
School Rules 
Only those students who cooperate with the rules and regulations of the school, as designed by the faculty and 
administration, will be permitted to attend the International School of Stavanger.  
 
Generally, teachers handle discipline problems. The administration will provide assistance in chronic or severe cases. If 
a student is kept after school, notification to parents must be given at least a day in advance. 
 

·  Weapons of any kind are not allowed at ISS. Laws in Norway are strict in this regard. For example, students 
should be aware that carrying a knife, even a pocket knife, outside one’s home is illegal unless it is a fishing 
knife and the person is going to or from fishing (Straffeloven § 352a). If a student is found to possess a weapon 
at ISS or in conjunction with any ISS activity, the consequences will be severe. Such consequences could 
include notification of the police and/or expulsion from ISS, depending on the circumstances. No knives, guns 
or any other weapons are allowed anywhere on the ISS campus or on any school trip at any time. 

·  Play guns (including squirt guns) and dangerous objects are not allowed. 
·  No shoes with wheels are allowed in school. All skateboards, scooters, etc. should be stored in the office area. 
·  Gum chewing is not permitted at ISS. No drinks, food or candy are allowed in the theatre. 
·  No food or drink is to be consumed outside the cafeteria except as designated. Students are expected to leave 

the cafeteria clean. 
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·  The use of personal listening devices is generally limited to before and after school, and at lunch. Students in 
the 11th and 12th grades may also use them during extended pass periods. The use of these devices is 
inappropriate in classes and study hall unless specifically authorised by the teacher.  

·  Students must make sure that all expensive pieces of equipment like computers, calculators, watches, personal 
listening devices, sports equipment and shoes have their name permanently marked in them before they bring 
them to school. When not in use, they should be either locked away for safekeeping or given to a designated 
teacher; for example, jewellery and watches during physical education classes. 

·  Students with school lockers are responsible for providing their own lock. School combination locks can be 
purchased from local hardware stores or from the Parent Association kiosk. 

·  Articles that may disrupt school or distract from lessons (electronic games, etc.) are considered nuisance 
articles. Students are asked not to bring these to school. The school will not be held responsible for the loss of 
these items. 

·  Laser pointers are appropriately used when giving presentations or speeches with an overhead projector in a 
dark setting. Students are not to bring them to school because of the risk of damage to students’ eyes if the laser 
is inappropriately used. 

·  No posters or notices should be placed on the centre front doors of the main entrance—this blocks the view of 
the receptionist to determine who is approaching the school. Please respect the “flyers on this side only” signs 
on the doors as it prevents damage to the safety coating on the door glass. 

·  Aerosol paints are not allowed to be used anywhere on campus. 
 
Academic Honesty 
Academic honesty is critical to the educational process and is expected of everyone at ISS. Academic honesty is never 
allowing someone else’s work or ideas to be represented as your own and not knowingly allowing your own work or 
ideas to be represented as someone else’s. Academic dishonesty includes plagiarism, which is defined as the 
representation of the ideas or work of another person as your own. (IBO, 2003) This includes but is not limited to such 
actions as copying text from a source such as a book or web site, copying work from another student, allowing another 
student to copy your work and not giving proper credit for ideas that are not your own. A student who engages in 
academic dishonesty either actively (copying or misrepresenting someone else’s work, for example) or passively 
(allowing someone to copy your work, for example) will be subject to consequences up to and including losing all credit 
for the assignment in question, detention and/or suspension.   
 
Playground Rules 
1. Stay within playground boundaries (outdoor football area nearest the gym, pre-school playground fence, 
 tree line by track). 
2. Respect the environment.  
3. Only 4th grade students and above are allowed on football field beyond gate and only when permission is 
 specifically granted by supervising staff. 
4. Keep hands, feet, and objects to yourself. No throwing of snowballs, ice, sticks, rocks, etc. 
5. Respect and cooperate with teachers on recess duty. Follow their instructions immediately.  
6. Include others, play fair, and be respectful. 
7. Brush grass and soil from shoes and clothes before entering the school building. 
8. In order to prevent injuries, groups of students should be of a similar age when playing games together. 
 
Playground equipment rules – proper use of playground equipment and special areas 
Ball Bin 

·  Physical education classes always have priority to the ball bin area. 
·  Groups should divide the area and time so that each grade or division can play. 
·  There should never be more than two games going on at one time and they should be divided by the centre line.  
·  Shooting at the goal, as an additional activity, is not allowed while a game is going on. 
·  Students who are not actively participating in the ongoing games should not be in the ball bin. 

 
Swings 

·  No more than two students per swing. 
·  No jumping off the swings. 
·  No twisting or spinning on swings. 
·  Stand back from swings when others use them, and do not lie down under them. 
·  Do not loop the swings as they must be a designated height from the ground when in use. 
 

Slides 
·  Slides are for going DOWN only. Do not climb up a slide 
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Other equipment 
·  Do not stand or climb on tables or benches 
·  Do not go higher than twice your height on a play apparatus. 
·  Do not play with trash cans or other non-playground objects 
·  Do not play with balls near windows 

 
Children may bring playground equipment to school with the permission of their classroom teacher. Such equipment 
could include balls, skipping ropes, etc. Full responsibility for loss or damage lies with the owner. All equipment must 
be marked with the child’s name and grade in permanent marker. Dangerous objects are not allowed. During baseball 
season, softballs, such as tennis balls, may be used. Students can play baseball on the gravel football field. 
 
Closed Campus 
ISS operates with a closed campus for students in pre-school to Grade 10. Students may not leave school during the day 
without permission and proper authorisation. Normally a note signed by a parent or guardian is necessary. 
 
Open Campus is granted to juniors and seniors upon receipt of a completed ‘off campus privileges’ form, signed by the 
student and guardian. These forms will be given to students at the beginning of the school year. Check-out and check-in 
by the student in the high school office is mandatory. Should a student violate the school rules, privileges may be lost.  
 
Abuse or Vandalism of School Property 
If a student accidentally breaks a door or window, or other school property, parents will be billed for one-half the cost of 
repair or replacement. In the case of vandalism of any kind, the student’s parents will be billed the entire cost of the 
repair or replacement. 
Penalties for vandalism will be severe and may be reported to the police. 
 
Drug or Alcohol Abuse 
The use of drugs or alcohol is expressly forbidden at school or at any school-sponsored activity. Penalties for drug or 
alcohol offences will be severe. A student in possession of drugs at ISS or selling drugs to ISS students will 
possibly be reported to the police and the issue will be taken directly to the ISS Board of Trustees to consider 
suspension or expulsion from ISS. If a student behaves in such as a way as to cause suspicion that the student might be 
impaired by drugs or alcohol, that student will immediately be removed from the classroom or activity. Parents may be 
called to take the student home and, if the suspicion of impairment is confirmed, consequences will follow as outlined 
above.  
 
Smoking and Tobacco Products 
ISS is a completely smoke-free environment. Smoking or use of tobacco products is not permitted at ISS, or within sight 
of the school, or at any activity in which ISS participates or is sponsoring, at any time during the day and night. 
 
Students may not use tobacco products while on school property, while taking part in or attending any school activity, 
whether on or off school property, or while representing the school. Failure to comply with this rule may result in 
suspension. 
 
Students and staff must avoid smoking in areas just off school grounds where it may present a health or safety risk. For 
example, it would be imprudent to walk across the street and smoke, then walk back across the street again to get on the 
school bus as there is a danger in regard to traffic and children on the bus would get a message of unhealthy behaviour. 
 
Behaviour on School Buses 
The bus company is permitted to put a student off a bus immediately for smoking, creating a disturbance, or 
misbehaviour. The laws of Norway absolutely prohibit smoking on a school bus. Students may not eat or drink anything 
on the buses. Students who refuse to comply with school or the bus company regulations concerning behaviour may lose 
the privilege of riding the school bus. See additional information regarding school buses under TRANSPORTATION 
AND PARKING RULES.   
 
Student-Faculty/Staff Relations 
Students are to use good manners at school and show respect for teachers and school personnel at all times. Students are 
to address members of the faculty/staff by the appropriate title: Dr., Ms, Mrs. or Mr. 
 
Rules of Conduct in the Theatre 
These guidelines apply equally to ISS students, faculty, parents, outside groups as to the audiences.  

1. No food, drink or gum is allowed at any time in the theatre. 
2. These guidelines apply equally to ISS students, faculty, parents, outside groups as to the audiences.  
3. Late seating will be allowed after the first section of a concert or performance is completed unless directed 

by an usher. 
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4. Once the concert or performance begins, please remain seated. If the performance is of sufficient length, an 
intermission will be provided. Otherwise, expect to stay seated from the beginning of the performance to the 
end. For a very young audience, move only between songs in a concert or between acts in a play. If you 
move, please hold seat as you stand so the seat is raised quietly. 

5. Turn off mobile telephones during performances. 
6. Talking during a performance will be considered rude and inappropriate. 
7. Dress appropriately for the performance, e.g., wearing of caps or hats is not appropriate. 
8. For music concerts, applause is appropriate at the end of each piece. If a major work is performed, please 

wait until the entire work is completed before applauding. Whistling and screaming from the audience is 
considered rude. A shout of ‘Bravo’ is appropriate. 

9. It is appropriate to applaud the conductor or performers as they enter the stage. 
10. Separate applause is appropriate for the conductor upon entrance onto the stage. 
11. Performers should only use the steps rather than jumping off or onto the stage. 
12. Please do not use a flash during performances. If photography is copyright limited, a note will be made in the 

program. 
13. To prevent damage to the front of the stage, do not sit on the edge of the stage if wearing shoes. 
14. When attending evening performances, young children must sit with their parents who should provide 

responsible chaperone skills. 
 
Discrimination 
Discrimination on the basis of race, religion, creed, colour, national origin, gender, or ancestry shall not be tolerated at 
ISS. 
 
Bullying or Harassment 
Bullying or harassment is the creation of a hostile environment by speech or conduct which is either intended to or 
reasonably could be expected to create an intimidating, hostile or offensive environment. Whether or not bullying or 
harassment exists depends on the circumstances, so it is not possible to give a complete list of conduct that constitutes 
bullying or harassment 
 
The best education takes place when there is mutual trust and respect. Students, parents, teachers, and staff come to ISS 
from many different countries and ethnic ancestries, races, and religions. The school will not tolerate harassment by any 
employee of ISS, student, parent or visitor either at ISS or at events sponsored by the school.  
 
The student or employee has the right to notify if they feel an example of bullying or harassment has occurred without 
any negative repercussion. Any school employee or student who believes that he/she has been a victim of harassment 
should tell the other person that the conduct is offensive and ask that it stop. If this does not resolve the situation, the 
victim should report it to his/her teacher, principal, counselor or verneombud/employee representative. The employee 
will notify the Director and take necessary action to resolve the situation. 
 
Reports of harassment will be treated confidentially as far as possible and will be reported to others within the school 
community only on a need-to-know basis. However, in almost every circumstance, the offending person will have to be 
informed to be able to gather the relevant facts. The school reserves the right to bring any matter to the attention of 
parents and guardians of the students involved.  
 
HEALTH SERVICES 
The following health personnel are available at ISS: 
 
Health Professional/Kommune Nurse Mrs. Heather Melhus, RGN SCM Daily  
School Doctor    Dr. Egil Norheim    
 
Dr. Norheim is at ISS for screening purposes only. No screening or vaccinations will be given without written consent 
by the parents. The following health services are available at ISS: 
 
 Grade 1 (6-7 years) 
 Vision and Hearing Test, Growth Development,  
 Information about healthy nutrition  
 
 Grade 3 (8-9 years) 
 Polio Vaccine--dependent on immunization history 
 
 Grade 4 (9-10 years) 
 Vision Test 
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 Grade 6 (11-12 years) 
 Vision and Hearing Test, Posture Examination, Growth  
 Development, Diphtheria/Tetanus Vaccine (Dependent on immune history) 
 
 Grade 7 (12-13 years) 
 Measles, Mumps, Rubella (MMR) Vaccination 
 
 Grade 9 (14-15 years) 
 Polio Vaccine, Tuberculin, Montoux Test, BCG Vaccine 
 
Teachers and parents can request vision and hearing screenings for students at any grade level. No screenings or 
vaccinations will be given without written consent by the parents. 
 
NOTE:  
Medical Information given to the nurse will be shared with the teachers unless otherwise requested. 
 
STUDENT HEALTH ISSUES 
Food Allergies--Severe food allergies are increasing in children, with an estimated 6-8 percent of school age children 
having food allergies. The most common food allergies are milk, seafood, peanuts, strawberries and kiwi fruit. 
Educating parents on food allergies is important as they protect their children until it is time for them to start school. 
Then teachers play a big part in protecting these children by following a few simple rules. The “no food sharing rule” is 
encouraged by teachers and this rule applies both in the classroom and cafeteria. When the other students understand the 
problem they are more likely to help. 
 
At ISS, it is essential that teachers/staff at school are informed about the problems food allergies can cause and know 
what to do should an emergency occur. When class parties are going to take place, make sure the student with the severe 
allergy has her/his own “party goodies” sent in. 
 
As students get older (11 years and up), they typically become experts in their allergy and will have no problem 
refraining from eating foods they are allergic to. 
 
The threat of anaphylaxis (life threatening reaction that can kill within minutes of exposure) is very real. 
All severely allergic students have their own EPIPEN in the nurse’s office at ISS to combat this reaction. 
 
ILLNESS 
If a student becomes ill at school, the student will go to the school nurse where a bed is available for them to rest. The 
nurse will then determine whether to contact the parents to come and collect the student. In the event of an emergency 
requiring transportation to the hospital, the parent will be notified as soon as possible. In the event that the parents 
cannot be reached, the emergency contact will be notified. 
 
MEDICATION 
While the use of medication at school by students is discouraged, it occasionally may be necessary for a student to use a 
medication during school hours. In these instances, the following guidelines must be observed: 
 

1. Any medication to be taken by a student must be delivered directly to the school nurse. 
2. A note, signed by the parent, must accompany this medication. The note must specify: 

a. The name of the student to take the medication 
b. The name of the medication taken 
c. The reason for taking the medication 
d. The frequency and amounts with which the medication must be taken 
e. The specific time period during which the medication must be taken 

3. The Health Professional will control the use of the medication as appropriate. 
 
For the purpose of this policy, medication is defined as any substance which is or may be taken for the treatment of an 
illness, discomfort, or injury. This includes cough drops and Paracetamol as well as stronger substances. 
 
The school will not, under any circumstances, give medication, including Paracetamol, to students from the first aid 
supplies on hand in the office without permission from parents. All medication taken by students must be prescribed by 
a doctor and/or permission granted by parents must be established. Parents may sign a release for their Middle and High 
School children to be given a Paracetamol tablet. 
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CONFIDENTIALITY OF STUDENT RECORDS 
When a child officially enrols, an enrolment form is completed and a student file is begun. Report cards, transcripts, 
standardised test scores, etc., from other schools should be presented at the time of enrolment; until these records have 
been received, enrolment at the school can only be on a provisional basis. Such records will become a part of the 
student’s file and will accompany the student again when he/she transfers to another school. 
 
Student files contain information that is pertinent to daily functioning at ISS. Notes on academic, social, and behavioural 
programme are included. Occasionally, some items will be confidential. In most cases, however, the teacher, Director 
and Principal will be happy to share material included in the file. Files may not be removed from the school on a 
temporary basis and some items, such as some standardised test results, must be interpreted to the parents by the teacher, 
counsellor or Principal. 
 
DRESS AND GROOMING 
Students are expected to dress in a clean, neat, and otherwise appropriate manner, so as not to distract from or show 
disrespect to the multi-cultural learning environment at school. Common sense and prevailing standards will be the 
criteria by which the school’s judgements on dress are made. We ask that parents assist us by exercising some control on 
what their children wear to school. Short shorts, mini-skirts, exposed skin between shirt and pants/skirt, and clothing 
which does not cover all undergarments, are not acceptable at the school. Likewise, inappropriate logos/language, 
including those that promote drugs, alcohol or smoking on clothing, torn jeans, etc. is not acceptable.  
 
Hats may not be worn in middle school and only at the discretion of the classroom teacher in the high school. 
 
Students are required to wear and ISS PE T-shirt from the school Kiosk and shoes that will not mark the gym floors. 
These shoes should be reserved for use in the gyms only. These measures have been taken to preserve the school’s gym 
floor. 
 
FIELD TRIPS 
Because of the wealth of sights available to visit around Stavanger, ISS encourages field trips. 

1. Field trips are sometimes limited to a certain number of students. 
2. Parents may be asked to chaperone, but they should not assume all parents will be on all trips. 
3. Parents are asked to sign a general form at the beginning of the school year granting permission for their 

children to attend field trips and will be informed in advance whenever their child leaves the campus to take 
part in a field trip. 

4. Please note that the guidelines for all field trips, both local and outside the local area, are the same as those 
which apply to any other school day.  

5. Middle and High School students must receive the permission of their other teachers before going on a field 
trip. They must complete a Planned Absence Form for missed work and any assigned homework before they 
leave.  

 
The Board believes that the safety of students, employees and visitors is a critical concern of the school. The Director 
will ensure that procedures are in place to minimize the risks to safety and security at school, on school trips, visits and 
excursions. School employees do have the obligation under Norwegian law to physically restrain a student from doing 
harm to other people, to himself/herself, or to the property of the school. All such incidents will be reported to the 
Director at once. 
 
TRIP REGULATIONS  
Students travelling under the auspices of the International School of Stavanger are expected to conduct themselves in 
accordance with school rules and policies. It is important that each individual uses good judgement in making choices 
when confronted with situations that can lead to rule violations. Participation in activities which take school-sponsored 
trips is optional; therefore, one should not become involved unless he/she feels that they can honour the commitment of 
abiding by the prescribed regulations. Students leaving on school trips must attend classes on the departure date until the 
time that the school has stipulated students will be released. Students are also expected to be at school on the day 
following the return from a school trip.  
 
Consequences for Rule Violations: 
This section is important to understand, especially for all students and staff travelling outside the local area of the 
school. 
 
To have safe and successful trips with students, both students and parents must be aware of and in agreement with the  
rules for the trip. If a student is determined by the teachers to have broken a rule of the trip or fails to comply with 
teacher directives, especially in regard to issues of safety, the student will lose the privilege of participation in activities. 
The number of activities and the duration of loss of privileges depends on the seriousness of the offence. For example, if 
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a student leaves the prescribed boundaries of the living quarters or the activity, and this action puts in jeopardy the 
safety of the student and/or fellow students, the student may lose the privilege of participation in the next day's planned 
day and evening activities. If a student shows that he/she understands the rule that was broken but states that he/she does 
not intend to follow it, the student may be isolated from the group and observed by a staff member so that the student 
does not pose a safety risk to the group. Parents will be contacted for any major breach of a rule or action that 
jeopardizes the safety of the individual or group. If a student breaks a rule of such severity or blatantly defies accepted 
rules of the group—the student may be isolated from all activity for the remainder of the trip. If a parent chooses, the 
student can be collected by the parent. If the possibility exists, the student could be transported home with a staff 
chaperone at the expense of the parent. In cases for which it is necessary, ISS staff will contact the police to deal directly 
with violations of the law. 
 
For all trips outside the local area, such as outdoor education week, sports and language/cultural trips, the trip 
regulations and code of conduct are expected to be followed. 
 
The school policy concerning smoking, drugs, and alcohol on school trips is as follows: 

Violation   Penalty 
Smoking Up to 3 days Suspension from School and 

One month Social Probation* 
Purchase, Possession and/or Consumption 
of alcoholic beverages 

Up to 5 days Suspension from School and  
3 months Social Probation* 

Possession or use of drugs Severe action, possible expulsion (Dismissal from ISS) 
*Social Probation --means that the student cannot participate in any extracurricular activities. 
 
SPORTS (NECIS)/INTERNATIONAL TRAVEL 
The International School of Stavanger is a full member of the Northern European Council of International Schools 
(NECIS). The following schools are in NECIS: 
 
American International School of Rotterdam  
American School of The Hague 
Antwerp International School 
Copenhagen International School 
International School of Amsterdam 
International School of Dusseldorf 
International School of Luxembourg 
International School of Hamburg 
International School of Stavanger 
Sigtunaskolan Humanistiska Laroverket 
 (Additionally, there are annual tournaments with the International School of Aberdeen.) 
 
NECIS organizes interscholastic athletic and academic competitions at varying locations throughout the year. ISS 
competes in the following: 
 

Varsity and Junior Varsity   Football/Soccer--Boys  Fall 
 V and JV    Volleyball--Girls   Fall 
 V and JV    Basketball--Boys & Girls  Winter 
 V and JV   Track and Field--Boys & Girls Spring 

 V and JV    Swimming—Boys & Girls  Spring 
 V and JV   Football/Soccer – Girls  Spring 
 V and JV   Rugby--Boys   Spring 
 
ISS fields both varsity and junior varsity teams. The age guideline cut-off date is September 1 of the current school year. 
No student who has reached the age of 19 as of September 1 is eligible to compete in NECIS tournaments. Students 
must be enrolled in a regular, established programme with a minimum of four class periods daily.  
 
A varsity team is defined as constituted of the strongest group of players from a particular school. A junior varsity team 
is defined as constituted of the second strongest group of players. Students are encouraged to try out for our teams. 
These activities are designed to provide positive athletic experience for our students. Selection is based on athletic 
performance, scholarship, attitude, conduct, effort, and co-operation. Due to financial considerations, before final rosters 
are selected, parents are required to sign an "Intent to Travel" form. 
 
Further, before participation, the athletes and their parents must sign: 
 The Athletic Code of Conduct 
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 Intent to Travel Form 
 
The International School of Stavanger´s current policy is to pay 20% of the costs of school-sponsored trips while 
families pay 80%. All students who wish to travel on the ISS-sponsored trips must fulfil certain requirements. It is the 
responsibility of the student who misses instructional time due to ISS-sponsored trips to complete assignments 
beforehand or make provision for make-up work to the teacher´s satisfaction. 
 
TRAVEL ELIGIBILITY--ATHLETIC CODE OF CONDUCT, POLIC Y, TRAINING 
RULES 

The mission of the ISS athletic department is to provide a high-quality, positive, safe environment for students 
who wish to broaden their educational experience through athletics. 

 
1. As a member of a team, I recognise the following responsibilities: 
 A. I am an official representative of ISS. 
 B. I am expected to be a leader in promoting good citizenship. 

C. My actions in and out of school will build student respect and contribute to school spirit. This responsibility 
implies appropriate respect toward administrators, teachers, school staff, coaches, officials, opponents, team 
mates and classmates. 
D. I will honour the commitment to my team and coach until the completion of the season in recognition of the 
fact that I was chosen and others were not. 

2. I will assume responsibility for any equipment I am issued and am aware I will be assessed for lost or damaged 
items. Issued equipment will be worn only when participating in interscholastic athletics. 

3.  For all school sponsored trips, I will wear appropriate clothing as designated by my coach.  
4. I will return school-owned clothing promptly at the end of the season. 
5.  I am aware that as part of my responsibility to this team, I may be required to provide housing for visiting 

athletes. 
6. I am aware that part of my responsibility to the athletic programme is to help support my team and others at ISS 

in any way that I can, including officiating games, set up and clean up of facilities. 
 

Eligibility for Tryouts. Training, Participation, a nd Travel 
A. Eligibility for Tryouts 
Age restrictions for participation will vary from sport to sport. Normally, once a season has begun and tryouts have 
taken place, the team rosters are set and no additional students are added. Exceptions to this are injuries or sickness that 
may delay joining the team, a student who may be finishing a requirement with another group (for example: a drama 
production), or a student who has entered ISS after the season has started. 
B. Training, Participation, and Travel Eligibility 
Academics ALWAYS come first. If an athlete is having trouble in a class or classes, coaches may consider holding this 
student out of practise until he/she is fulfilling the requirements of the class. Academic performance and behaviour may 
be deciding factors in determining the travel team as well. 
 
In order to travel as part of a team, an athlete must fill out and submit an “intent to travel” form in a timely manner. This 
form communicates the athlete’s intent to travel, and pay the cost of travel, should they be chosen for the travelling 
team. As such, this form is a binding agreement by the athlete and parents to pay their portion of travel costs for that 
event.  
 
One of the requirements for receiving a letter or making the travelling team is to attend practise on a regular basis. If an 
athlete cannot make a practise he/she should give an excuse to the coach or Athletic Director. This will eliminate 
problems that may occur at the end of the season or when it comes to making the travelling team. 
 
Drinking, smoking, or possession of alcohol or cigarettes on and off campus: 
a. 1st Offence Loss of right to play in the next regularly scheduled game or match. Possible suspension from 

school and up to 3 months social probation.  
b. 2nd Offence  Athlete is removed from the team. 
c. Tournaments Drinking, smoking or possession of alcohol or tobacco products during a tournament, 

whether the tournament be home or away, will result in immediate removal from the team 
and may result in punishment for the following sports season. Students may be sent home 
immediately for such an offence at a tournament at the student’s/parent’s expense. 

 
Use and or possession of drugs will result in immediate removal from the team.  
Use or possession of drugs on campus or travelling as part of an ISS-sponsored trip will result in recommendation to the 
ISS Board of Trustees for severe action and possible expulsion from school. 
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At the time names must be submitted for airline ticket issue, the Athletic Director will check all of the athletes' most 
recent quarter grades report or most recent progress report whether it be mid-term or extraordinary. The most recent 
report (quarter, midterm, or extra progress report) will be the one to be used in determining eligibility. Should the date 
for submission of names be after mid-quarter progress reports are due and no report has been filed then the student may 
not be deemed ineligible for academic reasons. If the student at that time has any Unacceptable/Unsatisfactory conduct 
or effort grades on his/her report card, or a progress report which indicates an unsatisfactory level of effort in any of 
his/her classes, he/she will not be eligible to travel.  
 
An athlete will be ineligible for practises and games for a period of two weeks following the receipt of a report card or 
progress report which would also deem them ineligible to travel, with the exception of the receipt of this report card or 
progress report between the times when names have already been submitted for airline ticket issue and the sports trip.  
 
Exceptions to these guidelines can only be made by the Director or Principal who will consult with the Athletic Director, 
teachers and coaches of the student in question. The purpose of these guidelines is to encourage students to do their best. 
 
LIBRARY 
The community is welcome to use both the primary and middle/high school libraries. Library materials can be checked 
out for one or two weeks depending upon the grade level. The library will accept donations of books, but reserves the 
right to decide what is appropriate to add to the collection. 
  
Library Hours  
 
     Middle/High Collection   Primary Collection 
  Monday-Friday  8:00-15:30     8:00-15:30  
  
 
LOST AND FOUND 
Items that are found in the school are handed into the lost and found which is located in the Parent Association kiosk. 
Please label all coats, hats, gloves, etc. with the student’s name. Items not collected are donated to Fretex. 
 
PARENT ASSOCIATION (PA) 
Parent Association—foreldreråd and Cooperative Committee—samarbeidsutvalg  
 
The Parent Association is an organisation for parents and guardians of children of the ISS community. Faculty and 
administration are welcome to take part. The Parent Association is a non-profit, non-political, and non-partisan 
organisation whose objectives are to expand communication between the school, parents or guardians, families and the 
outside community; to support the goals and objectives of the ISS Board of Trustees and to help initiate and support, 
financially and otherwise, activities, projects and programmes of an educational, social, and/or sporting nature. There 
are no subscription fees. The Parent Association shall promote collaboration between the school and the parents to 
foster a good environment for everyone.  
 
The Parent Association encourages all parents to be active, involved members. The Parent Association invites its 
members to volunteer and participate by helping any of the committees and activities. 
  
PARKING--see TRANSPORTATION AND PARKING RULES 
 
PAYMENTS TO SCHOOL 
Tuition invoices are sent either to the company/military or to individual families as appropriate. Invoices for other items, 
such as school trips, are sent to the home and can be paid by whatever banking method families usually use: Nettbank, 
brevgiro, telebank etc. Please be sure to use the KID number at the bottom of the invoice--this is the customer 
identification number that allows the school knowledge that the invoice has been paid. 
 
RECYCLING 
At ISS we take a very proactive role toward care of the environment. There are recycling bins throughout the school for 
student and adult use. The goal is to instil and maintain environmentally-friendly habits. We would therefore ask that 
you provide your children’s snacks and lunches in reusable containers and keep the use of plastic wraps and foil to a 
minimum. 
 
SAFETY—HEALTH, SAFETY AND SECURITY ISSUES 
It is the responsibility of everyone in the school community to help build a safety conscious culture. 
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CPR/Defibrillation Training 
All staff and students in Grades 7, 8 and 9 receive periodic training in CPR and defibrillator use.  
 
Fire and Building Evacuation Procedures 
It is the primary role of the teachers to ensure that the students in their classes evacuate the building as quickly and 
quietly as possible. 
 
Procedures: When the fire bell rings (a short repeated ringing of the metallic bells), teachers should do the following: 
1. Make certain that all windows are closed. 
2. Teachers should collect their grade book or a class list; receptionist will take guest sign-in clipboard 
 outside. 
3. Leave the room quickly, but in a quiet and controlled manner. Do not take coats. 
4. Close the classroom door, but do not lock it. 
5. Students should proceed to the appropriate exit as shown on the exit chart found on the wall in each classroom. 

Each classroom has a variety of optional escape routes and in an emergency the closest exit could be blocked. 
The gathering points for primary, middle and high schools are on the recess grounds at the back of the building 
as follows: 

Primary School – Students will line up by grade level on the playground basketball court. 
Middle School – Students will line up on play area south of the playground basketball court in their 
homerooms. 
High School – Students will line up on play area south of the playground basketball court BY GRADE 
LEVEL ALPHABETICALLY. 

6. If there is smoke, stay low to the floor. If possible, cover your nose and mouth with a wet cloth. When 
approaching a closed door, use the back of your hand to feel the lower, middle, and upper parts of the door 
before deciding to open it. Never use the palm of your hand or fingers to test the door for heat: burning those 
areas could impair your ability to escape a fire either using a ladder or crawling. 

7. Remember that all windows in ISS classrooms can be opened out to allow safe exit if necessary. If exiting from 
second floor windows, one should climb out holding onto the windowsill and dangle down as low as possible to 
the ground before letting go. When letting go, attempt to push away from the wall to avoid hitting the window 
ledge below. When landing, attempt to land on one’s toes instead of heels. Quickly move away from the 
building so the next person coming down will have a clear space to land. 

8. Students should stand in silence at their gathering point in a line by grade/homeroom, while teachers are taking 
roll. Employees not involved in taking roll should also stand in silence. 

9. The teachers will report on attendance to the designated Administrative Assistant who notifies the Fire 
Marshall. The Fire Marshall is responsible for verifying that all students are out of the building. 
Two blasts of the whistle from the Fire Marshall is the all-clear signal allowing students to re-enter the 
building. 

11. If it is determined unsafe for students to re-enter building, teachers will be instructed to take their groups to one 
of two longer-term assembly points: 
Bleachers overlooking the sports field 
Hafrsfjord Skole gymnasium 

12. If it is necessary to evacuate the school, the following steps will take place in re-opening the school after a  short-
term closure: 

a. Confirm safe conditions through primary sources. 
b. Inform the school staff. 
c. Parents should have been advised beforehand (in the Parent/Student Handbook), that, unless the school has 

announced otherwise, classes will resume on the following regular school day. 
d. If for any reason either the political situation or a natural calamity in Stavanger becomes life threatening to 

the ISS school population, the ISS School Board will conduct an emergency session to decide whether or 
not to close ISS on a long term or permanent basis. 

13. ISS has a Crisis Response Team and extensive details on such topics as lock-down procedures.  
 

Accident File 
(1) In the event of a student or employee being involved in an accident while at school, an accident report form MUST 
be completed the same day and submitted to the school nurse. The forms are available from the offices. 
 
(2) This form will include the following: 
 (a) Individual’s name 
   (b) Location and time of the accident 
   (c) The cause of the accident 
   (d) Which member(s) of staff attended the accident 
 (e) What steps were taken  
   (f) Which parent/administrator was informed 
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(g) A question asking teachers to indicate if there were lessons to learn from this incident to avoid similar 
accidents in the future. 

 
Process for Reporting of Illness and Injuries, Near Miss and Unsafe Situations at ISS 
The HSE Coordinator records near misses and unsafe situations. The situations are categorised by type of deviation: 
broken equipment, human mistake, incorrect/lack of or unclear procedure, mechanical deficiency, unanticipated event, 
or other event. The location of incident/situation is also highlighted to easily identify high risk areas. Where situations 
have been fixed/dealt with, this will be recorded as ’action taken’. 
 
Reporting of unsafe situations and near misses by parents and visitors is welcomed via an Irregularity Report/ 
Improvement Report form that can be requested in the main office. 
 
Risk and Vulnerability Analysis 
Staff regularly make risk and vulnerability assessment for situations regarding their workplace. 
 
Other Safety Issues 
No candles can be lighted in classrooms or hallways. Flames may only be used in Science laboratories when sufficient 
safety equipment is in place. 
 
No posters or notices should be placed on the centre front doors of the main entrance—this blocks the view of the 
receptionist to determine who is approaching the school. 
 
Do not place posters on either side of the glass doors that open in the hallways as everyone needs to see who is on the 
other side. Please respect the “on this side only” signs on the doors as this protects the safety coating on the glass of the 
doors. 
 
HSE Coordinator Role 
Work Areas for the HSE Coordinator  
Tasks:  

·  Maintain and document school guidelines according to Regulation on systematic Health-, Safety- and 
Environment in Enterprises (Internal Control Regulations)  

·  Assist administration and employees by providing information about health, safety, and environment. Act as 
Directors assistance in HSE cases.  

·  Assist Safety Delegates in the performance of their roles; safety audits, meetings (if requested) and follow-up 
of cases related to HSE 

·  Assist in making risk assessments of work situations  
·  Assist in the preparation of guidelines for use of chemicals, machines and equipment 
·  Assist in making surveys regarding work environment; both physical, organisational and social factors 
·  Assist in individual adaptation of tasks; Participate in planning of new work areas and improvements/changes 

of already existing areas. Consider possible improvements in situations of heavy and monotonous work.  
·  Maintain contact with Centre for Inclusive Workforce, for active participation in IW-work. Assist in necessary 

follow-up of individual employees 
·  Keep records of accidents, near miss and hazardous situations, and report to Board of Trustees 
·  Participate in AMU (non-voting) 

 
Security 
Everyone should contribute to a school community security culture. When staff, parents and guests attain and wear ID 
badges, they contribute to an important part of maintaining security. ISS does not comment publicly on security, but 
parents are welcome to contact the Director should they have any questions. 
 
Surveillance Cameras 
ISS operates a number of surveillance cameras in order to assist with security for members of the ISS community and in 
respect of school property. The cameras are registered with Datatilsynet and the school follows Norwegian law 
regarding the length of time recordings can be held in the school’s possession. 
 
The camera recording will be used for no other purposes than the security of the pupils and employees and protection of 
school property. 
 
STRATEGIC PLAN 
The Board, with input from employees, parents and students, shall develop, implement, monitor and update a strategic 
plan on an ongoing basis. 
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STUDENT SUPPORT SERVICES 
The International School of Stavanger recognizes that some students require special programmes or services in order to 
meet their needs and to experience success. Programmes and services available to students include English as an 
additional language, learning support, counseling and health services. 
 
For detailed information regarding the student support services available at ISS, please refer to the Student Support 
Services Reference Guide or contact a Student Study Team member. The reference guide can be obtained from any of 
the learning support teachers or school counselors. 
 
Notifying Parents of Confidentiality and Child Welfare Mandate 
The law requires that parents must be informed of the general duty of confidentiality of the staff, and the special duty of 
disclosure in relation to child welfare services.  
 
Counseling 
The counseling office is committed to providing students with both academic and socio-emotional support services. The 
programme is based on the belief that each student is unique, possessing intrinsic personal worth, dignity, along with 
certain basic rights. Individual and group socio-emotional counseling is made available to address a variety of student 
concerns. These may include assistance with conflict resolution and cultivating positive relationships with peers. The 
counselors extend and coordinate support services to students, families, and staff where appropriate. 
 
English as an Additional Language 
English language support is offered to any student whose first language is not English and who does not function in 
English at grade level due to language background.  
 
A new student whose first language is not English and who has not spent a significant period of time in an English-
language school will be required to undergo assessment of his/ her English skills by the EAL teachers. The purpose of 
this assessment is to determine whether the student requires language support. Placement in an EAL group is based on 
the assessment results, information from previous school records and consultation with parents. Students of concern may 
also be referred for assessment during the course of the school year.  
 
Please refer to the English as an Additional Language Information Booklet or contact an English as an Additional 
Language teacher for more information regarding this programme. The booklet can be obtained from any of the EAL 
teachers.  
 
Health Services 
The health service seeks to ensure a healthy school environment where children are regarded as individuals whose 
emotional, social, cultural identities and values are respected. Health services offered include, student growth and 
development assessment, a vaccination programme following Norwegian guidelines, vision and hearing testing, 
administration of medications taken during school hours, assessment/ administration of first aid to injured students and 
the dissemination of information to the school community regarding health care in Norway. A doctor is available at ISS 
for screening purposes only. Confidentiality for all those making use of the ISS health service is respected and ensured. 
 
Learning Support 
A limited learning support programme is available to students who qualify. There is no special education programme 
available. The purpose of the learning support programme at ISS is to assist students with special needs to function 
effectively in regular classes. 
 
Speech/Language Support 
A limited speech/ language support programme is available to students with speech/ language impairments in preschool 
- grade 12. There is no formal speech/ language therapy programme or assessment available. The purpose of the speech/ 
language support programme is to assist students in becoming more effective communicators and therefore, more 
successful in the academic setting.  
 
Maximum Support Allocation 
Students who require learning support and/ or speech/ language support services for more than 20% of their academic 
programme are deemed not eligible for enrolment at ISS without careful administrative review and a specific 
intervention plan.  
 
Student Study Team/Referral Process 
The Student Study Team (SST) consists of the following individuals: counselor, English as an additional language 
(EAL) teacher(s), learning support teacher(s), Principal(s) and the school health professional. Classroom teachers also 
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participate on this team when a student in their class/ course is referred/ to be discussed. This team has the responsibility 
of handling student referrals and coordinating student support services.  
 
In order to identify students who may benefit from support services, the school has a referral process in place. Referrals 
can be submitted by any of the following individuals: classroom teachers, administrators, counselors, parents, school 
health professional, past school, etc. Under most circumstances, the referring person should contact the parent(s) of the 
student regarding their concern prior to submitting a referral. Referral forms can be obtained from the main school 
office, primary school office, and middle/ high school office or from the learning support teachers, speech/ language 
teacher and counselors.  
 
Referrals may be submitted for any type of concern an individual has regarding a student (e.g. learning, social, 
emotional, behavioural, etc.). Any referral is appropriate, whether or not the student is determined to require support 
services. In many cases, the information developed through the referral process itself may help in developing strategies 
to facilitate the growth of the student. Please submit referrals to a Student Study Team member.  
 
TRANSPORTATION AND PARKING RULES  
Bus routes are set up before the beginning of the first week of school. While an attempt is made to have bus routes come 
close to where most our students live, it must be understood ISS cannot provide door-to-door pick-up and delivery. All 
bus routes will be reviewed after the first week and occasionally adjusted to provide the most efficient service. 
Fortunately, the school is also located near convenient city bus routes. The central office co-ordinates the bus schedules. 
 
For additional information about the bus routes please contact Ms Anne Brit Winters – 51554300. 
 
The following rules have been established in order to facilitate an efficient and safe bus service. They apply to all rides. 
Since riding the school transport is a privilege and not a right, students who do not obey the rules will be asked to 
provide their own transportation. 
 

·  The standard of conduct required on buses is the same as the standard of conduct required during the regular 
school day. 

·  General safe bus conduct is expected at all times. Some specific example of safe bus contact are wearing seat 
belts when they are available on the bus, staying seated at all times and talking only in a quiet voice.  

·  Only regular bus students and an occasional schoolmate who is a guest of a regular bus student are permitted to 
ride the bus. In some instances, parents may wish to have a group of students ride a bus which they do not 
usually ride. In such cases, the parents must direct the request to the school office. Depending on the number of 
students already riding that bus, the request may be granted. 

·  Do not eat or drink on the bus. 
·  Respect bus property. Any vandalism on buses must be paid for by the student. 
·  Bus drivers must be shown respect and their instructions are to be followed immediately. 
·  When students load the bus in the afternoon, they should get on and stay on. If a student needs to return to the 

building, this should be done only after contacting a teacher on duty. 
·  Bicycles are not allowed on the bus. 
·  Parents will be notified by the school if a student breaks the above rules, ignores the reminders of the bus 

driver, or in any way endangers the safety of the other students on the bus. After a second infraction of the 
rules, the Principal will inform the parents of the student of denial of the privilege of riding the bus if this is 
justified according to the judgement of the Principal. The school may also assign a certain seat for any student. 

 
Bus Transportation 

Guidelines for Situations that May Arise for Bus Transportation 
Unexpected situations may arise regarding bus transportation to and from ISS. The following guidelines have been put 
into place to ensure parents are aware of procedures in the event a situation may occur. These procedures are mainly for 
students in grade Kindergarten through Grade 5. It is assumed older students will sort out a situation with the bus driver 
by calling a parent or asking the bus driver or ISS to call a parent. If a parent expects a child to be on the bus, but the 
child does not get off, the parent (if possible) should stop the bus, get on and check with the driver. Parents are 
responsible for the safety of their children until the children are on the bus in the morning and after the children get off 
the bus in the afternoon.  
 
The contact person for bus transportation at ISS is Anne Brit Winters, telephone 51554300. If she is not at ISS, please 
contact Liv Nærland Høie or Linda Duevel at the same number at ISS. 
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Time Situation Action by ISS Action by 

Parents 
Action by Bus 

Company 
Action by 
Student 

The 
Morning 
Pick-up 

1. 

The bus does 
not arrive to 
collect students 
from their bus 
stop in the 
morning within 
15 minutes of its 
scheduled time. 

ISS notifies 
teachers that 
students on a bus 
are late. Student 
records will not 
show students are 
tardy. ISS will 
communicate 
with the bus 
company to assess 
action needed. 

Call ISS to 
inform that the 
bus did not 
arrive. Please 
arrange for 
transportation of 
students to ISS 
unless other 
arrangements are 
made by ISS. 

A driver calls 
the bus company 
and the bus 
company calls 
ISS to inform 
that a bus is 
more than 15 
minutes late. 
The bus 
company may 
collect the child. 

Go home to 
inform a parent. 
If no parent is 
home, notify ISS, 
telephone 
51554300. 

After 
School, 

The 
Journey 
Home 

2. 

A child is too 
late and misses 
the bus after 
school. 

ISS bus 
chaperones bring 
the child to the 
office. ISS calls 
parents. 

If possible, get 
on the bus and 
check. Parents 
arrange for 
transportation for 
the child. 

None Find the bus duty 
chaperone or the 
ISS receptionist 
(Mrs. Winters) to 
call parents. 

3. A child 
unintentionally 
gets on the 
wrong bus at the 
end of a school 
day. 

ISS will get a 
message from the 
bus company and 
inform the parent. 
A rendezvous 
point agreed to by 
the parent, ISS 
and the bus 
company will be 
arranged. 

Call ISS if your 
child does not 
come home on 
time. 
 
Collect your 
child from the 
agreed-upon 
rendezvous point. 

The driver calls 
the bus 
company, the 
bus company 
calls ISS and 
ISS calls the 
parent to arrange 
a rendezvous 
point. 

Stay on the bus 
and the driver 
will take care of 
you until you are 
collected by your 
parents. 

4. A child falls 
asleep on the 
bus and does not 
get off the bus at 
the normal stop. 
 
 

ISS is notified by 
the bus company. 
ISS calls the 
parent to inform 
them of the 
situation. ISS 
confirms the 
collection point 
with the parent 
and the bus 
company.  

If possible, get 
on the bus and 
check. Parents 
communicate 
with ISS if a 
child is missing. 
If the child has 
fallen asleep, the 
parent will be 
asked to collect 
the child or meet 
the child at a 
place confirmed 
by the bus 
company, the 
parent and ISS. 
The parent 
should notify ISS 
when the child 
has been 
collected by the 
parent. 

Bus drivers 
check all buses 
at the end of a 
route to ensure 
no one is left. If 
there is someone 
on the bus, the 
driver keeps the 
child on the bus 
and calls the bus 
company. The 
bus company 
calls ISS. ISS 
calls the parent. 
The parent is 
informed of the 
location of the 
child and asked 
to either collect 
the child or meet 
at a place agreed 
to by the parent, 
ISS and the bus 
co. 

The child should 
stay with the bus 
driver until 
collected by a 
parent. 
 
The child may be 
told over the 
telephone by a 
parent to take 
another action 
that has been 
agreed to by the 
parent, ISS and 
the bus company. 
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Time Situation Action by ISS Action by 

Parents 
Action by Bus 

Company 
Action by 
Student 

5. A child does not 
remember or for 
another reason 
travels beyond 
the normal bus 
stop. 

The same 
procedure as 
Number 3. 

If possible, get 
on the bus and 
check. The same 
procedure as 
Number 3. 

The driver calls 
the bus 
company. The 
bus company 
calls ISS. A 
rendezvous 
point is 
confirmed and 
ISS informs the 
parent. 

The child should 
inform the bus 
driver and stay 
on the bus until a 
rendezvous point 
is confirmed. 
Alternatively, 
there are times 
when the child 
will go home 
with another 
child on the same 
bus, in which 
case that family 
will call the 
parents and ISS. 

6. A child is not on 
the bus, does 
not get off the 
bus or does not 
arrive home 
within 10 
minutes of the 
expected time. 

ISS collects 
information on 
the child. ISS 
asks the 
classroom 
teacher, other 
older students 
along the same 
bus route if the 
child was on the 
bus and where the 
child may have 
gotten off. 

If possible, get 
on the bus and 
check. The parent 
calls ISS and 
gives information 
of the bus 
number, physical 
and clothing 
description of the 
child, the address 
or section of the 
bus route, the 
child’s 
homeroom 
teacher and 
possible 
whereabouts. 

The bus 
company 
responds to a 
request from ISS 
to check 
whether the 
driver 
remembers if a 
certain child was 
on the bus. 

The child should 
contact the parent 
as soon as he/she 
realizes they are 
in the wrong 
place. The child 
should inform the 
bus driver if 
possible. The 
child could also 
ask another ISS 
student to stay 
with him/her 
until a parent 
collects the child. 

During the 
Journey 

7. 

A child is 
injured or the 
bus or the bus 
breaks down. 

ISS gets 
information from 
the bus company 
and informs the 
parent or 
emergency 
contact. 

Confirm with ISS 
whether to go to 
the scene to 
collect the child 
or to the site of 
medical attention. 

The bus driver 
will attend to 
first aid, and 
then contact the 
bus company. 
The bus 
company will 
call ISS. If there 
are immediate 
needs, the bus 
driver will call 
an ambulance. 

The child should 
stay calm and let 
adults take care 
of him/her. 

8. 8. An article is 
left on the bus. 

The bus 
companies are 
contacted if a 
student reports a 
missing item. 

Parents may 
report a missing 
item to the ISS 
receptionist. 

Bus drivers 
check their 
buses each 
morning before 
leaving ISS for 
articles left on 
the bus. These 
are turned into 
the kiosk or 
given to the ISS 
receptionist. 

The child should 
report the 
missing article to 
the ISS 
receptionist and 
at the kiosk at 
ISS. 

9. 9. A child 
vandalizes the 
bus or 
misbehaves. 

Depending on the 
severity, ISS may 
take away the 
privilege of riding 
a bus as noted in 
the 
Transportation & 
Parking Rules. 

Parents are 
responsible for 
payment of 100% 
of the cost of 
repairs and 
transporting the 
child if bus 
privileges are 
taken away. 

The bus driver 
or the bus 
company 
contacts ISS 
with as much 
detail as 
possible as soon 
as possible after 
the event. 

The child has the 
opportunity to be 
heard and may 
lose the privilege 
of riding the bus. 
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Guidelines for Bus Transportation Situations 
 

1. The student fails to arrive home, there is a missing child and when the school is alerted by parent. 
 
a. We check if the Primary School teacher is still at ISS and if they can confirm that the student got on the bus. 
b. We phone the bus driver on his mobile phone. 
c. If the student is still on the bus, the bus driver will give direction to where/when the student can be picked up. 

The bus driver might be able to drive the student home himself. Parents are kept informed and in some 
instances they can call the bus driver directly and arrange for pick-up. 

d. If the student is not on the bus, the parents are contacted and asked to phone friends that their child could have 
gone home with and also check the neighbourhood. The ISS contact will not go home until the student has been 
found. 

 
2. The student is not picked up in the morning by the bus driver. 
 
a. The student/parent phones the school of the situation 
b. Parents, if able, drive their child to school. 
c. In circumstances where the student needs a ride, this is to be arranged by Anne Brit Winters for possible pick-

up by an ISS employee, or as a last resort, order a taxi. 
d. The reason for failure of pick-up is discussed with the family. The bus company is contacted and informed of 

the situation. 
 
3. The bus is late in the morning. 
 
a. The bus company is contacted and asked to give their reason for tardiness. 
b. In cases where the bus needs to adjust the pick-up schedule, a notice with the new bus times is sent home with 

all the students. 
 
4. Lost and Found Articles 
 
a. Bus drivers check their buses each morning before leaving ISS for articles left on the bus. These are turned into 

the kiosk or given to Anne Brit Winters. 
b. The bus companies are contacted if a student reports a missing item. 
c. The bus drivers return the reported missing articles the next day or the students are asked to go themselves to 

the bus company’s lost and found to search for items missing over a longer period of time. 
 

5. Information about the Bus Drivers 
 
a. Bus drivers are responsible for the safety of the students. It is very important students follow directions from 

the driver and let the driver focus on driving. 
b. If students walk about, eat, drink, use loud voices, keep other children from pressing the stop button/cord or 

otherwise act inappropriately, drivers ask for the child’s name. The drive is asked to report this from the first 
instance to a teacher on duty or Anne Brit Winters at ISS. 

c. Bus drivers are asked not to play videos as children may miss their bus stop or get sick from watching.  
 
Any bus concerns are to be reported to the person in charge of buses, Anne Brit Winters, telephone 51554300. 
 
Bicycles, Motorcycles, or Walking to School 
For safety, students who cycle or walk to school should first learn Norwegian traffic rules and practises. 
Bicycles 

1. Bicycles may not be ridden to school by students younger than Grade 4 unless they are accompanied by an 
adult. 

2. Bicycle helmets must be worn to and from school. For safety, students who cycle or walk to school should first 
learn Norwegian traffic rules and practises. Use of lights front and rear is required by law. Remember to 
dismount and walk your bicycle across pedestrian crossings. 

3. Bicycles should be walked along the bus lane and be locked on the racks provided in the bicycle storage shed. 
No bicycles may be brought into the school building. 

4. For safety reasons, do not park bicycles at the main entrance to the school. There is a shed for parking bicycles 
available for students and staff. Keys are loaned for a small deposit from the main office. 

 
Motorcycles 
There is motorcycle parking designated in the parking lot near the gym. 
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Walking to School 
Parents are responsible for determining at what age their child is ready to walk to school alone. The school suggests that 
students be in Grade One before walking to school without adult supervision. 
 
Drop-Off Zones 
Think safety. Rules are in place for parking and delivering/collecting children at school. 
 
The drop-off zone is designed to be an area where students leave and enter cars in a safe manner. One area is the main 
parking lot near the gymnasium. This is available all day. Students may also be dropped off in the morning in the drop-
of zone immediately adjacent to the Primary School wing (the wing that contains the Primary School office). This area 
is not available in the afternoon as buses collect children here. Please use the following guidelines.  
 

1. The “drop-off zone” near the theatre should only be used for letting students off in the morning only. No 
parking is allowed in this area. When leaving their parents’ car, students should always get out on the “school-
side” of the vehicle to avoid being hit by another vehicle that could be passing the stopped car. Parents should 
take care to safely let the children out one car at a time. After school, this area is used as a bus lane. 

2. The drop-off zone is not for parking, even for two minutes. If your car is there, the driver should be as well. If 
parents need to come into school, use the large parking lot if there are no places in designated parking places. 

3. There is room for five cars in the drop-off zone at the same time. Drivers should wait until a group of vehicles 
leave and a new group of vehicles pull into the drop-off zone. Use this technique rather than pulling around 
vehicles. 

4. Drivers should stay in the driver’s seat as much as possible. Try to arrange so school bags are accessible to the 
students so they can get out on their own. If a driver does need to get out of a vehicle, this should be for a very 
short time so other vehicles do not have to wait longer than necessary.  

5. Drivers should take time to look carefully when entering the road as buses frequently drive on this road. 
6. While deliveries should take place outside hours at the beginning of school, there may be times when delivery 

vehicles are in the area just before the drop-off zone. Drivers should move past the vehicle to the drop-off zone. 
 
School Parking 
 
Parking Rules for ISS 
 
For safety, rules are in place for parking and delivering children to school. 
 

1. Drive slowly near the school and pay careful attention to pedestrians. 
2. Please do not drive or park in the bus lane in front of the school from 8:00 to 9:00 and 14:45 to 15:30. 
3. Parents of children in Pre-School can use the parking lot within the athletics area. Older children can also 

enter from this side of the building with their parents and Pre-School siblings. Otherwise, students and 
parents should use the main entrance in the front of the school. 

4. The “drop-off zone” near the theatre should only be used for letting students off. No parking is allowed in 
this area. When leaving or entering their parents’ car, students should always embark/disembark from the 
“school-side” of the vehicle to avoid being hit by another vehicle that could be passing the stopped car. 
Parents should take care to safely let the children out one car at a time. 

5. Parking areas are open to anyone on a first-come, first-served basis, except for the parking areas for the 
handicapped, the nurse and parking area for parents of Pre-School children. 

6. Backing into a parking place is suggested to promote the safety of people walking in the parking areas. 
7. The door next to the gymnasium is open for Middle and High School students to enter just before school 

starts. Otherwise, please use the main entrance. 
8. No parking or driving is allowed on the playground or track and field area without special permission and 

never during school hours. 
 
WITHDRAWAL FROM ISS 
Parents are asked to inform the office at least two weeks prior to the planned withdrawal from ISS of a student. This will 
allow time for the student’s final transfer records to be prepared prior to departure. If such notification is not received, 
the student’s records will be forwarded to the student’s new school at the request of the parents. All withdrawal notices 
should be submitted to the appropriate school offices. 
 
WORK ENVIRONMENT COMMITTEE (AMU) 
The school, following Norwegian law, shall have a Work Environment Committee and comply with all regulations 
pertaining to the AMU. 
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COLLEGE/UNIVERSITY PLACEMENT AND HIGH SCHOOL COUNSE LLING  
The high school counselling office will provide assistance in answering questions about guidance in planning for all 
high school students’ educational programmes. An extensive collection of career materials and university catalogues can 
be found in the library. Information can also be found on university websites. 
 
COLLEGE/UNIVERSITY APPLICATIONS 
US University Applications 
All applications for college or university need to be submitted to the counselling office no less than four weeks prior to 
the date that they must be mailed via regular air mail to meet the application deadline. Also, applications to be mailed 
between during December and January are due to the counselling office by the end of the first week of November. For 
detailed information on dates, please consult the Informer and/or the Internet-based calendar(s) maintained by the 
school. Past issues of the Informer and the Internet-based calendar(s) are available on the school web site at 
www.isstavanger.no  
 
UK UCAS Forms 
All applications need to be completed by the dates publicized by the High School counsellor. Typically, the date for 
applications for Cambridge, Oxford, medicine, dentistry, and veterinary medicine is early September. All other UK 
course applications are typically completed by November 1 at the latest. 
 
Universities in Other Countries 
Please notify the counsellor at the start of the school year if you intend to apply to universities in countries other than the 
UK or US. Deadlines for these applications vary and can be checked on each university’s respective website. 
 
CONFERENCES 
Parent-student-teacher conferences are arranged each semester. Dates will be announced in the Informer and parents are 
expected to contact the High School office to make appointments with their student’s teachers. Parents are strongly 
encouraged to bring their students with them to the conferences. 
 
COURSE CHOICE RESTRICTIONS 
All students who attend ISS in Grades 9-12 normally take the following courses if they are full time students at the 
school: 
 
1. An English, or if recommended for one year, an EAL (English as an Additional Language) class     
2. A mathematics class  
3. A science class  
4. A social studies class  
5. A modern language class 
6. A physical education class 
7. Fine Arts/elective classes 
 
Full time students in the high school at ISS are expected to have programmes that are leading towards fulfilling one of 
the school’s graduation alternatives. 
 
DANCE AND EVENT REGULATIONS—HIGH SCHOOL 
1. Only ISS students are permitted to attend school dances and similar events. Exceptions to the rule are noted in #2. 
2. An ISS student may bring one non-ISS student to the school dances or similar events (with the exception of all-night 

events such as a lock-in), but they must sign up at least three days in advance with the Principal. The guest must also 
attend a regular high school. All non-ISS guests must be introduced to the head chaperone. (The head chaperone is 
the advisor of the group sponsoring the dance). With the possible exception of ISS alumni, no one 19 years or over 
may be permitted to attend the dance unless special permission has been granted. The sponsoring ISS student is 
responsible for the conduct of his or her guest. 

3. No one may attend the dance after having consumed alcoholic drinks or drugs. Alcoholic drinks and drugs are 
strictly forbidden at any school function. 

4. Upon arrival at the site of the event, the student must enter the designated area. No one may leave the designated 
area and subsequently return to the dance. 

5. No smoking is allowed at school dances. Smoking is not permitted at ISS, or within sight of the school, at any 
activity in which ISS participates or is sponsoring, at any time during the day and night. 

6. Students should make arrangements with their parents to be picked up right after the dance. The reason for this is to 
respect the time of the chaperoning staff members, all of whom are volunteers.  

7. Students who were absent from school during the day may not attend a dance or similar event that night. 
8. Inappropriate contact between students is not permitted. 
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9. Normal dance and event hours are from 19:00-23:00 (7:00-11:00 p.m.). Any exceptions to this must be approved by 
the Principal. The front doors are locked one hour after the dance starts, and no one will be admitted beyond that 
point. 

10. Dances and similar events must be approved and scheduled with the Principal at least one week in advance. 
Normally dances and similar events are scheduled far in advance during the previous school year. Proper 
arrangements for set-up and clean-up are required prior to the event. 

11. There must be a minimum of three chaperones, at least one of each sex, and two from the High School. 
 
EARLY FINAL EXAMINATIONS 
No early final ISS examinations will be given to students before the last l0 days of school (this period does not include 
Saturday and Sunday). Parents wishing to request early examinations for their children must do so in writing before May 
1. All requests for early final exams must be directed, in writing, to the high school Principal or the counsellor for 
approval, not to individual teachers. 
 
Student Exemptions from Class and Other Final Examinations 
The examination coordinator will distribute a list of students and their status. 
·  IB full Diploma students and students with 3 or more subjects for IB certificate examinations will be excused 

school at a stated date in late April/early May and will not be required to take final examinations. These students 
may elect to study at home or to study in the library. They may not roam hallways or go to the gymnasium on these 
days during class time. They will be expected to attend the HS Activity Day, High School Awards Ceremony, the 
Baccalaureate Ceremony, and the Graduation Ceremony. 

·  IB Certificate students taking one or two certificates will be excused from classes one day prior to taking each 
IB exam. These students may elect to study at home or to study in the library. They may not roam hallways or go to 
the gymnasium on these days during class time. They will be expected to attend the HS Activity Day, High School 
Awards Ceremony, the Baccalaureate Ceremony, and the Graduation Ceremony. 

·  Students taking 5 or more IGCSE subjects for examination will be excused from school from a stated date in 
early May to prepare. These students may elect to study at home or to study in the library. They will not be required 
to take final school examinations. They may not roam hallways or go to the gymnasium on these days during class 
time. They will be expected to attend the HS Activity Day, High School Awards Ceremony and the final day of 
school. 

·  IGCSE candidates taking less than 5 IGCSE subjects will not be required to go to classes one day before the 
written IGCSE examinations to prepare. These students may elect to study at home or to study in the library. They 
may not roam hallways or go to the gymnasium on these days during class time. They will be required to go to their 
regular classes as soon as the examination has been taken.  

·  No study leave is given for oral or practical examinations either at IB or IGCSE level. Students can be 
excused from class to attend oral or practical examinations as required. 

 
Non-standard Administration of Examinations 
Students with certified disabilities must petition for non-standard administration of external examination through the 
examination coordinator for IB and IGCSE and the HS learning support teacher or counsellor for SAT, ACT and PSAT. 
Students are advised that requests must be made months in advance of test administration (IB and IGCSE upon entry). It 
is the responsibility of the student to make sure that he/she has notified the faculty member in writing in a timely 
manner. Full documentation will be required for the process to be started. 
 
Examination Fees 
ISS tuition does not include external examination fees and students who fail to meet payment deadlines will be 
withdrawn from the examination.  
 
Failure on a student’s part to correct errors on statement of entry forms which result in extra fees will be charged to the 
student. Any additional fees required for late entry will also be the student’s responsibility. 
 
EQUIPMENT FOR ISS HIGH SCHOOL STUDENTS 
The following list is not intended to be too descriptive but rather to give students and parents a rough guideline to the 
sort of materials and equipment which would be appropriate for their child. 

General Supplies 
1. A lock for your lockers (regular and PE). We advise students to supply their own combination locks. If you forget 
your combination or lose your key we will cut your lock off for you. 
2. Ring binders - two large ones with dividers or several small ones. 
3. A block of lined writing paper. 
4. Graph paper can be useful, particularly for science and mathematics classes. 
5. A pencil, eraser, ballpoint pen and ruler. 
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6. A geometry set (a set square, compasses & protractor)--this is useful for many other classes than just mathematics. 
7. A set of coloured pencils. 
8. An appropriate graphing calculator for those mathematics courses that require them. Please see the 
appropriate supply list or contact the mathematics teacher. 
 
Equipment for Special Classes 
1. Physical Education: T-shirt; shorts; socks; genuine sports shoes (non-scuff, white-soled); and a towel are required. A 
track suit (sweats) will also prove useful for outdoor activities. Students involved in extra-curricular sports will require 
more specialist equipment. 
2. Mathematics: Students involved in mathematics courses will receive instruction on the use of certain types of 
graphing calculators. Students are not absolutely required to have these graphing calculators but it is beneficial to own 
one. Students are instructed in the use of graphing calculators such as the TI-84 or TI-83 , and teachers use TI-84 
calculators and presentation software in class. Those considering purchasing a calculator should consult their 
mathematics teacher beforehand. 
3. USB Flash Memory Devices: These devices, also known as “flash drives” or “thumb drives,” are required 
equipment for students in computer courses and recommended for all students.  
 
GRADE POINT AVERAGE 
The following procedure will be used for determining the grade point average (GPA). A period of attendance at ISS of 
one year is the minimum to obtain a GPA. 
Grade Letter  Points   Grade Letter  Points 
 
 A  4.00   C  2.00 
 A-  3.66   C-  1.66 
 B+  3.33   D+  1.33 
 B  3.00   D  1.00 
 B-  2.66   D-  0.66 
 C+  2.33   F  0.00 
Courses designated IB (International Baccalaureate) will be awarded an extra point for GPA with the exception of CAS 
and TOK. Only a few courses can be counted for credit twice. 
 
Each year the school names a valedictorian and a salutatorian. These are the two top-ranking students finishing the 
school's academic programme, either the IB Diploma Programme or the ISS Diploma Programme. In order to be eligible 
for one of these honours, the students must have attended ISS for their last two years (Grade 11 and 12). The grades 
from all the quarters in Grade 11 and the first three quarters in Grade 12 are used to determine who the recipients of 
these honours will be. 
 
ISS wishes to recognize students with these honours who have taken solid and demanding course loads. Holding these 
objectives in mind, ISS has chosen to use accumulative grade points rather than simple GPA as well as giving advanced 
courses weighting. 
 
The valedictorian will be the student with the highest cumulative GPA in grades 11 and 12 and the salutatorian will be 
the student with the second highest GPA. In the event of a tie, the student who has taken the most courses in grades 11 
and 12 will receive the honour. If this still results in a tie, the student with the higher grades on these additional courses 
will be selected. 
 
GRADING GUIDELINES 
Achievement Grades 
 
Grade  Grade Description 
 A A-  A student will have produced an exceptionally high standard of work. 
B+ B B-  A student will have produced very thorough work. 
C+ C C-  A student will have reached a satisfactory standard. 
D+ D D-  A student will have obtained a barely acceptable level of proficiency.  
F    A student will have failed to reach an acceptable level of proficiency. 
 
Effort Grades 
o Excellent 
o Very Good 
o Satisfactory 
o Needs Improvement 
o Unacceptable 
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Conduct Grades 
o Satisfactory 
o Needs improvement 
o Unsatisfactory 
 
No student who receives an effort grade of “Unacceptable” or conduct grade of ‘Unsatisfactory’ can receive Honours. 
The grading scale is only a rough guide and is not intended to replace the teacher's judgement about the appropriate 
letter grade to assign. 
 
Incomplete Grades 
Students who receive incomplete grades for a quarter or a semester must fulfil the outstanding course work and/or 
examinations within two weeks of the incomplete being assigned otherwise an F grade will be recorded on their report 
card and transcript if it is a semester grade. There will be no incomplete grades assigned for 4th quarter. 
 
Students who Fail a Course First Semester 
ISS will award 1/2 credit per semester of passed work. If a student fails the first semester of a full year course, a 
minimum of a D grade is required in the second semester for the student to salvage one full credit for the year via credit 
salvaging. Students who pass in the first semester and fail the second semester will earn only 1/2 credit for the year. 
Students who pass in the first semester and fail the second semester will earn only 1/2 credit for the year. In the case of 
poor academic performance, the school restricts the right to assign a student to repeat a grade level. 

Examples for clarification 
 Semester 1 Semester 2 Credit Earned Required Action 
 
F    D-   0.5  (repeat sem 1) 
F    D or better  1.0 
D-    F   0.5  (repeat sem 2) 
 
Student Progress Reports and Grading 
Report cards will be issued at the end of each nine week grading period. Students in danger of failing or showing 
significant change in academic achievement will receive a progress report during mid-term of the grading period in 
progress. 
 
HOMEWORK 
Homework is the natural extension of classroom work that is necessary for reinforcement, remediation, relearning, 
and/or extension of skills already introduced in the classroom. Homework should not be used for the introduction of new 
topics which demand teaching skills from the parents in addition to their supervisory roles. 
 
Teachers at ISS do not assign homework just for the sake of it. The concept of "busy work" as compared to homework is 
not consistent with the philosophy of ISS. Although homework is acceptable practise at every level, an important 
consideration will depend upon the maturity level of the student and/or the level and depth of the curricular area. 
 
General guidelines include: 
   Grades 9-12   20-30 minutes per block per night 
   IB SL    30-40 minutes per block per night 
   IB HL    40 minutes per block per night 
    
The weekend counts as one "night," and teachers are encouraged to refrain as much as possible from assigning specific 
homework assignments on a Friday that are due on the following Monday. It is the intention of the school to give no 
student in grades 11-12 more than 3 hours of homework a night provided that the student works in an efficient and 
regular fashion not putting off today’s homework until tomorrow and hence building up a backlog. Many teachers will 
elect to give assignments to cover the homework for several periods in advance. The school encourages this, where 
possible, since this gives students more flexibility in organising their days. 
 
HONOUR ROLL 
Honour Roll certificates will be awarded at the end of each of the first three quarters to recognize students who have 
made significant academic achievement in the quarter. The criteria for receiving an award are as follows: 
 Highest Honours  All A grades 
 High Honours  A GPA of 3.5 or better 
 Honours   A GPA of 3.3 or better 
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 Most Improved  Students who have improved their GPA by at least 0.25 from    
     the last quarter and have no F grades and have improved in at    
     least half their courses. 
 
Students who audit a course will not receive grade points towards credit or an honours certificate for the course. 
 
Students who have incompletes will not be able to receive honours certificates unless the outstanding work has been 
completed and a grade has been given within four days. 
 
No student with a grade of D+ or less can receive an honours certificate. No student with an “Unacceptable” grade for 
Effort or “Unsatisfactory” grade for Conduct in any class can receive an honours certificate. 
 
Students will be sent a letter, normally with their report card, to notify them if they have qualified for a certificate. It is 
each student's responsibility to check their report card to see if they have been correctly assigned for one of the awards. 
If a mistake is found, they must notify the counsellor within five days of receiving the report card. It is the responsibility 
of each student who has an incomplete grade to make these up within four days to be eligible to receive a certificate. 
Upon completion of the missing work the student should ask the teacher(s) in question for a signed note indicating that 
the work has been made up and assigning the appropriate grade. This must be presented to the counsellor within five 
days of receiving your report card to be guaranteed recognition. 
 
MAKE-UP OF WORK MISSED DUE TO SCHOOL TRIPS OR ILLNE SS 
Students who have missed school for an excused activity will have twice the length of time for which they were absent 
in order to complete work that was missed. School holidays are counted in this calculation (e.g. a student who has 
missed two days of school will have four school days to complete their make-up work. Please note that in the case of 
extended projects, this would mean four days added to the deadline provided that the deadline would have fallen in the 
time frame of the absence). Students whose absence is due to illness will be required to do only the work which their 
teachers deem to be necessary for them to function successfully in their classes. 
 
MESSAGES TO HIGH SCHOOL STUDENTS 
Please try to make necessary arrangements with your students before they depart for school in the morning. Should a 
message need to be delivered to your student, it will be placed on the information board or the student’s mail box 
outside the high school office for your student to collect. In the case of an emergency, we will of course be happy to 
deliver a message promptly. This method is much preferred over your calling your child or sending a text message. 
 
NATIONAL HONOR SOCIETY 
There are four pillars upon which the National Honor Society is founded. These are academic ability, service to the 
school and community, leadership, and good character.  
 
A student who has been suspended may not become a member of the National Honor Society for that year. If they are 
already a member, they will be put on probation by the society and required to re-establish their qualification to the 
society for the following year. 
 
The existing members of the National Honor Society are required to maintain their GPA at the appropriate level. If they 
fail to maintain this level, they will be warned and given one semester to raise their grades to the required level. If the 
student fails to do this, he/she will be required to re-establish their membership in the society. These individuals will in 
the event of their being re-elected not go through the induction ceremony a second time. 
 
The induction ceremony for new students will be held annually and will be based on the students' GPAs for the previous 
three quarters. For a student to be eligible for the National Honor Society, they must have the following: 
A GPA score as stated or better:  Grade 10 GPA of 3.33 
     Grade 11-12 GPA of 3.67 
 
They must have written an acceptable application explaining why they should be a member of the National Honor 
Society and must return the completed application within the specified deadline. 
 
They must have completed the Criteria of Service and Leadership form within the specified deadline. On this form, they 
must have demonstrated that they have earned more than 8 points for NHS and 6 points for NJHS. 
 
All three components of this process carry equal weight. Failure to meet any of the three requirements will result in a 
student not being inducted in to the National Honor Society. 
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PUBLIC DISPLAYS OF AFFECTION (PDA)  
Public displays of affection are inappropriate at school. Teachers will report students who contravene the ISS code for 
PDA to the Principal. It is inappropriate for students to kiss and cuddle in the school hallways for example. Students 
who are reported to the Principal will initially receive a warning, then a letter will be sent home to their parents. If the 
PDA code continues to be disregarded, first a detention will be assigned and finally a student will be suspended. 
 
"RUSS" ACTIVITIES 
The "Russ" is the Norwegian students' graduation celebration. It lasts a few weeks and involves a number of activities 
organized by the graduating students in the Stavanger area. The "Russ" is not an official ISS activity and so ISS is 
therefore unwilling to allow students to use its logo or name on "Russ" suits or hats. However, Grade l2 students only 
may wear "Russ" uniforms to school provided that these suits do not have any offensive language or symbols upon 
them. These suits when worn in school may not have symbols promoting alcohol or illegal substances. Students who fail 
to follow these guidelines, miss school, or attend school unable to work because of their involvement in "Russ" activities 
will not be allowed to wear their uniforms at school for the rest of the year. It is inappropriate for students in grades 
other than Grade 12 to be involved with the "Russ". Distribution of “Russ” cards is not allowed at ISS or on the ISS bus 
routes. 
 
STUDENT COUNCIL 
The High School Student Council has representatives from each class in addition to STUCO officers. The president and 
vice-president are elected each spring and the elections for other officers and class representatives are held early each 
autumn. 
 
 



2009-2010 ISS Parent/Student Handbook 

 
 

Page 40

 
 
 
 
 
 

Middle School 
 

Information



2009-2010 ISS Parent/Student Handbook 

 
 

Page 41

 
 
 
 

MIDDLE SCHOOL PHILOSOPHY STATEMENT 
The Middle School at the International School of Stavanger is specifically designed to provide for the unique, diverse 
and changing physical, social, emotional, interpersonal and intellectual needs of students who are progressing from 
childhood to adolescence. ISS Middle School promotes a climate for personal growth as well as intellectual and physical 
development, where the students feel consistency and fairness are applied. Teachers and administrators share in the 
responsibility to guide and support personal and academic goals of students. 
 
ADVISOR/HOMEROOM 
Each student is assigned a homeroom group and teacher. The teacher in charge of the group is the student’s advisor and 
will meet daily with the students. Among other things, the advisor will monitor the student’s academic and social 
progress, new students’ transition to ISS and the middle school, and will be available to talk with students about issues 
and concerns. 
 
AGENDAS/ASSIGNMENT NOTEBOOKS 
All students will be required to keep an assignment notebook which will be distributed by the school. This will be 
monitored as necessary by the advisor during homeroom and other teachers as necessary. Replacements for lost 
agenda/assignment notebooks will cost NOK 75 at the Kiosk.  
 
ASSESSMENT/GRADING AND REPORTING 
All teachers will inform students and parents of the established assessment and grading rubric for the middle school. 
Report cards indicating student evaluation will be issued at the end of each quarter. Progress reports may be issued at 
the mid-quarter or any other time to communicate successes, improvements or concerns to parents.  
 
ATHLETICS 
Specific information about the ISS athletic programme and middle school student participation will be distributed by the 
Athletic Director and available through the school web-site. Middle School students are eligible to try out for varsity 
and junior varsity sports. Students in grade 6-8 are also able to participate in a variety of sporting activities for up to two 
quarters in the middle school exploratory programme. (See also “Sports” in high school section of this handbook for 
more information.) 
  
ATTENDANCE  
Late Arrivals 
Students arriving after 8.30 a.m. must check in with the middle school office and collect a class entry slip before going 
to class. 
 
Procedure for Temporary Absence During the School Day 
Once a student has arrived at school the expectation is that he/she will be present for the day. If there is a need 
(appointments, etc) for your student to leave school, please help students and teachers by sending a note/email to the 
middle school office in advance. On the day of the temporary absence, parents must sign out their student in the middle 
school office before leaving school and the student must sign in upon return and collect a class entry slip from the 
middle school office before returning to their classes. 
 
CONDUCT AND DISCIPLINE IN MIDDLE SCHOOL 
All students of ISS must understand that appropriate student conduct requires an atmosphere, which is cordial and fun, 
yet straightforward and firm. Students are members of a community of people who rely on each other and trust each 
other. It is the joint responsibility of teachers and students working together to create and protect the well-being of each 
member of the community. These facts produce certain expectations and rules to which students will be held. 
 
Behaviour Guidelines/Conduct 
Students at ISS are expected to act in a responsible, respectful demeanour when interacting with faculty, staff, other 
students, guests, substitutes, etc. Generally, teachers handle discipline problems. The administration will provide 
assistance in chronic or severe cases. 

 
Expectations 
Students are expected to: 
�  Be in the classroom ready to begin work when the class period begins. 
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�  Show respect and courtesy toward others.            
�  Exhibit appropriate behaviour during class, in the hallways, in the cafeteria, and on playground. 
�  Use time effectively and efficiently, maintaining attention to task throughout the lessons. 
�  Listen to and follow directions. 
 
Behavioural Consequences  
1. The person most responsible for student behaviour is the student himself or herself. 
2. It is expected that most disciplinary issues will be handled successfully at the individual student and teacher level. 
3. Teachers are expected to keep a record of disciplinary infractions for each student. Standardised forms, which 

students sign, are available for these individual records. Infractions will be divided into three categories: 
organisation, tardiness and behaviour. This is to acknowledge that not all infractions are of a similar severity and to 
help the student understand, and thus take responsibility for, their own behaviour. This record is kept, unbroken, for 
the entire school year in order to accurately assess patterns of behaviour. 

4. When an infraction has occurred and a form has been signed by the student, the teacher will submit a copy of the 
form to the grade-level team leader prior to the next scheduled team meeting. This is to ensure good communication 
among the team members regarding student behaviour. At the next team meeting the form(s) will be examined for 
patterns of behaviour and a team discussion will take place. After this discussion, the team will decide what 
action(s) should be taken. This will be done on a case-by-case basis. 

5. The individual teacher and the team have a variety of possible actions to choose from. These include, but are not 
limited to, the following. The list is not in any hierarchical order: 
·  Conference between the student and teacher 
·  Detention with the individual teacher within the school day 
·  Grade-level team meeting and discussion 
·  Parent contact via e-mail, phone, letter or face-to-face meeting 
·  Grade-level team meeting with student and/or parent present 
·  Lunch time detention 
·  Referral to Counsellor, Student Study Team and/or Principal. 
·  After-school detention. In the case of after-school detention, the parents will be contacted and required to 

 collect the students afterwards. 
6. If a student’s behaviour does not improve within a reasonable time period a meeting with parents, student, 

counsellor and Principal will be held and an action plan will be developed. 
7. If a particular infraction is deemed by a staff member to be serious enough that it results in an immediate referral to 

the Principal, the action(s) taken will be at the discretion of the Principal.  
 
CONFERENCES 
Parent-student/teacher conferences are arranged each semester. Dates will be announced in the Informer and MS 
Newsletter and parents are expected to contact the middle school office to make appointments with their student’s 
teachers. Parents are strongly encouraged to bring their students with them to the conferences. 
 
COUNSELLING PROGRAMME 
The International School of Stavanger offers a counselling service to its students.  
 
DANCE AND EVENT REGULATIONS 
The general school regulations for dances apply, but specifically for middle school, the following are most relevant: 
 

1. Only ISS students are permitted to attend school dances and similar events. Exceptions to the rule are noted in 
#2. 

2. An ISS student may bring one non-ISS student to the school dances and similar events, but they must sign up at 
least 3 days in advance with the Principal. The guests must attend a regular school and be middle school age. 
All non-ISS guests must be introduced to the head chaperone. (The head chaperone is the advisor of the group 
sponsoring the dance.) The sponsoring ISS student is responsible for the conduct of his or her guests. 

3. Upon arrival at the site of the dance, the student must enter the hall. No one may leave the dance hall or 
designated area and subsequently return to the dance. 

4. Students should make arrangements with their parents to be picked up right after the dance. The reason for this 
is to respect the time of the chaperoning staff members, all of whom are volunteers.  

5. Students who were absent from school during the day may not attend a dance or similar event that night.  
6. Inappropriate contact between students is not permitted. 
7. Normal dance hours are from 19:00-22:00 (7:00-10:00 p.m.). Any exceptions to this must be approved by the 

Principal. The front doors are locked one hour after the dance starts, and no one will be admitted beyond that 
point. 
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8. Dances and similar events must be approved and scheduled with the Principal at least one week in advance. 
Normally dances and similar events are scheduled far in advance during the previous school year. Proper 
arrangements for set-up and clean-up are required prior to the event. 

9. There must be a minimum of three chaperones, at least one of each sex, and two from the Middle School. 
 
EAL (ENGLISH AS AN ADDITIONAL LANGUAGE) 
To promote the rapid acquisition of English for students whose mother tongue is not English, special services are 
offered. These will enable students to function successfully in both the academic and social life of the school. Various 
approaches will be employed according to individual needs and proficiency levels. 
 
HOMEWORK 
Homework is the natural extension of classroom work that is necessary for reinforcement, remediation, and/or the 
extension of skills already introduced in the classroom. Although homework is an acceptable practise at every level, 
each teacher will consider the maturity of the student to handle the level and amount of homework assigned. New 
assignments are not given over the weekend. General homework guidelines include:  
    Grade 6   40-60 minutes per day 
    Grades 7 & 8  60-90 minutes per day 
 
HOUSES 
There are four middle school houses. Each house is made up of an equal number of students from grade 6, 7 and 8.  
 
The programme provides for friendly in-house competition, building team and school spirit. Special activities are 
sponsored and promoted by the various houses.  
 
LEIRSKOLE (OUTDOOR EDUCATION) 
There are two leirskole trips each year; a fall (Sept/Oct) trip for 6th and 7th grade students and a spring (March/ April) 
trip for 8th grade students. These five or six day trips are a very valuable part of the middle school programme, providing 
alternate learning environments for students to develop physically, socially, emotionally and intellectually. The nature of 
these trips presents numerous opportunities for interpersonal skills development and brings the grade level together as a 
group. 
 
Outdoor Education Week (Leirskole) costs, except for personal costs such as snacks, are included in tuition. There will 
be no alternative curriculum available at ISS for those students who do not attend leirskole. If a student is not going to 
attend a leirskole the Principal should be contacted as soon as possible. 
 
STUDENT COUNCIL 
The Middle School Student Council has representatives from each homeroom class in addition to four officers: 
president, vice-president, secretary and treasurer. Elections for homeroom representatives and officers will be held in 
early September. 
 
STUDENT RECOGNITION 
Student recognition is an important part of the middle school experience, and therefore we celebrate with a ceremony 
after every quarter. No honour roll for academic grades is compiled quarterly. Rather, an awards assembly is held to 
recognize middle school student achievement in all areas.  
 
Middle School Award: 
Balder Award 
Awarded to students who show compassion both in school and in social situations. A Balder Award recipient must: 
·  Demonstrate respect and concern for others 
·  Promote unity by including, encouraging and supporting others 
·  Communicate in a positive and friendly way with all 
·  Demonstrate tolerance and flexibility 
·  Seek peaceful resolutions to conflicts. 
 



2009-2010 ISS Parent/Student Handbook 

 
 

Page 44

 
 
 
 
 
 

Primary School 
 

 Information  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2009-2010 ISS Parent/Student Handbook 

 
 

Page 45

 
 

 

  
 
ACTIVITIES 
In addition to the academic programme, the primary school provides a variety of extra-curricular activities. Information 
about these activities is available during the school year. 
 
ASSESSMENT AND REPORT CARD PROCEDURES 
The ISS primary school believes that assessment is a multifaceted and ongoing process which provides information to 
teachers for teaching and to students for learning. Assessment in the primary school should be meaningful to students, 
relevant to the learning task, directly related to objectives of the course and completed in a timely manner. Individual 
student learning needs will also be considered. 
 
1. Primary school assessment should be used for 

·  Tailoring instruction to student needs, 
·  Encouraging student effort, development and discovery, 
·  Indicating level of student knowledge and mastery of skills, 
·  Fostering individual student growth, 
·  Preparing students for future assessment challenges, 
·  Communicating effectively to students, parents, teachers, administrators and future schools the student may 

attend, 
·  Guiding students to set appropriate goals and take challenging courses, 
·  Addressing accurate record keeping, placement and promotion. 

 
2. Primary school assessment should articulate standards of desired levels of student achievement and performance. 

·  Rubrics, checklists, expectation/evaluation sheets, etc., are examples of ways these standards can be 
articulated. 

·  Teachers need to identify the grading scale prior to tests, quizzes and exams to provide students with 
benchmarks for performance on these types of evaluations. 

 
Assessment tasks must provide opportunities for authentic performance and demonstration of knowledge or skill. 
Assessment encouraged at the primary school includes the following: 
 

·  Teacher observation  
·  Strategic questioning  
·  Laboratory explorations   
·  Tests and examinations   
·  Oral examinations 
·  Directed discussion 
·  Individual and group writing 
·  Personal and group projects and reports 
·  Quizzes 

 
The school year at ISS is divided into four quarters of nine weeks’ duration. Teachers will send progress reports or 
request a conference at any time during the quarter if they have a concern about a child’s progress or development. 
 
Reports 
Pre-School 3 and Pre-School 4 reports are in a narrative form only. They are sent home once a year – at the end of the 
school year. 
 
Reports for Kindergarten-Grade 5 will be sent home at the end of each quarter. For grading clarification and rubrics, and 
report examples, please see your child’s teacher.  
 
We have developed report cards that offer specific descriptors of student performance at each grade in the primary 
school. It is important to bear in mind that the evaluation scale used at ISS does not correlate to an ABCDF or 
numbering system used in some other schools. To assist you in interpreting these report cards, the following is a brief 
description of the evaluation scales used in the Primary School at ISS. 
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Primary School Evaluation Scale 
 
Grade Skill Description 
 
O  Outstanding 
V  Very Good: frequently meets above expectations 
M  Meeting Expectations: making steady progress 
N  Needs More Time 
*  Modified programme 
+ Slightly above 
- Slightly below 
N/A Not applicable 
 
A student who is assigned the grade Meeting Grade Level Expectations/Making steady progress knows and 
demonstrates a good understanding of the subject area, is able to perform skills in this area and is competent in 
communicating the results of learning. 
 
A student who is assigned the grade Very Good consistently and successfully applies skills and concepts above grade 
level expectations. This student has a very good understanding of the subject, is able to demonstrate very good skills in 
the area and can communicate the results of learning clearly and effectively 
 
A student assigned an Outstanding grade demonstrates a remarkable depth of understanding; demonstrates exceptional 
initiative and independence significantly above grade level expectations and is often assigned challenging tasks. This 
student has a higher level understanding of the subject, is able to demonstrate exceptional skills in this area and 
communicates the results of learning in a variety of clear, original, and thoughtful ways. 
 
A student who Needs improvement/Not Meeting Expectations is progressing towards competence in the area 
concerned, but their actions or achievement do not match the expectations of the grade level or the student’s potential. 
In kindergarten and first grade, this can mean that they have not mastered the skill yet. 
 
ISS has very high standards and a student who is Meeting Grade Level Expectations is progressing extremely well. A 
student performing at a higher level such as Very Good or Outstanding is demonstrating skills that significantly exceed 
grade level expectations. 
 
CLASSROOM SUPPLIES 
A list of supplies for pre-school--grade 5 is available from the office, classroom or Parent Association Kiosk located in 
the reception area. Supplies can be purchased directly from the kiosk. 
 
FIELD TRIPS /OUTDOOR EDUCATION WEEK LEIRSKOLE 
All grade levels experience the vast opportunities available in the Stavanger area. There may be a cost to some of these 
local field trips but parents will be advised of this in advance. 
 
An Outdoor Education experience is available for our Fourth and Fifth Grade Students. This is the only educational 
offering for the week. Outdoor Education Week costs, except for personal costs such as snacks, are included in tuition. 
 
FRUIT/MILK PROGRAMME 
We encourage healthy snacks. Children in Kindergarten through Grade 5 can take part in our Fruit Programme. Fruit is 
brought to the classroom and each child can select a serving at one of their snack times. The children love this – 
choosing fruit and eating it with your classmates becomes an exciting part of the day! The cost of this program will be 
publicized at the beginning of the school year and information will be available in the Primary School office. 
 
All primary school children can also participate in the government-subsidized milk programme. The milk is distributed 
by the classroom teacher/cafeteria staff for the younger grades, whereas the older children will be responsible for getting 
their own milk from the cafeteria. The cost of the milk programme will be publicized at the beginning of the school year 
and will be available in the Primary School office. 
 
HOMEWORK 
Homework is the natural extension of classroom work that is necessary for reinforcement, remediation and/or the 
extension of skills already introduced in the classroom. Although homework is an acceptable practise at every level, 
each teacher will consider the maturity of the student to handle the level and amount of homework assigned. Generally, 
new assignments are not given over the weekend. General homework guidelines:  
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   Grades 1 & 2  10-20 minutes per day 
   Grades 3 & 4  20-30 minutes per day 
   Grade 5   30-40 minutes per day 
 
MESSAGES TO PRIMARY SCHOOL STUDENTS 
Please try to make necessary arrangements with your students before they depart for school in the morning. Should a 
message need to be delivered to your student, please contact the primary school office and we will deliver the message 
to your child’s classroom teacher. 
 
PARTIES 
Class Parties 
Primary school classes generally have several class parties during the year, organised by room parents and volunteers. 
The primary school has several sets of plastic plates and cups which can be borrowed for these occasions, rather than 
using disposable, non-environmentally friendly ones. They can also be used if you are bringing in a cake for the class to 
celebrate your child’s birthday. Please let your class teacher know in advance if you would like to use these plates and 
cups. 
 
If food is being brought in for school parties, it is important to be sensitive to the situation of students in class who have 
allergies. Please review “Food Allergies” on page 19 of this handbook. 
 
Party Invitations 
Please do not give out birthday or other kinds of party invitations at school unless the whole class is invited. ISS 
facilities are not available for private functions. 
 
PLAYGROUND PROCEDURES 
All children go out for recess/playtime, rain or shine. Therefore proper rain clothes including coat, trousers and boots 
must be at school at all times. In the winter snowsuits, hats and gloves are also required. All items should be identified 
with the child’s name. 
 
RECYCLING 
At ISS we try to instil and maintain environmentally-friendly habits. We would therefore ask that you provide your 
children’s snacks and lunches in reusable containers and keep the use of plastic wraps and foil to a minimum. 
 
"RUSS" ACTIVITIES 
The "Russ" is the Norwegian students' graduation celebration. It lasts several weeks and involves a number of activities 
organized by the graduating students in the Stavanger area. The "Russ" is not an official ISS activity and so ISS is 
therefore unwilling to allow students to use its logo or name on "Russ" suits or hats. Distribution of “Russ” cards is not 
allowed at ISS or on any ISS bus route. 
 
STUDENT RECOGNITION 
Student recognition is an important part of the primary school experience. Recognition certificates are awarded by 
classroom teachers and specialist subject teachers on occasion. 
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ADMISSIONS POLICY  
The Director and Principal decide on admission and grade placement after reviewing a child’s birth date, and consulting 
with staff so that each child is placed in an appropriate educational environment. ISS reserves the right to make changes 
to the initial placement if subsequent observations and/or testing indicate the need for a change. 
 
Children entering Pre-School 3 must be three years old before September 1, and children entering Pre-School 4 must be 
four years old by September 1st of the current. If this is in conflict with the school entrance age in other countries, a 
request can be made for special consideration, however, there are few exceptions made. After consultation, with parents, 
teachers and the school counselor, the Principal’s decision is final. 
 
Parents of students whose educational needs are within the scope of the school’s curriculum for years after Pre-School 
levels should be aware that ISS does not have programmes available for children with special needs as the school does 
not fall within the right of attaining special learning help for students with special needs. While the school has a limited 
resource programme, it has no special education programme. Help may be available under the Barnehageloven for 
children enrolled in Pre-School 3 and Pre-School 4. 
 
Admission to the ISS Pre-School 3 and Pre-School 4 levels is prioritized for children who will continue at ISS after Pre-
School 4 who enrol at the “company/military” tuition rate. Applications made through Stavanger Kommune will only be 
reviewed after direct application to ISS. The ISS Director reviews only those applications that are made using ISS 
application forms. 
 
CURRICULUM 
At ISS, children develop their potential through planned activities that stimulate, guide and encourage a love of learning. 
A thematic approach is used to develop skills in knowledge of language and communication, number sense, geometry, 
physical coordination, art, culture and creativity. Central to instruction are social and emotional development and an 
awareness of ethics, community, nature and the environment. In a thematic approach, teachers plan learning activities so 
that children can reach across disciplines and search to construct meaning inside and outside the classroom. Children 
find relationships and build new understandings, knowledge and skills with comparison and contrast. Teachers choose 
themes based on discussion and interests of children. Teachers communicate the themes with monthly newsletters, and 
an overview of the programme is discussed with parents at an Open House evening in the first weeks of school. 
 
HOURS 
ISS hours are 8:30-15:15.  
 
Extended hours are available for parents with a need to deliver their children to ISS from 7:45 in the morning or collect 
their child between 15:15 and 16:15. Children are supervised by an ISS employee, but not their class homeroom teacher, 
for the extended care hours. If you would like to have your child take part in extended hours, this must be registered 
with the Primary School Administrative Assistant at the beginning of each semester of school, or when the child is 
enrolled.  
 
COSTS 
Early Childhood Education for Three and Four-Year Old Children follows guidelines set by governmental authorities 
for children under school age. Pre-School tuition for three and four-year-olds at ISS is about the same as other 
institutions in this area. Fees for this school year will be ten monthly payments for the school year to the amount of the 
maximum allowed by legal guidelines. The Pre-School is a service to help children attend one school where they can 
more readily continue their education with a smooth transition from early childhood education to our first full academic 
year. Admission priority is for those children who plan to attend our “Kindergarten” first academic year at full 
company/military pay rates. 
 
REPORTS TO PARENTS 
At the beginning of the school year, teachers will communicate with you to help you know about the programme and 
curriculum at ISS. The first day of school is “Meet the Teacher Day.” At this time, parents and children are invited to 
the classroom to get an orientation to the room and get to know the teacher. After a few weeks of school, teachers will 
have an Open House. This is a time for parents to come to hear more detailed information about the yearly work. 
Teachers will communicate with written formal reports to parents about each child’s progress once a school year, in 
June. In addition, a parent-teacher conference is held in May. At this time, teachers meet with parents and often with the 
child present to discuss progress made during the school year. This is a time to review goals that have been 
accomplished and to set new goals for the next year. 
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PRE-SCHOOL 3 PROGRAMME 
Pre-School 3 meets five days per week from 8:30 to 15:15.  
Children enrolled in Pre-School 3 do not take the school bus. 
 
Entrance Age Requirement 
Children are eligible for Pre-School 3 in August if their 3rd birthday falls on or before 1st September of the academic 
year. Pre-School 3 provides opportunities which promote social, emotional, physical and language development, 
effective communication skills and the development of readiness skills and work habits. Our aim is to encourage self-
confidence, spontaneity, curiosity and self-discipline and to enhance each child`s sense of dignity and self-worth. 
 
Teaching Methods 
Children learn best in natural settings that allow them to be active participants. Children enrolled in Pre-School 3 are not 
“taught” in the traditional sense of the word. At ISS, children develop their potential through planned activities that 
stimulate, guide and encourage a love of learning. A thematic approach is used to develop skills in the following areas: 

Language and Communication 
Physical Education and Health 
Art and Culture 
Science and Technology 
Values and Ethics 
Social Awareness of the Society and Environment 
Mathematics 
Emotional and Social Skills 

 
As early childhood educators we provide and arrange opportunities for exploration and growth, rather than offering 
children solutions. Children must be allowed to discover answers themselves through experiment and investigation. 
Children learn best when there is a planned curriculum of activities focused on a particular theme or concept. Themes 
covered in Pre-School 3 orient around the main them, Ourselves and Our Environment. Pre-School 3 encourages your 
child to be a/an 

Explorer 
Creator 
Communicator 
Interactor 
Questioner 
Thinker 
Socialiser 
Problem Solver 

 
Norwegian 
In Pre-School 3 the children are introduced to aspects of Norwegian culture and language through appropriate use of 
polite expressions, songs and games. Cultural events, Christmas and Norwegian Constitution Day (17th May), are also 
included in classroom activities. 
 
Specialist Areas 
The children visit the computer lab once a week, where beginner computer skills are taught by the classroom teacher. 
They visit the Primary School Library on a weekly basis, where they are introduced to a wide variety of children’s 
literature through reading and discussions with the library staff. The children also attend Physical Education classes in 
the school gymnasium, which are taught by a PE specialist teacher. 
 
Speech & Development 
The Pre-School 3 programme supports the acquisition of spoken English, paying special heed to the needs of the 
individual student. It aims to assist students, for whom English is not spoken at home, to adjust to the academic 
programme and social life at school as rapidly as possible. Children with communication difficulties may be referred to 
a consultant. 
 

AFTERNOON PROGRAMME FOR PRE-SCHOOL 
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�
Afternoon day care is available every day from 12:00 until 15.15 as part of enrolment. Parents must take one of four 
options: 0, 2, 3 or 5 afternoons. The options that the school offers are 

o No afternoons 
o Monday to Friday 
o Tuesday & Thursday 
o Monday, Wednesday & Friday 

 
Alterations in the schedule option for this programme are only possible at two appointed times throughout the school 
year: August, prior to the start of the academic year, or in January, at the commencement of the second semester. Short 
term options are not available. 
�
Children staying for the afternoon programme should bring a packed lunch, in addition to two healthy snacks, to meet 
their nutritional requirements during a full school day. 
�
In the afternoon programme the children are offered a programme of enrichment, promoting social, emotional, physical 
and language development. Creative play is largely child directed and learning takes place in a natural setting that 
allows the children to be active participants. Under adult supervision, each child is encouraged to explore, create, 
communicate, interact, question, think, reason, socialize and solve problems. The children are given the opportunity for 
learning within specific contexts of music, art/craft activities, cooking, computer use and physical exercise. The children 
are introduced to aspects of Norwegian culture and language through songs and games. 
�
Both indoor and outside play is an integral part of the afternoon programme. 
 
Children attending the afternoon programme do not take the school bus. 
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PRE-SCHOOL 4 PROGRAMME 
 
Pre-School 4 meets five days per week from 8:30 to 15:15.  
Children in Pre-School 4 do not take the school bus. 
 
Age Requirement:  
Children are eligible for Pre-School 4 if their 4th birthday falls on or before 1st September of the academic year. 
 
Teaching Methods 
The major theme in Preschool 4 is “Ourselves and Our Environment” which is developed through a wide variety of 
methods. At ISS, children explore their interests through planned activities that are developmentally appropriate and 
designed to stimulate, guide and encourage a love of learning. A thematic approach is used to promote skills and 
knowledge in the areas that contribute to the balanced growth of the whole child:  
 
Language and Communication 
Physical Education and Health 
Art and Culture 
Science and Technology 
Values and Ethics 
Social Awareness of the Society and Environment 
Mathematics 
Emotional and Social Skills 
 
The themes used to support these areas of growth change monthly and include: 
 
August  Orientation to the Classroom, Recycling  
September All About Me, Family 
October  Family and Friends, Autumn 
November Wild Animals 
December Celebrations 
January   Winter Activities 
February Under the Sea 
March  Transportation 
April  Health and Dental Health 
May  Spring, Plants 
June  Summer Activities 
 
Literacy awareness will be promoted in each topic through the daily reading of good children’s literature, morning 
messages, environmental print and introduction to concepts of print. Children are also encouraged to express their ideas 
and creativity in journals, dictation and painting. 
 
Norwegian 
In Pre-School 4, children are introduced to aspects of Norwegian culture and language through appropriate use of polite 
expressions, songs and games. Cultural events, Christmas and Norwegian Constitution Day (17th May), are also 
included in classroom activities. 
 
Specialist Areas 
The children visit the computer lab once a week, where beginner computer skills are taught by the classroom teacher. 
They visit the Primary School Library on a weekly basis, where they are introduced to a wide variety of children’s 
literature through reading and discussions with the library staff. The children also attend Physical Education classes in 
the school gymnasium, which are taught by a PE specialist teacher.  
 
Speech & Development 
The Pre-School 4 programme supports the acquisition of spoken English, paying special heed to the needs of the 
individual student. It aims to assist students, for whom English is not spoken at home, to adjust to the academic 
programme and social life at school as rapidly as possible. Children with communication difficulties may be referred to 
a consultant. 
�
AFTERNOON PROGRAMME FOR PRE-SCHOOL 
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�
Afternoon day care is available every day from 12:00 until 15.15 as part of enrolment. Parents must take one of four 
options: 0, 2, 3 or 5 afternoons. The options that the school offers are 

o No afternoons 
o Monday to Friday 
o Tuesday & Thursday 
o Monday, Wednesday & Friday 

 
Alterations in the schedule option for this programme are only possible at two appointed times throughout the school 
year: August, prior to the start of the academic year, or in January, at the commencement of the second semester. Short 
term options are not available. 
�
Children staying for the afternoon programme should bring a packed lunch, in addition to two healthy snacks, to meet 
their nutritional requirements during a full school day. 
�
In the afternoon programme the children are offered a programme of enrichment, promoting social, emotional, physical 
and language development. Creative play is largely child directed and learning takes place in a natural setting that 
allows the children to be active participants. Under adult supervision, each child is encouraged to explore, create, 
communicate, interact, question, think, reason, socialize and solve problems. The children are given the opportunity for 
learning within specific contexts of music, art/craft activities, cooking, computer use and physical exercise. The children 
are introduced to aspects of Norwegian culture and language through songs and games. 
�
Both indoor and outside play is an integral part of the afternoon programme. 
 
Children attending the afternoon programme do not take the school bus. 
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Absence Call-In Telephone Line 51 55 43 03, 
9 

Absences--definitions, 10 
Absences--Extended, 9 
Academic Honesty, 16 
ACCEPTABLE USE POLICY--

COMPUTERS, 14 
Accident File, 24 
ADDRESS CHANGES, 8 
ADMINISTRATION, 8 
admission and grade placement, 8 
ADMISSIONS POLICY--PRE-SCHOOL, 49 
ADMISSIONS/ENROLMENT 

PROCEDURES, 8 
ADVERTISING, 9 
ADVISORY—HOMEROOM IN THE 

MIDDLE SCHOOL, 41 
AFTERNOON PROGRAMME FOR PRE-

SCHOOL, 50, 52 
AGENDAS, 41 
Allergies, 19 
AMU (WORK ENVIRONMENT 

COMMITTEE), 31 
APPLICATION--UNIVERSITY/COLLEGE, 

34 
ASSESSMENT, 41 
ASSESSMENT—PRIMARY SCHOOL, 45 
ASSIGNMENT NOTEBOOKS, 41 
ATHLETICS--MIDDLE SCHOOL, 41 
ATTENDANCE, 9, 41 
Award--Middle School, 43 
BALDER AWARD, 43 
Behaviour Guidelines, 15 
Behaviour Guidelines/Conduct, 41 
Behavioural Consequences, 42 
Bicycles, 30 
BUILDING ACCESS/VISITORS, 10 
BUILDING EVACUATION, 11 
Bullying, 18 
Bus Drivers, 30 
Bus routes, 27 
BUS TRANSPORTATION, 27 
Bus Transportation Situations, 30 
Cafeteria Furniture, 12 
Cafeteria Rules, 12 
CAFETERIA/LUNCH CARD SYSTEM, 11 
Cafeteria--Guidelines for Parents and Guests, 

12 
Channels of Communication, 13 
child welfare mandate, 26 

Class Parties--Primary School, 47 
Closed Campus, 17 
CODE OF CONDUCT, 22 
COLLEGE/UNIVERSITY PLACEMENT, 34 
combination locks, 16 
COMMUNICATION, 13 
COMMUNICATIONS FLOW CHART, 57 
Complaints, 13 
Computers--laptops in carts, 14 
CONDUCT, 15 
CONDUCT AND DISCIPLINE IN MIDDLE 

SCHOOL, 41 
Conduct Grades--High School, 37 
CONFERENCES FOR MIDDLE SCHOOL, 

42 
CONFIDENTIALITY OF STUDENT 

RECORDS, 20 
Consumption of alcohol, 21 
COSTS OF PRE-SCHOOL, 49 
Counseling, 26 
COUNSELLING PROGRAMME, 42 
CPR/Defibrillation Training, 24 
CURRICULUM--PRE-SCHOOL, 49 
Cyber-bullying and harassment, 14 
DANCE AND EVENT REGULATIONS—

HIGH SCHOOL, 34 
DANCE AND EVENT REGULATIONS—

MIDDLE SCHOOL, 42 
Dangerous Situations, 25 
Datatilsynet, 25 
DISCIPLINE, 15 
Discrimination, 18 
DRESS AND GROOMING, 20 
drop-off zone, 31 
Drop-Off Zones, 31 
Drug or Alcohol Use, 17 
drugs--possession or use, 22 
EAL--ENGLISH AS AN ADDITIONAL 

LANGUAGE, 43 
Effort Grades--High School, 36 
Eligibility for Tryouts. Training, Participation, 

and Travel, 22 
English as an Additional Language, 26 
ENGLISH AS AN ADDITIONAL 

LANGUAGE, MIDDLE SCHOOL, 43 
English as an Additional Language--

admissions information, 8 
Entrance Age, 8 
Entrance Age Requirement for Pre-School, 50 
evacuation, 24 
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EVALUATION SCALE--Primary School, 46 
Examination Fees, 35 
Excused Absences, 9 
Extra-Curricular Activities--attendance, 10 
Failing a Cour--High School, 37 
FIELD TRIPS, 20 
FIELD TRIPS—PRIMARY SCHOOL, 46 
FINAL EXAMINATIONS--EARLY 

EXAMS, 35 
Fire and Building Evacuation Procedures 

Evacuation Procedures, 24 
Food Allergies, 19 
foreldreråd, 23 
foreldreråd, or Parent Association, 23 
FRUIT/MILK PROGRAMME, 46 
GPA, 36 
Grade Level Placement, 9 
GRADE POINT AVERAGE, 36 
Grade/Skill Description--Primary School, 46 
GRADING, 41 
GRADING GUIDELINES—HIGH 

SCHOOL, 36 
Guests--Student Guests, 11 
Gum, 15 
handicapped parking, 31 
Harassment, 18 
HEALTH AND SAFETY ISSUES 

SAFETY ISSUES, 23 
Health Services, 26 
HEALTH SERVICES, 18 
HOMEROOM--MIDDLE SCHOOL, 41 
HOMEWORK--HIGH SCHOOL, 37 
HOMEWORK--MIDDLE SCHOOL, 43 
HOMEWORK--PRIMARY SCHOOL, 46 
HONOUR ROLL, 37 
HONOUR SOCIETY, 38 
HOURS--PRE-SCHOOL, 49 
HOUSES—MIDDLE SCHOOL, 43 
HSE Coordinator, 25 
IB certificate examinations, 35 
ID CARD DETAILS, 12 
IGCSE subjects for examination, 35 
ILLNESS, 19 
ILLNESS--MAKE-UP WORK, 38 
Inclusive Workforce, 25 
Incomplete Grades, 37 
INFORMER, 13 
Internal Control Regulations, 25 
Internet access, 14 
ISS BOARD OF TRUSTEES, 8 
knife--illegal at school, 15 
LAPTOP CART RULES, 14 

Laser pointers, 16 
Late Arrivals, 41 
Learning Support, 26 
Learning Support--admissions information, 8 
LEIRSKOLE, 43 
LEIRSKOLE—PRIMARY SCHOOL, 46 
LIBRARY, 23 
listening devices, 16 
LOST AND FOUND, 23 
Lost and Found Articles--bus, 30 
Lost child on a bus--contact person, 27 
Lunch Card System, 11 
MAKE-UP OF WORK MISSED DUE TO 

SCHOOL TRIPS OR ILLNESS, 38 
Make-up Work--absences, 10 
Mathematics Assessment for Placement, 8 
Medical Information, 19 
MEDICATION, 19 
MESSAGES TO HIGH SCHOOL 

STUDENTS, 38 
MESSAGES TO PRIMARY SCHOOL 

STUDENTS, 47 
Middle School Award, 43 
MILK PROGRAMME, 46 
MISSION STATEMENT, 1, 7 
Motorcycles, 30 
NATIONAL HONOR SOCIETY, 38 
Near Miss, 25 
NECIS, 21 
Nurse, 18 
Open Campus, 17 
Open House--information evening, 13 
OUTDOOR EDUCATION WEEK—

PRIMARY  SCHOOL, 46 
OUTDOOR EDUCATION—MIDDLE 

SCHOOL, 43 
PARENT ASSOCIATION, 23 
Parent Association—foreldreråd and 

Cooperative Committee—
samarbeidsutvalg, 23 

Parent Conferences, 13 
Parents and Guests Eating in the ISS 

Cafeteria, 12 
PARKING AND DROP-OFF 

PHOTOGRAPH, 58 
Parking Rules for ISS, 31 
PARTIES--PRIMARY SCHOOL, 47 
Party Invitations, 47 
PAYMENTS TO SCHOOL, 23 
PHILOSOPHIES AND OBJECTIVES, 7 
placement, 8 
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PLAYGROUND PROCEDURES, 47 
Playground Rules, 16 
Possession or use of drugs, 21 
PRESCHOOL 3 PROGRAMME, 50 
PRE-SCHOOL 4 PROGRAMME, 52 
Pre-School--admissions, 8 
Pre-School--parking, 31 
Progress Reports and Grading, 37 
promoting a healthy environment, 15 
PUBLIC DISPLAYS OF AFFECTION 

(PDA), 39 
RAIN OR SNOW, 47 
RECORDS--STUDENT, 20 
RECYCLING, 23, 47 
Referral Process, 26 
REPEATING A GRADE LEVEL, 9 
REPORT CARDS—PRIMARY SCHOOL, 

45 
Reporting of Illness and Injuries, 25 
Reports for progress of primary school 

students, 45 
REPORTS OF STUDENT PROGRESS--

MIDDLE SCHOOL, 41 
RETENTION, 9 
Risk and Vulnerability Analysis, 25 
risk assessments of work situations, 25 
Rule Violations for students on trips, 20 
Rules of Conduct in the Theatre 

theatre conduct, 17 
Rules--School rules, 15 
RUSS ACTIVITIES, 39 
Safety Issues--other, 25 
safety--parking, 31 
samarbeidsutvalg, 23 
School Buses--expected behaviour, 17 
School Hours, 10 
School Rules, 15 
School Trip Absences 

absence, 9 
shoes with wheels, 15 
Smoking, 21 
Smoking--ISS is smoke free., 17 
SNACKS, 11 

Speech/ Language Support, 26 
SPORTS (NECIS)/INTERNATIONAL 

TRAVEL, 21 
STRATEGIC PLAN, 25 
STUDENT COUNCIL--HIGH SCHOOL, 39 
STUDENT COUNCIL—MIDDLE SCHOOL, 

43 
Student Study Team/ Referral Process, 26 
Student-Faculty/Staff Relations, 17 
Supplies for High School students, 35 
SUPPLIES--PRIMARY SCHOOL, 46 
SUPPLIES--STUDENT AND SCHOOL 

SUPPLIES, 13 
Surveillance Cameras, 25 
Swings, 16 
Tardies (Lates)--unexcused, 10 
Temporary Absence During the School Day, 

41 
Theatre--rules of conduct, 17 
Tobacco Product Use, 17 
TRANSPORTATION AND PARKING 

RULES, 27 
TRAVEL ELIGIBILITY, 22 
TRIP REGULATIONS, 20 
Tuition invoices, 23 
UCAS Forms, 34 
Unexcused Absences, 9 

absence, 9 
Unexcused Tardies and Absences, 10 
UNIFORM, 20 
UNIVERSITY APPLICATION, 34 
unsafe situations, 25 
valedictorian, 36 
Vandalism of School Property, 17 
varsity and junior varsity teams, 21 
Visits--by parents, 14 
Volunteers, 10 
Walking to School, 30, 31 
Weapons, 15 
window--costs for breaking, 17 
WITHDRAWAL FROM ISS, 31 
WORK ENVIRONMENT COMMITTEE 

(AMU), 31 
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APPENDIX A: COMMUNICATIONS FLOW CHART 
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APPENDIX B: PHOTOGRAPH FOR PARKING AND DROP-OFF 
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Declaration of Reading the Handbook by the ISS Parent and Student 
 
 
Please read the ISS Parent/Student Handbook. After you have done so, please remove this page 
from the handbook, sign the following statement and give this to the ISS Receptionist, Mrs. Anne-
Brit Winters. 
 
I have read, I understand and I agree to follow the guidelines set down in the ISS 
Parent/Student Handbook. 
 
 
             
Parent/s Signature     Date (dd/mm/yy) 
 
 
 
      
Parent/s Printed Name 
 
 

 
 
             
Student Signature              Student Printed Name 
(All middle and high school students 
must sign along with their parents. For  
primary school students, only their parents 
must sign.) 
 
 
            _____________________________        
Additional Student in Same Family Signature          Student Printed Name 
 
 
 
            _____________________________        
Additional Student in Same Family Signature          Student Printed Name 
 
 
 
            _____________________________        
Additional Student in Same Family Signature          Student Printed Name 
 
Please remove this page and submit it to the ISS Receptionist. 
 
 
 
 
 
 
Office Use Only 
Date submitted  
 dd/mm/yy 
S 


