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A MESSAGE FROM THE CHAIRMAN

Dear, parents, students and staff of PAIS 

All of us at the Pan-Asia International School (PAIS) would like to express our heartfelt happiness to extend a very special welcome to our students and their parents for the 2010-2011 school year. I am highly motivated to see the students back to school and to be working with them in such a dynamic learning environment with such a warm and caring staff. 

We , at PAIS believe in continuous development and improvement in all levels of the school to give our students the chance to excel academically and morally, therefore this year few changes took place to add value to the school environment and make it more conducive for learning.

One of the main changes took place is dividing our school into four parts with a qualified principal leading each part. Part one is KG school, part two is primary school, part three is middle school and part four is high school. By this division every principal will have enough time to lead and motivate his teachers and students to their success.

Another interesting change was in the attitude towards the role of the teachers where I insisted on them to stop talking about teaching and talk about learning only. The main objective of the school is to make learning take place, for learning is an act made by the students not by teachers. Teachers may teach but learning may not happen. By shifting the focus from teaching to learning our role and duty will change from teaching to coaching, guiding and motivating the student to learn to their optimum capacity.  By doing this, students will be more responsible, learn with fun because they own their learning and it is not imposed on them.

The support of the parents for all school policies is imperative for the success of our students, therefore parents are invited to motivate their students to learn and let them not leave their own future dependent on outer factors. Their success is in their hand, it needs only a decision from them to learn. School and parents put hands together to motivate our students to decide to learn. Only then they will be successful. 

I would like to congratulate the parents, students and staff of PAIS for the great success we achieved last school year for getting WASC accreditation for three years and IBO authorization for IB diploma. Special thanks and gratitude to the staff of PAIS for the sincere efforts and team work they have shown during the process of WASC accreditation and IBO authorization. This great success would have not been possible without the full support of the parents as well.

Another special thanks and gratitude to my colleagues in the school board who worked very hard behind the scene and provided all the resources needed by the school to be successful. I am sure this school year is going to be full of challenges, excitements and fun and together we are going to overcome all the challenges, enjoy the excitements and share the fun.

God bless you all.

Husni Hamad

Chairman

Dear PAIS Student,

First of all, you should know that we are glad to have you here. PAIS is your school, and we want you to enjoy it, benefit from it, protect it, and make it safe for yourself and others. Your school is a community of students, teachers, staff, and parents working together to make one of the best schools in Thailand. The vision of the teachers and staff of PAIS is to provide all students with the tools to become responsible citizens. We want to exhibit Perseverance, Respect, Integrity, Dedication, and Effort (PRIDE) each and every day in everything we do.

This handbook describes the rules you need to know for participation in life at PAIS. The rules in this handbook have been designed to protect your well being and your right to a quality education. These rules also help us all to create an environment that is safe, friendly, comfortable, and productive. We want to create an atmosphere at PAIS that fosters good work, good feelings, and good memories.

While going through this handbook, you will notice that at PAIS we emphasize morality and ethics, as well as excellence in academics. We believe that the world is in urgent need of citizens who are not only intelligent and skilled, but who also have high moral and ethical standards.

As a citizen of PAIS, it is expected that you know your responsibilities, rights, and privileges. The rules and guidelines in this handbook will help you become a responsible citizen and student for the benefit of the entire school community—students, teachers, staff, and parents.

You will be informed in a timely manner of any changes or additions to the rules, guidelines, an procedures in this handbook. It is your responsibility to be aware of the rules in this handbook. You should keep this handbook with your school materials for reference throughout the year. This handbook is reviewed annually between June and July for the purpose of adding, deleting, and revising its contents. You are encouraged to submit your recommendations and suggestions.

Cooperation is the key to understanding, so we ask that you read this handbook thoroughly. This handbook will likely answer many questions you have about what we expect of you, what to do if you encounter difficulties or problems, what the school’s rules are, why we have them, and what the consequences are if you choose not to follow the rules.

This is your school. By working together as a team, we can accomplish much more than if we work individually. Have a successful school year!

The PAIS Management
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SCHOOL VISION

The vision of Pan-Asia International School is to present its students with an opportunity to excel both academically and morally and to become responsible balanced future citizens of the global community.

SCHOOL MISSION

The mission of Pan-Asia International School is to provide its students with the best elements of Western education within an Eastern cultural environment through cooperation among students, parents, educators and the community.

SCHOOL PHILOSOPHY 

Our educational philosophy aims at shaping the hearts and minds of our students by promoting a congenial school environment that instills in our students high morals, confidence and a pride in their identity. PAIS strives to present a new outlook in education by providing a nurturing, compassionate and loving environment.
EXPECTED SCHOOLWIDE LEARNING RESULTS (ESLRs)

1. ACADEMIC ACHIEVERS

PAIS students will:   

· be independent, self-motivated and active lifelong learners

· set and pursue high academic goals

· think logically, critically, reflectively and creatively

· be self directed, motivated and resourceful

· apply knowledge confidently and effectively

· produce quality work

· be proficient in the use of IT
2. PERSONALLY AND SOCIALLY WELL-BALANCED

PAIS students will:   

· be informed and responsible citizens


· express and support ideas effectively and freely

· cooperate and collaborate with others to achieve common goals

· respect and value others, regardless of nationality, religion, race or culture

· be self-disciplined and able to manage conflict constructively
· be concerned for the environment and its preservation

· be ready to help others in their times of need

· be comfortable working with everyone, irrespective of their nationality, religion, race or culture 

· develop high moral and ethical values and a positive self-image
3. EFFECTIVE COMMUNICATORS 

PAIS students will:  

· value and understand the importance of effective communication

· read a variety of printed materials to gain knowledge, for research and pleasure

· write in a variety of genres for different purposes and audiences

· create and deliver effective oral presentations

· understand, analyze and appreciate what is read, viewed or heard
4. ARTISTICALLY AWARE AND INVOLVED

PAIS students will:  

· be aware of fine and performing arts and famous artists

· understand the role of art in the world

· have a positive attitude towards the arts

· be capable of self-expression using the arts

· be able to produce original work of high quality
5. PHYSICALY FIT

PAIS students will:  

· know the importance of good health in their lives

· understand the concept of health, nutrition and hygiene

· participate in sports activities enthusiastically

· demonstrate sportsmanship while participating in sports

· understand the dangers of the use and abuse of drugs, tobacco and alcohol
Student Rights

At PAIS, students enjoy the right to: 
· The best education the school can provide and the right to obtain extra help from a subject teacher at a mutually convenient time 

· A safe and secure learning environment, free from physical or emotional abuse from any member of the school community 

· Open and consistent feedback from their teachers 

· Express oneself within the bounds of acceptable social behavior 

· Have their school-related complaints or problems taken seriously and addressed promptly

Student Responsibilities

Students of Pan-Asia International School are expected to conduct themselves in a manner that will bring credit to themselves, their families, and their school. 

Each student is expected to: 

· Respect the rights of individuals and groups 

· Attend classes, activities, and events punctually and regularly 

· Show respect and courtesy to staff and peers 

· Work diligently and cooperatively 

· Respect the property of the school and others 

· Use appropriate language 

· Be responsible for self-discipline on school property, school buses, and during out-of-school activities that are part of the school program 

· Adhere to school policies regarding harassment, violence, drugs, alcohol, tobacco, school uniforms, and academic conduct

· Be fully informed of school rules and to be held accountable for their actions 
Parent Involvement
A child’s school life is greatly enriched by a family that is well informed and active in school affairs. PAIS welcomes parent involvement and encourages close ties between parents and the school. We encourage parents to become involved in the life of the school in any way that suits their talents and time commitments. We suggest: 

· Serving as an active member of the Parent Auxiliary (PAX). PAX coordinates parent volunteers at major school events such as Sports Day, International Day, and other events when extra adults are required. 
· Serving as a class parent, who is a reliable support person for the classroom teacher. 
· Volunteering for after-school activities. 
· Serving as a volunteer in the classroom. This may be on a regular/weekly basis, or just occasionally for special events or field trips. The parents who help us in this way provide invaluable support to the teacher, and extra individual attention for the students and their own children. 
· Some parents who are unable to come during the school day may wish to extend themselves by helping teachers with preparing materials, tracking down costumes or doing research. 
Parent Volunteers in the School 
Parents are invited to volunteer, whether in their own child’s classroom or in other areas of the school such as the library. Such activities can be done on a regular basis or intermittently for special events such as class parties, field trips, or musical productions. Parents who are interested in involvement in the school should inform the classroom teacher, a PAX representative or a PAIS administrator. 

The role of ‘Class Parent’ is to assist a teacher as the teacher deems appropriate. It is worth noting that each teacher will have differing levels of need. Some welcome lots of parental involvement, others prefer to organize the classroom with little outside help. We should always respect the opinion of the teacher and leave it to him or her in deciding whether a class parent is needed inside the classroom or not. 

Communication Procedures and Channels
Parents are always welcome to contact the school with questions, comments, or suggestions. We have a procedure to streamline this process so that it becomes easier for you to approach the right person to address your issues.  Hopefully the information given here will result in a quick and satisfactory solution. 
This handbook can likely answer many of the questions parents or students may have regarding PAIS policies, procedures, rules, and regulations. Please read this handbook thoroughly, as it contains much important information for students and parents. Another good source of information about the school is the school web site at www.pais.ac.th. Here you will find general information about the school, the school calendar, the curriculum standards and benchmarks, school notices and memos to parents, and other assorted information.

Parents are requested to approach the school directly with queries related to their own children and to not represent other parents or agencies. Further, as a general rule, please do not call any of the school’s staff outside working hours.  Do so only in cases of emergency or where your query is extremely urgent and requires immediate attention. Please read the following information and use the channel given:

1. The homeroom teacher of your child is the most important first line of contact. If your query is related to classroom matters such as the timetable, behavior, teaching and learning, the progress of your child, sickness, or other class issues, use the communication book given to your child.  You may also use the communication book to arrange a personal meeting with the homeroom teacher.
2. For a query relating to a specific subject that is not taught by the homeroom teacher, again use the communication book to convey your question or to arrange a personal meeting with the subject teacher.
If the above routes do not satisfy you, then we request you to contact the front office to fix an appointment for a meeting with one of the following personnel.  Please do this only if you already had communications with the homeroom or subject teacher. This is the second line of query.

1. For issues related to student behavior, student belongings, or general school activities, Mr. Brian Nelson, Student Development Coordinator.

2. For all curriculum and instructional matters in kindergarten, Mr. Samual Phillips, Principal KG.
3. For all curriculum and instructional matters in grades 1-5, Mr. Murat Mendi, Principal Primary.
4. For all curriculum and instructional matters in grades 6-8, Mr. William(Bill)Perepelicia, Principal Middle School.
5. For all curriculum and instructional matters in grades 9-11, Mr. M.Noman, Principal High School.
6. For general issues such as transport, accounts, cafeteria, uniforms, Mr. Hikmat Alawneh, Administration Manager. 
7. For issues related to community or public relations, Mrs. Pornswan Al Salhi (Miriam), Public Relations Manager.
We sincerely hope that whatever your query, the above persons are able to satisfy you completely.  However, you are always welcome to address your complaint to our Vice Chairman, Mr. Metin Askan or in the final instance, to the Chairman, Mr. Husni Hamad. You can set an appointment to see them at the front office. Please do this ONLY if your query has not been answered to your full satisfaction.

Communication for Students at PAIS
At PAIS we believe that open and effective communication is very important for a healthy and successful school.  We want to make sure that your needs are always being met, and the best way to do that is to make sure you know who to talk when you have questions, problems, or suggestions. Below are guidelines so you know who to see when you have an inquiry or a problem.

Your Homeroom Teacher
The first person you should talk to whenever you have a question or a problem is your homeroom teacher. Your homeroom teacher is the person who is closest to you at the school. It is also your homeroom teacher’s responsibility to make sure your time at PAIS is productive and comfortable. 

The School Nurse
At PAIS we have a fully qualified school nurse in case you should have any health problems while at the school. If you ever are sick or injured at the school, the nurse is here to help you. The nurse will also accompany you if you ever have to go to the hospital. If you need to take medicine you bring from home during the school day, you should take this medicine and instructions for its use to the nurse and she will help you take the medicine safely. If you ever receive a bump or injury while playing, visit the nurse and she will make sure you are OK. Before you go to visit the school nurse, though, make sure you tell your homeroom teacher so he/she knows where you are.

The Student Development Coordinator (Mr. Brian)
 The PAIS student services coordinator is here to help you with all sorts of questions and difficulties. If you have questions or problems that your homeroom teacher can’t help you with, the student development coordinator is the person to see. Maybe you have a problem at school or at home you aren’t comfortable discussing with your homeroom teacher. The student development coordinator is here to listen to you no matter what your difficulty is, and he will help you find a solution. The student development coordinator can also discuss with you and help you find information about your future plans, like what job you may like to do, or how to get into the university you want to attend.

PAIS Principals
There may be some times when you have a problem or question about school and it seems like no one can or will help you. It may be time to pay a visit to one of the PAIS Principals. The PAIS Principals are happy to talk to students, answer questions, or help solve difficult problems. Before you go to a Principal, though, you should talk to your homeroom teacher or the student services coordinator. If you aren’t happy with the results, only then visit the Principal. For problems or questions about academic subjects—like grades, tests, homework, assignments, report cards, books—you can visit the Principal. For problems or questions about non-academic subjects—like bullying, special events, fieldtrips, absences—see the school development coordinator. If it turns out that you still don’t feel like your problem or question has been taken care of, you can make an appointment to meet with the Vice Chairman.
Campus Security
School Hours 

School gates are opened at 7:00 a.m. to admit students and close at 4:00 p.m. The morning assembly begins at 8:00 a.m. and the students are dismissed at 3:10 p.m. Kindergarten students are dismissed at 2:30 pm and parents may pick them up at the allocated pick-up point after 2:30 p.m.  All students are required to depart from the campus at dismissal, unless they are participating in an after-school activity. 
Parents are expected to pick up their children by 4:00 p.m. at the latest.  It is the responsibility of the parent to provide adult supervision if a student must wait on campus. Students who are not accompanied by an adult, and who have not been picked up by 4:00 p.m. should wait in the student waiting area.

Arrival and Departure from School 

Parents may drop off their children in front of the main office between 7:00 a.m. and 8:30 a.m. At least one staff member supervises this area at all times. We ask that parents use this area only as a drop-off point and to drive through promptly to enable proper flow of traffic. In the afternoon, private vehicles are not permitted to enter or exit the campus. Parents may park their vehicles outside the school or in the parking lot near the football field and collect their children from the designated pickup area. Currently, the area in front of the main building is used for this purpose and PAIS staff provides supervision there until 4:00 p.m. 

Leaving the Campus 

Students are expected to remain on the school campus for the duration of the school day. If a student is to depart before the regular dismissal time, parents or an authorized person is requested to provide a note to the front office and obtain an early dismissal pass. Only an authorized person can pick up the students and guards will ask to see this pass when you exit the school. 
Parent Waiting Area
The school has provided a special place for parents who desire to stay longer in the school or wait for their children before the dismissal time. Parents who wish to be in the hallways or in a classroom for some reason should get written permission from an administrator. People walking in the hallways or looking through the windows of classrooms disturbs the children and the teachers, hence we prefer parents to not be in the hallways of the school between 8:00 a.m. and 3:10 p.m.

School Visits
For parents or others who would like to visit the school to meet with a teacher or manager during the school day, please contact the school to arrange an appointment in advance. Visitors with an appointment will be issued a school pass upon arrival and taken to their destination. Visitors without prior appointments will be required to contact the person they wish to meet with from the front gate, and will then be taken to their destination with the approval of the contact person.
Places at PAIS
Homeroom
The homeroom is a very important place. This is where most of the classes during the day will meet. It is also the place where students will keep books, school supplies, backpacks, and personal items. On the first day of school students will find out where their homeroom is. Because the homeroom is the students’ “home” at school, they should take care of it by keeping it neat, clean, and tidy. Students may also want to talk to their homeroom teacher about decorating it to make it a special place.

The Library

The library is the center of a lot of school activities. Here is where students will find all kinds of resources to help them accomplish their goals as a student, like books, magazines, computer access, and reference tools. Students can also find lots of books to read for their own personal pleasure. The library is a busy place, and students need to respect the rules of the library so everyone can enjoy and use its resources. Students can find the library’s rules and library hours on pages 32-33 in the handbook. The library is located on the second floor between the Muscat Building and Founders’ Hall.

The Nurse’s Room

The nurse’s room is where students should go if they have any medical problems, if they are hurt or sick, if they need rest from sickness or injury, or if they have any medications from home that they need to take during the school day. Remember, though, that they should only go to the nurse’s room when they have a real health problem. It is not a place just to relax, and students should not go there just to avoid going to class. The nurse’s room is located at the end of the front lobby on the left as you walk into the school. It is open from 7:30 a.m. to 3:30 p.m.

The Cafeteria

We all need fuel to study and work, and the PAIS cafeteria provides it. Lunch is served in the cafeteria, and this is also the place where all of the students’ snacks are made. The cafeteria at PAIS can sometimes be busy and crowded, so it is important that students follow some basic rules. When entering the cafeteria, they should do so quietly, without running or playing, and line up to get their food without pushing or shouting. Students should be polite, kind, and speak softly when in the cafeteria. This will make it an enjoyable place to eat for everybody. The cafeteria is located on the first floor of the Founders’ Hall next to the kindergarten playground.

The Front Office

There may be times when students need to use a telephone, or maybe they need information about their bus or parents need to drop something off for their child at the school. The front office is where all these things can be done. Students can ask one of the school receptionists for help. The front office is located immediately on the left of the main lobby as one walks into the school.

The Orange Shop
The Orange Shop provides all kinds of things students need and want. This is where students can get uniforms, or replacements for things like school shirts, trousers, or ties. Students can also buy school supplies like notebooks, communication books, pencils, pens, and erasers. And, of course, students can buy snacks and drinks here before school, at break times, and after school. Just like in the cafeteria, the Orange Shop can get pretty busy at times, so students should mind their manners and line up politely without pushing or shouting. The Orange Shop is located around the corner from the main lobby on the Muscat building side.

The Computer Lab
The computer lab is a place where students get to explore and use technology for their studies. Basic rules for using the computer lab and the internet at PAIS are on pages 32-37. As everyone knows, computers are useful, but they are also a bit expensive, so when students are using a computer in the computer lab or the library, they must be sure to use it with care. We want everyone at PAIS to be able to have access to computers that work well and are in good condition. The computer lab is located on the second floor of Founders’ Hall near the music room.

Sports Facilities

At PAIS we like sports! We have a growing number of resources available for students to learn and master sports skills. We have a swimming pool, a football pitch, and a covered basketball court. All these are excellent places for students to develop their sports skills, but only if we take care of them. Each area has its own rules posted nearby, so students should read and know these rules. That way, all PAIS students will have access to high quality sports facilities for many years to come. The rules also exist to keep students safe. We don’t want anybody getting hurt in the sports areas. It is especially important that students are not in any of the sports areas without teacher supervision.

The Administrative Offices

If students need help from a PAIS administrators, this is the place to come. You can just walk right in, the doors are always open to students. The KG office is located on the first floor of KG building near the cafeteria. The Primary administrative office is located on the Third floor of new building and Middle and High School administrative office is located between the Muscat Building and Founders’ Hall across from the library.

The PAIS Mosque

For Muslim students, the PAIS mosque is available for daily prayer. This is where many students meet after lunch to pray. The mosque is a place of worship, so students who enter the mosque should be polite, quiet, and respectful, and they should follow all the rules as instructed by the Islamic studies teachers. The mosque is located on the fourth floor of new building.
The Science Labs

The science labs are the center of student science investigations and studies at PAIS. Because of all the fragile equipment in the science labs, it is very important that students behave appropriately when in the science labs. Studying science in the labs can be fun and interesting, but there is also a lot of potential for accidents to happen. Students must strictly follow the rules for science lab behavior as directed by teachers and posted in the labs. Students should never be in the science labs without teacher supervision. The grades 4-5 science lab is located on the second floor of Founders’ Hall next to the computer lab, and the grades 6-11 science lab is located on the third floor of the Muscat building.

The PAIS Auditorium

The PAIS auditorium is the biggest room on the school campus. It is a place for the PAIS community to meet to have big events, like music shows or special assemblies. The auditorium has a large stage for performances, and lots of comfortable theater seats. Sometimes classes even meet in the auditorium. Some of the basic rules of the auditorium are: no food or drink is allowed, students should not be in the auditorium without teacher supervision, and students should not run and play when in the auditorium. The auditorium is located on the third floor of PAIS directly over the library and administrative offices.
Attendance
Students are expected to be in attendance each school day unless they are excused by administrative action, or must be absent due to an accident, illness, or emergency. Please call the front office by 8:00 a.m. if your child is going to be absent from school. 

Students may not be absent for more than five school days during the whole school year. Absences of more than five days a year may have a negative effect on student grades. Excessive absences may prevent a student from being promoted to the next grade. Leaves can be granted in special cases when parents make a request in writing, citing a reason that is valid and makes it absolutely necessary for the child to miss school days. The responsibility of making up for the missed lessons rests entirely on the child. 

Clearly, a student gains the most benefit when he/she is in attendance on a daily basis for an entire school year. However, the school is also aware that some students are unable to be in attendance due to emergency leaves, sickness, visa complications, and company vacation schedules. It is strongly recommended that travel and vacation plans be scheduled to avoid missing school. When students go on extended leaves from school, they miss important instructional, social and educational interactions with teachers and classmates. This results in a negative impact on their personal progress and achievement. 

It is not beneficial for students to take school assignments with them on extended leaves, as students need the direction and supervision of the teachers for accurate understanding and the development of skills. Teachers are not required to prepare additional supplemental materials for the students to make up, except in the case of extended illness. 

Health Care
PAIS has a full-time nurse on campus during regular school hours. If the school nurse determines a child is too ill to attend class or has a communicable disease that could jeopardize the health of the other students, she will contact the parent or guardian. The parent or guardian will be required to pick up their child from school. In some cases the nurse may request a doctor’s clearance to return to class. 

To prevent the spread of illness, please do not send an ill child to school. To attend school, your child should be well enough to participate fully in all regular school activities including breaks. If your child becomes ill at home with a contagious disease such as chicken pox or head lice, please inform the school nurse immediately.  Medication, even for minor symptoms, will not be administered without written permission from the parents. 
Daily prescription medication may be dispensed only with written permission from a parent or legal guardian, as well as a description of the amount, type, time, and duration of treatment. The parent must bring in the medication and speak directly to the school nurse. Children are not allowed to carry medication or store it in their desk or bags. Student medication is kept at the nurse’s office. The school nurse is the only employee authorized to dispense medications to students on campus. Teachers may dispense medication to students on field trips when there is a written request from the parents to do so. 

Parents are always welcome to come by and meet the school nurse and express any concerns in person.

Change of Address/Phone Number/Email
The school has a central database for all student information. Please notify the front office as soon as possible regarding changes or additions to home, office, or emergency phone numbers, addresses, email addresses or other relevant information. This information is vital to ensure ongoing and prompt correspondence with parents. 
Tuition and Fee Payment
The accounts department office is responsible for the receipt of all fees. Business office hours are 8:00 a.m. to 4:00 p.m. Monday through Friday. It is located next to the front office in the main lobby of the school.
Tuition Fees 

All tuition fees must be paid by the stipulated due date for each semester. The school reserves the right to withhold release of reports, transcripts, recommendations or other information in the event that a student’s fees are in arrears. 

Withdrawal Procedure 

Parents who wish to withdraw their children for the next school year should give a written notice for withdrawal no later than 28th of February or one month in advance if the student wants to discontinue during the school year. If students have started a semester, there will be no refund for that semester.
Homework
Kindergarten 1-3

Recognizing the effectiveness of involving parents in their child’s learning, teachers will provide kindergarten students with activities to complete at home. Reading is an essential part of a child’s educational experience. We encourage parents to read daily to their children. 

Grades 1-11 

Homework assignments are used to reinforce new concepts and skills and to help build desirable work and study habits. Regular practice, review and completion of assignments at home are necessary and an integral part of the learning process. Failure to complete homework will require students to complete it at allocated times during the day or after school. Consistent failure to complete homework will have a negative effect on a student’s grades. Parents will be informed when students fail to complete homework to the standard required.

The amount of time that children spend doing homework will vary somewhat from day to day and with the ability and diligence of the individual student. Teachers do not ordinarily give homework assignments on holidays. We expect children to spend quality time with their family members, which is an important part of their learning. If time permits, students are strongly encouraged to read every evening. 
We ask that parents give support and encouragement for their child in developing good work and study habits by: 

• Talking with your child about what he or she is learning 

• Establishing a specific evening homework time

• Providing a quiet place to study 

• Being available to answer questions 

• Reviewing completed work 

• Informing the teacher when problems arise 

• Spending time reading with your child every day 

The following indicates the minimum and maximum time children should be expected to spend completing homework. It assumes that the child does all the homework when assigned and does not allow it to accumulate. The times given refer to time spent on task. Students who are easily distracted may require more time. At the beginning of the school year you should expect the duration to be closer to the minimum, increasing to the maximum as the year progresses and the students become more proficient. 

Recommended Homework Time (excluding daily reading time)
Grade 1-3

15 - 30 minutes per day 

90 - 120 minutes per week

Grade 4-6

30 - 45 minutes per day 

120 - 180 minutes per week

Grade 7-8

45 - 60 minutes per day 

150 - 240 minutes per week
Grade 9-11
60 - 80 minutes per day 

300 - 400 minutes per week
Academic Honesty

PAIS students are expected to be independent, critical, and creative thinkers. It is therefore crucial that PAIS students maintain absolute standards of integrity in their school work. The development of knowledge and skills in school requires genuine effort and active participation on the part of the student. If students attempt to circumvent such effort and participation through such activities as cheating, plagiarism, or collusion, they are not only violating the fundamental purpose of education, but they are doing great harm to themselves. At PAIS, issues of academic honesty are taken very seriously. Students who choose to violate the PAIS policy on academic honesty will face consequences.
Plagiarism 

Plagiarism is the act of using another person’s or group’s work, thoughts, or ideas in assignment without giving credit to that person or group and then passing that assignment in for assessment or evaluation by a teacher. Examples include: 

· Copying directly from a text, magazine, Internet site, newspaper, or any other source without giving proper credit to the person or group who wrote it

· Borrowing another person’s or group’s ideas and rewriting it in your own words without giving the proper credit to the person or group who wrote it

· Adapting or taking another person’s or group’s ideas and not giving credit to the person or group

· Claiming the work of another student to be one’s own

· Using work specifically created for an assignment produced by a company, agency, or person other than the student
Collusion

Collusion is the act of assisting another student in an act of academic dishonesty. Examples include allowing one’s work to be copied, or doing work for another student. Students caught in collusion with another will suffer the same consequences as the students engaging in acts of academic dishonesty.

Cheating

Cheating comes in many forms. The following are examples that will be considered in violation of the PAIS academic honesty policy:

· Copying or obtaining answers from another student on any test, quiz, exam, or assignment inside or outside of class
· Communicating answers to another student during any test, quiz or exam
· Using any form of electronic device to obtain answers during any test, quiz or exam
· Use of unauthorized materials during any test, quiz or exam
· Taking an exam or test for another student
· Altering the marking of any test, quiz, exam, or assignment and then resubmitting it for evaluation
· Receiving unauthorized help to complete assignments
· Allowing another student to copy one’s work
· Sharing answers on any take-home test or exam without approval of the teacher
· Submitting the same assignment to multiple classes for evaluation without the consent or knowledge of the teacher
Consequences of Academic Dishonesty

PAIS takes acts of academic dishonesty very seriously. As for any action one takes, there are consequences. If a student participates in academic dishonesty, then any of the following actions may be taken. The focus of the consequence will be to use the situation as a learning opportunity for the student. 

· Counseling by teacher
· Counseling by an administrator
· Parental contact and intervention
· Deduction of marks/grades
· Failure/repetition of a course
Lockers

All students grade 4 and above are provided with their own locker. Students are strongly advised to ensure that their textbooks and other important items are kept in the lockers and the lockers remain locked at all times. School will provide combo locks. 
Books and Supplies

Textbooks used in class are loaned to students during the school year. Students are responsible for each text on loan and must pay for damaged or lost books. Report cards will not be released if money is due for lost or damaged textbooks or library books. The enrollment deposit may be applied against damage to property caused by the student and other unpaid school accounts.
New notebooks and communication books are provided to students at the beginning of the school year. However, there will be other items (pencils, pens, rulers, scissors, folders for portfolios, additional notebooks, etc . . . ) that students will be asked to purchase to complete the school supplies they will need for their studies. Many of these items will be available for purchase at the Orange Shop.
School Bus Regulations

School buses are a convenient form of transportation. To ensure the safety and well-being of all students, the following bus behavior regulations will be enforced. 

1. Students must not create excessive noise. 

2. Students must form polite queues and wait their turn when boarding the bus.
3. Students must be courteous and respectful to all students and adults traveling on the bus. 

4. Students must be punctual when boarding the bus in the morning and after school. 

5. All students must meet the bus monitor for attendance at the end of the day in the stipulated waiting area before boarding the bus.

Students will be warned if they fail to conform to the bus behavior regulations and parents will be contacted. Students who habitually fail to meet these regulations risk losing bus privileges. 
If a child is not taking the bus during the regularly scheduled time please notify the front office by phone or in writing by 6:30 a.m. for morning bus rides, and by 2:30 p.m. for afternoon bus rides. 

Please note that children may not ride on any other bus than that assigned by the school. Students must ride their assigned bus and may not invite other students to ride their bus. Parents are not allowed to ride on school buses. 

Routes vary in length from 20 to 60 minutes. The duration of particular routes can change during the year if it is necessary to add new students. Pick-up sequences and/or routes for students may be adjusted at times during the year when new students are added to the roster. The school strives to ensure that the buses are a safe and pleasant environment for everyone. To this end, the bus monitors are given some basic rules to enforce. 

Concerns that arise related to transport should be shared by students with their parents. If parents would like clarification they should contact the school. Parents should never directly confront the bus monitors or drivers to question their behavior or challenge their judgment. Parents should not confront other families’ children to reprimand or discipline them for bus behavior. All perceived problems should be reported to the school office. The bus monitors are the adult authority on the bus, and nothing should be done or said on the bus or at home that might undermine that authority in the minds of the students. 
Curriculum and Instruction

The curriculum at PAIS is primarily derived from the standards and benchmarks of the State of Massachusetts in the United States. Some of the standards and benchmarks from the Massachusetts model have been modified in order to be suitable for an international school in the Kingdom of Thailand.

Standards and benchmarks refer to how well a student must perform in terms of skills and knowledge to be considered proficient or effective in a subject or area of study. For example, a standard from health class reads: Students will comprehend concepts related to health promotion and disease prevention to enhance health. This standard is appropriate to multiple grade levels. There is a natural progression involving greater depth at each grade level. An example of a benchmark related to this standard reads: Describe the relationship between healthy behaviors and personal health. A benchmark is a concrete indicator for the standard. Achievement of the benchmarks indicates a student’s achievement of the standard as a whole.
Standards and benchmarks exist for all of the courses of study at PAIS. From time to time these standards and benchmarks will be modified to reflect current research and best practices in education, as well the needs of PAIS students. Specific standards and benchmarks are available for examination by interested parents.

Unit plans at each grade level for the various subjects are constructed with a view to the skills, understandings and content to be mastered at the conclusion of the unit. Units may vary in length depending on the subject and grade level being taught. Weekly and daily plans are then created based on the unit plans. All plans are created in advance of the actual learning that occurs in the classroom.

We use high quality, current textbooks from a variety of Western publishers to support the learning that occurs in our classes. The content of these textbooks matches the standards and benchmarks in place at PAIS. Texts for the study of Thai and Arabic have also been carefully selected to support learning in those subject areas. In addition to textbooks, PAIS teachers produce a wide variety of content materials that suit the learning needs of their students. The PAIS library also provides considerable content resources for teachers.

Pan-Asia International School provides basic courses in computer use for students in grades one to three.  The grade one course is designed to introduce students to basic skills.  They experience the operation of the computer and become acquainted with technology.  Microsoft Word, Excel and Power Point are introduced in grade two.  At this time students also explore a variety of software that enhances studies in various subject areas.  In grade three students continue to learn about word processing, spreadsheets, database and presentation software.
Students in grades six to ten use computers as learning tools in a variety of ways.  Computer skills are taught to students in conjunction with the content of their subjects (English, Science, Math, Social Studies, etc . . .) rather than as separate skills without context. Computers are used as tools to learn about subjects and to organize information for retention or presentation.  Therefore, students will accompany their teachers or go independently to the computer lab to learn not only how to use a computer, but also why a computer is necessary and useful.  Students in grades four to nine at Pan-Asia learn computer skills in the context of real-life, hands-on experience. Examples of how students use computers in their classes include: to do research, to produce reports, to make presentations, to desktop publish media, to use subject-related interactive media, and to communicate.  
In order to accomplish our mission of academic excellence, the school believes in: 

· Flexibility of the program to address individual students’ needs 
· Integrating the learning  of listening, speaking, reading, and writing skills with socio-cultural understanding 
· High performance standards 
· Continuous assessment of students 
· Frequent and timely reporting of student progress 
· Providing extra support to students with special learning needs

· Providing additional learning opportunities to gifted and talented students

· Ongoing review, development and implementation of the curriculum 
· Making every effort to communicate with parents and guardians regarding the program, its expectations, and student performance
A copy of our standards and benchmarks is always available online at www.pais.ac.th. Parents who wish to see the standards and benchmarks can do so on any working day. Please contact a coordinator of curriculum and instruction if you need any clarification.
English Language Arts

The English language arts program is aimed at an understanding and appreciation of English and a confident and competent use of English for a variety of purposes and in a range of situations for communication.

Mathematics

The mathematics program seeks to prepare students to communicate and reason mathematically, confidently solve problems, appreciate and value mathematics and become mathematically literate adults.

Science

The aim of the science program is to encourage and stimulate learning by nurturing a sense at wonderment, develop student skills and confidence in investigating the environment, and help students build a foundation of experience and understanding upon which future learning will be based.

Social Studies                      

The social studies program at PAIS seeks to promote a sense of belonging and acceptance in students as they engage in active and responsible citizenship. It further attempts to make students aware of their roles as members of a world community through the development of their knowledge and skills in history and geography. 
Thai and Arabic Languages
Through the study of the Thai and Arabic languages, students develop communication skills, learn how to read, and learn how to express their ideas in both oral and written forms. They will also be able to further develop their linguistic skills to a level where they can read literature and other forms of the languages.
Thai Culture

Thailand is the host country of PAIS, and it is the home country for many of our students. It is important that both foreign and Thai students develop a thorough understanding and appreciation of Thai culture. Through a variety of project-based activities, this appreciation and understanding of Thai culture is what the Thai culture program at PAIS aims to cultivate in its students.
Physical Education/Health

The physical education and health program enables students to develop the skills and knowledge needed to lead an active, healthy lifestyle.

Visual Arts and Music

Through art and music, students learn to express themselves creatively and to respond to a variety of art and music styles and forms. The aim of both subjects is to help students develop an appreciation of art in all its forms, and to help them develop the skills needed to enjoy self-expression through art.
Islamic Studies (for Muslim Students) and Values

Islamic Studies aims to develop a child’s personality through the inculcation of Islamic values and the nurturing of Islamic behavior, keeping in mind cognitive, social, emotional and physical skills. Values education is offered to those students who don’t follow Islam as their religion. Students learn about and explore universal human values like honesty, truthfulness, and generosity. 

English Environment

English is our medium of instruction, hence we expect our students to speak in English all the time. We use a variety of strategies to implement an English language environment throughout our campus. You as a parent can help the school in accomplishing this goal in many different ways. Some of these are as follows:

• Ensure they read at home in English every day, up to one hour. They can read novels, magazines, or newspapers. This is apart from their daily homework. 

· If possible, try to speak with them in English frequently.

• Ensure they study new words they have learned in class and on their own every day. The same words should be reviewed within 24 hours after learning them and again within 2-3 days. Repetition is good. 

• Encourage them to watch appropriate TV programs in English daily. 

• Buy educational software they can use on their own computers at home. There are many kinds of software designed to teach English. 

• Purchase or borrow books that are on tape, so the students can read along as they hear the text. This is especially useful for beginning students. 

• Ensure they get enough sleep, so they are able to learn better. 

• Encourage your children to do their best in a gentle way. Putting pressure on them to learn English fast creates stress for them, and prevents them from learning effectively. 
Mobile Phones and Electronic Devices
In order to maintain an environment conducive to learning, students are not allowed to use mobile phones, iPods or other electronic devices at school during the school day. Mobile phone use during the school day is a distraction for students and is prohibited at PAIS. Students may be in possession of mobile phones, however the phones should not be used or visible at all during the school day. 

In the case of an emergency, a student may seek permission to use phone in the front or administrative offices. 
If a teacher or staff member sees a mobile phone or other electronic device in use during the school day, it will be confiscated and returned to the student at the end of the day. For repeated offences, the phone or device will be confiscated, a note will be sent to parents, and the device will only be returned to a parent who must come to school to retrieve it.

The school assumes no responsibility for the loss or theft or electronic devices brought to the school.
School Discipline Policy and Code of Conduct
PAIS believes students should receive the best possible education in a safe and secure environment where everyone is treated with respect. The school believes that discipline is learned and should therefore be taught in the home, school and community. Children also learn through experience and imitation. Students must be taught to assume responsibility for the consequences of their behavior. 

Discipline is a developmental process. As children mature, they should be given increased responsibility in  line with their developmental level and social maturity. They should also have frequent opportunities to practice self-discipline to positively reinforce responsible action. At PAIS all attempts are made to safeguard the dignity of students and not to punish them. Shouting at students, sending them out of the classroom, or pulling their ears are examples of the wrong way to discipline students and is NOT allowed at PAIS. The ultimate goal of discipline at PAIS is the internalization of discipline, so that little external enforcement is required. 

We believe that this philosophy will foster the development of happy, self-disciplined, self-reliant students capable of behaving appropriately as the situation demands. It is felt that this philosophy will produce individuals with social consciences who see the good sense in acceptable behavior and who are thus spared the consequences of misbehavior. Discipline is most effective when its consequences are applied in a direct and timely manner following a problem. No one is permitted to jeopardize the safety or welfare of another. 

The PAIS discipline policy makes clear the boundaries of what is acceptable, the hierarchy of sanctions, arrangements for their consistent and fair application, and a linked system of rewards for good behavior. It also promotes respect for others, intolerance of bullying and harassment, the importance of self-discipline, and the difference between "right" and "wrong". In accordance with the PAIS discipline policy, school personnel are empowered to evaluate the seriousness of an incident or combination of incidents and to administer consequences that are appropriate and consistent with the responsibilities of their position. Possible consequences range from verbal communication with the student to expulsion from school, depending on the severity of the infraction. We have very clear expectations of student conduct, and students should be clear regarding the consequences to expect if they violate those expectations. These expectations and consequences are clearly stated in this handbook.

Jurisdiction
This policy applies on school premises and during school hours, on visits and trips, at school events or other occasions related to the school, and on any occasions when the students are the responsibility of the school staff. When students are traveling to and from school in uniform they are considered to be representing the school and therefore the school rules apply. 

Description
This handbook covers almost all the areas where students need to be disciplined. It has a list of rules with proper reasoning and consequences. Most of the consequences begin with counseling by the teachers with ample warnings. Consequences like in-service, suspension from activities, visits to administrators, and parental intervention are also outlined. 

Counseling by teachers: Most problems can be solved by teachers through proper counseling and motivation. Teachers should make sure that they don’t rebuke the students in front of others so that the dignity of the student is safeguarded. Pulling a child aside and having a quiet word does the trick most of the time. 

Counseling by an administrator: If students do not respond favorably to repeated counseling from teachers, they should be directed to the appropriate administrator. The administrator will counsel the student with suitable warnings of consequences.

In-service: School in-service can include activities like serving lunch to the whole class or cleaning a classroom. The in-service can be given to students by a teacher or an administrator if they do not respond to counseling. The length of in-service may differ depending upon the severity of the offence and is at the discretion of the teacher or administrator.

Suspension from activities: If students don’t respond to in-service, or misbehave during sports, computer, library or other classes, they can be suspended from utilizing any or all of the facilities for a period of time depending upon the severity of the offence and the discretion of the teacher.

Parental intervention: Parents are to be contacted when a teacher or administrator feels that counseling or consequences are not helping to improve a student’s behavior. Parents should be invited for a conference with a teacher and administrator only when:

1. The school has a written history of misbehavior including dates, accounts of incidents, counseling details, and consequences.

2. When counseling and consequences fail to produce desired results.
Suspension from school: If parental intervention doesn’t produce the desired result, only then will the student be suspended from attending the school for a number of days depending upon the severity of the offence. Parent should be informed beforehand and a request of cooperation will be made. 

Expulsion: If a student is not showing any improvement despite of all the above measures, he/she will be expelled from the school. In extreme cases like drug abuse, drug trafficking, carrying weapons or firearms, sexual abuse, seriously and deliberately injuring students or PAIS staff members, the student will be expelled from the school immediately.

Note: Decisions regarding suspension or expulsion can only be made by the school board.
Discipline Procedures
1. Minor Offences 
a. The student will confer with a member of the teaching staff and/or a member of the school’s administrative team. 
b. The student will review expectations for appropriate behavior, develop an action plan, and serve an appropriate consequence. 
c. For repeated minor offences, the student will report to an administrator and the parent will be contacted. 
2. Major Offences 
a. Major offences are defined as behaviors that endanger the health, well-being and the right of other students to enjoy a safe and happy school environment. 
b. Major Offences Include: 
i. Harassment 
ii. Possession of Drugs or Alcohol  (Immediate expulsion)
iii. Smoking 
iv. Defiance of Authority 
v. Vandalism 
vi. Theft 
vii. Use of Racist, Sexist or Abusive Language 
c. Consequences: 
i. The student will report to an administrator. 
ii. A parent or guardian will be notified immediately. 
iii. The incident will be recorded in the discipline file. 
iv. The student will discuss and in some cases complete an action plan and serve an appropriate consequence as specified by an administrator. 
d. Other consequences may include: 
i. Exclusion from class 
ii. After school detention

iii. Community service
iv. Restitution for damages 
v. Suspension (In school or out of school)

vi. Withdrawal of privileges or school service 
vii. Expulsion 
In all cases, the emphasis of consequences will be on educating students regarding responsibility, personal choices and accountability, and not on punishment.

PAIS School Rules

General Conduct

	Expectations
	Reasons
	Consequences for Infraction

	1. Students will be courteous and show respect towards all teachers, staff and fellow students, regardless of their race, nationality, religion, gender, disability, socioeconomic status or culture.
	1. PAIS should be a safe, orderly, and comfortable place for everyone.


2. Compliance with authority in the school is required for the safe and orderly operation of the school.
	1. Inappropriate behavior or breaking of school rules may lead to:
-Warnings by teachers
-In-school service
-Counseling by administrators

-School in-service
-Activity suspension
-Parental notification
-Suspension from school
-Expulsion

	2. Students will comply with all school rules, policies, and procedures.
	
	

	3. Use of rude, profane, or abusive language (in any language) shall not be tolerated.
	1. Verbal and physical abuse or harassment is unacceptable under any circumstances.

2. Public displays of affection are inappropriate in schools and within Thai/Asian cultural contexts.
	1. Depending upon the severity, student will be counseled by the teacher and/or an administrator. 


2. For repeated offences, parents shall be informed for parental intervention.


3. If the problem persists, the student may be suspended or expelled.

	4. Fighting, harassment, intimidation, or any other form of bullying shall not be tolerated.
	
	

	5. Public displays of affection between students shall not be tolerated.
	
	

	6. The possession or trafficking of drugs or alcohol, pornography, or tobacco products within the school premises or any other place hired by the school for activities is strictly prohibited.
	1. Illegal activities.
	1. Discretionary or mandatory expulsion.

2. Criminal charges may be pursued with the police.

	7. Weapons, firearms, lighters, matches, or fireworks are not be brought on the school premises or to any other place hired by the school for activities.
	
	

	8. All food and drink purchased from the cafeteria or brought from outside should be consumed within the cafeteria or other designated areas. Food and drink may not be consumed in classrooms or hallways without permission from teachers.
	1. Litter and garbage in and around school detracts from the appearance of the school and creates an unhealthy environment.


2. Spilled food and drinks are safety and sanitary hazards.
	1. Students will be asked to clean any messes they create.


2. For repeated offences, students will be asked to do in-school service followed by activity suspensions and/or counseling by an administrator.

	9. All garbage should be put in the garbage bins only.
	
	

	10. Food from sources outside the school (KFC, pizza, cakes) may not be ordered to the school by students or parents.
	
	

	11. Students may possess mobile phones or MP3 players, however they may not use them at any time during the regular school day. PAIS strongly advises students to not bring such items to the school at all.
	1. These items cause disruption and are vulnerable to theft and inappropriate use.

2. PAIS is not responsible for student loss or theft of valuables, electronic items or media, or money.

3. Media like CDs, DVDs, and fashion and men’s magazines may run contrary to the cultural norms PAIS promotes.
	1. These items may be confiscated and returned at the end of the school day.


2. For repeated offences, items will be confiscated and returned only to the parents.

	12. CDs, cassettes, DVDs, toys, fashion and men’s magazines, and video game controllers are prohibited.
	
	

	13. Excessive cash (>100 baht), valuables, jewelry should not be brought to school.
	
	

	14. Students are prohibited from engaging in any form of business activity without the prior approval of the PAIS administration.
	1. School is not an appropriate place to conduct personal business.
	1. Warning to desist from teachers or administrators.

2. For repeated offences, parents shall be informed for parental intervention.

	15. Students are expected to conduct themselves in a manner conducive to a safe and orderly school environment. Behavior which will not be tolerated includes: running in hallways, horseplay in hallways or classrooms, climbing on walls/desks/guard rails/sports equipment/fences, shouting in classrooms or hallways, blocking passageways, etc . . .
	1. PAIS should be a safe, orderly, and comfortable place for everyone.
	1. Inappropriate behavior or breaking of school rules may lead to:
-Warnings by teachers
-In-school service
-Counseling by administrators
-Activity suspension
-Parental notification

	16. English is the only language at the school shared by all students, teachers, and staff. It is expected that students use English as often as possible to communicate when on school grounds. English should be the only language of communication in English, Science, Math, Social Studies, PE, and Art classes.
	1. Using English makes it possible for all students and teachers to understand one another.

2. Practicing the use of English for social purposes will help students master the language.
	1. Reminders from teachers, administrators, or staff to communicate in English.


Preparation

	Expectations
	Reasons
	Consequences for Infraction

	1. Students shall arrive to school with all necessary materials, which include: notebooks, textbooks, pencils, pens, erasers, rulers, PE clothing and other specialized materials depending on subject and teachers’ requirements.
	1. Students need appropriate tools for learning.


2. Failure to have the appropriate tools disrupts class and wastes time.
	1. The student is given a warning and is advised to change his/her behavior.

2. Parents are informed, with the expectation of parental action after repeated warnings are ignored.

	2. Homework and classwork is to be completed within the time allotted by the teacher.
	2. Demonstrates time management, organization and responsibility.
	

	3. The full attention and participation of students is expected in each and every class.
	1. Attention and participation are required for effective learning.

2. These attitudes show respect for teachers and other students.
	1. The issue is addressed by the teacher for the first few times.

2. If the behavior persists, referral is made to an administrator.


3. In case there is no improvement, parents are informed for parental intervention.


Care for School and Personal Property

	Expectations
	Reasons
	Consequences for Infraction

	1. Students care for and maintain all school resources and materials, including lockers, desks, chairs, computers, library books, musical instruments, art supplies, and all other classroom materials in all the rooms they use.
	1. Shows respect for school property.


2. School property is expensive to replace.
	1. Students must replace damaged property or pay for loss or damage.


2. Students will be asked to clean or repair desks or other damaged materials.

3. Parents will be contacted with an expectation of compensation for damage.

	2. Robbery or vandalism of school or personal property is strictly prohibited.
	1. Respect for school and private property is a fundamental expectation of a civilized society.
	1. The cost to repair or replace the damaged or stolen property shall be recovered from the parents and the student will be suspended from school activities 


2. Repeated offences shall lead to suspension or expulsion.

3. In the event of major robbery or vandalism, criminal charges may be pursued through the police.

	3. Students will treat their school-issued textbooks with care, will not write inside textbooks (except for their name on the inside cover), will not keep them on the floor, will not lose them, and will return them at the end of the year in the same condition as when they were issued.
	1. Shows respect for school property and books.

2. Textbooks are expensive to replace.
	1. Students or their parents will be asked to pay for lost or damaged textbooks.

	4. Students will care for and respect the personal property of other students, teachers, and staff members. Students will use the property of others only after asking for permission to do so.
	1. Shows respect for the personal property of others.
	1. Students or their parents will be asked to repair, replace, or compensate for the damaged personal property of others.


Attendance

	Expectations
	Reasons
	Consequences for Infraction

	1. Students are expected to attend the school daily, unless there is a valid reason why they cannot. Valid reasons include sickness, medical appointments, and essential family travel.
	1. Regular attendance is necessary for maximum student achievement.


2. Development of critical thinking, group work interactions, and good work habits all depend upon regular attendance.

3. Regular attendance shows respect for the effort and work of teachers and school staff.
	1. Discussion with the homeroom teacher.


2.  If parents are not aware of the absence (skipping class or school), an administrator shall be informed and parents will be contacted.

3. Students will not receive credit for work missed due to unexcused absences.

4. Students must complete all work missed due to excused absences.

5. Regular or excessive absences will require a conference between parents and PAIS administrators.

	2. In the event a student is absent for a valid reason, the student’s parents are required inform the school of the absence by telephone before 8 a.m. on the day of the absence. If a parent is unable to call on the day of the absence, a written letter from the parent addressed to the homeroom teacher must be brought upon the student’s return from absence. 
	1. Students and their families are accountable for informing PAIS of absences.

 2. PAIS must ensure that a child is absent for legitimate reasons and with the approval of the parents.

3. PAIS cannot ensure the safety and security of its students without appropriate information.
	1. Absences without contact with the school will be considered unexcused.

2. Upon a student’s return from absence, the homeroom teacher will request that a parent contact the school to explain the absence.

3. Students will not receive credit for work missed due to unexcused absences.

	3. Students are expected to arrive at school on time. School begins at 8 a.m. 

4. Students are also expected to be punctual to all classes, school activities, assemblies, and homeroom time.
	1. Lack of punctuality inconveniences the teacher and the class.


2. Punctuality shows consideration for the time and preparation of others.


3. Lateness disrupts the learning process.
	1. Warnings from teachers or administrators for the first few occurrences of lateness.

2. Students who arrive to school late must check in at the front office.


3. Students who are repeatedly late may be excluded from special school activities.


4. If lateness persists, parents are informed for parental intervention. 

5. Students will not receive credit for work missed due to excessive lateness.

6. Students may be asked to make up time lost due to lateness either before or after school.


Dress Code

	Expectations
	Reasons
	Consequences for Infraction

	1. While on school property or during school events, students must wear the full school uniform as defined by the school leadership, which should be clean and properly ironed.
	1. Inappropriate or shabby attire affects the student’s and the school’s  image.


2. Students represent the image of the school hence they should dress appropriately.

3. Following uniform dress code rules avoids the risk of offending the cultural beliefs or views of others in the school community.
	1. Students who are inappropriately dressed shall be warned at the first offence. Thereafter parents shall be informed for parental action. 


2. If the problem persists, the student shall be sent back home.

	2. Appropriate footwear should be worn at all times. Shoes worn with the regular uniform should be completely black. Trainers may be worn on PE days, for field trips, or for other special school events. Flip flops, slippers, and sandals are not allowed.
	
	

	3. For special occasions like field trips, sports, etc . . ., students shall be advised as to the appropriate clothing to wear.
	
	

	4. Long nails, polished nails, excessive jewelry, and makeup are not allowed, except for special school events.
	
	

	5. Any kind of tattoo or body piercing (other than earrings for girls) is prohibited.
	
	

	6. Dyed hair or exotic hairstyles are not allowed.
	
	

	7. During the times when students are allowed to wear casual clothing, they should ensure that their clothing is not suggestive or offensive in nature, such as advertising for alcohol, or references to drugs, sex, violence, or discrimination based on religion, ethnicity, or gender.
	1. Clothing worn during school functions should not offend the views or sensibilities of others.
	

	8. Hats, caps, headbands, armbands, hoods, visors, or sunglasses are not allowed to be worn (except for religious purposes). In special cases, sunglasses or hats might be worn with a teacher’s permission.
	2. Fashion accessories are not part of the PAIS uniform.
	1. Students who violate these rules will surrender their accessories to the teacher, which shall be returned to him/her at the end of the day for the first offence. 


2. If the offence is repeated, the accessories shall be confiscated.


3. For repeated offences, parents shall be informed for parental intervention.


Academic Honesty

	Expectations
	Reasons
	Consequences for Infraction

	1. The stealing of somebody’s ideas or work and presenting it as your own (plagiarism) is strictly prohibited at PAIS. This includes the copying and pasting of text from the internet, copying from books or magazines, or copying the work of a fellow student (collusion).
	1. Plagiarism is unethical and is considered a serious offence in any academic context.

2. Students who copy do not learn the knowledge and skills they need for their futures.
	1. Conference with teacher

2. Conference with administrator

3. Parental contact and intervention

4. Deduction of marks/grades

5. Failure and retaking of course (high school)

	2. Cheating on quizzes, tests, exams is strictly prohibited at PAIS.
	1. Cheating is unethical and is considered a serious offence in any academic context.

2. Students who cheat do not learn the knowledge and skills they need for their futures.
	1. Conference with teacher

2. Conference with administrator

3. Parental contact and intervention

4. Deduction of marks/grades
5. Failure and retaking of course (high school)


Computer and Sports Facilities

	Expectations
	Reasons
	Consequences for Infraction

	1. Vandalism of any computer equipment or data, sports equipment, or school sports facilities will not be tolerated.
	1. The school incurs cost and the equipment is unavailable for others to use.

2. Malfunctioning software makes the computer unavailable for others to use.
	1. Parents shall bear all the expenses of loss/repair.

2. Temporary loss of computer/internet/sports privileges.


3. In-school service for repeated offences.


4. Parental contact and intervention in the case of repeated offences.

	2. Installation of software of any kind, or the deletion or alteration of any existing software is strictly prohibited.
	
	

	3. Illegal downloading of copyrighted media is strictly prohibited.
	1. The school may face prosecution for any illegal software downloaded by or installed on its computers.
	1. Temporary or permanent loss of computer privileges.

	4. Students are not allowed to use computer lab or media center (library)printers without the permission of a teacher. For personal printing, students must pay the required printing fee.
	1. Saves school resources by controlling unnecessary printing.
	1. Warning from the teacher followed by a visit to the administrator's office.

	5. The internet should not be used unless permission has been granted by a teacher. 
	1. Internet access at PAIS is intended for educational purposes only.
	1. Warning for first offence.


2. Suspension of internet privileges for repeated offences.


3. Parental contact and intervention in the case of repeated offences.

	6. Students should only visit those sites for which permission was granted.
	
	

	7. Chatting, visiting game sites, downloading or viewing movies, or viewing vulgar images is strictly prohibited.
	
	


Bus Behavior

	Expectations
	Reasons
	Consequences for Infraction

	1. Students are to be seated at all times while the bus is moving.
	1. Safety
	1. Warning by bus monitor.


2. Referral to an administrator.


3. Parental contact and intervention.

4. Exclusion from use of PAIS bus services.

	2. Students must obey the instructions of the bus monitor.
	
	

	3. Making loud noises, singing, excessive talking, or any other behavior that may distract the driver is strictly prohibited.
	
	

	3. Throwing paper or rubbish around the bus, or making the bus dirty in any way is not allowed.
	
	

	4. Fighting or horseplay is prohibited.
	
	

	5. Students must politely form lines when waiting to board a bus.
	
	

	6. Students are expected to be punctual to board the bus both before and after school.
	1. Respect for the time of others.

2. Lateness creates inconveniences for other families, other students, and teachers.
	


Fire Evacuation

	Expectations
	Reasons
	Consequences for Infraction

	1. Whenever alerted for fire, students are required to stop all work, leave books and belongings, and prepare for an orderly exit from the building.


	1. Fire safety
	1. Warnings and counseling from teachers or administrators.

	2. Students should follow instructions from teachers or staff,  move in a single file without rushing, and assemble away from the building.
	
	

	3. Students should stay completely away from fire equipment and should not interfere with working firemen.
	
	


Grooming Code
Boys’ hair must not fall below the bottom of the collar. Hair must not be dyed, and must be neat and tidy. Ear studs, small hoop earrings, etc . . . are forbidden. 

Girls’ hairstyles should not interfere with learning. Excessive makeup and jewelry are not allowed. Body piercing is not permitted. Exceptions can be made at the administrator’s discretion for religious or cultural reasons. 

Teachers will promptly deal with students who violate any aspect of the grooming policy. If the teacher cannot resolve the situation, the student will report to the Administrator. For persistent cases, the parent will be notified, an interview with the parent will be scheduled, and a behavior contract will be signed.
Library Use
1. Everyone must enter the library in an orderly manner. 
2. Everyone must work quietly in the library so as not to disturb others.
3. Students, teachers, and staff are permitted to borrow two books at a time.
4. Students in violation of any library rules will be subject to a verbal warning, written warning and finally a ban from the library may be imposed. 
5. Students may borrow books for a period of one week.
6. Teachers and staff may borrow books for a period of two weeks (except for teachers’ editions of textbooks, which may be checked out for an entire school year).

7. Books returned late are subject to a 5 Baht fine per school day. 
8. If students, teachers, or staff have lost a book they will be responsible for paying the full price of the book. 
9. Students, teachers, and staff must not take any book from the library without permission from the librarian.  
10. Use of the library is for teachers and students of Pan-Asia International School only. Visitors must obtain permission from the librarian prior to entering the library. 
11. No food or beverages on any kind are permitted in the library at any time. 
12. A class must be accompanied by a teacher when visiting the library. 

Network Acceptable Use Policy for Students, Teachers and Staff

Educational Purpose

1. The PAIS network system has been established for educational purposes such as classroom activities, career development, and limited high-quality self-discovery activities.
2. One purpose of the PAIS network is to assist in preparing students for success in life and work in the 21st century by providing them with electronic access to a wide range of information, the ability to communicate with people from throughout the world and the resources to learn and refine computer and technology skills.
3. Another purpose of the PAIS network is to provide teachers, staff and students with technology resources to enhance the implementation, delivery and learning of the school curriculum. 
4. Additionally, the system is used to increase PAIS intra-communication, enhance productivity, and assist PAIS teachers, staff and students in upgrading their skills through greater exchange of information with their peers. The PAIS network will assist staff in sharing information with others in the school, the local community, including parents, social service agencies, government agencies, and businesses. 
5. The PAIS network system has not been established as a public access service or a public forum. PAIS has the right to place reasonable restrictions on the material you access or post through the system. Students, teachers and staff are expected to follow the rules set forth in this document and the law in their use of the PAIS network system.
6. Students, teachers and staff may not use the PAIS network system for commercial purposes. Students, teachers and staff may not offer, provide, or purchase products or services through the PAIS network system. 
7. Students, teachers, and staff may not use the PAIS network system for political lobbying. 
8. Students, teachers, and staff may not use the PAIS network system for personal entertainment purposes.

Network Security

1. Students, teachers, and staff are responsible for their individual accounts and should take all reasonable precautions to prevent others from being able to use their account. Under no conditions should a students, teachers & staff provide their password to another person.
2. Students, teachers, and staff will log on to the PAIS network from only computers and laptops that have been configured and validated by IT SUPPORT. Students, teachers, and staff will not attempt to log on or connect to the PAIS network from an unauthorized computer, under any identity other than their prescribed username, nor do will Students, teachers, and staff attempt to connect to the network under a domain other than PAIS
3. Students, teachers, and staff will not attempt to gain unauthorized access to the PAIS network system or to any other computer system through the PAIS network system or go beyond their authorized access. This includes attempting to log in through another person's account or access another person's files. These actions are illegal, even if only for the purposes of "browsing" and will result in disciplinary action.
4. Students, teachers, and staff will immediately notify a teacher or the system administrator if they have identified a possible security problem. Do not go looking for security problems, because this may be construed as an illegal attempt to gain access.
5. Students, teachers, and staff will not make deliberate attempts to disrupt or harm the computer system and its hardware or destroy data by spreading computer viruses or by any other means. These actions are considered illegal and will result in disciplinary action. 
6. Students, teachers, and staff will avoid the inadvertent spread of computer viruses by following PAIS virus protection procedures. These procedures include that all computers (including laptop computers) connected to the PAIS network have installed and be running a current anti-virus program. 
7. Students, teachers, and staff will not use the PAIS network system to engage in any other illegal act.

Respecting Resource Limits

1. Students, teachers, and staff will use the system only for educational and career development activities and limited, high-quality, self-discovery activities. There is no limit on use for education and career development activities.

2. Students, teachers, and staff will not download, upload or transfer files that are solely of personal interest, and non-educational in nature. 
3. Students, teachers, and staff will not use the PAIS network to engage in any type of networked gaming or other leisure activities.
4. Students, teachers, and staff will not browse web pages that are of personal interest, and non-educational in nature. 
5. Unless absolutely required by a teacher, students will not browse web pages that include, high-resolution graphic images, Internet games, audio and video streaming. If necessary, students, teachers, and staff will browse for these web pages during times when the network system is not being heavily used.
6. Students will not download, upload or transfer large files (greater than 500 KB) unless absolutely required by a teacher. If necessary, students will transfer the file at a time when the network system is not being heavily used and immediately remove the file from network storage and transfer the data to their personal computer.
7. Students, teachers, and staff will use the school resources (e.g. printers, cameras, etc.) for only educational and course related purposes.
8. Students, teachers, and staff will not post chain letters or engage in "spamming". Spamming is sending an annoying or unnecessary message to a large number of people. 
9. Students will subscribe only to high quality discussion group mail-lists that are relevant to their education or career development.

Internet Access

1. All Students, teachers, and staff will have access to the Internet and World Wide Web information resources through computers connected to the network.
2. Secondary students will have access to the Internet and World Wide Web information resources through the wireless network from their own laptops.

3. PAIS holds the right to block certain web sites.
4. If approved by the school, students may create a personal Web page on the PAIS network system. All material placed on the Web page must be pre-approved in a manner specified by the school. Material placed on the Web page must relate to the school and career preparation activities. 
5. Students, teachers, and staff will not use the PAIS network system to engage in any other illegal act. PAIS will cooperate fully with the local authorities if a breach of law is suspected. 
6. Secondary students can expect their Internet behavior to be periodically inspected and monitored for appropriate usage and for possession of unlicensed or pirated software. Possession of this material is a breach of Thai law.

Use of School Hardware
1. Students, teachers, and staff will use the school hardware devices only for educational and career development activities and limited, high-quality, self-discovery activities. There is no limit on use for education and career development activities. 
2. Students, teachers, and staff will exercise due care in handling and use of school hardware devices and agree to return the hardware in good condition at the end of the contract period or upon leaving PAIS
3. In the event of any damage to school hardware at any time while it is in the student’s possession, the student agrees to inform the appropriate PAIS staff members so that repairs can be performed.
4. Students, teachers, and staff agree to pay for any reasonable cost of repair or replacement of the equipment caused by the user's lack of care, negligence (resulting in damage or theft) or misuse.
Installation, Duplication or Modification of Software and Hardware

1. Students, teachers, and staff will not use the PAIS network system to download any versions of software or load into the PAIS network system any versions of software before gaining approval from IT SUPPORT.
2. Students, teachers, and staff will not attempt to install any personal hardware devices on any computer or part of the PAIS network system without first gaining approval from IT SUPPORT.
3. Students, teachers, and staff will not attempt to duplicate any school licensed software that is installed on any school computer, personal laptop or home computer.
4. Students, teachers, and staff agree to allow PAIS personnel to uninstall all school-licensed software on personal laptops or home computers prior to leaving PAIS
5. Students, teachers, and staff will not attempt to personally uninstall or modify the settings of any school-licensed software installed on any school computer or personal laptop.
6. Students, teachers, and staff can expect their computers and laptops to be periodically inspected and monitored for appropriate usage. Possession of unlicensed or pirated software is a breach of Thai law.
Personal Safety

1. Students, teachers, and staff will use appropriate strategies to prevent potential health and safety problems associated with computer use, such as posture problems, eyestrain, and musculoskeletal injuries.
2. Students, teachers, and staff will not post personal contact information about themselves or other people. Personal contact information includes addresses, telephone numbers, the school address, work addresses, etc . . . 

3. Students will not agree to meet with someone they have met online without their parent's approval. Parent should accompany students to this meeting.
4. Students will promptly disclose to their teacher or other school employee any message they receive that is inappropriate or makes them feel uncomfortable.
Inappropriate Language

1. Restrictions against inappropriate language apply to public messages, private messages, and material posted on Web pages.
2. Students, teachers, and staff will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or disrespectful language.
3. Students, teachers, and staff will not post information that could cause damage or a danger of disruption.
4. Students, teachers, and staff will not engage in personal attacks, including prejudicial or discriminatory attacks. 
5. Students, teachers, and staff will not harass another person. Harassment is persistently acting in a manner that distresses or annoys another person. If a student, teacher, or staff member is told by a person to stop sending those messages, they must stop.
6. Students, teachers, and staff will not knowingly or recklessly post false or defamatory information about a person or organization.
Respect for Privacy

1. Students, teachers, and staff will not repost a message that was sent to them privately without permission of the person who sent them the message.
2. Students, teachers, and staff will not post private information about another person.

Plagiarism, Piracy and Copyright Infringement

1. Students, teachers, and staff will not plagiarize works that they find on the Internet. Plagiarism is taking the ideas or writings of others and presenting them as if they were yours. 
2. Students, teachers, and staff will not download or install pirated software onto computers. Possession of unlicensed or pirated software is a breach of Thai law.
3. Students, teachers, and staff will not download/upload any music, video, software or files that infringes on copyright laws (e.g. MP3s).
4. Students, teachers, and staff will respect the rights of copyright owners. Copyright infringement occurs when you inappropriately reproduce a work that is protected by a copyright. If a work contains language that specifies appropriate use of that work, you should follow the expressed requirements. If you are unsure whether or not you can use a work, you should request permission from the copyright owner. Copyright law can be very confusing. If you have questions ask a teacher. 
Inappropriate Access to Material

1. Students, teachers, and staff will not use the PAIS network system to access material that is profane or obscene (pornography), that advocates illegal acts, or that advocates violence or discrimination towards other people (hate literature). A special exception may be made for hate literature if the purpose of your access is to conduct research and both your teacher and parent have approved. 
2. If students, teachers, or staff mistakenly access inappropriate information, they should immediately inform a superior. This will protect the students, teachers, or staff against a claim that they have intentionally violated this policy.
3. Parents should instruct students if there is additional material that they think it would be inappropriate to access. The school fully expects that students will follow the parent's instructions in this matter.

Search and Seizure

1. Students, teachers, and staff should expect only limited privacy in the contents of their personal files on the PAIS network system. The situation is similar to the rights you have in the privacy of your locker.
2. Routine maintenance and monitoring of the PAIS network system may lead to discovery that you have violated this policy or the law. 
3. Students, teachers, and staff should expect routine monitoring of computer usage and Internet browsing while logged on to the PAIS network.
4. An individual search will be conducted if there is reasonable suspicion that you have violated this policy or the law. The investigation will be reasonable and related to the suspected violation.
5. Parents have the right at any time to request to see the contents of student files.
Due Process

1. The school will cooperate fully with local officials in any investigation related to any illegal activities conducted through the PAIS network system.
2. In the event there is a claim that students, teachers or staff have violated this policy in the use of the PAIS network system, the students, teachers or staff will be provided with a written notice of the suspected violation and an opportunity to present an explanation before an administrator.
3. If students, teachers or staff are found to have violated this policy, the consequences will be, but not limited to, restrictions being placed on their network account. Disciplinary action within the school will be at the discretion of the head of school.
Limitation of Liability

1. PAIS makes no guarantee that the functions or the services provided by or through the PAIS system will be error-free or without defect. PAIS will not be responsible for any damage you may suffer, including but not limited to, loss of data or interruptions of service. PAIS is not responsible for the accuracy or quality of the information obtained through or stored on the system. PAIS will not be responsible for financial obligations arising through the unauthorized use of the system.
2. PAIS will not be responsible for any injuries due to inappropriate computer use, such as posture problems, eyestrain, and musculoskeletal injuries.
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