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Welcome to the Secondary School at BCIS!
Here at BCIS we stress the importance of learning for the sake of learning. Of course high marks are desirable and important as families
think about life after BCIS, but during these formative years we stress the development of life-long learning habits. Our philosophy
of learning is encapsulated in the four words Wen, Xing, Zhong, Xin. We embrace curiosity along-side academic achievement and
value the diverse perspectives from which knowledge is formed. Openness, respect, creative thought, reason, and inspired action
drive our learning experiences. We believe in a shared responsibility for learning and a commitment to serve others and care for our
environment. In it all, we inspire cultural understanding and revel in the rich environment provided by our host nation, China.
At BCIS we have a strong focus on empowerment and we work to build creative and critical thinkers, connected learners, and
purposeful doers. Whether you are joining us as a new student to the Secondary School or are a returning student, we are confident
you are going to thrive.
Just as empowering students is a key part of our mission, we also encourage our parents to engage with the BCIS experience. You are
cordially invited to meet with our teachers, counselors, and administrators. Our calendar is full of community events and we hope you
will join in the fun.
In Partnership,
Mark Sullivan
Secondary School Principal

BCIS MISSION
The BCIS mission is to challenge and empower students to be compassionate and inspired people, who act for the good of all and for the
sustainable development of the world.

BCIS 使命
北京乐成国际学校的使命是把学生培养成富有爱心和充满灵感的人。他们视人类的进步为己任，身体力行为实现世
界的可持续发展做贡献。

BCIS VISION
BCIS will be widely respected as an inclusive school offering a model cosmopolitan education.

BCIS 愿景
北京乐成国际学校将成为有教无类，兼收并蓄的现代国际教育典范。

BCIS PHILOSOPHY
As learners we value...
Wén

文

curiosity, seeking understanding and enjoyment of lifelong learning

充满好奇心，
乐于探索的终身学习

academic achievement, physical well being, and personal success

兼收并蓄，
学贯中西

knowledge developed from diverse perspectives

学业有成，
身体康健的成功人生

awareness and understanding of local and global issues

关注理解全球化问题

Xíng
inquiry and risk-taking in a safe and caring learning environment
academically rigorous challenge, achieved through a differentiated
approach
creative thought, critical reasoning, and inspired action
open and respectful communication

行

Zhōng
shared responsibility for learning
service to local and global communities
commitment to environmental sustainability

忠

Xìn
respect for self and others
cultural understanding and linguistic diversity
the uniqueness of China

在一个安全和充满关爱的学习环境中，
倡导启发式的学习和冒险精神
倡导奇思妙想、
据理力争和创新举措
倡导对世界万物的积极探索
倡导学生、
家长和教员之间的彼此尊重，
平等而坦率地沟通

服务于国家和全球社会
承担环境保护的义务
全员分享学习的责任
信
尊重他人；
认同不同的文化；
具备多语言能力
欣赏所在国
（中国）
文化的独特魅力

BCIS MOTTO
Empowering and Inspiring through Challenge and Compassion

BCIS 箴言
乐人达己，
成就社会
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Learner Profile

国际文凭学习者培养目标
IB 학생의 자세
The aim of all IB programmes is to develop internationally minded people who,
recognizing their common humanity and shared guardianship of the planet, help to
create a better and more peaceful world.

IB learners at BCIS strive to be:

1

Inquirers
积极探究的人

2

Knowledgeable

3

Thinkers

4
5
6
7
8
9
10
04

有知识的人

善于思考的人

Communicators
善于沟通的人

Principled
有原则的人

Open-minded
思想开放的人

Caring
有爱心的人

Courageous
有胆识的人

Balanced
全面发展的人

Reflective
自我反省的人

They develop their natural curiosity. They acquire the skills necessary to conduct inquiry and research
and show independence in learning. They actively enjoy learning and this love of learning will be
sustained throughout their lives.

They explore concepts, ideas and issues that have local and global significance. In so doing, they acquire
in-depth knowledge and develop understanding across a broad and balanced range of disciplines.

They exercise initiative in applying thinking skills critically and creatively to recognize and approach
complex problems, and make reasoned, ethical decisions.

They understand and express ideas and information confidently and creatively in more than
one language and in a variety of modes of communication. They work effectively and willingly in
collaboration with others.

They act with integrity and honesty, with a strong sense of fairness, justice and respect for the dignity
of the individual, groups and communities. They take responsibility for their own actions and the
consequences that accompany them.

They understand and appreciate their own cultures and personal histories, and are open to the
perspectives, values and traditions of other individuals and communities. They are accustomed to
seeking and evaluating a range of points of view, and are willing to grow from the experience.

They show empathy, compassion and respect towards the needs and feelings of others. They have a
personal commitment to service, and act to make a positive difference to the lives of others and to the
environment.

They approach unfamiliar situations and uncertainty with courage and forethought, and have the
independence of spirit to explore new roles, ideas and strategies. They are brave and articulate in
defending their beliefs.

They understand the importance of intellectual, physical and emotional balance to achieve personal
well-being for themselves and others.

They give thoughtful consideration to their own learning and experience. They are able to assess and
understand their strengths and limitations in order to support their learning and personal development.
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ABOUT BCIS CURRICULUM
Beijing City International School (BCIS) is a non-profit private school. With the approval of the Education
Committee of Chaoyang District, Beijing, BCIS acts as a pilot school offering educational reform and
innovation through international educational practices that incorporate 16 grades of schooling from
pre-school to Grade 12. Learning is based on creatively implementing the Chinese national curriculum
by adapting both progressive Chinese and foreign educational philosophies, teaching pedagogies,
management and modern educational strategies.
BCIS is an international learning community full of compassion and challenges with “Wen, Xing, Zhong,
Xin” as its educational philosophy. The school implements rigorous, inquiry-based personalized
education, lays emphasis on service learning and combines the best educational practice from China
and the rest of the world. Through appropriate challenge and inspiration BCIS educates the students to
be enthusiastic in learning and service and encourages them to achieve their goals in life so as to make
contributions to the sustainable development of China and the world.
With the approval of the Education Committee of Chaoyang District, based on creatively and
authentically implementing the Chinese national curriculum, the school curriculum consists of early
childhood, primary years programme, middle years programme and diploma programme, all
accredited and authorized by the International Baccalaureate Organization. The school is also
accredited by the Council of International Schools (CIS) and the Western Association of Schools
and Colleges (WASC). As a member of the East Asia Regional Council of Schools (EARCOS), the
Association of China and Mongolia International Schools (ACAMIS) and the International Schools
Athletic Conference, Beijing-Tianjin (ISAC), the school is an active participant in various activities
among the member schools and communities.
The BCIS teaching plan is designed in line with the curriculum standards specified by the Ministry of
Education. Following the criteria and requirements of the national compulsory education for G1 to
9, BCIS offers integrated courses that include Morality and Legal System, Humanities (History and
Geography), Lab Science (Physics, Chemistry, and Biology), Chinese, Math, Foreign Languages, Physical
Education, Sports and Health, Arts (Music, Visual Arts, Drama and Dance), and integrated practical
activities, as well as the local (district) curriclulum and the school-based curriculum.
The school-based curriculum features trans-displinary, inquiry-based and project-based learning.
This distinctive and innovative curricula content includes: 1. Primary school inquiry-based study and
Secondary school research-based study; 2. The teaching of Morality and Legal System Education
embedded in all subjects and student activities; 3. Chinese culture and experience; 4. A variety
of sports activities and art subjects; 5. Library class; 6. Maker Space and Design Technology; 7.
Community, Activity and Service. The featured courses are taught with our own school-based
curriculum.
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SCHOOL PROFILE
Beijing City International School (BCIS) was opened in August 2005 to
provide an international education for the expatriate community in Beijing
and for the children of internationally-minded Chinese nationals. The vision
of the founders sees BCIS as a model school offering a bridge between
East and West. BCIS is a private, not-for-profit, coeducational day school,
governed by an appointed 7-member Board of Trustees.
The school has two purpose-built facilities specifically designed to provide a
stimulating and safe learning environment with our Early Childhood Center

Years Programmme (PYP), Middle Years Programme (MYP), and Diploma
Programme (DP). BCIS is accredited by the Council of International Schools
(CIS) and the Western Association of Schools and Colleges (WASC). BCIS
is a member of the Council of International
Schools (CIS), the East Asia Regional Council of
Schools (EARCOS), the Association of China and
Mongolia International Schools (ACAMIS), and
the International Schools Athletic Conference
Beijing/Tianjin (ISAC).
Creating a Positive School Environment
At BCIS it is our aim to create a positive school
environment. Creating a healthy school climate
means developing a school community where all members share a set of
common values and support a common purpose or aim. We believe in, are
committed to, and act in accordance with the following values:
Honesty
Transparency
Responsibility
Mutual Respect
High Achievement
These values are embedded in our School Mission and Philosophy.

(ECC) earning a gold level LEED certification. The two campuses comprise
a substantial site in the heart of the CBD within one kilometre of the China
World Trade Centre. In addition to our spacious classrooms (108 sq m), we
have two large gymnasiums, two auditoriums seating 300 and 200, a stateof-the-art sports field, 25-metre indoor heated swimming pool, cafeteria
and food services, science laboratories, Information Technology facilities,
and three libraries. The two campuses have a capacity of over 1,200
students.

School Governance
The Yue Cheng Board of Trustees oversees the governance of the school.

Enrollment currently stands at over 800 students. There are over 50
nationalities enrolled, of which the major groups are China/Taiwan/Hong
Kong, Korea, and the United States. The school has an open admissions
policy for students who can benefit from its program. Students should
either be fluent in the English language or willing to develop fluency.
The school is comprised of an Early Childhood Center, Elementary School
and Secondary School. Children, toddler age two through Kindergarten
attend the Early Childhood Center . The elementary school is comprised
of students in Grades 1 to Grade 5. The Secondary School consists of a
Middle School for students in Grades 6 through 8 and a High School for
students in Grades 9 through 12. The Early Childhood Center, Elementary
School and the Secondary School are each headed by a Principal who
reports to the Head of School. There are over 100 teachers representing
several nationalities.
BCIS is an IB World School. The school is authorized to teach the IB Primary

08
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The Board establishes policies and procedures to enable the school to
function effectively and efficiently.
The Board
The Board has full authority and responsibility for all matters concerning
the governance of Beijing City International School. The Head of School
is responsible for providing educational leadership and the efficient
operation of the school.
In implementing its governing function, the Board shall establish such
policies and bylaws as may be required for the proper and the efficient
operation of the school.

Board Membership
The Board is comprised of seven appointed members with the Head of
School being ex-officio.
Board Meetings
The Board shall meet at least four times a year; additional meetings may
be proposed by the Board Chair.
The Head of School
The Board recognizes the Head of School as the Chief Executive Officer,
and charges him/her with the administrative functions of operating the
school. The Head of School’s duties are defined by the Board.
The Head of School is responsible to the Board for the execution of Board
policies, for the efficient observance of regulations by all employees,
for the administration and supervision of the work of all departments
and programs, and for all educational, recreational and social activities
concerned with the school.
School Community Definition
The culturally diverse BCIS community includes students and their families,
teachers, support staff, alumni and friends of the school who are actively
committed to the values expressed in the school's mission.
Academic Rigor Definition
Every learner is empowered and inspired to think critically and creatively at
the appropriate level of challenge.
Admission and Placement of Students
BCIS welcomes students and families who understand and support the
school’s mission, philosophy and goals. The school admits students of all
nationalities subject to the availability of seat and resources.
Consistent with the vision and mission of BCIS, the school’s admissions
policy reflects our inclusiveness. We accept students of all nationalities
and work to maintain a balanced enrollment based on gender, academic
history, a student’s passions and interests, English language proficiency,
and the make-up of the current student body. Acceptance is based on
a wide variety of factors, including the application, placement tests,
recommendations and a personal interview. We reserve the right to
decline any student for whom we do not think BCIS is a good fit.
Application
BCIS is an independent, not-for-profit, co-educational day school, which
offers International Baccalaureate (IB) curriculum for Toddlers to Grade
12 students and caters to the expatriate and local communities residing in
Beijing.
The School accepts all qualified students who apply, subject to the:
a) Laws of The People’s Republic of China.
b) Maximum numbers of students who can be optimally
accommodated on the school premises in the existing programs.
c) Documented evidence of prior academic results and good
conduct.

d) Submission of all necessary documentation pertaining to the
admissions requirements.
e) Entrance and/or placement tests and/or interviews conducted
prior to acceptance of a student into the School subject to seat
availability.
Provisions
The School:
a) Recognizes the transient nature of the expatriate community and
will thus enroll students who arrive after the school year begins.
Although teachers, in instances of very late student arrival, cannot
provide a formal review, every effort will be made to help the
student assimilate.
b) Accepts non-native English speakers who meet the admissions
requirements. The School provides a program that includes classes
for English Language Learners (ELL) as well as other related support
for learning English, for students wishing to learn or further develop
their English language skills while participating in a full academic and
specialist area program.
c) Accepts students from all nationalities in order to maintain the
international character of the School.
A qualified student will be expected to:
a) Satisfy the age requirement as stated in the admissions
procedures. The cut-off date for each grade level is determined by
the student’s age as of the 31st of August of the current school year.
b) Demonstrate on appropriate entrance and/or placement tests
and/or interviews that he/she can be academically accommodated
by the existing program and student support services.
c) Live with parents or, if not, a guardian subject to approval from the
School. Household employees are not considered as guardians. The
living conditions must satisfy the School’s requirements with a view
to ensuring the student I supported at home.
d) Demonstrate very good academic effort, behavior, attendance,
and punctuality.
The School reserves the right to request the withdrawal of students
who, after enrolment, demonstrate that they are unable to fulfill the
requirements listed above.
Admission is granted for one school year and re-enrollment depends on
satisfactory academic progress, as well as good behavior, attendance, and
punctuality.
The school’s resources require that a qualified student should:
a) Function effectively in a mainstream or ELL classroom
environment for the majority of the school day.
b) Function effectively in order for the student’s potential to be
developed to the fullest.
The Admissions Policy is subject to change, as the School deems necessary.
Please visit our website, www.bcis.cn for the most current admissions
policies and procedures.
2018/2019
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GENERAL INFORMATION
The School Day
The school day begins at 8:10. Buses are scheduled to arrive no later than
8:10. Non-bus riders should also plan to arrive on campus no later than
8:10.
See the timetables below.
Monday, Tuesday, Thursday and Friday
Time		
Activity
8:10		
Arrival at school
8:15 – 9:35
Period 1 class
9:40 – 11:00
Period 2 class
11:05 – 11:45
Advisory
11:45 – 12:45
Lunch
12:45 – 14:05
Period 3 class
14:10 – 15:30
Period 4 class
15:30		
Dismissal
15:30 – 17:30
Sport and EA
18:00		
No access to SS building without supervision

missed time. Students should complete the "Planned Absence" form
(found in the appendix) so that teachers are aware of the upcoming
absence and students understand what they need to do. Parent can
ask to see the completed form to ensure the student understands the
responsibilities. If the planned absence is due to a school function or trip
then the student needs to show the supervising teacher the completed
form. Teachers may make this a requirement for participating in the
activity.
Attendance will be monitored to ensure that absences, regardless
of the reason, are not interfering with academic success. When a
student's academic success is affected by absences the school will work
closely with the students and parents to support them in meeting the
academic standards. When the total number of absences exceeds 20
days in a single school year, a student is in jeopardy of not earning course
credit. A thorough academic review, including identifying extenuating
circumstances, will be used to determine the extent to which the
students has met the course requirements.

Note that Wednesday is an earlier dismissal than the other days.
Wednesday
Time		
8:10		
8:15 – 9:35
9:40 – 11:00
11:00 – 11:55
11:55 – 13:15
13:20 – 14:40
14:40		
18:00		

Activity
Arrival at school
Period 1 class
Period 2 class
Lunch
Period 3 class
Period 4 class
Dismissal
No access to SS building without supervision

Highlight:
Arrive everyday by 8:10 am.
Dismissal at 3:30 on Mondays, Tuesdays, Thursdays and Fridays.
Dismissal at 2:40 on Wednesdays.
Attendance
Regular attendance is linked to student success in school. Parents must
notify the school if his/her child will be absent from school for any reason.
Parents should register an attendance excusal on ManageBac and
indicate the reason for the absence. Simply log in to your parent account
on ManageBac, click on your son or daughter’s name and then submit
attendance excusal. The school and relevant teachers will be notified
once the attendance excusal has been submitted. Parents may also call
the Secondary Office Assistant (Tel. 8771 7171, Ext. 2205) directly.
Daily attendance will be taken at 8:20 during the first period of the day.
Students who arrive after this time need to report to the Secondary
School Office to sign in for the day.
When a student knows about an absence ahead of time, he or she needs
to inform all of his or her teachers and have a plan for making up the
10
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Highlight:
Regular attendance is important.
Submit absence information to ManageBac.
Use the Planned Absence form when an absence is planned.
Communication between home and school
BCIS encourages open communications between home and school.
Email and phone calls are widely used to communicate between
teachers and parents. Phone calls are also used in case of emergency.
It is vital that parents update their contact information regularly. This
includes phone numbers and email addresses. Please inform the
Secondary School office of any new contact information.
In addition to email and phone, BCIS uses several online resources to
communicate with families. These include the BCIS website, Secondary
WE-chat, EduBlogs and ManageBac. We also publish a weekly
newsletter and a periodic magazine called Xue Xi.
Each student and parent is provided with personalized access to
ManageBac, our integrated online information system. Students and
parents can access overviews for units of study in all subject areas,
including key assignments and deadlines.
We ask our parents to check ManageBac regularly. In addition, at the
beginning of the year parents are provided with the e-mail addresses of
all the Secondary teachers. Some students may also use a planner book.
Students are encouraged to share this information with parents. Parents
are encouraged to guide the student in organizing themselves.
Open houses, performances and special events are opportunities for the
Secondary School to communicate to you the learning experiences that
are happening for your son/daughter. Throughout the year the school
organizes open houses and other informational events. These will give
parents the chance to see how our day operates as well as see your son/

daughter working in his/her learning environment. Parents will also
learn more about the programs we offer in the school.
We welcome feedback from our parent community. Please feel free to
contact advisors and subject teachers if you have queries or concerns.
Social media is an effective tool for communicating within and amongst
groups in the BCIS community. When using a tool such as WeChat we ask
that parents use this to share general school information, making sure to
respect the privacy of both students and adults at the school. If a parent
has a question or complaint then we ask that parents follow our school
communication channel, speaking directly to the person concerned or
to the division Principal or Head of School as appropriate.
Highlight:
Update your contact information.
Check ManageBac regularly.
Communicate often.
Translation Services
BCIS can provide English, Chinese, Korean interpretation service, subject
to available resources. Please contact the school if you need help in
interpretation in these or other languages. We will do our best to help.
Questions and Concerns
During the course of the school year questions or concerns inevitably
arise. When they do, we encourage direct communication with the
school.
1. For classroom concerns, contact the subject teacher or advisor
teacher directly.
2. For general questions, contact Secondary School Office Receptionist.
3. For fees or other financial concerns, contact the Finance Office
4. For transportation questions, contact the Bus Coordinator
5. For University Guidance, contact the University Guidance Counselor
6. For Counseling service,contact one of our our counselors
Emergency Closing Procedure
It is highly unlikely that the school will need to be closed owing to weather
or an emergency. Should such a step become necessary, parents will be
informed. It is therefore essential that parents inform the school of their
updated mobile telephone numbers
School Calendar
The school year is a busy time full of many events. See the calendar in the
appendix. A monthly calendar will be attached to the weekly newsletter.
This monthly calendar will highlight major upcoming student events,
sporting activities, arts activities, club and Enrichment Activity dates as
well as parent information sessions. Please check the school website for
the most up to date details.
The school reserves the right to make changes to the annual school
calendar.

BCIS recognizes the importance of providing a healthy and safe
environment for our learners. The facilities at both campuses have
filtered air that is regularly monitored, and the buildings’ interiors are
kept at relative positive air pressure to help ensure air from outside does
not enter the facilities. BCIS also regularly monitors the air quality index
(AQI) outside and, in the event of high air pollution, students will be kept
indoors during recess and lunch break, and physical education classes
will be restricted to the gymnasium and pool.
See appendix 3 for the Air Quality Guidelines.
Library Philosophy
At BCIS we believe the BCIS libraries are at the heart of the school’s
community and curriculum. Each library has been designed to create
a pleasant and safe environment conducive to teaching and learning.
These are shared spaces where students are empowered to read for
enjoyment as well as conduct research and continue independent
learning inquiries. As an accredited World IB School, our library
resources help to facilitate the connectedness of the IB programs and
contextualize concepts to real world situations and inspire life-long
learning.
Guiding Statements
The library is intended to be a flexible resource center for staff and
students as well as parents and the wider BCIS community. The librarians
collaborate with teachers to integrate library/information seeking skills
into the curriculum and plan and implement reading and literature
appreciation activities. Some of the areas students will be assisted in are:
• identifying and locating materials
• selecting proper materials
• using, understanding, and applying information
• creating, producing, or presenting information
• developing an interest in and appreciation of literature
The librarian is available to collaborate with all class teachers and
specialists. The main focus is to ensure that library instruction is directly
related to classroom instruction. Please consult library staff in advance if
you require assistance.
The Secondary School Library is open from 8am-5:30pm. Any changes
to these times will be posted on the library door. Students, teachers
and parents are able to loan books and resources from the library.
Library materials that have not been returned within 5 weeks will be
considered lost. Patrons are responsible for either replacing or paying for
a replacement text. This will be in consultation with the librarian.
Information Technology/Computer Facilities
BCIS students are instructed in computer use, and are expected to use
school computers and network responsibly. The school has an ongoing
plan to update the IT infrastructure to support developments in learning
technology.

Air Quality
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For information about the minimum hardware and software
requirements please visit the school website.
Students are responsible for their own computers and other
technologies. In the event of loss or damage, students are expected
to rectify the situation so that the interruption to their learning is
minimized.
Internet Access and Use
The school has developed a Responsible Use Policy for internet access
and web usage.
School Property
The school expects that students will respect school buildings, books,
furniture and equipment. Students must be sure to return borrowed
school property, such as sports uniforms, to BCIS. If a student is found
to have damaged or has not returned school property, it will be the
student’s responsibility to repair the damage, or for the parent to pay for
repair or replacement.
Transportation
BCIS provides a school bus service to most popular residences in the
city and along the airport expressway. Fees for school buses are charged
separately; please refer to the schedule of current bus fees found on the
BCIS website. School buses are fully equipped with seat belts and there
is a bus assistant on board each regular bus to ensure the safety of the
students. The school reserves the right to amend and/or cancel pick-up/
drop-off points during the course of the year subject to requirements.
Please refer to the bus rules in appendix. Ayis are not on the late buses.
Elevators
Students are not permitted to use the elevators unless issued an Elevator
Pass by the nurse or the school office.
Cafeteria
The Secondary School operates a cafeteria in which the students can
purchase lunches and snacks. Students who wish to purchase food from
the cafeteria can do so by using the BCIS ID card, which carries pre-paid
credit. Students are asked not to order food to be delivered at the gate.
For students bringing lunches from home, hot water and microwave
ovens are available.
An all-day snack bar (8:00a.m. – 4:30p.m.), the Zone, is also located in the
Secondary School building. Students may purchase items before school,
during breaks and after school. BCIS staff and parents are welcome to
use the snack bar at any time.
Coffee can only be purchased by faculty, parents, visitors, and grade 12
students. Students from grades 6 – 11 are not permitted to purchase
coffee.
Student Health
12
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The school employs two full-time nurses to deal with student sickness
and minor injuries, maintain student health records, monitor
immunizations, and promote general health. The school nurse conducts
a basic health check of each student once a year. The nurse will inform
the parent of any concerns. (e.g. regarding eye sight) and it is the parent’s
responsibility to seek further medical advice.
Parents must complete the student health form, sign a permission slip
for emergency health care, and provide evidence of vaccinations at the
beginning of the school year. If students need prescription medication
during the day, the parents should inform the nurse. Other than the
nurse, BCIS staff members are unable to administer medicine without
parental permission.
If a student is sick or injured, the school will administer whatever first aid
measures are deemed essential and will telephone the parent/guardian
to arrange to take the student home or to a nearby medical clinic. The
school subscribes to the SOS Student Access program, which guarantees
that students will be attended to. Please note, however, that parents
are responsible for all medical costs and it is therefore a requirement of
admission to the school that parents have adequate medical insurance
to cover students’ medical costs.
Parents are advised not to send students to school if they are ill. Parents
should register an attendance excusal on ManageBac or call the
Secondary Office Assistant (Tel. 8771 7171, Ext. 2205) directly. If their
son/daughter does not attend school and the school has not been
informed, the Office Assistant will call home to find out the reason for
the absence. If their son/daughter becomes sick during the school day
we will take the student to see the Nurse. All parents will be notified of
the visit and, depending on the Nurse’s assessment, parents may be
required to collect their son/daughter from school.
In the event that a student is taken to the International SOS Clinic or a
hospital, every effort will be made to notify parents or their designated
emergency contact person. It is therefore of the utmost importance
that parents inform the school secretary of any changes in address or
telephone number, and provide the name and phone number of an
emergency contact person in case the parents are unavailable.
Infectious Diseases
In the case of a widespread outbreak of an infectious disease such
as Avian Flu the school will update the website with details as to the
contingency plans.
Sun protection
The school highly recommends that all students take suitable
precautions against the sun and pollution during all outdoor occasions
such as break times, field trips and sports activities. The wearing of a hat
and use of sunscreen is highly encouraged. Students should maintain
an adequate intake of water throughout the day. Water fountains are
located in various places around the school.

Smoke-free Campus
Please note that smoking is prohibited on the BCIS campus at all times.
BCIS Student Drug and Alcohol Use Policy
BCIS is a drug free campus. The use and possession of alcohol,
pharmaceutical drugs without prescription, controlled/dangerous
substances, or their related paraphernalia by any student (including
guests) is forbidden. When attending any school sponsored or school
related activity or event, either on campus or off campus, no student
(including guests) shall possess, use, or be under the influence of, any of
the following substances:
• Controlled substances, or dangerous drugs including marijuana,
narcotic drugs, hallucinogens, stimulants, depressants, amphetamines
or barbiturates
• Pharmaceutical drugs without the knowledge of parents and school
officials
• Glue, aerosol or other chemical substances intended for inhalation
• Alcohol or alcoholic beverages
BCIS has a duty of care, towards students and subsequently has a range
of measures in place to encourage positive decision making about drug
use, including programs. These may include the possibility of drug
testing in cases where reasonable suspicion that a student or students
may be involved in drug experimentation exists.
Drug Testing Upon Suspicion:
In the event that reasonable suspicion exists that a student is involved
with drug use, parents of the students will be informed of the
recommendation to drug test. Parents who may suspect drug use by
their child are encouraged to meet with either the school counselor
and/or principal to discuss their concerns. The school is committed to
working with families to effect a positive outcome for students.
In the event of a positive testing result, BCIS is committed to supporting
families in helping their children make good decisions and positive
changes to their lives.
Student Support
BCIS Counseling and Learning Support programs are comprehensive
and developmental in their approach in meeting the academic needs
of our students while providing opportunities for appropriate social and
emotional growth.
Secondary School Counselors build healthy relationships by enhancing
problem-solving abilities while working toward positive change.
Additionally, the counselors support students with social, emotional,
and/or behavioral needs through program training in:
• Social Skills
• Conflict Resolution
• Mindfulness
• Bullying/Cyber-bullying
• Transitional issues

• Stress/Time Management
• Studies Skills
• Building Healthy Relationships
Working collaboratively with teachers, parents, and administrators,
counselors assist students in overcoming barriers in order to achieve
greater success in all facets of learning and school life.
The University Guidance Counselor supports students, grades 9
through 12, in their desire to further their education at colleges and
universities around the world. The University selection and application
process is comprehensive in its approach, and is tailored to individual
students, their talents, abilities, and interests. The Naviance Program, an
electronic university and college management system, is utilized during
this process and is a vital tool for tertiary success.
Learning Support Teachers and Teaching Assistants support all students’
learning in and out of the classroom across all subject areas. The Learning
Support Team works collaboratively with:
• Advisors/Subject Teachers to support differentiation in the classroom
and to accommodate for a variety of learning styles
• All Students to support their individual learning needs and help them
to achieve to the best of their ability
• BCIS families to support and extend student learning beyond the
classroom
The Learning Support Team emphasizes collaboration and open
communication as key components to foster student success and
positive learning experiences. The Learning Support Team and subject
teachers follow an internal referral process to communicate effectively,
and when necessary, recommendations, for external educational
assessments are made to enhance individualized support strategies.
Visitors
Parents are welcome to visit the school at any time, including the Zone,
lobby, and library. Please, though, take steps to ensure that the learning
experiences are not interrupted. In order to ensure availability, please
make an appointment to see a teacher, the Principal or Head of School
in advance.
Students who wish to bring a peer visitor to school must obtain the
permission of the Principal and the teachers before the visit.
Please follow the procedure when making such a request:
The parents of the student who wishes to visit BCIS should make a
request, in writing, to the Principal prior to the visit. This should include
the requested date of the visit, contact information and relevant
information about the student. We strongly recommend that these
visits take place over a lunch-time. Please see the Secondary School
Visiting Student Request Form in the appendix.
All visitors must respect the learning environment and property of BCIS.
2018/2019
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School Office) and obtain the relevant Principal's designee's signature.
CONTROL ROOM
Access to Control Room and Security Camera Footage
It is BCIS policy that students are not permitted in the Control Room nor
are they permitted to access security camera footage without direct
permission from a Principal or designee.
PROCEDURES
The principal or designee will determine the need to view security
camera footage. Possible reasons to view footage might include a
suspicion of theft or other crime or to investigate safety issues.
The principal or designee will determine which footage to view and then
access the footage with the assistance of the Control Room personnel.
Students will not be permitted to view the footage unless the principal
or designee has viewed it previously and has determined that it is
appropriate for a student to view.
If the principal or designee determines that it is appropriate and
necessary for a student to view security camera footage, then the
footage will be viewed together. Students are not permitted to access
the Control Room or the security camera footage. Only the principal or
designee may do so.
Students should never be allowed in the control room without the
principal or designee.
LOST AND FOUND
Found items of lesser value should be placed in a designated “Lost and
Found” cupboard until they are claimed. Anyone may access the “Lost
and Found” cupboard.
Found items of greater value should be brought to the SS office. The
item will be catalogued and placed in a secure location. Please see an
office assistant to retrieve these items.
(These items include, but are not limited to, phones, computers, and
book bags.)
Tutors
The use of private tutors on school grounds is not permitted. Parents are
kindly requested to arrange all private student lessons off campus.
Student Security
The school will provide every appropriate measure to ensure the safety
of its students. The main entrance gate will be monitored at all times.
The school employs security guards. They patrol the campus and there
is a permanent post at the main school gate. Visitors must report to the
security guard, sign in, and wear the visitor’s ID badge.
Parents who wish to take their son/daughter off campus during school
hours must complete the permission form (available from the Secondary
14
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Guardianship
We understand that on rare occasions it is necessary for both parents
to be out of Beijing at the same time. Our policy states that the son/
daughter should be entrusted to a temporary guardian – ideally a
family member, or close family friend – and that BCIS is informed of
the arrangements, particularly the appropriate contact details. See
appendix for full details.
Child Protection – Working Together to Keep Your Child Safe
BCIS holds the philosophy of being a caring and compassionate
learning environment. This includes valuing the safety of our students
and providing a supportive place to learn. To help us achieve this, all
members of the school community must take responsibility for the
protection of our students. Every child at BCIS has the right to feel safe,
secure, and protected by our school.
When a child is enrolled at BCIS, parents agree to work in partnership
with our school and will abide by the child protection policy adopted
by BCIS. The Child Protection Policy has been created to ensure all
stakeholders in our community are fully aware and understand our
commitment to providing a safe learning environment and community.
As part of the BCIS community this means we will endeavor:
• To protect all students from possible harm: physical, sexual, emotional
abuse, exploitation, self-harm and neglect.
• To educate all students regarding their own personal safety (including
safe use of digital media, appropriate touch, and what to do when
worried about these issues).
Breaches to the Child Protection Policy are taken seriously at BCIS. If a
child’s safety is compromised either at home or at school our Support
Team will work with families, and if necessary liaise with local or relevant
authorities.
STUDENT HEALTH, SAFETY AND SECURITY
Please refer to the school’s website for more information regarding our
child protection practices at BCIS.
Valuables
Students are strongly advised not to bring valuable items to school
that are not required for the educational program; the school does not
accept liability for loss or damage to students’ personal items.
Security Procedures
Nothing is more important to us at BCIS than the safety of our students,
staff, and parents and in order to ensure the safest and most secure
educational environment for all BCIS community members.
Entrance to Campus:
• All adults and Secondary students who walk to school will show
their BCIS ID badge at the main gate before being allowed entry to the

campus. If you forget your BCIS ID Card, you must obtain a visitor’s badge
from the guardhouse. If you lose your BCIS ID Card, you may request a
replacement from the Secondary School Office. If anyone does not have
a security badge, please alert Security and the PM office.
• All visitors must show a photo ID at the main gate for security purposes.
The ID(s) will be scanned and filed at the main gate office for no longer
than 3 months; they will only be used for security purposes. A visitor ID
badge will be issued after registration is complete.
• After school hours, if a student wishes to return onto/access the
campus or use school facilities they must be either part of a pre-arranged
activity supervised by teachers, or accompanied by a parent or a teacher.
Secondary students must also wear their BCIS ID badge when entering
and leaving the school and be able to show their BCIS ID at any time
when asked to do so by a staff member.
• Use of our campus facility is open for issued ID holders and not to
relatives, friends, or employees (such as an ayi or tutor).
If you have any questions or concerns, please don’t hesitate to e-mail the
GA Manager.
Exit from Campus:
Grades 6 to 8: The school strongly recommends that parents collect their
own son/daughter. If you wish your son/daughter to leave the school
campus unaccompanied after school hours, please complete and sign
the disclaimer form found in the appendix.
Grades 9 to 12: Students in these grades are normally permitted to leave
the school campus unaccompanied after school hours. If you do not
wish your son/daughter to leave the school campus unaccompanied
after school hours please contact the Principal.

At the start of the year, parents sign permission for their son/daughter
to attend the field trips that take place during normal school hours. For
longer trips, including overnight trips and those outside Beijing, parents
are asked to sign a special permission form.
Applications to Private US Boarding and Day Schools
BCIS supports student applications to private US boarding and day
schools provided that they meet the following criteria:
• Plan your applications are planned well in advance. Last minute or late
application requests to the BCIS High School Counselor may be refused.
• As often as possible, all applications must be made through:
o SSAT application portal (www.ssat.org/ssat/info/home.html
using the Standard Application Online (SAO)
o The Association of Boarding Schools (TABS) portal http:// www.
boardingschools.com utilizing their Boarding Schools Admission
Application forms
o Gateway using www.gatewaytoprepschools.com
• Through these websites, families can search for schools, complete
applications, pay for completed applications and manage their accounts.
BCIS will only send supporting documentation (transcripts, principal/
teacher/counselor recommendations, etc.) to the above websites unless
an application is being made to a school or schools not represented
on any of these three websites. In this instance, please contact the
Secondary School Counselor well in advance of application deadlines.

Students in Grade 12 will receive a lunch pass, which allows them to
leave the campus during the regular lunch break.

Teachers, Counselors, and Principals being requested to write
recommendations must be given a minimum of 10 working days for
completion (See the appendix 10) This is to ensure that a thoughtful
and thorough recommendation is written to best advantage the student
as well as to better manage the considerable demands on teachers,
counselor and principal’s time.

A letter will be sent home to new BCIS families outlining these regulations
and attaching the relevant form for completion by the parents.

BCIS will only support a maximum of 12 applications to boarding or day
schools.

Student Withdrawal
When a student is withdrawing from BCIS, please refer to the procedure
in the appendix.

If parents are interested in having their child apply to boarding/
day schools, please meet with the Secondary School Counselor in
September of the school year prior to the application BCIS strongly
advises all parents considering making applications, to boarding and
private schools to carefully read through the content of the (above)
websites, search for suitable schools through the search engines and
then make applications through the websites. This minimizes the work
for both families and the school as the websites act as a clearing house
and will send multiple application on behalf of families. Families using
these websites only need to make one application per website that will
then be sent to multiple schools.
Please note: BCIS cannot support students making multiple applications
to individual private boarding and day schools via each individual
school’s website. BCIS can only support applications sent through the
above website’s application portals except in the instances referred to
above.

Document Requests
See the appendix for document request form for requesting transcripts,
letters of enrollment, letters of attendance, etc.
Field Trips
Our school places great value on educational experiences for students
beyond the regular classroom. Therefore field trips play an important
role in the educational program at all grade levels. Students are expected
to participate in all curriculum-related field trips. The cost of many field
trips is included in the tuition fee. Parents are responsible for the entire
cost of optional excursions.
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SECONDARY SCHOOL
Academic Honesty
Academic dishonesty or malpractice is behavior that results in, or
may result in, the candidate or any other candidate gaining an unfair
advantage in one or more assessment components, including but not
limited to plagiarism, collusion, duplication of work, or misconduct
during an assessment.
The IB Learner Profile is embedded in BCIS’s daily life, as such we treat
Academic Honesty seriously, and students are given clear instructions in
how to stay academically honest.
See the appendix for details.
Enrichment Activities
Enrichment Activities (EAs) are offered throughout the school year. The
activities are offered from 15:30 to 17:30. All students are encouraged
to take part. Activities include BCIS charities, sports, arts, and student
led initiatives.
There are a number of Extracurricular Activities that run throughout
the year and may involve students staying later to play in sports teams
against other schools, or rehearse for a drama production, or seek extra
help from their subject teacher.
BCIS is a member of the Association of China and Mongolia International
Schools (ACAMIS) and the International Schools Athletic Conference
Beijing/Tianjin (ISAC). These two associations provide BCIS students
with a wealth of inter-school sporting and cultural activities.

contacting the IB MYP and IB DP Coordinators and IDEATE Programme.
What to Wear
While there is no regular school uniform at BCIS, we expect students
to dress in a way that respects the fact that we are a T-12 school that
respects different cultural values, including those of our parents and our
many visitors.
Students are expected to bring and wear appropriate attire attire and
foodwear for PE, in the Science labs, and in the Design workshop. PE Kits
will be issued at the start of each year or upon arrival.
Promotion of School Events
All promotion of school events will be approved by a teacher/supervisor
in advance. Posters may only be hung on Plexiglas in the Secondary
School building.
Homework
In the secondary school at BCIS, homework is a planned, purposeful tool
to pre-learn, practice, and/or process learning from the classroom. It
should not interfere with sleep or family time.
Student Responsibilities for homework:
● Check Managebac nightly and record assignments.
● Complete assignments in a timely manner and to the best of one’s
ability
● Ask for extra help if the homework or a concept is too difficult or
unclear
● Make up work if absent; be proactive about emailing teachers

Behavior and Discipline
BCIS is a friendly, caring school. We expect students to be responsible,
respectful, safe, and compassionate. See appendix 15 & 16 for details.

Teacher Responsibilities for Homework:

Conferences
Whilst parents can arrange to have a meeting with a teacher at any time
through the year, there are two important conferences scheduled on
the calendar – Parent-Student-Teacher Conferences mid-way through
the first semester, and the Student Led Conferences in the second
semester. Parent attendance at these conferences is expected.

● Assign homework only when necessary
● Create assignments that are well planned and complementary to
classroom learning
● Post homework with due dates and necessary materials on
Managebac
● Collaborate with other teachers to ensure that students do not have
too many projects and/or tests on a single day
● Provide students with timely feedback for improving their learning

Contact Details
We ask that parents keep the school admissions office and the
Secondary School secretaries informed of any changes in contact details
by contacting ssoffice@BCIS.cn. This is especially important for any
emergency situation that may arise. Please ensure that the school has
your updated email address and mobile telephone number.
Curriculum
The BCIS Secondary School is authorized to teach the International
Baccalaureate Middle Years Programme (MYP) and Diploma
Programme (DP) and IDEATE Programme. More details of the content
of the curriculum can be found via ManageBac, our website or by

Parent Responsibilities for Homework (geared towards MS parents)
● Provide a study area free from distractions including multitasking
● Provide necessary study supplies
● Monitor your child’s work, helping them to become an independent
learner
● Support your child by showing interest in what they are learning

Student Council
Student Council is a representative body for students to raise student
2018/2019
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issues with the Principals, share and survey student opinion, organize
social events and demonstrate their care for our community. Secondary
School Student Councils meet and report weekly. Their office is located
outside the library.
The Secondary School Student Council is comprised of student
representatives from each grade level and is organized into committees
without limit to the number of students. Chairpersons are selected from
among the council members.
Secondary School Learning Model
Impacts are the highest learning goals we have for our students. They are
the desired transformations we want to see in our students and are at
the heart of our mission and vision as a school. Regardless of the course
of study, upon graduation, our students will have grown as:
• Critical Thinkers
• Creative Thinkers
• Purposeful Doers
• Connected Learners

at BCIS. A student choosing the IB Diploma Programme track will fulfill
the requirements of the IB Diploma Programme in grade 11 and 12.
Students taking IDEATE will have three classes in common with those
taking the IBDP. They will also select courses where they can earn a
certificate in Innovation, Arts and Enterprise based on their chosen area
of concentrated study. Pre-requisites may be required for entry into
each course of study.
Regardless of the track, all BCIS high school students are required to fulfill
the minimum graduation requirements outlined below.

The BCIS Diploma provides choices for students that are aligned with
their passions, pursuits, skills and dispositions. Whether IB Courses or
IDEATE courses, learning in the Secondary School supports a student’s
individual pathway within and beyond BCIS.
Minimum Graduation Requirements:
GET RID OF’must take English in Grade 12’) IAE replaced with IDEATE

Pathways are the central routes we take to realize the desired impacts.
Based on an inquiry model, our courses focus on:
• Voice & Choice
• Social & Emotional Learning
• Experiential Learning
• Concept & Context-based

SAT
BCIS SAT Test Site Information and General SAT Testing Information BCIS
is an authorized 'closed' SAT test site. This means that BCIS is authorized
to administer the SAT Reasoning Test and SAT Subject Tests onsite to all
BCIS students of any nationality. The BCIS test center code is
74-334 and the school CEEB code is 694234.
SAT registration forms are available online. All SAT Reasoning Test and
Subject Tests must be applied online.

THE BCIS DIPLOMA
Students can select from two tracks to progress through the final two
years of High School: The IDEATE Diploma, IDEATE or the International
Baccalaureate Diploma Programme. All students will participate in the
IB’s Middle Year’s
Programme (MYP) in grades 9 and 10. During this time, students will be
counseled through track selections as they move towards grade 11. In
grade
11, students will ‘declare’ a track for their final two years of schooling
18
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Extensive information about the SAT can be found on the College Board
website (www.collegeboard.com or their specialized SAT site (www.sat.
collegeboard.com). These sites provide information about SAT Practice,
score explanations, study plans, SAT question of the day and a useful
Help section.
Free SAT practice on Khan Academy. Officials SAT practice from College
Board and Khan Academy etc. students link PSAT/NMSQT,PSA and SAT
to get personalized practice. http://collegereadiness.collegeboard.org/
sat/practice/khan-academy

STUDENT RECOGNITION
The Honor Roll and High Honor Roll Awards - are announced at the end
of each semester. Student placement on the honor rolls is based upon
grades achieved in all subjects, using the International Baccalaureate
grading system. The semester grades for each student are averaged. In
calculating the average, all grades are considered equal credits.
Honor Roll-Students receiving an average of 5.7 to 6.2 will receive an
Honor Roll Certificate. High Honor Roll-Students receiving an average of
6.3 or greater will receive a High Honor Roll Certificate.
In order to be placed on the Honor or High Honor Roll, a student must
also meet the following criteria:
1. Receive a grade of 4 or above in all subjects.
2. Exhibits academic integrity.
BCIS Community Award—The BCIS Community Award is awarded to
students who have made significant contribution to his/her grade level
and school life.

understandably anxious to make a success of the university applications
process and have the mistaken belief that the more applications the
student submits, the better the chances are for success. The view of the
BCIS University Placement personnel is that between 10-12 applications,
if properly researched, targeted and applied for will yield success.
Therefore it is the policy of the BCIS university applications process to
support 10-12 applications to colleges and universities in the USA. More
than this is considered excessive and will unduly affect the student's
school work and take up a disproportionate amount of support time.
Some useful sites are:
• www.commonapp.com
• www.ucas.com
• www.studyincanada.com
• www.studyinaustralia.gov.au
• www.collegeboard.com
• www.ets.org
Parent workshops are given regularly times throughout the academic
year. Please check the BCIS calendar for these dates

Student Initiative Award—The Student Initiative Award is awarded to
students who initiate and lead a new project in the school. These would
include students who lead an EA or a sustained school-wide drive.
Student Leadership Award—The Student Leadership Award is awarded
to students who voluntarily take on a significant leadership role of an
existing activity. These would include students who take on coaching
and mentoring roles and leadership positions in existing organizations.
University Application Process at BCIS
The university application process at BCIS is a four-year process. While
the majority of preparation is conducted during the Junior year (Grade
11) and applications are generally made in the Senior year (Grade 12),
students also spend considerable time in their Freshman year (Grade
9) and their Sophomore year (Grade 10) participating in an extensive
university application preparatory program. Our University Prep
Program, called (Up!) helps to prepare students for Post-Secondary
pursuits.
The BCIS University Guidance Counselor will support student
applications to universities in any country in the world that a student
may choose. A majority of students tend to apply to the USA, Canada,
Australia and the UK, but students also apply to universities in a range
of other countries. All students and parents are welcome to schedule
university counseling appointments to discuss options and plan their
course of study. Counseling meetings are available before school, during
break and lunch, and after school every day by appointment. During the
senior year, students are encouraged to have weekly standing meetings
during the time prior to their first application.
Generally, applications to the USA are the most complex and provide
a student and family with the most choice. Many families are
2018/2019

19

EXPLANATION
OF ABBREVIATIONS
ACAMIS
ATL
CAS
CIS
DT
DP
EARCOS
EAs
WWW
ES
ELL
ELT
GPA
HS
IB
ICT
ISAC
MS
MYP
PE
PTA
PYP
TOK
WASC
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Association of China and Mongolia International Schools
Approaches to Learn
Creativity Activity Service
Council of International Schools
Design Technology
Diploma Programme
East Asia Regional Council of Schools
Enrichment Activities
Week Without Walls
Elementary School
English Language Learning
Educational Leadership Team
Grade Point Average
High School
International Baccalaureate Organisation
Information and Communication Technology
International Schools Athletic Conference Beijing/ Tianjin
Middle School
Middle Years Programme
Physical Education
Parent-Teacher Association
Primary Years Programme
Theory of Knowledge
Western Association of Schools and Colleges
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Beijing City International School Early Childhood Center 北京乐成国际学校幼儿园
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APPENDIX 2: EMERGENCY EVACUATION PROCEDURES
In Case of Fire
Elementary and Secondary School Emergency Procedures,
responsibilities and Exit Routes
Should there be a fire in an area of the school
• A staff member should proceed to the nearest fire alarm and activate it.
• Should the fire alarm system fail, the staff member should call the security control center at Extension 2000 which will activate the backup emergency
notification system by either making an emergency announcement through the public broadcast system or using the bull horns.
• Evacuation Instructions and maps of escape routes are on display in classrooms and around the school.
When the alarm sounds all members of the school community must respond to all alarms.
a) If inside classrooms
a. Leave the room.
b. Proceed to the field via the designated escape route.
c. If the escape route is blocked, take the nearest safe route.
d. Do not turn off air conditioners or computers.
e. Do not collect bags
b) If outside classrooms but inside the building (This includes recess-time and lunchtimes)
a. Proceed to the evacuation site via the route which allows quickest evacuation from the building.
b. Students without a teacher or TA should join with another evacuating class.
c. All staff should be vigilant to check rooms and corridors en route in order not to leave any students behind
d. Security Guards who function as fire wardens will be responsible for conducting final check on all buildings to ensure all staff and students are evacuated
c) If outside the building
a. Proceed directly to the evacuation site.
b. Do not re-enter the building.
Behavior when evacuating
• Talking is not permitted when proceeding to the evacuation area and while registration is occurring. All students, staff and visitors must remain silent at
these times. The Head of School will announce when talking is permitted.
• Classes should proceed to the evacuation site in single file.
• When proceeding to the evacuation site, keep away from the buildings.
• Any visitors, children separated from their class or other individuals should be collected by an evacuating group and taken with them to the evacuation
site.
In Winter
• Security Centre will bring space blankets to the evacuation site.
• Swimmers after roll call at the evacuation site will be moved to the offices below the bleachers for warmth.
Evacuation Sites
• The internal evacuation site is the soccer field behind the gymnasium.
• Should this area be dangerous, the alternative evacuation site (external safe haven) is the courtyards of Landgent International or in bad weather its
underground car park.
• When classes reach the evacuation site they must line up in their homerooms according to the signs on the bleachers. Non-Teaching adults and visitors
line up furthest from the fence.
Marking of Rolls
• The ES/SS Principal and Director of Operations will perform roll call for their respective divisions.
• All teachers will account for all their students and their Teacher Assistants.
• Teachers report status of their classes by displaying a green card if all are accounted for, or a red card if further assistance is needed.
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• External Office’s Manager (this refers to Roots & Shoots) will report attendance to GA Manager.
• Security Guards will bring the visitor list to the GA Manager, GA Manager will double check their presence.
• The Catering Manager will report attendance to the GA Manager.
• The maintenance staff, drivers, ayis, guards and cleaners are to report to the GA Manager, who will report the combined status of visitors, catering staff,
external office staff and GA Dept to Finance & Admin Director.
• All Admin Managers (IT, Finance, HR, GA, Marketing and Admissions) will report their own department’s roll to Director of Operations.
• The Head of School will receive attendance reports from ES/SS Principals and Director of Operations for whole school.
The roles of the following staff are:
The Head of School
• Bring a mobile telephone to the evacuation area.
• Coordinate all activities at the evacuation site.
• Receive status reports from the Principals, Finance and Admin Director, Admissions Director.
• Instruct emergency phone calls as needed.
• Coordinate all action plans, including any decision to evacuate to external safe haven.
ES Principal
• Bring a mobile telephone to the evacuation area.
• Report status of elementary school to the HOS.
• Perform the role of the HOS in his absence.
SS Principals
• Bring a mobile telephone to the evacuation area.
• Report status of SS School to the HOS.
• Also could perform the role of the HOS, if the HOS is absent.
Director of Operations
• Supervise the role of PM and GA Manager
• Receive roll call and report from IT, HR, GA, Finance, Marketing and Admissions Department.
• Report status of all admin support, external offices, visitors and PM to HOS.
Nurse
• The School Nurse will bring first aid kit(s), crutches, and a stretcher to the evacuation area.
• Report students evacuated from Health Centre to respective school principal
• Coordinate the care of injured people.
School Secretaries
• The school secretaries take the student attendance registers to the evacuation area. These contain the green and red cards.
GA Manager
• Supervise the Security Guards in performing their fire warden roles.
• Reporting roll for visitors, external office, PM offices and GA office to Admin Director.
• Liaise with local Fire Authority if and when necessary.
Security Guards
• Bring 2 bull horns to the evacuation area.
• Bring space blankets to the evacuation area during winter.
• Act as Fire Wardens throughout the emergency:
o Check for clearance of all human presence in the building and outdoor playground / bus parking area before making their own exits.
o Stop any person from entering the building.
o Inspect the fire source and determine if the fire is small enough to be extinguished through their own effort, through the use of Fire Extinguisher or
Fire Hose.
o If the fire is too big for control call in the local fire station.
2018/2019
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• Close the campus to all vehicles, except emergency vehicles, and all pedestrians.
• Maintain the security of the campus.
Bus Drivers and Ayis
• Check to ensure buses are empty of all children and adults
• Lock bus doors
• Escort any bus children to the soccer field along the south interior access road
• At the soccer field bus children join their classes - ECC children are escorted by ayi
• Bus drivers and ayis proceed to designated marshal area for attendance
• Talking should be kept to a minimum throughout
Dismissal from field (end of day)
• Students are dismissed from the field as per normal end of day routines (Teachers and/or TAs to escort bus children to buses as necessary.)
• Drivers and Ayis proceed directly to buses to meet children as usual and prepare for timely departure.

In Case of Earthquake
Elementary and Secondary School Emergency Procedures,
responsibilities and Exit Routes
In case of an earthquake, the following course of action will be taken:
• If indoors, teachers should keep their students inside. While shielding their heads with hands and elbows, students should move away from windows,
shelves, and heavy objects and furniture that may fall. They should not be under light fixtures or other suspended objects. If in the classroom, students
should take cover under desks, tables, or other heavy furniture.
• If in a hall, stairway, gymnasium or other area where no cover is available, the students should move to an interior wall. They should turn away from
windows, kneel alongside the wall, bend their heads close to their knees, cover the sides of their heads with their elbows, and clasp hands firmly behind
their necks.
• If in the library, the students should immediately move away from windows and bookshelves and take cover under a desk or a table.
• If in a laboratory or kitchen, all burners should be extinguished (if possible) before taking cover. Students should stay clear of hazardous chemicals that
may spill.
• If outdoors, students should move to an open space, away from buildings and overhead power lines. Students should lie down or crouch low to the
ground (since legs will not be steady). Teachers and students should constantly keep an eye on their surroundings to be aware of dangers that may
demand movement.
• If in a school bus or vehicle, the vehicle should pull over and stop, away from power lines, bridges, overpasses and buildings. Students should remain in
their seats and hold on.
Once the earthquake has ended, the emergency evacuation procedure for fire should be followed.
Note: practice earthquake drills will be announced in advance. The start of the earthquake will be
signalled by a voice recording sent over the PA system. During the earthquake drill, students will count to 90.
After counting to 90 students will then follow the emergency evacuation procedures for fire.
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In case of INTRUDER ALERT/ LOCKDOWN
Elementary and Secondary School Emergency Procedures and
Responsibilities.
1. Any person finding an armed intruder or any other immediate danger will immediately inform the school’s administration and help in giving the
following signal in all areas of the school where there are students and staff:
Attention teachers, this is a lockdown. At this time secure your students in your classrooms and take roll, students report directly to the nearest room with
a staff member. Disregard any fire alarms.
Attention teachers, go to shelter on site. At this time go directly to the on site shelter and take roll. Students accompany the nearest visible teacher to the
sheltered site. Disregard any fire alarms.
Attention teachers this is (Full Name) (Position). Please proceed directly to the field following standard evacuation procedures.

Use the school’s broadcasting system (PA) to make the announcement. Alternatively use bullhorns which are located in the Central Security Control Room
behind the SS Library, offices of the Head of School, Principals of ES/SS, and the receptionist counter.
2. On hearing the signal, teachers will check the corridor for passing students then close and lock their classroom doors and direct students to take cover
on the floor, preferably under desks or anything providing cover. Try to keep the students out of sight, and keep them quiet. Teachers will not search for
missing students.
3. Upon securing the classroom, teachers will also remain on the floor until further instructions are received.

4. The Security Centre will summon assistance. When the danger has passed, the administration will issue further instructions by the school’s broadcasting
system (PA). Teachers should be prepared to evacuate their students to the internal or external evacuation site as required.
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APPENDIX 3:
BCIS SECONDARY SCHOOL CLOSURES DUETO HIGH POLLUTION LEVELS
Should the government forecast a three-day period of AQI 300+ using Chinese government air quality index monitoring stations, Beijing schools may
close for three days. Beijing schools will be given between 12 and 24 hours notice to close. Teachers will be working from home on these closure
days preparing e-learning and answering questions from students.
Secondary School students will be able to access learning information and resources via ManageBac (https://bcis.managebac.com/login). Teachers
will send messages via ManageBac for students to continue relevant studies at home. Information will be available to students no later than 11:00a.
m. on the day of the closure.
Procedures :
• Parent and student receives SMS stating school closure
• Parent and student receive follow-up email from school
• Student work will be uploaded on ManageBac by 11:00 am of the first day of school closure that mirror the day’s schedule. Students are expected
to complete all work.
• If questions arise while doing the scheduled work, students will be able to contact teachers who will be monitoring their email during the day.
• Additional work will be uploaded by 8.30 am the following school closure days on ManageBac
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APPENDIX 4:BCIS RESPONSIBLE USE OF TECHNOLOGY
Our BCIS mission and philosophy and the IB Learner Profile guide us as we seek to model responsible use of learning technologies. Learning technologies
at BCIS are provided not only for educational purposes but also as powerful tools to empower students to be active members of society. These resources
provide significant opportunities for inquiry-based learning, critical thinking and creativity. BCIS cannot guarantee nor be held responsible for the accuracy
or appropriateness of online resources.
The BCIS Responsible Use Policy (RUP) seeks to maximize the benefits of learning technologies at BCIS.
Respect and protect the privacy of ourselves and others
All members of the community will seek to create a safe and secure learning environment by respecting the privacy of ourselves and others. Particularly,
we will:
• Use only assigned accounts.
• Only view and use passwords, data, or networks to which we are authorized.
• Protect our own and other’s information.
Respect and protect the intellectual property of others
All members of the community will seek to respect the creativity of others and the contributions they make to our learning. Particularly, we will:
• Acknowledge the work of others, for example using MLA referencing in our work.
• Respect copyrights, for example by using resources with Creative Commons licenses, by not making illegal copies of music, games, or movies.
Respect and practice the principles of community
All members of the BCIS community will seek to play a meaningful role in the many communities to which we belong, both virtual and physical. Particularly,
we will:
• Respect technologies as directed by BCIS staff.
• Respect technologies in a manner that does not distract ourselves or others from learning.
• Communicate only in ways that are kind and respectful.
• Be responsible for yours and others’ digital resources; protect and report any damage.
• Only use technology resources that belong to others when we have permission.
• Avoid intentional access, sharing, copying, or creation of material that violates the school's Code of Conduct, for example messages that may offend,
threaten or harass; that are rude, discriminatory or pornographic.
• Avoid intentional access, sharing, copying, or creation of material that is illegal (such as obscenity, stolen materials, or illegal copies of copyrighted works).
• Avoid the use of Mobile phones unless given permission by a teacher.
• Follow all BCIS policies, procedures, Code of Conduct and other guidelines.
Consequences for Inappropriate Use of LearningTechnologies
Consequences for inappropriate use of learning technologies will be decided according the BCIS Code of Conduct (see appendix 16) and other relevant
policies and procedures.
Supervision and Monitoring
BCIS, school network administrators and their authorized employees monitor the use of learning technologies to help ensure that use is secure and
in conformity with this policy. Administrators reserve the right to examine, use, and disclose any data found on BCIS information networks in order to
further the health, safety, discipline or security of any community member or other person, or to protect property. They may also use this information in
disciplinary actions, and may be required to furnish evidence of crime to law enforcement officials.
I UNDERSTAND AND AGREETO FOLLOWTHE BCIS RESPONSIBLE USE POLICY
Student: _______________________________ Advisor: _______ Date: _______________
(Signature)
Parent/Guardian: _____________________________ Date:_______________
(Signature)
Parents – Please discuss this policy with your child to ensure s/he understands it.
This policy also provides a recommended framework for technology use at home, at libraries, or other locations.
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APPENDIX 5:BCIS BUS RULES
All BCIS students are entitled to a safe and peaceful journey to and from school. In order for this to happen, we encourage all parents and students to read
the following information and talk about it at home.
Bus pick-up and drop-off times
All buses are running on a schedule and will therefore wait no longer than three minutes at an assigned pick-up point before leaving. Parents are asked to
be at the pickup point 5 minutes before the pick-up time.
Changes to students taking the bus
If your child is not taking their regularly scheduled bus for some reason, an email must be sent to the bus coordinator who will inform the bus monitor. We
will not allow students to change buses in any circumstances without an email. If you take your child home from school please inform the bus coordinator
at schoolbus@bcis.cn also as this will save us time looking for students at the end of the day.
Bus Behavior
1. Remain seated for the entire ride.
2. Younger students will sit near the front of the bus.
3. Seat belts must be worn at all times.
4. Keep head, hands and feet to yourself and inside the bus at all times.
5. Keep bus clean.
6. Talk quietly - yelling or screaming are unacceptable behaviors. Use an inside voice.
7. Be courteous - name calling and inappropriate language is unacceptable.
8. Tampering with safety or emergency bus equipment, or the exit doors, is unacceptable.
9. Throwing any object on the bus, at the bus or out of the bus is unacceptable.
10. Follow all bus monitor’s and driver’s instructions.
Consequences of breaking bus rules
When a student does not adhere to the bus rules the bus monitor will report to the BCIS bus coordinator who in turn will report to the Principal.
BCIS reserves the right to withdraw bus privileges at any given time. Bus fees will not be refunded.
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APPENDIX 6:
BCIS SECONDARY SCHOOLVISITING STUDENT REQUEST FORM
Visitors are normally permitted during break times.
On the occasion when a visitor is also a prospective student, you may request that they also attend classes.
Please ask your advisor, teachers and the Principal for permission at least ONE WEEK before the visit.
Maximum visit length is one school day for visitors who do not live in Beijing.

Student’s Name: ____________________________________

Advisor: ______________

Visitor’s Name: _____________________________________ Date of visit: ___________
Visitor’s relation to student: __________________________________________________
Reason for visit: ___________________________________________________________
________________________________________________________________________
Request initially approved by Principal: _________________________

You must now receive permission from each teacher who will teach you on the day of the visit.
Period			Lesson			Teacher			Teacher’s signature
			
			
			
			
			
			
			
How will your visitor travel to and from school? __________________________________
If necessary, please make arrangements for lunch.
After completing this form, please return it to the Principal for final approval.
Visit approved: _____________________			

Date: ____________

2018/2019
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APPENDIX 7:STATEMENT OF TEMPORARY GUARDIANSHIP
In my/our temporary absence (24 hours or more) from Beijing,
I/We, the undersigned,
Parent(s) of ______________________________________________________________________
Date of Birth (dd/mm/yy) ___________________ Citizenship ______________________________
do hereby appoint, as TEMPORARY GUARDIAN(S) of my/our child, the person(s) whose particulars are indicated below, who will act for and on our behalf
as parents:
Name ___________________________________________________________________________
Address _________________________________________________________________________
Telephone (work) __________________ (home) __________________ (cell) __________________
Email address ____________________________________________________________________
Relationship to student _____________________________________________________________
I/We understand that as far as the school is concerned, guardianship in this case includes, among others, the following specific responsibilities:
Direct care and supervision of the child on matters pertaining to his/her education at the Beijing City International School
Authorization to make decisions, on behalf of the parents, in the event of a medical emergency.
I/We have made the following residential arrangements for my/our child:
My/our child will reside with our temporary guardian
Our temporary guardian will reside in our home with my/our child
Parents’ out of town contact information (phone number, fax number, email address):
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
I/We further understand that it is my/our responsibility to:
• Inform the Secondary School Office Assistant each time my/our absence from my/our child in Beijing is more than 24 hours
• Update the Secondary School Office Assistant if any contact information for myself/ourselves or my/our appointed temporary guardian changes.
The Temporary Guardianship will be effective from _____________ to __________________
If, due to changing circumstances, this date needs to be extended we will notify the school.
Signed this _______________ day of ___________________________________ 20_____________
PARENT(S) GUARDIAN(S)
_____________________________ _______________________________
Signature			 Signature
_____________________________ ________________________________
Please print name 		
Please print name
Please return the completed form to the Secondary School Secretary.
Please note: Domestic helpers do not qualify as acceptable guardians regardless of the age of the student.
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APPENDIX 8: UNACCOMPANIED LEAVE DISCLAIMER
Grades 6 , 7 and 8.
In order to support our security measures and promote safety when students leave the School campus at dismissal, we recommend that G6-8 students
are met and accompanied by an adult when they leave the school campus. However, if parents are willing to allow their son / daughter to leave School
unaccompanied, they must sign the disclaimer below.

Student name ______________________________________ Student grade level ____________

Student Advisor teacher name _________________________
I allow my son/daughter to leave the campus unaccompanied at dismissal time.

Parent Name______________________________________

Parent Signature ___________________________________ Date_____________________

Parent emergency telephone contact number__________________________________________
Students in Grade 12 will receive a for a lunch pass, which allows them to leave the campus during the regular lunch break.
A lunch pass may be revoiced at the Principal's discretion.
Lunch Off Campus:
I give permission for my son/daughter in (Advisory) to be able to leave the campus of BCIS during lunch time to go to lunch off campus. I understand
that my son/daughter will have to be in good standing at the school, use a pass from the Principal in order to be able to sign in and out at the entrance
to the campus. I recognize that the school will not be supervising my son/daughter during their lunch off campus. All school rules are in force while my
son/daughter is having lunch off campus and he or she will behave according to the Code of Conduct of Beijing City International School or she/he is in
danger of losing this opportunity to be off campus.

Student Signature

Print Name

Parent Signature

Print Name

Student Cell Phone #

Parent Emergency Contact #

2018/2019
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APPENDIX 9:BCIS SECONDARY SCHOOLWITHDRAWAL PROCEDURE
When a student is withdrawing from BCIS, parents should use the following two-step procedure:
The parent must inform the SS Principal in advance in writing that their son/daughter will be leaving the school. The written notice of withdrawal must be
dated, and must state the date on which the student will leave the school.
Before leaving the student should complete the Secondary School withdrawal form that is available from the Secondary School Office. All sections of the
form must be completed and signed by the relevant people before the Finance Department can arrange refund of any fees applicable. All school property
must be returned prior to withdrawal. The student or parent may collect any remaining funds on the student lunch card. The parent must settle any
outstanding funds owed on the lunch card prior to withdrawal.
Student Withdrawal Form
Student Name: ________________________

Student Number:_______________________

Grade/Advisor:_________________________

Last day at BCIS: _______________________

All resources and textbooks must be returned. Your teachers will confirm this by signing below.
Please complete the following and obtain the necessary signatures.
Subject/Area		

Teacher Name		

Teacher’s signature		

Admissions Department (1101)
G.A. Department (for bus) (1205)
English
Chinese/Spanish/Korean
Gen. Science
Humanities
Mathematics
Design Tech
Technology
Visual Art
Music
Drama
P.E
Athletics Director
Library
Advisor
Aden Representative
Student ID Card
SS Secretary (2202)
Parent ID Card(s) /Locker Key
Finance
(All dues paid : Yes/No)
SS Principal
Reason For Withdrawal
□ Repatriation to home country
□ Relocation: within China
□ Relocation: outside China
□ Transfer to other school in Beijing
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Home country:
Chinese City / School:
Country relocating to:
Name of School:
2018/2019

Date		

Note

If transferring to another Beijing school,please select from below that which best describes why :
□ Opening at “first choice” school
□ School philosophy
□ Curriculum
□ Faculty

□ After-school activities
□ Parent community
□ Services issues
□ Financial issues

□ Discipline/behavioral issues
□ Location/transportation issues
□ Other (please specify):

Please provide a forwarding or email address: ________________________________________________

For Refund Purposes
Note: ALL receipts must be returned for any refund to be issued
□ Deposit (if applicable)
□ Tuition Fee (if applicable)

□ USD
□ USD

□ RMB ________ Original receipt issued to: __________________
□ RMB ________ Original receipt issued to: __________________

请用中文详细填写下列 1-3 项
T/T information (for parent or company to provide): 如果是国内公司，
(Please provide EXACT details below and write clearly in BLOCK LETTERS. Incomplete information may result in a possible denial of your refund.)
1. Account Name:
2. Account Number:
3. Beneficiary Bank Name:
4. Beneficiary Bank Address:
□ SWIFT

□ IBAN

□ Sort Code (only required for overseas T/T): ____________________________________________________

For Students Entering BCIS Prior to AY 2009/2010: Deposits will be refunded to the same person or party as listed on the Deposit Receipt.
Deposits not claimed within six (6) months from the student’s last day of school will be treated as a donation to the school’s development fund.
Contact Person: ______________________________ Contact Number: ______________________________

Parent Signature: ________________________ Date: ________________________

PLEASE RETURN COMPLETED FORM TO THE SECONDARY SCHOOL SECRETARY

2018/2019

33

APPENDIX 10:DOCUMENT REQUEST FORM
School Document Request Form
General Information:
Student Name: ___________________________ ID Number:_______________________________________
Student Name: ___________________________ ID Number:_______________________________________
Document(s) requested from the School for the above student: please tick the box □
		
Certificate of Enrolment ..............................................................................................................................................................................................................
Academic Transcript (Please provide the name and contact details of
the person or institution who will be receiving this document) ............................................................................................................................................
School Report ................................................................................................................................................................................................................................
Recommendation Letter (Please provide the name(s) and contact
detail(s) of the person or institution who will be receiving this document) .........................................................................................................................

Other*.............................................................................................................................................................................................................................................

□
□
□
□

□

*Please provide a description of the documents you require
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
_____________________________________________________________________________________________________________
Please note that academic transcripts and recommendation letters are sent directly to the institution(s) your son / daughter is applying to. BCIS will not
release academic transcripts or recommendations directly to students or parents (unless government notarization is required) .Other documents can be
collected from the Secondary School Office 10 working days after the request is received.
______________________
Parent Name

______________________
Signature

_____________________
Date

For BCIS office staff
Date Received:_______________________
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Taken By:__________________________

APPENDIX 11:
ACADEMIC HONESTY – BCIS SECONDARY SCHOOL
Background
The IB Learner Profile is embedded in BCIS’s daily life and, therefore, is the cornerstone to this policy. Further guidance comes from the IBO publication
Academic honesty: guidance for schools, September 2007. In developing the BCIS academic honesty policy we encourage our students to be:
• Inquirers – who acquire the skills necessary to conduct inquiry and research
• Knowledgeable – who explore concepts, ideas and issues
• Principled – who act with integrity and honesty, take responsibility for their own actions
• Open-minded – who are accustomed to seeking and evaluating a range of points of view
• Courageous – who are brave and articulate in defending their beliefs
These qualities, when applied to learning and student work, will establish skills and behavior which support good practices for the classroom, for
homework and for the examination level. The good practices are expected to be introduced, modeled and used throughout the school. These practices
will also be clearly articulated – in the case of students in the MYP programme via the Approaches To Learning handbook, and in the case of students in the
DP programme via the DP student handbook.
A Policy statement
At BCIS we place a high value on honesty and this extends to work submitted for assessment. Our expectations are set out below. All members of the
community need to be aware that the school treats academic misconduct as a very serious matter.
Grades 6 & 12
The academically honest student:
DOES
• Document source material in a formal and appropriate manner
• Use direct quotations appropriately
• Understand the concept of plagiarism
• Understand the consequences of cheating regarding both school-based work and external examinations and assessments
• Acknowledge explicitly and appropriately help provided by another person
• Follow all assessment and examination regulations
DOES NOT
• Copy the work of other students
• Give another student his/her work to copy
• Use notes during a test/exam unless allowed by the teacher or permitted by the examination rules
• Do homework for another student
• Present material written by another person as his/her own
• Purchase and submit pieces written by someone else
• Write essays for other students
• Present artistic or creative work in any medium that has literally been reproduced except in a manner allowed by the teacher or permitted by the
examination rules.
In a cohesive and comprehensive way, students will receive instruction in:
1. The rules for acknowledging source material based on standard practice (regarding such areas as footnotes and bibliographies – BCIS generally uses the
MLA style guide)
2. Research writing techniques
3. Data gathering techniques
4. The planning, preparation and execution of research writing assignments
5. Considering bias in reference material
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APPENDIX 12:
BCIS SECONDARY SCHOOL CONSEQUENCES FOR ACADEMIC MISCONDUCT
At BCIS we require our learners to show respect for others not only through their words but also through their actions and deeds. As a school we are firmly
committed to the ideal of academic honest. Our learners are expected to be principled, to act with integrity and assume full responsibility for their actions.
The following information outlines the consequences of academic misconduct:
Infringements are judged to have occurred if a student,
• intentionally plagiarizes, i.e. claims that someone else’s work is their own where original authorship was required and the student is attempting to gain
some credit or benefit
• colludes with others, i.e. uses unattributable information from others (classmates, parents, friends, home based tutors..etc).
• a student who provides information will also be judged to have infringed the code of academic honesty
• falsifies research data or records
• uses sources including those found on the internet, on data bases or those garnered from research inappropriately
• cheats on a test or exam
Each student’s advisor will keep a record of student infringements. Discussions will take place during the weekly grade level meetings and students and
parents will be duly informed and may be asked to participate depending on the nature and frequency of the infringement.
Infringement

1st infringement

2nd infringement

3rd infringement

Consequences
• the student will discuss the matter with their subject teacher
• the case will then be discussed and examined at the weekly advisor meetings
• the infringement will be recorded by the adviser and tracked by the principal
• the student will reflect on what they could do differently next time with both the teacher and adviser present
• parents will be informed by e-mail and be advised on how to support their son or daughter. Parents may wish to or
may be required to come to a school meeting.
• the student will discuss the matter with their subject teacher
• the case will then be immediately discussed and examined by the subject teacher, adviser, grade level facilitator,
MYP coordinator and a Principal
• the infringement will be recorded by the adviser and tracked by the grade level facilitator)
• the student will reflect on what they could do differently next time with the teacher, adviser, grade level facilitator
and one of the Principals present
• parents will be required to come to school to discuss the matter with the Principals and the MYP coordinator
• the infringement will appear on the student transcript
• the student will discuss the matter with their subject teacher
• the case will then be immediately discussed and examined by the subject teacher, adviser, grade level facilitator,
MYP coordinator and a Principal
• the infringement will be recorded by the adviser and tracked by the grade level facilitator)
• parents will be required to come to school to discuss the matter with the Principals and the MYP coordinator
• the infringement will appear on the student transcript and further action will be considered at the discretion of
the Principal

Students will have the right of appeal after each adjudged infringement.
At BCIS we recognize that students at the beginning of the program require more help and guidance to ensure they act in compliance with the expectations
surrounding academic honesty.
We also recognize that in certain circumstances work which appears to be plagiarized may be a learning issue for the student so each case will be examined
with extreme care.
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APPENDIX 13:
BCIS SECONDARY SCHOOL RIGHTS & RESPONSIBILITIES
Rights

Responsibilities

I have the right to be happy and treated with respect,
understanding and politeness.

I have the responsibility to treat others with understanding, respect and
politeness; not to tease others or to hurt their feelings.

I have the right to feel secure and safe.

I have the responsibility to make the school safe by not threatening,
bullying and hurting anyone in any way. I have the responsibility to
observe the safe working and playing requirements which apply.

I have the right to expect my property to be safe.

I have the responsibility not to damage, destroy or steal the property of
the school, or of others. I have the responsibility to safeguard and treat
with respect, property with which I have been provided.

I have the right to learn. Others will not deprive me of this
by their behavior.

I have the responsibility to cooperate with teachers and other students,
to make sure that lessons proceed smoothly and that I keep up-to-date
with required work. I have the responsibility not to behave in a manner
which interferes with other students’ right to learn. I also have the
responsibility to be punctual, to attend school regularly, and to take part
in activities that will be of benefit to me.

I have the right to a healthy lifestyle and environment.

I have the responsibility to care for the school environment; to keep
it neat and clean, and to be prepared to remove litter. I have the
responsibility not to take harmful substances or encourage other
students to do so, both within the school and on trips outside the school.

I have the right to earn the respect, support and pride of
the local community.

I have the responsibility to behave and dress in a manner, which will bring
credit to myself and to the school. I have the responsibility to act with
honesty and integrity.

I have the right to guidance in learning self-discipline.

I have the responsibility to learn, and to encourage others to learn, selfdiscipline.
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APPENDIX 14:
BCIS SECONDARY SCHOOLTRIP BEHAVIOR CODE
At BCIS we are committed to providing a safe and respectful learning experiences beyond the classroom walls and highly value the experiential learning
that takes place during our Week Without and Walls (WWW) and other field trips offered throughout the year.
Student safety is foremost in the planning of all our school trips, as is our intention to promote positive behaviour and communicate a common
understanding of the desired BCIS behavioural expectations while both on and off campus. It is especially important that we represent our BCIS school
community through positive interactions, attitudes and behaviour that both reflect the IB learner profile and our school mission.
The BCIS Secondary School has identified four guiding behavioural expectations. The following are exemplars:
Be Safe
• Follow school behavior expectations at all times
• Follow instructions from teachers / instructors at all times
• Make safe and responsible health choices-smoking or consumption of alcohol or illegal non-prescription drugs is strictly forbidden
• Stay in assigned groups of at least groups of three and all follow communication instructions
• Meet the rest of the group at assigned meeting point and time
Be Responsible
• Complete all trip documentation
• Follow packing guidelines and be responsible for your belongings
• Be on time
• Look after the environment and by keeping areas clean
Be Respectful
• Communicate to members of the community and other travellers with respect
• Play fairly
• Use appropriate language at all times
• Display positive body language at all times
• Treat all facilities and property with respect
• If you notice any damage to facilities, or cause any damage yourself, report it immediately to a teacher
• Respect the rights of others using the facility
• Interact appropriately and avoid inappropriate public displays of physical affection
Be Compassionate
• Offer help, support and encouragement to fellow travelers
• Show empathy for other’s feeling when they may face challenging situations
• Be an Up-Stander and support peers if you witness inappropriate behaviour or bullying
• Look for opportunities to be involved in activities and service to our school and wider community
• Please thank all hosts and trip organizers for making the trip possible and fun for you.
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APPENDIX 15:
BCIS SECONDARY SCHOOL CODE OF CONDUCT
The following Code of Conduct is a general set of guidelines that will contribute to a respectful learning community.
Code of Conduct
A. General
• Students are expected to follow all reasonable instructions from BCIS staff
• Aggressive behavior and offensive language will not be tolerated
• Students may not bring any weapon to school or any item that resembles a weapon including toys.
• Chewing gum is not allowed in the school, daytime school fieldtrips or on school buses
• Illegal drugs, cigarettes and alcohol are not permitted at school or school sponsored trips and events.
• Students will attend all classes and activities for which they have subscribed
• For safety reasons, earphones should not be used in class or on a scheduled activity without permission from the teacher.
B.Late arrival/movement around school
• Students are expected to arrive at school before 8:10 and be punctual for all classes.
• Students should not be on campus before 7:45 a.m.
• Students arriving late must report to the Secondary School Assistant, who will register their arrival
• Lockers should be visited before advisory, at the start or end of break and at the start or end of lunch, or, at other times with permission from their
teacher
• Students will be dismissed punctually from classes. Students should move quickly (though not by running) between classes
• Students should only be on campus after 3:30 p.m. (2:40 p.m. Wednesday) when they are participating in EAs or under direct supervision of a teacher. In
addition, High School students may remain on campus in agreed meeting and study areas.
• Students should only be in supervised areas. Inbounds and out of bounds areas are defined on duty schedules.
• Students needing to leave campus on a non-school activity before the end of the day require permission from their parent by email, note or telephone
call to the Secondary School Secretary or Principal. Upon approval by the principal, the secretary will prepare a Sign Out form for the student to collect and
take with them to show the guards in order to leave campus.
• Students needing to visit the Health Center, need to collect a completed Health Centre permission form from their teacher or Secondary School
Secretary. The nurse on duty will give the student a return to class form which must be given to the teacher. Injuries and emergencies should be attended
to urgently.
• Grade 6-11 students are not allowed to use the elevators unless given an elevator pass from the principal. Teachers will be informed of students with
elevator passes. Grade 12 students are permitted to use the elevator.
C.Valuable items
• All students are issued with a lockable locker and are encouraged to use it to store valuables. For smaller items, such as wallets with money, mobile
phones and iPods, students are encouraged not to bring these to school. However, if they choose to bring these items to school they are encouraged to
carry these on their person. Valuable items should not be left in school bags or in unsecured areas. While BCIS is serious about maintaining a safe campus,
we expect students take responsibility for their belongings, to minimize the chance of loss or damage. While the school will try to locate lost items, the
school will not accept responsibility for personal items. Specifically:
• Laptops should be brought to all classes, as directed by teachers. Laptops should be stored in lockers during PE lessons. At break times laptops should be
in lockers, or, carried with the student. Laptops should not be open or on tables in the cafeteria and loft during break and lunch times.
• Students should not bring valuable jewelry or other expensive non-essential items to school.
D.Dress Code
• While there is no regular school uniform at BCIS, we expect students to dress in a way that respects the fact that we are a N-12 school and that respects
different cultural values, including those of our parents and our many visitors. Specifically:
• Students should wear school issued PE uniform to PE classes.
• Students should wear full team uniform when representing the school in sports.
• Shorts and dresses should be no shorter than one hand width above the knee.
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Undergarments should not be visible while standing, bending or sitting.
• Revealing tops are not permitted.
• Images or text on clothing, or, tattoos which might be interpreted as offensive or insensitive are not allowed.
• Flip-flops should not be worn. For safety reasons, teachers will direct students to wear appropriate footwear to be able to participate in practical activities
and fieldtrips
• Hair should be tied up for practical subjects, as directed by the teacher.
• Students should not wear/have piercings that impinge on their safety.
• Students should not wear headwear in the school building (unless worn for religious reasons, prescribed by a physician or for special school events)
• Please note – the PE and Science Departments will issue rules regarding removal of jewelry and use of sports kit
E. Cafeteria
• Students shall stay in supervised areas on the ground floor during break and lunchtime unless you have a planned meeting with a teacher.
• Food and drinks can only be consumed on the ground floor.
• Water may be drunk upstairs.
• Please do not take food and drink into the library, theatre, gym or on to the field.
• Please tidy up when you have finished eating and drinking and clean up if you drop or spill any food or drink.
• Keep your computers in your lockers or bags when you or your friends are eating and drinking.
• Computers may not be used in the cafeteria or snack bar during scheduled breaks.
• Please do not sit on the arms of chairs or on the tables.
• Please do not put your feet on the furniture.
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APPENDIX 16:
BCIS SECONDARY SCHOOL DISCIPLINE FLOW CHART
The Student Behavior and Discipline Flow Chart guides our process, response and decision-making regarding behavioral and welfare issues.

2018/2019

41

APPENDIX 17:BCIS SECONDARY SCHOOL EXPECTATIONS
REGARDING SPORT TEAM PARTICIPATION
Students must sign up for sport teams by providing all required information using the online sport sign up system.
• A link to the online sign up system will be provided for all students through the Student Bulletin at the beginning of each season.
• After registering for a sport online, students may only resign from participation in a team after a face-to-face conversation with the Athletic Director.
• Players are expected to attend all trainings and games.
• If players need to miss a training or game they should inform the team coach before the event.
• Players must arrive at training on time and with all appropriate uniform items and equipment. This includes appropriate footwear and safety equipment
specific to each sport: soccer boots and shin guards for soccer/knee pads for volleyball
• Long hair must be tied up and kept off the face for all trainings and games.
• Jewelry should be removed for training and games in sports involving any contact (soccer, basketball) or if in the opinion of the coach there is a safety or
performance issue (for example: long or bulky necklaces or earrings in any sport).
• Players should respect the time and effort of their coach and team-mates by being fully involved and attentive and endeavoring to do their best at all
times.
• Students need special permission from coaches, the athletic director and supervisor of other activities, to be involved in multiple activities in the same
season.
• For those students permitted to participate in multiple activities, and, in recognition of the fact that conflicts with dates will sometimes occur, the decision
of which event should be given priority will be left with the coaches/supervisors/athletic director, not the athlete. Unless, extraordinary circumstances
prevail, a game will take precedence over a practice/rehearsal.
• Students should make every effort to schedule appointments (i.e. tutorials/medical) outside of team practice times and competitions.
• Injured players are still required to attend each practice/game the team holds unless permission to be absent has been secured from the coach. This will
keep the player current with the progress of the team.
Collection of Students After Sporting Events
Please be aware that because of the nature of Beijing traffic, it is impossible to provide an accurate time for collection of students after sporting matches.
For sport games played on normal training days:
Games played at BCIS Games will start as close to 4.15 pm as possible (dependent on arrival time of the visiting team)
Please remember that parents are responsible for ensuring that their child has transportation after games, as games will usually finish after the 5:30 pm
bus.
Students should not expect to be able to catch a school bus after games scheduled at BCIS.
Games played away from BCIS:
Students will board the bus to travel to the game as soon as possible after school finishes.
Games will start as soon as possible after our team arrives at the host school.
Students will return to BCIS by bus as soon as the game is completed.
Students will be asked to contact their parents by telephone when the bus departs the event venue to provide an estimated return time.
Please remember that when BCIS plays at another school parents must arrange to pick up their child as we will definitely not be back in time for the 5:30
pm bus.
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APPENDIX 18:
BCIS SECONDARY SCHOOL SCIENCE LAB SAFETY CONTRACT
Science is a hands-on laboratory class. However, science activities may have potential hazards. We will use some equipment and organisms that may be
dangerous if not handled properly. Safety in the science classroom is an important part of the scientific process. To ensure a safe classroom, a list of rules
has been developed and is called the Science Safety Contract. These rules must be followed at all times. Additional safety instructions will be given for each
activity.
Safety Rules
1. Conduct yourself in a responsible manner at all times in the science room. Horseplay, practical jokes, pranks, and running will not be tolerated.
2. Listen carefully. Follow all written and verbal instructions carefully. Ask your teacher questions if you do not understand the instructions.
3. Do not touch any equipment, supplies, organisms, or other materials in the science room without permission from the teacher.
4. Perform only authorized and approved experiments. Ask for permission to do an exploration. Do not conduct any experiments when the teacher is out
of the room.
5. Never eat, drink, chew gum, or taste anything in the science room unless the teacher tells you.
6. Keep hands away from face, eyes, and mouth when using science materials or when working with either chemicals or organisms. Wash your hands with
soap and water before leaving the science room.
7. Wear safety glasses or goggles when instructed. Never remove safety glasses or goggles during an experiment.
8. Keep your work area and the science room neat and clean. Clean all work areas and equipment at the end of the experiment. Return all equipment clean
and in working order to the proper storage area.
9. Follow your teacher’s instructions to dispose of any waste materials generated in an experiment.
10. Report any accident (fire, spill, breakage, etc.), injury (cut, burn, etc.), or hazardous condition (broken equipment, etc.) to the teacher immediately.
11. Consider all chemicals used in the science room to be dangerous. Do not touch or smell any chemicals unless specifically instructed to do so.
12. Handle all glassware with care. Never pick up hot or broken glassware with your bare hands.
13. Use extreme caution when using matches, a burner, or hot plate. Only light burners when instructed and do not put anything into a flame unless
specifically instructed to do so. Do not leave a lit burner unattended.
14. Dress properly-- long hair must be tied back, no dangling jewelry, no loose or baggy clothing, and no sandals. Wear aprons when instructed.
15. Always carry a microscope with both hands. Hold the arm with one hand; place the other hand under the base.
16. Treat all preserved specimens and dissecting supplies with care and respect.
17. Learn where the safety equipment is located and how to use it. Know where the exits are located and what to do in case of an emergency or fire drill.
Agreements
I, _____________________________________, have read and understand each of the above safety rules set forth in this contract. I agree to follow
them to ensure not only my safety but also the safety of others in the science classroom or laboratory. I also agree to follow the general rules of appropriate
behavior in the classroom at all times to avoid accidents and to provide a safe learning environment for everyone. I understand that if I do not follow all the
rules and safety precautions, I will not be allowed to participate in science activities.
______________________________________
(student signature)

Date: ______________

Dear Parent or Guardian:
We feel that you should be informed of the school’s effort to create and maintain a safe science classroom/ laboratory environment. Please read the list
of safety rules. Your signatures on this contract indicates that you have read this Science Safety Contract, reviewed it with your child, and are aware of the
measures taken to ensure the safety of your son/daughter in the science classroom.
_______________________________________
(parent/ guardian signature)

Date: ______________
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APPENDIX 19:
BCIS SECONDARY SCHOOL DEADLINE POLICY
At BCIS we firmly believe that all members of the community should complete tasks on time.
As a school we want our students to be self-regulated and independent individuals. We believe that we are all life-long learners and we strive to achieve
this goal.
We recognize the importance of self-management as a key approach to learning and we believe that students will become more effective learners if they
understand the importance of developing good study skills and habits.
We acknowledge the fact that some learners may require additional support or accommodation to enable them to meet their deadlines.
The Student’s Rights:
• Assessments that require preparation are scheduled on ManageBac
• Opportunities to check and monitor progress will be also be built into larger projects
• Students identified as having special requirements should be considered on a case by case basis
Student Expectations:
• Students are expected to submit work on time
• Students must establish an extension with the teacher in advance
• Students are expected to have a meeting with the teacher if a deadline cannot be met for any reason.
Students are expected to submit work on time or, failing that, to have a meeting with the teacher if a deadline cannot be met for any reason.
Students in G11 and G12 who fail to hand work in on time, without approved supporting documentation from home/medical professional he or she
will be awarded an NDOL (Non-Demonstration of Learning) grade for the assignment. Teachers will inform parents/student when an NDOL is awarded.
Teachers will give feedback on the assignment once it comes in but the NDOL mark remains for that particular assignment.
Additional Information:
• If a student is absent it is their responsibility to find out about any missed tasks or assignments
• Students who are absent when on a due date must submit the work on the day they return to school
• Students absent for several days who have not received homework or task instructions will be expected to submit the assignment in a reasonable time
scale in consultation with their teacher
• Students absent from school who receive less time to complete an assignment may negotiate additional time at the discretion of the subject teacher
either before or after the period of absence. Students will be given additional time up to the equivalent of the period of absence in order to complete the
assignment.
• Missing work may impact upon criterion scores
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APPENDIX 20:BCIS SECONDARY SCHOOL SUPPORT FOR CONTINUED
LEARNING THROUGH ENFORCED SCHOOL CLOSURE
Enforced School Closure is for a period where students and teachers are advised not to attend school but can/must remain in the city. This
procedure assumes the availability of Internet communication. When governments of countries of citizenship recommend evacuation of
families and staff from the city, the continued learning strategy below cannot be enforced. However, teachers and the school will discuss
strategies that can best be employed to support continued learning for students during these times. This might include online learning
programs and contacting the IBO for advice on delayed or alternative assessment dates including examinations.
Once the Head of School officially informs the school community of school closure, the following procedure will be implemented to ensure
continued learning for BCIS students:
• Teachers will be informed of school closure and will be informed of their duty to continue to provide learning activities and assessment for
students during the period of school closure.
• In preparation for the possibility that access to BCIS eLearning portal and email servers is interrupted, updated parent email contact lists will be
given to teachers.
• Notices to students about learning would be advertised via the eLearning portal, with urgent messages also communicated via email and
SMS. If the BCIS eLearning portal and email become unavailable, teachers will then be required to email parents from a personal email address.
We advise teachers to create a new Hotmail/gmail/yahoo account at that time for this specific purpose.
• Teachers will provide lesson overviews including appropriate activities with instructions to students and parents.
• Students and parents will be advised to check ManageBac for all classes each day and to download work to their laptops as soon as received
to limit possible disruption to learning due to limitations to internet access. This also gives students the opportunity to contact teachers with
questions ahead of the lesson date if there appears to be problem in the communication.
• Teachers will be available for online communication during the contracted school hours and are encouraged to check outside of these times
as needed.
• Students will complete assignments and teachers will provide timely and constructive feedback.
The Educational Leadership Team (school principals) will be in touch regularly to give updates and keep families and teachers as informed as
possible.
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APPENDIX 21:
BCIS SECONDARY SCHOOL SUPPORT FOR APPROVED STUDENT ABSENCE
Dear Teachers,
I will be absent from class for the days and lessons listed below. My commitment is that I will make up any work missed by the times I negotiate with
you.
My reason for this request is
____________________________________________________________________________________________
____________________________________________________________________________________________
To indicate that we have discussed this, please initial against the class times I will miss. You are welcome to include comments.
Day :

Date :

Activity or Event :

Period
Subject
Work on Wiki
Work on Mbac
1					
2					
3					
4					
5					
6					
7					
Day :

Date :

Notes or concerns

Activity or Event :

Period
Subject
Work on Wiki
Work on Mbac
1					
2					
3					
4					
5					
6					
7					

Notes or concerns

Thank you for your support and giving me this opportunity.
Sincerely,
Student Name					Student Signature
Parent Name 					Parent Signature
Advisor Name			

		

Advisor Signature

Please return this form to the Secondary School office for approval from a principal.
Principal’s Signature _______________________________________________
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Teacher’s Initials
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Teacher’s Initials

www.bcis.cn

Main Campus:
北京乐成国际学校联系方式：
Tel: +86 10 8771 7171. Fax: +86 10 8771 7778
Email: admissions@bcis.cn. Web: www.bcis.cn
No. 77 Baiziwan Nan Er Road, Chaoyang District, Beijing 100022, P.R. China
地址:北京市朝阳区百子湾南二路77号, 100022

ECC Campus:
北京乐成国际学校幼儿园联系方式：
Tel: +86 10 6770 0766
No. 11 Dongbai Street, Chaoyang District, Beijing 100022, P.R. China
地址:北京市朝阳区东柏街11号, 100022
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