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ACADEMIC HONESTY POLICY
Philosophy Statement
Academic Honesty is “a set of values and skills that promote personal integrity and
good practice in teaching, learning and assessment” (Academic Honesty: Diploma Programme, p.2
). Respecting the right and /property of others is essential to becoming a principled, life-long learner
who recognizes others’ contributions to their own learning. Addressing concepts related to
academic honesty, especially ownership/authorship, intellectual property and authenticity, is an
essential component of an education that addresses lifelong learning, personal responsibility, and
the development of Christ-like attitudes and actions.
TCIS is committed to helping students - individuals who face a variety of influences in their lives,
including such things as social pressures, cultural and family expectations, positive and negative
role modeling - undertake academically honest practices in both their personal and academic lives.
There are many benefits for a person who undertakes academic honesty. TCIS faculty and staff aim
to address the benefits of a variety of academically honest actions, including properly conducting
research, giving proper credit to information borrowed from sources, and respecting the integrity of
all forms of internal and external assessment at TCIS. This is done by providing students with the
knowledge and practical skills necessary to apply the concepts of academic honesty to their work.

Education about and Support for Academic Honesty
Members of the TCIS community strive to live up to the IB Learner Profile “Principled” by acting with
“integrity and honesty, with a strong sense of fairness, justice and respect for the dignity of the
individual, groups and communities”. (p.1 of IB Learner Profile) To this end, TCIS is committed to
providing education about how and why one should be principled as well as to giving students
opportunities to develop the skills that a principled person regularly exhibits.
During the evolution of their own personal sense of academic honesty, TCIS students are allowed to
learn and grow from their mistakes. TCIS is committed to providing continuous education about the
purpose and practices of academic honesty during the various stages of a student’s development,
including the articulation between the three IB programmes and between IB programmes and future
educational pathways.
TCIS teachers provide opportunities for students to practice appropriate citing and referencing,
note-making, and preparing a bibliography or works cited page. In addition, teachers ensure that
students understand the concepts of plagiarism, collusion, duplication of work, misconduct during
examinations or other non-collaborative assessments, and disclosing information to, or receiving
information from, another student.
All TCIS teachers endeavor to (adapted from p. 8-9, 12 of Academic Honesty in the IB Educational
Context):
● explain what academic honesty means in specific terms and provide clear criteria for
measuring academic misconduct, including giving examples
● emphasize ethical use of information as students engage in the inquiry process to construct
new learning based on what they know and learn from other sources
● develop students’ personal responsibility for academic honesty and the ability to recognize
what behaviors constitute academic misconduct

●
●
●

●
●
●
●
●
●

helps students and parents see academic honesty as a larger set of values and skills that
promote lifelong learning
address approaches to learning (self management skills, social skills, communication skills,
thinking skills and research skills) across the curriculum
engage in collaborative planning with other teachers, the Librarians, and the Media
Integration Specialists to agree on expectations and teaching strategies for promoting
academic honesty
ensure that students adhere to agreements related to the responsible use of information
technology and media resources
set age-appropriate expectations and practice regarding references, citations, quotations
and paraphrasing
model academically honest practices in the creation of their own teaching materials (e.g.,
correctly citing images, text etc. used in presentations, example papers, etc.)
emphasize that the process of learning is as important as the final product/outcome
generated
give clear guidelines for individual and group work
regularly engage with students during learning activities to provide opportunities for
student/teacher interactions that are collaborative as well as evaluative.

In addition,
TCIS PYP teachers endeavor to (adapted from pp.8-9 of Academic Honesty in the IB Educational
Context):
● foster and encourage attitudes of confidence, independence, integrity, and respect,
particularly as they relate to student development personal academic honesty
● provide examples of the PYP attitudes when giving examples of academic honesty for
students in classroom and homework practices, in group work and in other activities
● provide age-appropriate modeling of academic honesty practices
● ensure parents are engaged in the process and provided with regular and frequent
examples of the academic honesty policy.
TCIS MYP teachers endeavor to (adapted from p. 12 of Academic Honesty in the IB Educational
Context):
● help students develop strategies to create and consume information in the context of
building more adult-like, personal and social identities
● see the context of adolescence as one that provides increasing personal, family, and peer
pressure to achieve and perform
● recognize that ATL are particularly relevant to academic honesty given the clear links to
students’ developing competencies in self-management, research and communication
● introduce students to the importance of the process journal as a tool that promotes
academic honesty
● guide and support students in the development of academic honesty in ways that prepare
them for further study
● help students develop the understandings and the behaviors (e.g., exam preparation skills,
understanding the importance of formative work/assessment, etc.) necessary to avoid
academic honesty violations in formal high-stakes assessment as well as externally
assessed coursework and culminating projects
● authenticate student work completed for the Personal Project and for external MYP
certification purposes, including assisting students with the use of turnitin.com where
needed
TCIS DP teachers endeavor to (adapted from p. 16 of Academic Honesty in the IB Educational
Context):

●
●

●

●
●

●
●
●

help students understand that, at the DP level, students bear the sole responsibility for any
case of academic misconduct in which they are involved
help students to develop formal research skills, sound study habits, and other behaviors
that enable them to produce original, authentic work.
○ These behaviors include but are not limited to:
■ investigating and evaluating the usefulness of a variety of resources
■ incorporating and referencing sources within oral and written presentations
■ developing long-term organizational and self-management skills.
observe all internal deadlines set by the DP Coordinator. [NB: Meeting internal deadlines is
beneficial to students as it may allow time for revision prior to the final submission in case
questions arise regarding authorship (Academic Honesty: Diploma Programme, p. 8). DP
teachers will not allow extensions of internal deadlines without consultation with the DP
Coordinator.]
support students in the development of academic honesty in ways that prepare them for
further study beyond Secondary School
authenticate student work completed for Internal Assessments, the Extended Essay and all
other externally assessed work via means such as submission through turnitin.com,
conducting Viva Voce interviews, judging current student work against previous work done
by students, etc.
demonstrate for students how the turnitin.com application on Schoology is used prior to
submission of student work to the IB
maintain all completed and uncompleted assessments in secure, locked locations
ensure all students are assessed in a classroom environment that is conducive to academic
honesty
○ For example, in a testing situation, there should be
■ no electronic devices (except those as appropriate, for example, graphing
calculators)
■ no headphones
■ no watches that have smart phone or calculation capabilities
■ no pens or other writing utensils that allow for the transfer of information
■ no talking
■ no distractions
■ no information provided on posters that help the student inappropriately
■ appropriate seating arrangements
■ and other means conducive to academically honest behaviors.

Student Responsibility for Academic Honesty
TCIS students are expected to produce work that is authentic and a genuine reflection of their
understandings, attitudes, skills and overall learning. To this end, TCIS students uphold the highest
standards of academic honesty. In the Secondary School, students may be asked to sign an
Integrity Pledge before completing a summative assessment, the purpose of which is to encourage
and remind students of the importance of academic honesty.
All TCIS students endeavor to:
● be principled in all areas of their academic and personal lives
● take personal responsibility for their own academic honesty and for recognition of what
behaviors constitute academic misconduct (at age-appropriate levels)
● see academic honesty as a larger set of values and skills that promote lifelong learning and
being principled as a lifelong goal/process

●
●
●
●
●
●

engage in inquiry and ethically use information to construct new learning based on what
they know and learn from other sources
develop their approaches to learning (self management skills, social skills, communication
skills, thinking skills and research skills) in all of their courses and units of study
engage with other students, teachers, the Librarians, the Media Integration Specialists and
the Technology Coordinator to promote academic honesty
adhere to agreements related to the responsible use of information technology and media
resources
follow guidelines given for individual and group work
follow age-appropriate expectations and practices regarding references, citations,
quotations and paraphrasing.

In addition,
TCIS PYP students endeavor to:
● exemplify the IB learner profile and the PYP attitudes that relate to academic honesty in
their classroom and homework practices, in group work, and in other activities
● understand and follow Elementary School academic honesty guidelines for individual and
group work
● authenticate their work for the PYP Exhibition.
Furthermore, in PYP Grade K1 to Grade 2, the academically honest student:
DOES
Look at and read books and print material in
order to learn new information
Summarize key understandings from audiovisual material
Begin to put information together from several
sources into independent ideas and
understandings
Understand copying as cheating
With teacher guidance, begin to use keywords to
take notes from written or visual materials
Begin to use team work together in groups to
share information gathering and presentation
with contribution from all group members.

DOES NOT
Acknowledge help from parents, older students
and friends
Present parent or other persons’ work as his or
her own (the importance of this is explained to
parents)
Copy whole sentences from a book or print
material onto his or her own paper
Copy classwork from another student
Communicate new knowledge in his/her own
words
Pass off another student’s work as his or her
own when working in groups

Students will learn:
● To read factual text for information
● To distinguish fact from opinion
● To identify contents, index, and headings in books
● To create guiding questions for form, function, causation and change
● Dictionary skills
● Scanning for information in simple texts
● With teacher guidance, how to find keywords in text
● Simple summary skills, both orally and in written form
● How to acknowledge both what one knows and what one does not yet know with
confidence, while maintaining a sense of self-worth
● Simple ways to acknowledge information derived from others
● How to work to gather information, share and assimilate ideas and present learning in a
group

●

What constitutes copying.

In PYP Grades 3 to 5, the academically honest student:
DOES
Acknowledge help from parents, older students
and friends, and group members

DOES NOT
Present parent or other persons’ work as her/his
own (the importance of this is explained to
parents)
Present other persons’ work as his or her own
(the seriousness of plagiarism is explained)
Copy classwork from another student without
permission (as in during group or pair work)

Read from several sources, including print
sources, in order to gather information
Take notes in his/her own words, using key
words and paraphrasing skills
Begin to use first person sources and interviews
in information
Summarize understandings from audiovisual
material in his or her own words
Write reports and summaries of information in
his/her own words with a developing style of
academic language
Acknowledge sources in a bibliography
Copy from notes or others on tests
Is able to assimilate knowledge from several
sources into independent ideas and
understandings
Understand plagiarism as cheating
Understand that downloading or copying from
electronic sources without permission is cheating
Work collaboratively in groups and contributes
by sharing information and presenting
understandings

Pass off another student’s work as his or her
own when working in groups
Copy phrases or sentences from any source as
his or her own
Copy another student’s homework or allow
another student to copy his/her homework
without permission
Copy from notes or others on tests
Present material that is not true, or fictitious, as
fact

	
  
	
  
	
  
	
  

Students learn:
● How to organize research independently from sources
● To work from guiding questions to organize inquiry and frame research
● Research skills for print, audiovisual, and electronic sources
● To evaluate sources for fact or opinion
● To skim and scan for information
● Dictionary and thesaurus skills
● To use book, print, and electronic contents and indexes
● Basic note-taking skills
● Summary skills both orally and in written form
● To write drafts from notes and edit and revise drafts in one’s own words
● To determine and what one does not yet know and make goals to improve in knowledge or
understanding
● Simple bibliography format
● Use of quotations
● Simple interview techniques
● Effective group work, sharing, and presentation
● What constitutes plagiarism
● The relationships between knowledge, responsibility, action, and personal integrity

TCIS MYP students endeavor to:
● if asked by a teacher, sign the Integrity Pledge on summative assessments to validate that
there has been no academic misconduct during the completion of the assignment: “On my
honor, I have neither given nor received unauthorized aid on this assignment.”
● authenticate their work on the Personal Project and other assessments that are sent to the
IB for external moderating or marking
● conduct themselves in an academically honest and principled manner when sitting for
external IB assessments.
TCIS DP students endeavor to:
● if asked by a teacher, sign the Integrity Pledge on summative assessments to to validate
that there has been no academic misconduct during the completion of the assignment: “On
my honor, I have neither given nor received unauthorized aid on this assignment.”
● meet all internal deadlines [NB: Meeting these deadlines is beneficial to the student as it
may allow time for revision work prior to the final submission, in case questions arise
regarding authorship (p.8 of Academic Honesty: Diploma Programme)]
● adhere to all regulations outlined in the IB publication “Conduct in the IB Examinations”
when sitting for external IB assessments
● take sole responsibility for their academic misconduct.

School Responsibility for Academic Honesty
TCIS provides a safe learning environment where expectations and procedures are transparent and
fair. The PYP, MYP, and DP Coordinators, along with the Librarians, the Media Integration
Specialists and the Technology Coordinator promote Academic Honesty principles and procedures
throughout the three IB programmes by providing professional development for teachers and by
promoting awareness among students and parents.
The TCIS PYP Coordinator endeavors to:
● provide professional development for all PYP teachers on the TCIS Academic Honesty
Policy as it relates to the PYP
● collaborate with the Librarians, the Media Integration Specialists and the Technology
Coordinator to promote the teaching and practice of academic honesty in PYP classrooms
and units of study
● provide all PYP students and parents with the General Regulations: Primary Years
Programme Handout.
The TCIS MYP Coordinator endeavors to:
● provide professional development for all MYP teachers on the TCIS Academic Honesty
Policy as it relates to the MYP
● collaborate with the Librarians, the Media Integration Specialists and the Technology
Coordinator to promote the teaching and practice of academic honesty in MYP classrooms
and units of study
● provide all MYP students and parents with a copy of General Regulations: Middle Years
Programme
● authenticate student work sent to the IB for MYP certification purposes, including requiring
students and supervisors complete the Academic Honesty Form for the Personal Project
● ensure that students’ and invigilators’/proctors’ conduct during the MYP on-screen
examinations adheres to IB regulations and report misconduct to the IB according to IB
regulations.

The TCIS DP Coordinator endeavors to:
● provide professional development for all DP teachers on the TCIS Academic Honesty Policy
as it relates to the DP
● provide all DP students and parents with a copy of General Regulations: Diploma
Programme, along with the Academic Honesty in the Diploma Programme flyer.
● in conjunction with the Librarians, the Media Integration Specialists and the Technology
Coordinator provide instruction and support on how to use turnitin.com and the app for
Turnitin on Schoology
● communicate expectations for meeting internal deadlines to students, parents and teachers
● in conjunction with the TCIS administration, handle any academic misconduct issues that
may arise
● in conjunction with DP Teachers, the EE Coordinator, and EE Supervisors, authenticate
student work completed for Internal Assessments, the Extended Essay and all other
externally assessed work
● in conjunction with the CAS Coordinator, ensure that students are committed to meaningful
experiential learning through the CAS program and accurately represent their
experiences/commitments
● ensure that students’ and invigilators’/proctors’ conduct during the DP examinations
adheres to IB regulations and report misconduct to the IB according to IB regulations.
TCIS Administration endeavors to:
● provide support for the collaborative teaching and planning of approaches to learning
across the curriculum, including the delivery of skills which promote academic honesty
● provide discipline mechanisms to carry out the TCIS Academic Honesty Policy, particularly
in relation to academic misconduct
● communicate with parents and other stakeholders regarding the TCIS Academic Honesty
Policy and practices for dealing with breaches of academic honesty
● ensure that the TCIS Academic Honesty Policy is regularly reviewed and that its review
involves all relevant stakeholders.

Parent Responsibility for Academic Honesty
TCIS engages parents in the process of promoting academic honesty by regularly providing them
with examples of the TCIS Academic Honesty Policy and by sharing with them strategies for
ensuring engagement and responsibility with academic honesty on their childrens’ part.
TCIS parents endeavor to:
● establish a good level of communication with TCIS so that they understand the
requirements of the IB programmes and what is expected of students
● understand TCIS expectations and guidelines for academic honesty
● help their children develop approaches to learning that can assist them with behaving in an
academically honest manner in both their school and personal lives
● help their children develop the traits of the IB Learner Profile, particularly being principled
● encourage their children to plan their work carefully and provide support with the scheduling
of work, particularly if there are many assignments to be completed simultaneously
● enable their children to do their own work and encourage them to ask a teacher for advice if
they are having difficulty with their work
● become familiar with the TCIS Learning Commons website and the resources it contains to
assist students with citation of sources and management of inquiry

●

●

●
●

ensure that any outside support provided for their children (e.g., tutoring) is done in an
academically honest manner and does not provide an advantage for their children in
relation to the assessments undertaken in IB programmes
ensure that their children understand what constitutes academic misconduct; what are the
consequences of academic misconduct; and how these consequences may differ
depending upon the nature of the assessment task and the audience for the student work
(i.e., internal vs external assessment; IB generated grades vs TCIS grades; etc.)
read and understand the General Regulations document for the IB Programme(s) in which
their children are enrolled
if their child is an IB Diploma student, understand and assist their child with adhering to the
Academic Honesty in the Diploma Programme flyer.

Examples of Academic Misconduct
These actions constitute academic misconduct (adapted from p.3 of Academic Honesty: Diploma
Programme):
● Plagiarism - the representation of the ideas or work of another person as your own
○ copying and pasting information from sources without citing the source, including
images
○ paraphrasing information or ideas from sources without citing the source
○ getting assistance from a tutor/outside helper to the extent that the tutor’s/helper’s
ideas are represented as the student’s own ideas.
● Inappropriate use of translation devices
○ use of a dictionary and/or electronic translation device to generate work for the
target langauge of a Language Acquisition class (e.g., write the work in English first
and then use Google Translator or another device to translate it into Spanish; etc.)
● Collusion - supporting malpractice by another student
○ allowing your work to be copied by another student
○ allowing your work to be submitted for assessment by another student.
● Duplication of work
○ submitting prior work as original, current work
○ submitting the same piece of work or parts of it for different assignments in different
DP courses and/or to meet different IB Diploma requirements.
● Misconduct during an examination
○ sharing information during an assessment
○ receiving information during an assessment
○ possession of unauthorized material
○ any other behaviour that results in, or may result in, a student gaining an unfair
advantage in one or more assessment components.
● Misconduct with disclosure of information
○ disclosing information to another student about the content of examinations or other
non-collaborative assessments
○ receiving information from another student about the content of examinations or
other non-collaborative assessments.
PYP scenarios (adapted from pp.10-11 of Academic Honesty in the IB Educational Context)
●

Group Work
○ Scenario: Kindergarten students are working together in small groups. The teacher
notices that one student is not participating

○

●

●

Positive Intervention: The teacher has a one-to-one conversation with the student
and encourages participation by asking questions and reminding the student of the
importance of presenting his/her own ideas. A few moments later, the teacher
gently reminds the class of the essential agreements for group work and that every
student should have a chance to offer new or different ideas that reflect the
creativity and collaboration of the team. The students are also reminded of the
importance of practising social, communication and thinking skills.
Inquiry/Learning Commons
○ Scenario: To further develop skills related to academic honesty, the library/media
specialist has chosen the key concept of responsibility and the PYP attitude of
respect as a central theme.
○ Positive Intervention: The Librarian/Media Integration Specialist leads discussions
across grade/year levels about how authors create work, and the importance of
respecting intellectual property. Students learn that they have the responsibility to
cite sources beginning in K1. The Librarian/Media Integration Specialist explains
that the sources are a “road map” for the students, and that it is important to
acknowledge the author out of respect. Thus, students are taught how to create a
bibliography or a page of works cited.
PYP Exhibition
○ Scenario: A Grade 5 student is working on the exhibition. During the research
process, a variety of sources, including books, blogs, internet videos and print
articles were accessed. The student has used items from web searches as part of
his visual presentation. Since the information is easily available, he is confused
about whether or not all sources need to be documented
○ Positive Intervention: The student reviews the TCIS Academic Honesty Policy. He
also asks his classmates for guidance. The classroom teacher, Media Integration
Specialist and parents also model and provide regular reminders to all students
about the importance and meaning of academic honesty.

MYP scenarios (taken from Academic Honesty in the IB Educational Context, pp.14-15)
● Investigation/Data collection/Lab Work
○ Scenario: As part of a science project, an MYP student has been asked to conduct
a series of lab tests but found his results to be inconsistent. He has decided to copy
data from his friend, who conducted the same experiment, under the same
conditions, and whose observations more clearly confirmed his hypothesis
○ Positive Intervention: Before the students submit their projects, the teacher
discusses the importance of reporting data accurately. Achievement in the task
depends on thoughtful analysis, not consistent results across trials or experiments.
Copying, creating or manipulating data won’t help students attain a higher
achievement level. Scientific thinking relies on the honesty of researchers who
design and carry out experiments, and the data they generate.
● Work submitted for Language Acquisition class
○ Scenario: An student in Spanish Language Acquisition Phase 2 has been asked to
write directions for how to travel from his home to school. The student writes the
instructions in English and then uses Google Translate to convert the instructions in
Spanish.
○ Positive Intervention: Before having the students complete the assignment, the
teacher spends time scaffolding the instruction of the various vocabulary and
grammatical structures needed when giving someone instructions about how to
travel from one place to another. The teacher also provides instruction on when it is
appropriate to use a translation device and when it is not. The teacher may also
decide to have students give the instructions orally in addition to submitting them as
a written assignment.

●

●

Group Work
○ Scenario: An MYP Grade 8 student has been part of a three-person group working
on a Humanities project. The student has found it challenging working in a group.
One member of his group has copied and pasted material from an unattributed
source in material that she was supposed to have created herself
○ Positive Intervention: The teacher works with the group and especially with the
student who copied and pasted the material and is not yet academically proficient in
the school’s language of instruction. (In learning a new language, students are often
able to recognize relevant content before they can generate their own.) The teacher
provides the student with additional opportunities to practise paraphrasing skills,
and may use peer-coaching strategies to empower students to work collaboratively
when documenting sources.
Personal Project
○ Scenario: An MYP Grade 10 student is completing her personal project on
sustainable transport. However, she changed her idea for the project very late in
the learning process. As advised on the academic honesty form for MYP projects,
she met with her supervisor three times, and the teacher signed off her work to
date. Now the student is concerned that the form does not include any of her
current research and decision-making, and her supervisor is unaware of her new
direction
○ Positive Intervention: The supervisor reminds the student about the importance of
the process journal, and its purpose: to document progress throughout the project,
including developments near the deadline for completion; to record selected,
annotated and/or edited research notes; and to maintain a current bibliography. The
teacher explains the relevance of the academic honesty form as a form of
communication. As long as the supervisor is aware of the student’s progression of
ideas throughout the project, meaningfully recorded in the process journal, there is
no need for concern.

DP scenarios (adapted from pp.19-20 of Academic Honesty in the IB Educational Context and
pp.18-19 of Academic Honesty: Diploma Programme,)
● Culminating Task Scenario - English Literature EE
○ Scenario: A DP student is writing his English extended essay. He has a scheduled
meeting with his supervisor on Monday, where he is meant to submit a draft.
Having missed his last meeting because he was absent from school due to being
sick, he is behind schedule and submits a draft consisting mainly of quotes hastily
chosen from internet sites
○ Positive Intervention: The supervisor reminds the DP student of the importance of
formulating his own ideas on the topic and a plan for the essay before consulting
other sources. Without this preparation, the extended essay risks being simply a
collection of other people’s ideas on the topic, which increases the temptation for
the student to pass off others’ ideas as his own.
● Group Work Scenario - Psychology Internal Assessment
○ Scenario: A DP student has been working in a group on her psychology internal
assessment. A domineering member of the group is putting pressure on the student
to write the reports of the experimental study for everyone in the group. The student
being pressurized understands this is inappropriate but wants to be popular with the
group
○ Positive Intervention: The teacher notices the group is being dominated by one
member and has a quiet talk with the student, reminding her that, although the data
collection was done as a group, each member must write up an individual report.
The teacher offers support in communicating this message back to the group.
● Oral Presentation Scenario - TOK Presentation

○

●

●

●

●

Scenario: A DP student is planning his TOK presentation. In researching the
presentation he uses a variety of sources, including books, websites and
newspaper articles. He is not sure how to reference these sources in an oral
presentation, or even if he needs to do so since it is not a written task. He asks his
teacher for advice
○ Positive Intervention: The teacher advises the student that it is just as crucial to
acknowledge sources in an oral presentation as it is in any other piece of work. The
teacher suggests several ways in which the student may wish to do this, including
verbal or written acknowledgments throughout the presentation, and with a
bibliography on the last slide of the PowerPoint®.
Creative Work Scenario - Visual Arts Studio Work
○ Scenario: A visual arts student is trying to work out if it is acceptable to do a
variation on a famous painting as one of her pieces. She is not sure if that would be
considered “copying”. She asks her visual arts teacher for advice
○ Positive Intervention: The teacher advises the student that this is acceptable, as it is
common practice for artists to be inspired by, or to adapt, other artists’ ideas.
However, the teacher emphasizes that she must explicitly acknowledge the original
painting. The teacher suggests titling the piece, “After ... ”, so that it is very clearly
attributed.
Independent Work Scenario - ITGS Internal Assessment
○ Scenario: A DP student is completing her ITGS internal assessment. The task
requires her to conduct an interview with a client and to submit a written record of it.
When she begins writing her analysis, she realizes that she forgot to ask some
questions that would have been helpful. She is tempted to fabricate some
responses to these questions, as she feels it would make her analysis and solution
stronger, and help her achieve a better mark
○ Positive Intervention: As the deadline for submitting internal assessments
approaches, the teacher initiates discussion with the class on the importance of
reporting data accurately, and stresses that each student will be required to sign a
cover sheet confirming the authenticity of the work. The student realizes that
fabricating her client’s responses could have far-reaching consequences as a case
of academic misconduct.
Plagiarism Scenario - Plagiarized work submitted to IB
○ Scenario: There is clear evidence in the form of source material to support a
decision that the candidate has plagiarized text without any attempt to acknowledge
the source(s). This includes the use of unacknowledged text in oral examinations
and the use of other media, such as graphs, illustrations and data
○ Principle: If there is clear evidence of plagiarism with no acknowledgment of the
source(s), the candidate will be found guilty of malpractice without regard for any
alleged lack of intent to plagiarize. A statement from the candidate, teacher or
coordinator stating that the copying was the result of an oversight or mistake by the
candidate will not be considered as a mitigating factor
○ Penalty—No grade will be awarded by IB in the subject concerned (NB: This means
that a full IB Diploma candidate is no longer eligible for and will not receive an IB
Diploma).
Plagiarism Scenario - Text downloaded from the internet
○ Scenario: A candidate takes text from the Internet and translates it into another
language for use in his/her work without acknowledging the source
○ Positive Intervention: All TCIS DP teachers use the turnitin app on Schoology. The
teacher has a conversation with the student reminding him/her that regardless of
whether text has been translated by the candidate, the ideas or work of another
person must be acknowledged. This is still plagiarism. The teacher does report this
to the administration and the consequences as listed in the TCIS Academic
Honesty Policy. However, the student reflects on what happened and learns a

valuable life-long lesson. Regardless of the language or source, all ideas or work of
another person must be acknowledged. The student redoes the assignment and
moves forward with a valuable lesson that will serve him/her throughout life.

Procedures for the Reporting, Recording and Monitoring of Academic Misconduct
PYP Procedures (adapted from http://powers.loomis-usd.k12.ca.us/)
In the PYP any student reported for any type of academic misconduct to the Elementary School
Principal will be involved in an investigation process to determine the student’s intent. TCIS
recognizes that there are different levels of severity regarding academic misconduct. The
investigation will take into consideration the age-appropriateness of the student and consequences
will reflect the level of intent. The findings from the investigation will be noted as an academic memo
into the student’s personal file for future reference.
MYP and DP Procedures
In the MYP and DP:
● teachers will report any type of academic misconduct to the Secondary School
Administration (Principal and/or Deputy Principal)
○ the report will include:
■ the type of misconduct
■ details of the type of assessment/task/MYP or DP submission
■ the nature of the misconduct
■ evidence of misconduct.
● the Secondary School Administration will:
○ examine the evidence
○ meet with the teacher and student to discuss the incident, noting all details
○ contact the parents (parent conference if appropriate)
○ determine if academic misconduct has occurred.
○ follow through with appropriate measures, including informing the teacher, student,
and parents:
■ If the student is not in violation of the TCIS Academic Honesty Policy, then
the incident will be removed from the student’s record
■ If the student is in violation of the TCIS Academic Honesty Policy, then the
Deputy Principal will follow through with appropriate steps as outlined in the
MYP and DP Consequences for Academic Misconduct.

Rights of the Student in the Event of a Breach of Academic Honesty
If a student is suspected of a breach of academic honesty, then he/she has the right to:
PYP (adapted from pp.13-14 General Regulations: Primary Years Programme,)
A student who is suspected of academic misconduct has a right to:
● meet with the Elementary School Principal regarding the incident to share his/her
perspective
● redo the assignment under the guidance of the teacher, the Librarians or other TCIS
personnel
● request to have a meeting with the Elementary School Principal and his/her parents
together
● appeal a decision upholding academic misconduct with TCIS Head of School.

MYP (adapted from pp.13-14 of General Regulations: Middle Years Programme)
A student who is suspected of academic misconduct has a right to:
● meet with the Secondary School Administration regarding the incident to share his/her
perspective
● request that the MYP Coordinator not remove the student from the entirety of the current
exam session, so that the student may complete all other exams until the academic
misconduct investigation is complete
● submit a written statement to IB in cases regarding suspected academic misconduct
infractions on assessments that have been submitted to IB or that occurred during exam
situations
● appeal a decision upholding academic misconduct (but not the severity of the penalty).
DP (adapted from pp.13-14 General Regulations: Diploma Programme)
A student who is suspected of academic misconduct has a right to:
● meet with the Secondary School Administration regarding the incident to share his/her
perspective
● request that the DP Coordinator not remove the student from the entirety of the current
exam session, so that the student may complete all other exams until the academic
misconduct investigation is complete
● submit a written statement to IB in cases regarding suspected academic misconduct
infractions on assessments that have been submitted to IB or that occurred during exam
situations
● appeal a decision upholding academic misconduct (but not the severity of the penalty).

Consequences of Academic Misconduct
PYP
Throughout Elementary School, academic dishonesty is treated as a learning opportunity. Instances
of verbatim copying or lack of citation are considered first draft material, and students are taught or
re-taught the skills needed to rework the material in their own words and to cite quotations. Self
evaluation and teacher explanations of rubrics provide methods for reflection on a student’s ability to
do academically honest work, and goals will be set by the student or together with the student
and teacher to improve skills and attitudes leading to academic honesty. Malpractice is generally
considered to be the result of a lack of language and/or research skills and is addressed
accordingly. In the event that a student with proficient language skills willfully and deliberately
continues malpractice, the following can occur:
● The student may be asked to redo the work, but he/she may not receive full credit for the
work
● The student may have a meeting called between the teacher, parents and student, and
ultimately between the principal and parents
● In extreme cases the student may be placed on an academic contract or receive inschool/off-campus suspension.
MYP and DP
Violations of the TCIS Academic Honesty Policy with regard to TCIS non-collaborative
tasks/assessments will result in the following disciplinary action(s):
1st offense
● a zero on the assessment
● detention
● parent/student conference
● student reflection

● will be recorded on student’s discipline record.
2nd offense
● a zero on the assessment
● parent/student conference
● suspension
● recommendation for Academic and Behavioral Probation and Counseling
● student reflection
● will be recorded on student’s discipline record.
3rd offense
● a zero on the assessment
● further suspension
● parent/student conference
● continued academic and behavioral probation and counseling
● student reflection
● will be recorded on student’s discipline record.
4th offense
● extended suspension
● recommendation for long-term suspension until the end of the year
● student reflection
● will be recorded on student’s discipline record.
Violations of the TCIS Academic Honesty Policy with regard to MYP and DP tasks for submission to
the IB (including the MYP Personal Project, DP Internal Assessments, the DP TOK
Essay/Presentation, the DP Extended Essay, and other assessment tasks that students can choose
to send to the IB) will result in the following disciplinary action(s):
1st offense:
● a zero on the assessment
● detention
● parent/student conference
● student reflection
● an opportunity to revise/redo the IB assessment task for submission to IB as long
as time permits (but no change in TCIS grade)
● will be recorded on student’s discipline record.
2nd offense
● a zero on the assessment
● parent/student conference
● suspension
● recommendation for Academic and Behavioral Probation and Counseling
● no opportunity will be given to redo the IB assessment task for submission to IB
(this means that full DP students will not receive an IB Diploma)
● student reflection
● will be recorded on student’s discipline record.
3rd offense
● a zero on the assessment
● further suspension
● parent/student conference
● continued Academic and Behavioral Probation and Counseling
● student reflection
● will be recorded on student’s discipline record.
4th offense
● extended suspension
● student reflection
● will be recorded on student’s discipline record.

Any infractions related to MYP e-Assessments, DP oral exams, and DP exams will be handled
according to the Handbook of Procedures for the respective IB program.
Cumulative Nature of Offenses and College/University Notification for Serious Infractions
Breaches of academic honesty will be recorded and maintained throughout the
students’ Secondary School experience and could affect college recommendations, NHS
membership, and other awards. Academic Honesty violations progress from one academic year to
the next.
Once a student achieves the 3rd level of infractions, s/he may repeat the 3rd level if s/he violates
the
policy in a future year, rather than proceeding directly to the 4th level.
It is a goal of the Principals and Head of School to maintain sensible control over what discipline
records are and are not reported to colleges and universities at the time of application and
throughout the senior year. The transcript is the permanent academic record that follows a student.
Major suspensions include third offenses of academic integrity, violent or malicious attacks or
actions, including electronic, which may harm others or breach security are identified as pertinent to
the college admissions officer’s evaluation of students (OACAC Conference, 2006). TCIS reports all
major offenses to all colleges on the Secondary School Report along with an explanation of offense.
In the instance of a violation after the application period, TCIS sends a notice of violation and
explanation of offense to each college and university in which the student applied.
Colleges and universities require that all suspensions are reported when a student is applying for
admission. It is expected that students will self-report school suspensions to colleges and
universities.

Review of the TCIS Academic Honesty Policy
The TCIS Academic Honesty Policy will be reviewed annually. The review will be led by the IB
Program Director and the three IB Programme Coordinators and will be informed by current
research surrounding the practices of academic honesty and up-to-date IB publications about
academic honesty. Teacher, parent and student feedback on the Policy may also be considered in
the review. The final version of the policy will be approved by the TCIS Board of Trustees.

ACADEMIC HONESTY POLICY
Philosophy of Assessment
Taejon Christian International School believes that the primary purpose of assessment is to regularly
gather information about a student's progress in relation to established expected learning outcomes
in order to improve learning and teaching. In the educational process, assessment forms an integral
part with teaching, learning and assessment interdependent. Additionally, the school believes that
the primary purpose of reporting is to provide students, teachers and parents with an accurate
representation of each student's achievement in relation to the learning goals and outcomes of the
program.
Purpose of Assessment
The purpose of assessment is to:
● Monitor the progress of a student’s learning and achievement,
● Enhance the overall learning of students,
● Direct the next steps in teaching in response to the assessment data,
● Determine the effectiveness of teaching,
● Inform curriculum review,
● Evaluate the suitability of courses,
● Inform others as appropriate (students, parents, teachers, and receiving schools.)
Principles of Assessment
Diagnostic, formative and summative assessments are integral parts of the learning and teaching
experience. Diagnostic assessment is usually utilized prior to embarking on new learning. Formative
assessment primarily provides feedback that both directs student learning and teacher instruction. It
includes initial-in-the-moment assessments that immediately check students’ understanding, such as
exit cards or answers on whiteboards, to more formal assessments. Summative assessments
complete the picture and have the purpose of summing up the extent to which student learning has
occurred in an area.
What do we believe about assessment?
Assessment in the classroom is:
● Aligned to the learning goals,
● Varied in form and comprised of a wide range of evidence,
● Differentiated to address appropriate learning styles and needs,
● Anchored by exemplars,
● Timely as an ongoing part of the learning experience,
● Based on agreed upon criteria, markbands, and/or analytic markschemes.
● Formative and Summative assessments are inherently linked (Guidelines for Developing an
Assessment Policy in the Diploma Programme, p.1)
Students
● Have different learning styles,
● Have different cultural backgrounds and experiences,
● Need to understand their achievement in order to set goals,
● Should be actively involved in the assessment process through self evaluation, peer
evaluation and reflection,
● Should receive on-going feedback that is constructive and that highlights both areas of
strength and areas for improvement,
● Should demonstrate their own learning with integrity (See Academic Integrity Policy.)

Parents
● Should be informed of student progress in a timely manner,
● Should understand how to guide their children’s achievement in relation to course
aims/objectives, approaches to learning, and school-wide learning outcomes (IB Learner
Profiles),
● Should, with school support, be able to accurately interpret a student’s reported achievement
data.
Teachers
● Design assessments based on best practice and the school’s assessment policy,
● Collaborate to ensure validity and reliability of assessment data,
● Evaluate student work using agreed upon criteria, markbands, and/or analytic markschemes.
● Assess Expected Student Learning Results (ESLRs)/IB Learner Profiles as appropriate
● Use common assessments for common classes with more than one teacher,
● Record assessment data that is valid, reliable and accurate,
● Provide feedback that is prompt and that highlights both areas of strength and areas for
improvement,
● Give students opportunities to participate in, and reflect on, the assessment of their work and
the work of others,
● Review assessment practices and data to inform instruction,
● Promote a ‘growth’ mindset in their classes,
● Reflect on their assessment practices,
● Report student achievement against the learning goals.
Why do we communicate student achievement?
Reporting assessment data provides a means for students, parents, receiving schools, colleges and
universities to interpret student achievement in relation to established learning outcomes.
Furthermore, reporting of student achievement:
● Reflects individual student achievement of the learning goals,
● Includes a range of concepts, skills and attitudes,
● Is based on a range of assessments and assessment types,
● Separates achievement against academic aims/objectives from achievement in relation to
approaches to learning,
● Is regular and timely,
● Provides feedback that tells students where they are particularly strong and where they are
in need of improvement,
● Is meaningful and descriptive.
Analyzing collective data enables school programs to reflect and evaluate for the purpose of ongoing
improvement.

Assessment in the TCIS Elementary School
The prime objective of assessment in the PYP is to provide feedback on the learning process.
Teachers select assessment strategies and design assessment instruments to reflect clearly the
particular learning outcomes on which they intend to report. They use a range of strategies for
assessing student work that take into account the diverse, complicated and sophisticated ways that
individual students use to understand their experiences. Additionally, the PYP stresses the
importance of both student and teacher self-assessment and reflection.
Assessment is central to the PYP goal of guiding students through the essential elements of
learning:

●
●
●
●
●

the acquisition of knowledge
the understanding of concepts
the mastering of skills
the development of attitudes
the decision to take action

Assessment strategies and tools – rubrics, anecdotal records, checklists, anchor papers,
continuums, and portfolios of work – proposed by the PYP are designed to accommodate a variety of
learning styles. Teachers create a variety of ways to record students’ responses and performances in
real-life situations that have genuine problems to solve. These authentic assessment strategies may
be used in conjunction with other forms of assessment in order to assess both student performance
and the efficacy of the PYP program.
In its approach to assessment, the PYP recognizes the importance of assessing the actual process
of inquiry as well as the result of inquiry and aims to integrate and support both. The teacher is
expected to record the detail of the inquiry initiated by students in order to look for an increase in the
substance and depth of the inquiry.
The teacher will consider (adapted from pp. 44-55 of Making the PYP Happen 2007):
●
●
●

●

if the nature of students’ inquiry develops over tine—if, in fact, they are asking questions of
increasing depth and providing evidence of the capacity to think critically
if students are becoming aware that real problems require solutions based on the integration
of knowledge that spans and connects many subject areas
if students are demonstrating mastery of skills and an accumulation of a comprehensive
knowledge base to enable them to conduct their inquiries successfully, consider solutions,
and solve problems
if students are demonstrating both independence and an ability to work collaboratively.

Assessment in the PYP at TCIS is an integral part of the curriculum and can be subdivided into three
closely related areas:
● Assessing: how we discover what the students know and have learned
● Recording: how we choose to collect and analyze data
● Reporting: how we choose to communicate information
Assessing: How do we discover what students have learned?
At TCIS we assess the students’ understanding of the central idea of each unit of inquiry through a
summative assessment. The IB Learner Profile, the eight PYP concepts, the PYP attitudes, and the
PYP approaches to learning are also assessed. In addition, at TCIS we assess performance and
progress in each of the following subject areas : language (English and Korean), mathematics,
science, Bible, social studies, PSPE (Personal, Social, and Physical Education), and arts (visual arts
and music).
PYP Assessment Objectives
IB Learner Profile

Inquirers
Knowledgeable
Thinkers

PYP Concepts

Form
Function
Causation

PYP Attitudes

Appreciation
Commitment
Confidence

PYP Approaches to
Learning
Thinking Skills
Communication Skills
Research Skills

Communicators
Principled
Open-minded
Caring
Risk-takers
Balanced
Reflective

Change
Connection
Perspective
Responsibility
Reflection

Cooperation
Creativity
Empathy
Enthusiasm
Independence
Integrity
Respect
Tolerance

Social Skills
Self-management Skills

Recording Assessment Data in the PYP (adapted from p. 47 of Making the PYP Happen)
Assessment strategies and tools form the basis of a comprehensive approach to assessment and
represent the school’s answer to the question, “How will we know what we have learned?”
The assessment strategies are the methods or approaches that teachers use when gathering
information about a student’s learning. Teachers record this information using a variety of tools,
which are the instruments used to collect data.
When choosing appropriate strategies, it is important to take into consideration which tools are most
applicable and relevant to that strategy. This helps to ensure that an effective assessment of the
learning experience takes place. A variety of strategies and tools should be used.
Assessment Strategies for Recording
Documented Teacher Observations: All students are observed regularly with a focus on the
individual, the group, and/or the whole class. Teachers document the student learning using
questioning, checklists or informal notes.
Performance assessments are goal-directed tasks with established criteria. They provide authentic
and significant challenges and real-life problems. In these tasks, there are numerous approaches to
the problem and rarely only one correct response. They are usually multimodal and require the use
of many skills. Audio, video, and narrative records are often useful for this kind of assessment.
Process-focused performance assessments are complex challenges that mirror the issues and
problems faced by adults. They range in length from short-term to long-term tasks with numerous
phases. They result in one or more tangible products and/or performances. They require students to
transfer knowledge and understanding to a new or different context from that in which it was initially
learned.
Selected responses are used for a quick check of a skill or concept. Tests and quizzes are the most
familiar examples of this form of assessment.
Assessment Tools for Recording (adapted from pp. 49-50 of Making the PYP Happen)
Rubrics: An established set of criteria for rating students in all areas. The descriptors tell the
assessor what evidence or characteristics to look for in students’ work and then how to rate that work
on a predetermined scale. Rubrics can be developed by students as well as by teachers.
Exemplars: Samples of students’ work that serve as concrete standards against which other samples
are judged. Generally there is one benchmark for each achievement level in a scoring rubric.

Checklists: These are lists of information, data, attributes or elements that should be present. A mark
scheme is a type of checklist.
Anecdotal records: Anecdotal records are brief written notes based on observations of students
working.
Continuums: These are visual representations of developmental stages of learning. They show a
progression of achievement or identify where a student is in a process.
Portfolios: A PYP portfolio for each student is a required assessment tool. A portfolio is a record of
students’ involvement in learning which is designed to demonstrate success, growth, higher-order
thinking, creativity, assessment strategies, and reflection. A portfolio is a celebration of an active
mind at work. It provides a picture of each student’s progress and development over a period of time
both as individual and group learners. It enables students to reflect with teachers, parents, and peers
in order to identify their strengths and growth as well as areas for improvement, and then to set
individual goals and establish teaching and learning plans.
Evidence of learning in the TCIS PYP portfolios is from a range of experiences and curriculum areas.
The portfolio is used to show the development of knowledge, conceptual understanding,
transdisciplinary skills, attitudes, and the attributes of the IB learner profile over time. It may also be
used to document student action. Portfolio entries document both the process of learning and the
product, including images and evidence of students in the process of constructing meaning. It can be
used as a tool for assessment and reporting purposes for students, parents, teachers, and
administrators.
Reporting in the PYP
Reporting on assessment is about communicating what students know, understand, and can do. It
describes the progress of a student’s learning, identifies areas for growth, and contributes to the
efficacy of the program.
Reporting student assessment at TCIS aims to:
● involve parents, students, and teachers as partners
● reflect what the school community values
● be comprehensive, honest, fair, and credible
● be clear and understandable to all parties
● allow teachers to incorporate what they learn during the reporting process into their future
teaching and assessment practice.
All of the PYP essential elements of learning should be included in the TCIS reporting process to
ensure that all stakeholders have a holistic view of the student’s learning journey.
Conferences
The purpose of conferences is to share information among teachers, students, and parents. These
conferences may take a formal or informal structure. Parents and teachers are encouraged to
communicate regularly to support a positive and productive learning environment for the students.
TCIS parents can contact the elementary school secretary at any time to schedule a conference with
an administrator or a teacher.
Parent-teacher conferences for the TCIS Elementary School are held once in the first semester. The
purpose of these conferences is to provide the parents information about the student’s academic,
social, and self-management progress since the beginning of the school year. Teachers will also

continue to provide information about our IB Primary Years Program curriculum framework and
answer all parent questions and concerns. Parents play a key role in the learning process of their
children.
Student-led conferences are scheduled during the second semester. Students take the responsibility
to lead these conferences and to share their learning experiences throughout the year with their
parents.
The conference will involve the students discussing and reflecting upon samples of work that they
have chosen to share with their parents. These samples have been previously selected with
guidance and support from the teacher. The student identifies his or her personal strengths and
areas for improvement. The student also reflects on his/her understanding and development of the
attributes of the IB learner profile. It enables parents to gain a clear insight into the kind of work their
child is doing and offers an opportunity for them to discuss it with their child. The conferences are
carefully prepared, and time is set aside for the students to practice their presentations. The format
of this conference will depend on the age of the student. All of the participants must understand the
format and their roles prior to the conference.
Written Reports
Written reports are a summative record for Elementary students, parents, and the school itself of a
student’s ongoing progress. The reports reinforce the underlying values of the school and of the
PYP. The written reports address all of the essential elements of the PYP: knowledge, concepts,
skills, attitudes, and action.
Teachers report each student’s progress since the beginning of the school year with descriptive
comments based on a portfolio of the student’s work. In the student’s grade book on PowerSchool,
the teachers describe the learning targets that are directed by the school’s written curriculum.
Teachers also describe each student’s progress in understanding the central ideas in the units of
inquiry and in the subject areas of language arts, mathematics, and Bible. Information
Communication Technology (ICT) integration and skill development will also be noted in the
comment areas.

Assessment in the TCIS Secondary School
Assessments in the Secondary School should (adapted from Guidelines for Developing an
Assessment Policy in the Diploma Programme):
● include formative tasks/assessments in preparation for summative tasks/assessments
● be criterion-related, with identified levels of achievement
● value the most accurate demonstration of student performance, not an average of grades
over a reporting period
● include culminating tasks/assessments similar to IB external/internal assessments that
accurately reflect student understanding over the entire course (one for the MYP; two years
for the DP)
● make a clear distinction between formal IB assessment and the supporting formative
processes that schools need to develop for themselves
● challenge students to adapt and apply knowledge and skills to new questions and contexts
● be scheduled carefully, giving full consideration to the entirety of a students’ learning and
personal experiences (MYP SA, MYP PP, DP CAS, DP EE, co-curricular commitments, etc.)
● be reported on the Schoology assessment calendar for the appropriate grade level
● be marked using the requisite assessment system (ATL or IB published criteria for MYP
courses; ATL or the TCIS DP Grading System for DP courese)

●
●

value the most accurate demonstration of student performance, rather than just averaging
attainment grades over a reporting period
examine student understanding at the end of the course, based on the whole course and not
just aspects of it.

External and Internal Assessment in the MYP
Internal assessment in MYP courses uses a “best-fit” approach in which teachers work together to
establish common standards against which they evaluate each student’s achievement holistically.
Assessment is criterion-related, not norm-referenced or criterion-referenced. The IB publishes MYP
criteria for each subject group which. They encompass the factual, conceptual, procedural and
metacognitive dimensions of knowledge. All summative assessments in MYP courses is measured
against these assessment criteria. Subject groups must assess all strands of all four assessment
criteria at least twice in each year of the MYP. (“MYP: Further Guidance for the Assessed
Curriculum”, International Baccalaureate, 2014.)
External and Internal Summative Assessment in the DP
External and Internal Assessments in the TCIS DP Program should follow the guidelines specified in
the IB publication, Guidelines for Developing an Assessment Policy in the DP. While External
Assessments are marked by examiners, formative tasks preparing students for the external tasks
should be marked in a method similar to that used by IB.
DP teachers are expected to use the TCIS DP Grading System. This system incorporates the use of
criteria, markbands, and/or analytic markschemes, similar to those used by IB. In addition, grade
boundaries and the IB DP Grade Descriptors are to be used to help determine a student’s overall
performance throughout the two year program. Grade boundaries are determined by using IB DP
Grade Boundaries from the last few years and then modified by teachers to determine appropriate
boundaries for individual assessments, as well as semester grades.
Assessment Timelines in the DP
The TCIS DP External/Internal assessment timeline are found in the TCIS DP Assessment Calendar,
which helps teachers plan realistic, manageable loads for students. This document is updated
annually by teachers and helps DP teachers see the overall picture of the demands on students
during their DP course of study. Student feedback can be solicited and considered when setting
submission dates.
DP teachers’ final submission deadlines are found in the document, Second Semester DP External
Deadlines. This document helps teachers plan to have all assessments prepared and ready for
submission and/or upload. These deadlines help ensure that teachers submit external assessments
and internal moderation samples in a timely manner that allows the the DP Coordinator to meet IB
deadlines. This document is generated by the DP Coordinator with informal feedback from teachers.
Formative Assessment in the Secondary School
Most units of study in the Secondary School have identified approaches to learning (ATL) skills which
teachers and students will address and develop throughout the unit. The IB has identified five ATL
skill categories whic are important students’ growth and development: communication, social,
research, thinking, self-management. Teachers provide students with regular, specific feedback on
the development of their ATL skills throughout the school year. Student progress and development
against ATL skills can be assessed and reported using these terms:
● Novice/beginning—students are introduced to the skill and can watch others performing it
(observation)
● Learner/developing—students copy others who use the skill and use the skill with scaffolding
and guidance (emulation)
● Practitioner/using—students employ the skill confidently and effectively (demonstration)

●

Expert/sharing—students can show others how to use the skill and accurately assess how
effectively the skill is used (self-regulation)

The Role of Peer and Self Assessement in the Secondary School
Because Approaches to Learning (ATL) play a significant role in TCIS’s curricula, reflection (a subset
of the ATL cluster self-management) is seen as central to successful teaching and learning. As such,
students and teachers undertake peer and self assessment on a regular basis. In particular, self
assessment engages students and teachers in:
● Considering the process of learning
● Developing new skills, techniques and strategies for effective learning
● Identifying strengths and weaknesses of personal learning strategies
● Demonstrating flexibility in the selection and use of learning strategies
● Trying new ATL skills and evaluating their effectiveness
● Considering content (What did I learn about today? What don’t I yet understand? What
questions do I have now?)
● Considering ATL skills development (What can I already do? How can I share my skills to
help peers who need more practice? What will I work on next?)
● Considering personal learning strategies (What can I do to become a more efficient and
effective learner? How can I become more flexible in my choice of learning strategies? What
factors are important for helping me learn well?)
● Focusing on the process of creating by imitating the work of others
● Considering ethical, cultural and environmental implications
● Keeping a journal to record reflections
Peer assessment also allows for teacher and student exploration of many of the above-noted skill
areas. Through peer assessment, teachers and students ask and answer questions about the
development of their conceptual understandings, of their subject-specific and transdisciplinary skills,
of their attitudes and values, and of their IB Learner Profiles.
Recording and Reporting Student Achievement in the Secondary School
Secondary teachers follow a common format for grade reporting in PowerSchool and for setting up
the taught curriculum in Schoology. These guidelines help ensure clear, consistent communication to
students and parents, and grading practices are based on MYP and DP principles as outlined in this
policy:
● Procedures for Secondary School Reporting Deadlines
● Common Format for Secondary School Gradebooks
● Schoology Protocols for MYP Courses
● Schoology Protocols for DP Courses
Assessment for Students with Access Needs in the Secondary School
TCIS Secondary students who have a professionally identified special education need and/or who
are classifed as English Language Learners (ELL) according to the TCIS Admissions Policy and
Language Policy stipulations, may receive modifications to assessment based on their language
levels and/or their special educational needs and/or their inclusion needs. Secondary teachers who
work with students that fit into one or more of these categories, follow these guidelines when
designing and preparing assessment tasks for these students:
● Secondary School Guidelines for teachers working with SEN students
● Secondary School Guidelines for teachers working with ELL students

Student Achievement in Relation to end-of-IB-Programme Requirements
PYP Exhibition

The PYP Exhibition is the culminating project for the PYP and is completed by all students in Grade
5. The planning and preparation for the Exhibition engages students in a collaborative,
transdisciplinary process of inquiry as they identify, investigate, and offer solutions to real-life issues
or problems. Throughout the Exhibition students reflect on their actions and investigations. Students
are expected to employ the PYP approaches to learning throughout the entire process of planning for
and carrying out the Exhibition.
Assessment of the Exhibition takes two forms: first, ongoing assessment of each individual student's
contribution to and understanding of the Exhibition; second, a summative assessment and reflection
on the event itself. Assessment of the Exhibition takes place within the school. It should take place
throughout the whole process of the Exhibition and should be rigorous. Details of the PYP Exhibition
can be found in the TCIS PYP Exhibition Student Guide.
MYP Personal Project
The MYP Personal Project is an in-depth, individual inquiry completed by all Grade 10 students over
the course over nearly an entire school year. The IB publishes a prescribed set of four objectives and
assessment criteria against which student performance on the Personal Project is assessed.
Approaches to learning play an integral role in the completion of the Personal Project; thus, ATL are
an essential component of the assessment scheme used for the Personal Project.
TCIS student performance against the Personal Project assessment criteria is standardized by the
MYP teaching faculty and is reported to parents, students and the IB during the second semester of
Grade 10. In addition, TCIS students are expected to show the community their performance against
the Personal Project assessment criteria during the Personal Project Exhibition, an event which is
attended by various TCIS stakeholders (parents, students, teachers, etc.).
DP Extended Essay
The DP Extended Essay is completed by all TCIS students who undertake the full IB Diploma during
their Grades 11 and 12 school years. The Extended Essay is assessed with objectives and
assessment criteria that are published by the IB. Students completing the Extended Essay engage in
an in-depth investigation around a research question of their choice. These students engage in the
many stages of the inquiry cycle in order to answer their research question.
TCIS student performance against the Extended Essay assessment criteria is determined by the
student’s Extended Essay supervisor, in consultation with the DP Coordinator and other teachers
from the subject area in which the Extended Essay is registered. This performance is then reported
to the IB and moderated by the IB, leading to the awarding (or not, as the case may be) of extra
points to a student’s IB Diploma.A

Review of the TCIS Assessment Policy
The TCIS Assessment Policy is reviewed annually. The review will be led by the IB Program Director
and the three IB Programme Coordinators and will be informed by current educational research
about assessment and up-to-date IB publications about assessment. Teacher, parent and student
feedback on the Policy may also be considered in the review. The final version of the policy will be
approved by the TCIS Board of Trustees.

Appendix: Key Terms Related to Assessment
●

Aligned - to the learning target/outcome and what has been taught. The assessment is
chosen to match the type of understanding to be demonstrated by the student.

●

●
●
●
●
●
●

●

●
●
●
●
●

●
●
●
●

●

●

Anchored – with teachers using anchor papers as exemplars of different levels of
achievement (high, medium and low.) These are used to build common expectations of
performance within and across grade levels.
Appropriate - for the purpose that is intended – whether diagnostic, formative or summative.
Balanced – using a range and balance of assessment strategies. The assessment is
selected on the basis of appropriateness to the learning target/outcome.
Collaborative – with common grade level and common course assessments measuring
student achievement.
Command terms - see the IB’s MYP Command Terms publication or appendices in the
relevant IB DP subject guides, such as those for Group 3 and Group 4
Conceptual Understandings
Cornerstone Tasks - “anchor the curriculum around important recurring tasks, require
understanding and transfer of learning, provide evidence of authentic accomplishments.”
(http://jaymctighe.com/wordpress/wp-content/uploads/2011/04/ASCD-Summer-Conference%E2%80%93Cornerstone-Tasks.pdf-.pdf)
Criterion-related – student performance measured against clearly stated criteria, markbands
and/or analytic markschemes that are known to the students through the assessment task
list or rubric. Students know in advance the criteria for producing a quality product or
performance.
Diagnostic – with teachers assessing the level of students’ current knowledge and skills
before embarking on learning.
Differentiated – whether in terms of process, grouping, time or product.
Disaggregated – assessment scores are disaggregated in order to inform and direct
instruction.
Feedback Specific – that provides students with regular and ongoing feedback that informs
students what was done well and how to improve.
Formative – that provide practice for students to apply, rehearse and refine their learning.
The teacher is provided with information on the students’ progress in learning. Formative
assessments include initial-in-the-moment assessments that immediately check students’
understanding such as exit cards or answers on white boards to more formal assessments.
The feedback from the assessment is used to direct changes in teaching such as reteaching, trying alternative instructional methods or giving more practice. Formative
assessment is also known as “assessment for learning.” Assessment reflects a combination
of both formative and summative assessments.
GRASPS – a planning tool to ensure that a task has goal; role; audience; situation;
product/performance; standard
Informative – with the assessment results directing the next steps in learning. The teaching
and learning are modified as a result of the assessment data.
Integrated – within instruction and every part of the teaching process - viewing planning,
teaching and assessing as an integrated process.
Performance Tasks - range from short term activities to culminating tasks/assessments that
demonstrate students’ abilities to apply prior learning. (Performance-Based Assessment in
the Classroom, Jay McTighe and Steven Farrara (Pennsylvania Ed Leadership Article or
adapted from Assessing Learning the Classroom)
Performance of understanding – “Performances of understanding require students to go
beyond the information given to create something new by reshaping, expanding,
extrapolating from, applying, and building on what they already know. The best
performances of understanding help students both develop and demonstrate their
understanding.” (https://learnweb.harvard.edu/alps/tfu/info3e.cfm)
Problem based learning – a type of learning that is driven by challenging, open-ended
problems with no one “right” answer
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Project based learning – learning experiences in which students actively explore real-world
problems and challenges and acquire a deeper knowledge of subject content and skill
application
Recorded and Reported – with an individual grade/report that compares the student’s
accomplishment against established criteria, markbands, and/or analytic markschemes
Self and Peer Assessment - with reflective self/peer assessment included as appropriate.
Students are taught how to provide and receive feedback through self and peer assessment.
Students engage in reflecting on their learning and understand what needs to be improved.
Summative – an assessment that attempts to sum up the extent of student learning in an
area. Summative assessments may include standardized assessments, semester exams
and end of unit assessments.
Standards-Based – externally written assessments are utilized. These include: the ISA,
PSAT, SAT and SAT II and IBDP. Internally, both formative and summative assessments
evaluate student learning.
Systematic - Clear, transparent grading practices that are communicated to the school
community and aligned with the IB assessment philosophy of all three programmes.
Timely - assessments occur regularly as part of the learning process.
Varied – where students demonstrate their understanding through varied assessments, all of
which align with the standards and assess what has been taught. The assessments may
include: assessments that check for understanding, selected response and constructed
response including performance tasks.

ACHIEVEMENT TESTING
TCIS annually offers standardized achievement testing in grades K1-11. Records are maintained,
reviewed, and compared as one indicator of the academic growth of continuing students.
Elementary School students in Grades 3-5 and Secondary School students in grades 6-8 are
administered the International School Assessment (ISA).
All High School students take the PSAT in grades 9,10, and 11. Students are encouraged to
take the SAT and/or ACT in Grade 11 and/or grade 12. The Test Coordinator registers students
for the PSAT. Individual students manage their own registration for the SAT/ACT. The
Counseling Office can assist students, if needed.
WIDA (World-Class Instructional Design and Assessment) is administered internally to incoming
students who fall more than two grade levels below their age-appropriate placement when assessed
by our standardized reading assessment. Other literacy indicators may also be used to determine if
WIDA assessment is needed to assist the school in admissions decision-making and best placement
in the school programs. WIDA assessment is also administered annually to all identified ELL
students in K1-10 and if needed in grades 11-12.

ACTIVITIES COORDINATION
The HOS convenes the activities committee monthly, which includes the following representatives:
Activity Coordinator/Athletic director
Boarding division representative
Division faculty representatives
Division principals
Spiritual Life representative
Events/Facilities Coordinator
HOS Secretary
General Affairs representative
At the activities committee meeting, principals and others receive input, consider requests and
recommendations for school calendar additions or changes, and seek to maintain a balanced and
diverse schedule of activities and events for students.
The principal and activities coordinator should be notified at least one month in advance of any
changes or new activity to be proposed for the monthly calendar. This means that proposed new
activities will be submitted by the first of the month prior to the month in which the activity will
occur. (e.g., the Activity Coordinator should receive the request on/before October 1 for all
activities proposed to take place in November.)
All activities and field trips must be arranged and cleared through the principal before any public
notice or announcement is made of the activity to those involved including; but not limited to,
students, teachers, parents, and service staff.
The HOS Office publishes a monthly calendar that lists all major school activities. This monthly
calendar is posted and distributed throughout the school, and may not be changed without
submitting a request to the principal and approved by the HOS Office.

ADMISSIONS POLICY & PROCEDURE

All	
  students	
  must	
  qualify	
  to	
  enroll	
  in	
  a	
  foreign	
  school	
  as	
  delineated	
  by	
  Korean	
  law	
  
and	
  the	
  policies	
  of	
  the	
  Korean	
  Ministry	
  of	
  Education.	
  The	
  admission	
  office	
  personnel	
  verify	
  the	
  
student’s	
  eligibility	
  for	
  admission,	
  gathers	
  supporting	
  documents,	
  administers	
  the	
  admission	
  
tests,	
  and	
  interviews	
  the	
  applicant.	
  The	
  admission	
  office	
  personnel	
  circulate	
  the	
  application	
  file	
  
for	
  review	
  and	
  recommendations	
  from	
  TCIS	
  Language	
  &	
  Literature,	
  Language	
  Acquisition	
  
(including	
  ELL),	
  Math,	
  and	
  Special	
  Needs	
  personnel,	
  if	
  appropriate.	
  Applicants	
  for	
  Kindergarten	
  
through	
  grade	
  2	
  are	
  tested	
  by	
  the	
  grade	
  level	
  teacher.	
  The	
  appropriate	
  school	
  counselor,	
  and	
  the	
  
school	
  nurse	
  also	
  review	
  the	
  file.	
  If	
  the	
  applicant	
  is	
  applying	
  for	
  the	
  Residence	
  Program,	
  the	
  
admissions	
  office	
  personnel	
  schedules	
  an	
  interview	
  with	
  the	
  student,	
  at	
  least	
  one	
  parent,	
  and	
  
the	
  Residence	
  Director.	
  After	
  obtaining	
  written	
  feedback	
  from	
  the	
  aforementioned	
  instructional	
  
personnel,	
  the	
  appropriate	
  Division	
  Principal	
  makes	
  a	
  recommendation	
  for	
  admission	
  or	
  denial	
  
of	
  the	
  applicant.	
  The	
  Head	
  of	
  School	
  reviews	
  the	
  recommendations	
  by	
  the	
  Principal	
  and	
  makes	
  
the	
  final	
  decision	
  for	
  admission	
  or	
  denial	
  of	
  the	
  applicant.	
  A	
  parent	
  or	
  guardian	
  may	
  appeal	
  to	
  
the	
  Head	
  of	
  School	
  for	
  reconsideration	
  when	
  an	
  applicant	
  has	
  been	
  denied	
  admission.	
  The	
  Head	
  
of	
  School	
  may	
  consult	
  the	
  Board	
  of	
  Trustees	
  for	
  agreement	
  to	
  admit	
  a	
  student	
  under	
  special	
  
circumstances,	
  including	
  academic	
  or	
  behavioral	
  probation.	
  

ADMISSIONS FLOWCHART
Flow of Admission Decision-making Process

ADMISSIONS: (ELEMENTARY/IBPYP)
The school’s admission office team handles the admissions process. The application is reviewed
initially by the admissions office personnel to ascertain the applicant meets all preliminary
admission requirements (i.e. Korean governmental regulations, school-age placement policy, etc.…).
All students for whom English is not the native tongue or language will be administered a battery of
English tests. Applicants for Grades 2-5 may be admitted upon presentation of evidence that they
are prepared to take up the work in the grade for which they are applying.
The admission office team gives the admission folder to the Elementary Principal. The Principal will
consult with the grade level teacher, the elementary counselor, and school nurse. If needed and
appropriate the Principal may also choose to consult with the ELL department, the Special Needs
Department, and the World Language Department. After reviewing the recommendations the
Elementary Principal will make a recommendation
to the Head of School. The Head of School will make a final decision on the admission of the
student.
The admissions office then notifies the parents/guardians of the applicant’s status and given further
instructions as necessary. If the applicant is not accepted, the family may appeal the decision in
person to the Head of School. The Head of School may consult the Board of Trustees for
agreement to admit a student under special circumstances, including academic or behavioral
probation.
Once the family of a student is notified of the admission of the child, the family is expected to
deposit the next semester’s balance of tuition and fees due within two weeks, or contact the
finance office to make other arrangements.

LOWER ELEMENTARY ADMISSIONS: (K1, K2,
Gr1, Gr.2)
To be eligible for the TCIS K-1 program, the child should be at least four years old on or before the
first day of classes of the school year.
The K-1 classroom space limits enrollment to 12. Exceptions require clearance by the Division
Principal and Head of School. The following are TCIS guidelines to help determine the readiness of
a child to enter into a structured learning environment in the early childhood grades (K1, K2, Gr.1).
The guidelines are intended to be used in a holistic manner rather than independently. Their purpose
is to give an idea of the general readiness of a child.
Kindergarten: To be eligible for the Kindergarten 1 class the child should be four years old on or
before the first day of classes of the school year. To be eligible for the

Kindergarten 2 class the child should be five years old on or before the first day of classes of
the school year.
First Grade: To be eligible for first grade, the child should be at least six years old on or before
the first day of classes of the school year. The child should be able to follow two-part instructions
and work independently for at least 10 minutes and be able to work cooperatively with others.
The child should be able to do the following:
§ Recognize and write his/her own name
§ Say the alphabet and know consonant sounds
§ Count from 1 to 10 and recognize the number of objects in a set
§ Recognize colors and say color names
§ Enunciate clearly (not using baby talk)
§ Cut on a line with scissors, button/unbutton and zip/unzip clothing, tie
shoelaces, fit pieces together, etc..
Second Grade: To To be eligible for the Gr. 2 class the child should have completed the
equivalent of the Gr. 1 class at TCIS or be age appropriate and demonstrate appropriate readiness.

UPPER ELEMENTARY ADMISSIONS: (Gr3,
Gr4, Gr5)
To be eligible for the Uppler Elementary Classes of Grade 3, 4, 5 the child should have
completed the equivalent of the previous grade at TCIS or be age appropriate and demonstrate
appropriate readiness.

ADMISSIONS: (SECONDARY)
The admissions process is handled by the school’s admission office. The application is reviewed
initially by the admission office personnel to ascertain the applicant meets all preliminary admission
requirements (i.e. Korean governmental restrictions and school policy.
Once a student has been considered and meets all preliminary admission requirements, the
admissions office schedules the applicant for a day of entrance exams to assure proper placement
upon admission. The tests are useful in determining the level of English at which a student is
performing and whether or not that student will need ELL (English Language Learner) support or
other assistance, as well as showing areas in which the student achieves highly.
If the student is applying as a boarding student, on the day of testing the student, along with at least
one parent, will meet with the residence director for a formal interview and a tour of the facilities.

Following the entrance exams the Language Literature or Language Acquistion Departments make
recommendations for placement. An appropriate grade-level counselor and the school nurse will
review the applicant file and add appropratie comments and feedback. If appropriate, the Special
Needs department may also be asked to review the file as well as the MYP Coordinator. The file is
then sent to the Secondary Division Principal for the Principal’s recommendation. The Principal
sends the file with the recommendation to the Head of School. If the students is applying for
admission to the dorm then a recommendation from the Residence Director must be presented to
the Head of School. The Head of School makes the final decision on admission of the student.
The student’s parents/guardians are officially notified and given further instructions as to ensuing steps
to be taken. If the applicant is not accepted, the family may appeal the decision in person to the Head of
School. The Head of School may consult the Board of Trustees for agreement to admit a student under
special circumstances, including academic or behavioral probation.
Once the family of a student is notified of the admission of the child, the family is expected to
deposit the next semester’s balance of tuition and fees due within two weeks, or contact the
finance office to make other arrangements.

ADMISSION: TCIS IB MYP
At TCIS students admitted in grades 9 or 10 may be eligible for the MYP Certificate
Program. The MYP Coordinator will review each applicant to decide eligibility and
the best advice toward receivign the MYP Certificate.

ADMISSIONS: TCIS IB DIPLOMA PROGRAM
At TCIS Grade 11 Students are encouraged to complete the full IB Diploma. To help ensure success
for our full DP candidates, the TCIS IB DP Advisory Committee, consisting of Secondary School
Counselors, Principals, Faculty representatives from each DP
subject group, and the MYP and DP Coordinators, examines the following criteria:

· Grades 9 & 10 coursework, scores, work ethic
· Grade 10 Teacher Recommendations
· Satisfactory completion of the MYP Personal Project and Service as Action
· Grade 10 PSAT scores
· Country where student will attend University
New students entering Grade 11 are encouraged to complete the full IB Diploma if they have the
appropriate prerequisite coursework, solid teacher recommendations, adequate

scores, and suitable placement test results. The placement tests for English, Korean, Mandarin, and/or
Spanish (whichever languages are appropriate for the particular student and their interests in
languages) and Mathematics are given to all new students entering the Secondary School.
Recommendations are made by the Heads of Department and/or their designee in the case of
languages, and shared with the DP Coordinator.
The DP Coordinator examines transcripts including prior coursework and scores, teacher
recommendations, and placement test results and recommendations by the departments mentioned
above. If the DP Coordinator determines that the students will be successful in the DP program, the DP
Coordinator will make a recommendation to the admissions/counseling team, and the student will be
enrolled in the program.
If, however, the DP Coordinator has concerns regarding this student’s success in the TCIS IB Diploma
Program, the DP Coordinator will recommend the student to become an IB DP Course Candidate, not
responsible for the full DP coursework and core requirements. If students and/or parents are unhappy
with the DP Coordinator’s decision, the Admissions/Counseling team can inform the DP Coordinator
who will then consult with the TCIS IB DP Advisory Committee. This committee will determine if the
student should be given an opportunity to complete the full DP, be conditionally accepted into the full
DP, or remain as a Course Candidate.
From this point, any further appeals on the part of students or parents should be taken to the
Secondary School Administration, and, if needed beyond that level, to the Head of School. As
always, the Head of School can consult the Board of Trustees if desired.
Grade 11 students entering TCIS from an IB Diploma Program school who have already received a full
Diploma recommendation prior to their departure from that school (but have not officially entered the
DP) are usually allowed entrance into the TCIS Diploma Program. However, some of the Higher
Level/Standard Level recommendations may vary based on placement test results. Every effort is made
to offer students the courses recommended by their previous school if appropriate. If a student has a
recommended course that TCIS does not offer, an appropriate alternative course is offered to the student,
and a full DP schedule is sought.
For students entering the TCIS Diploma Program after having started the two-year Diploma Program at
another school, efforts are made to ensure that the student can continue their current course of study
either by offering the courses the student is already enrolled in or using Pamoja online education as an
option for courses that TCIS may not offer. In cases where Pamoja does not offer the particular
course, a suitable replacement is found if the student enters during year 1 of the program. If a student
enters in year 2 of the program, it is considerably more difficult to accept and place these students.
Students may be advised to seek other options.

BELL SCHEDULE
Elementary School
The elementary school operates the instructional day without a bell.
Secondary School
The Secondary School use an electronic bell system for the daily class schedule. The class
schedule is determined by the Secondary School principals and any changes must be approved by
them. Students are considered tardy if not in the assigned classroom when the bell begins to ring.

CLASS ADVISOR GUIDELINES
The purpose of having class advisors is to provide the students with help and direction in planning
and implementing activities. These activities should provide opportunities for individual
classes to bond and/or fund-raise as well as for interaction between classes.
1.

All funds collected by classes or advisors must be deposited in the class account in the
Finance Office. Deposits should be made as often as necessary, even daily, in order that
students and advisors do not keep money in lockers, classrooms, or offices.
2. Class advisors should meet at least twice a month with student representatives, with
weekly contact suggested. The student council has recommended that each class sponsor
two events during the school year.
3. Class activities are to be put on the school calendar at least one month in advance. This
means that proposed activities will be submitted by the first of the month prior to the
month in which the activity will occur. (e.g., the Activity Director should receive the
request on/before October 1 for all activities proposed to take place in November.)
4. Class representatives, with advisor assistance, should complete an Activity Scheduling
Form. Activity Scheduling Forms are available in the Activity Director’s Office, the
High School and Middle School offices, and electronically (Section 4.3.3).
5. The class advisor should brief the principal to ensure he is aware of what is planned and
receive final approval of the event before permitting students to proceed with planning.
6. Class advisors should emphasize students taking responsibility for the activity. However,
the advisor must always be proactive and step in and advise where needed. Advance
planning should be emphasized.
7. Class advisors should insure adequate supervision for each event. A 1:20 teacher:student
ratio is recommended, but more supervision may be necessary for some events. Class or
activity advisors/sponsors must be present for the events.
8. Class advisors should ensure permission slips are created, distributed, and returned in
advance for high school and middle school off-campus academic or co-curricular
activities. Advisors should bring a medical kit and have the nurse’s cell phone number
readily available during off-campus activities.
9. Class advisors should instruct students that they must remain for the entire activity unless
specific early departure permission has been granted by the advisor or principal.
10. TCIS students wishing to bring a guest to a club event (or any other TCIS activity) must
seek permission from the principal at least three days prior to the event.
11. Illegal or “pirated copies” of movies are not to be shown at school sponsored events.
Films rated as follows may be shown on the TCIS campus:
ØØ Middle school events: General (G) to Parental Guidance (PG)
ØØ High school events: General (G) to Parental Guidance-13 (PG-13)

CLUB ADVISOR GUIDELINES
The purpose of having club advisors is to provide students with help and direction in planning
and implementing activities. These activities should provide opportunities for individual groups
to bond and/or fund-raise as well as for interaction with the entire student body.
1.

All funds collected by clubs or advisors must be deposited in the club account in the
Finance Office. Deposits should be made as often as necessary, even daily, in order that
students and advisors do not keep money in lockers, classrooms, or offices.
2. Each club will determine its official meeting times.
3. Club activities are to be put on the school calendar at least one month in advance. This
means that proposed club activities will be submitted by the first of the month prior to the
month in which the activity will occur. (e.g., the Activity Director should receive the
request on/before October 1 for all activities proposed to take place in November.)
4. Student club representatives, with advisor assistance, should complete an Activity
Scheduling Form. Activity Scheduling Forms are available in the Activity Director’s
Office, the High School and Middle School offices, and electronically (Section 4.3.3).
5. The club advisor should brief the principal to ensure awareness of what is planned and
receive official approval for the event before allowing students to proceed with planning.
6. Club advisors should emphasize students taking responsibility for the activity. However,
the advisor must always be proactive and step in and advise where needed. Advance
planning should be emphasized.
7. Club advisors should insure adequate supervision for each event. A 1:20 teacher:student
ratio is recommended, but more supervision may be necessary for some events. Class or
activity advisors/sponsors must be present for the events.
8. Advisors should ensure permission slips are created, distributed, and returned in advance
for high school and middle school off-campus academic or co-curricular activities.
Advisors should bring a medical kit and have the nurse’s cell phone number readily
available during off-campus activities.
9. Club advisors should instruct students that they must remain for the entire activity unless
specific early departure permission has been granted by the advisor or principal.
10. TCIS students wishing to bring a guest to a club event (or any other TCIS activity) must
seek permission from the principal at least three days prior to the event.
11. Illegal or “pirated copies” of movies are not to be shown at school sponsored events.
Films rated as follows may be shown on the TCIS campus:
ØØ Middle school events: General (G) to Parental Guidance (PG)
ØØ High school events: General (G) to Parental Guidance-13 (PG-13)

CO-CURRICULAR ACTIVITIES (PHILOSOPHY)
The philosophy of co-curricular activities at TCIS is consistent with the philosophy and mission of
the school, which focuses on developing students holistically. Thus, participation in TCIS’s student
activities program is viewed as co-curricular rather than extra-curricular. Faculty m em b ers are
carefully selected and work diligently in coaching/sponsoring each activity, which ensures that school
curriculum continues beyond scheduled class hours.
TCIS offers co-curricular activities based on a commitment to educate the whole person. These
activities, offered both during and after the regular class schedule, do not appear on the report card or
transcript, but provide each student the opportunity to face challenge, increase proficiency, and build
self-confidence while learning important concepts such as, commitment, positive communication,
service, sportsmanship, and teamwork.
This co-curricular commitment reflects the IBO learner profile emphasis on application of classroom
learning to real life experiences. This holism is particularly evident in the CAS component
(Creativity/Action/Service) of the IBO curriculum.
Whether a co-curricular activity is categorized as athletics, community service, fine arts, international
relations, journalism, or loosely organized play time in the gymnasium, the school views the entire
body of co-curricular activities as integral to a quality, holistic approach to international education.
TCIS believes that students who participate in co-curricular activities:
• do better academically;
• develop confidence, social cooperation, and leadership skills, among other characteristics;
• can explore the various cognitive aspects learned during the class day; and
• can practice the integration of biblical principles into day-to-day life.
TCIS desires its co-curricular program to promote and recognize:
• the eclectic nature of learning;
• the skills and responsibilities of leadership;
• the balance of human talents;
• self-motivation;
• the importance of community; and
• the necessity of compassion

CO-CURRICULAR ACTIVITIES (LIST)
Athletics: Grades 9 to 12 students may participate in one fall sport (cross country, tennis,
volleyball), one winter sport (basketball, cheerleading), and one spring sport (soccer,
swimming). Practice sessions are normally held after school. TCIS is a founding member
of the Korean American Interscholastic Activities Conference (KAIAC) and competes
with international and DODDS (US Department of Defense Dependents Schools) schools
within Korea. Internationally, TCIS is a member of the Asia Pacific Activities
Conference (APAC) and annually participates in tournaments elsewhere in Asia.
Elementary school students and grades 6-8 students participate in a variety of athletic events
annually, with emphasis placed upon participation and skills learning in preparation for all-day
tournaments with other schools or other events held on Saturdays.
Book Fairs: The Learning Commons Supervisor normally invites a well-known bookstore to make
available a large number of English books, dictionaries, children’s books, computer software,
and other educational materials for sale. The fair is hosted on campus both during and after
school hours.
Chapel: The Elementary School, Grades 6-8, and Grades 9-12 hold mandatory chapel sessions once
each cycle. All faculty members are expected to attend and sit with and among the students to
supervise students and model appropriate behavior. Student life ministers are responsible for the
chapel curriculum. Classes and other student body subgroups are frequently involved in planning and
presenting the chapel program.
Clubs: In the Elementary School, there are a variety of clubs and activities available, such as Chess
Club and Mandarin Club. In the Secondary School, there are many clubs for students to choose from,
such as Model United Nations, National Honor Society, Amnesty International, Eco Club, and many
more. These clubs are student generated, and each club needs a teacher advisor.
Concerts: TCIS traditionally presents a Winter and Spring concert for each school division. All
teachers are expected to attend their school division’s concert.
Drama: Two or three drama presentations will take place each school year. All teachers are
expected to attend the school dramas within their divisions (Elementary School or Secondary School).
Elementary School Field Day: TCIS Elementary School students participate in a field day that is
jointly planned by the P.E. teacher and elementary teachers. The day’s activities are designed with
fun in mind and a spirit of community, cooperation, and friendly competition. Various themes are
created when devising games and activities. Secondary School teachers and students may assist with
this event as needed.
Elementary School Soccer Tournament: Each year TCIS Elementary School students participate
in a one-day soccer tournament hosted by TCIS. Other elementary schools throughout Korea come to
Taejon to participate in this event.
The Arts: Secondary School students participate individually in school dramas, musicals, and
forensics. Groups such as a capella choirs, concert band, and orchestra meet during the school day
and are part of the curriculum. TCIS is a member of the Korean American Interscholastic Activities
Conference (KAIAC) and participates with international and DODDS (US Department of Defense
Dependents Schools) schools within Korea. Internationally, TCIS is a member of the Asia Pacific
Activities Conference (APAC) and annually participates in fine arts events elsewhere in Asia.

Homecoming: The Homecoming event is scheduled annually. Specific activities for this event may
vary from year to year.
International Festival (All School): This major school-wide event is held once each year. The
festival is under the direction of the faculty in conjunction with the P.T.A. All faculty members and
students are encouraged to participate. The funds raised go toward various student-focused school
projects.
Parties – Elementary School: There are some holiday and birthday parties held throughout the year.
These are usually held in the afternoon (last hour) and are cooperatively planned by the teacher and a
parent or “room mother.”
Parties – Secondary School: Parties are not allowed during instructional time without the principal’s
permission.
Senior trip: The school excuses the senior class for two days during second semester for a senior
trip. The trip is planned and sponsored by parents and the seniors with their sponsors. Planning for
the trip is led by the Counseling Department and class co-presidents and executive officers. The
Secondary School principal must approve the dates and details of activities on the trip. The senior trip
is limited to Korea (out-of- country trips must be approved by the Head of School and the Board of
Trustees). Any senior who does not go on the senior trip must attend school.
Spiritual Emphasis Week (SEW): Both school divisions conduct discrete 2-4 day SEWs annually
for students. All staff and students are required to participate by division.
Student Council (STUCO) – Grades 9-12: The grades 9-12 Student Council (STUCO) is elected to
represent the student body government of the respective schools at TCIS. The student council consists
of two co-presidents, a vice-president, a secretary, a treasurer, and class representatives. The student
council represents and acts in the interests of the student body through legislation and the work of
sub-committees. The Student Council oversees the Homecoming Court election and ceremony as well
as banquets or dances.
Student Council (STUCO) – Grades 6-8: The grades 6-8 Student Council is elected to represent the
student body government of the respective schools at TCIS. The student council consists of two copresidents, a vice-president, a secretary, a treasurer, and class representatives. The student council
represents and acts in the interests of the student body through legislation and the work of subcommittees. The Student Council oversees evening activities, dances, and fundraisers for various
charities and service groups.
Yearbook: The grades 9-12 student editors and interested students prepare the Kulsai each year. For
students who take the yearbook elective course, the yearbook is curricular and for academic credit.
End-of-Year Activities:
ØØ Baccalaureate Service: All faculty and staff are expected to attend. Secondary school
students and parents are encouraged to attend.
ØØ Elementary School Awards and Concert: All Elementary School students and faculty are
required to attend. Elementary school parents are encouraged to attend.
ØØ Graduation/Commencement: All faculty and staff are expected to attend, unless one parent
needs to provide childcare. Secondary School students and parents are encouraged to attend.
ØØ Grades 9-12 Department and Major Awards Ceremonies: All grades 9-12 students in the
Secondary School students and faculty are required to attend. Grades 9-12 parents are
encouraged to attend.
ØØ Grades 6-8 Awards Assembly: All grades 6-8 students and faculty are required to
attend. Grades 6-8 parents are encouraged to attend.

CO-CURRICULAR ELIGIBILITY (ATHLETICS)

1.

2.

3.

4.

5.

6.

7.

The following policies apply to students who are actively engaged in or are members of athletic
teams, drama productions, musicals, student council, Model United Nations team, or other activities
identified as falling under this category by the administration.
TCIS’s standard for co-curricular eligibility is a “3” average (1-7 scale) or better
with no “1’s” from the previous quarter. If a student’s cumulative grades have fallen below a “3”
average, he/she will be ineligible for co-curricular for the entire next quarter. If the student has
received a “1” in any class for a quarter, he/she will be ineligible for co-curricular for the first three
weeks of the next quarter and must have maintained at least a “3” average to regain eligibility.
If during the first three weeks of the next quarter, the student is able to maintain a passing grade of
seventy-two percent or better in the subject area in which the “1” was obtained and an overall “3”
average, then the student will regain eligibility for all co-curricular activities on the Monday of the
fourth week of the quarter.
If a student has not raised his/her average to a 3 or better or has not maintained an overall “3” average
during those first three weeks, the student will remain ineligible until those requirements have been
met.
A student who ends the fourth quarter of a school year with less than a cumulative “3” average or an
“1” in any class will be given a “fresh start” the following school year. The student will be eligible
for all co-curricular activities at the beginning of the first quarter of the next year.
When a student receives a mid-term academic warning for failing work in a class, that
student will become ineligible for all co-curricular activities until he/she has raised their average to a
3 in that class. When the student has raised their average to a 3, the teacher will notify the Athletic
Director or other activity sponsor of the student’s eligibility. Students will be permitted to participate
in all co-curricular activities.
In most situations, students who missed classes because of illness or injury will not be permitted to
participate in school activities that day. Permission from the school nurse and/or Principal may be
given in special situations. The Principal may give special permission to students to participate in
school activities who were absent for reasons other than illness/injury.
The Principal must receive specific written permission from the student’s parents for
him/her to participate in two or more major co-curricular activities (i.e. athletics and drama, or
athletics and Model United Nations).

CO-CURRICULAR ELIGIBILITY (THE ARTS & OTHER AREAS)

The following policies apply to students who are actively engaged in or are members of drama
productions, musicals, student council, Model United Nations team, or other activities identified as
falling under this category by the administration.
1.

2.

3.

4.

5.

6.

7.

TCIS’s standard for co-curricular eligibility is a “3” average (1-7 scale) or better
with no “1’s” from the previous quarter. If a student’s cumulative grades have fallen below a “3”
average, he/she will be ineligible for co-curricular for the entire next quarter. If the student has
received a “1” in any class for a quarter, he/she will be ineligible for co-curricular for the first three
weeks of the next quarter and must have maintained at least a “3” average to regain eligibility.
If during the first three weeks of the next quarter, the student is able to maintain a passing grade of
seventy-two percent or better in the subject area in which the “1” was obtained and an overall “3”
average, then the student will regain eligibility for all co-curricular activities on the Monday of the
fourth week of the quarter.
If a student has not raised his/her average to a 3 or better or has not maintained an overall “3” average
during those first three weeks, the student will remain ineligible until those requirements have been
met.
A student who ends the fourth quarter of a school year with less than a cumulative “3” average or an
“1” in any class will be given a “fresh start” the following school year. The student will be eligible
for all co-curricular activities at the beginning of the first quarter of the next year.
When a student receives a mid-term academic warning for failing work in a class, that
student will become ineligible for all co-curricular activities until he/she has raised their average to a
3 in that class. When the student has raised their average to a 3, the teacher will notify the Athletic
Director or other activity sponsor of the student’s eligibility. Students will be permitted to participate
in all co-curricular activities.
In most situations, students who missed classes because of illness or injury will not be permitted to
participate in school activities that day. Permission from the school nurse and/or Principal may be
given in special situations. The Principal may give special permission to students to participate in
school activities who were absent for reasons other than illness/injury.
The Principal must receive specific written permission from the student’s parents for
him/her to participate in two or more major co-curricular activities (i.e. athletics and drama, or
athletics and Model United Nations).

COLLEGIAL EXCHANGE PROCEDURE (TCIS-GSIS)
The headmaster, along with administration in both GSIS and TCIS, encourages meaningful
professional exchanges between the schools. The protocol established for teacher exchanges
includes the following:
1. The teachers should initially exchange information by email or phone to determine the
nature and need of a face-to-face exchange, and then specifically how the exchange will
benefit the schools and whether it is necessary to conduct the exchange in person, as well
as whether the exchange is best conducted during professional duty hours.
2. Each teacher then provides identical details in requests filed with respective supervising
principals (one at GSIS, one at TCIS) for permission to conduct the described exchange
on school time. The details should include descriptions of possible net gains for each
program. Other information should include:
a. a set of questions to be answered, ideas to be discussed, or tasks to be accomplished;
b. rationale for person-to-person contact rather than phone or email contact exchange;
c. rationale for the direction of the travel (why GSIS to TCIS rather than vice versa)
d. how the growth or progress will be reported to/assessed by the principals after the
exchange is done (by a presentation to colleagues, etc.);
e. date, time (including start and ending time), location (including rationale for
location), cost (including how and from what account(s) and the rationale for any %age split of costs); and
f. plans for substitute or other on-duty coverage required by both parties
3. After each individually examines the need for and the feasibility and funding of the
proposal, TCIS/GSIS principals will:
a. collaborate and clarify with one another before coming to a mutual decision, which
may include one of the following:
i. agreeing upon the proposal as presented;
ii. considering and agreeing upon recommended changes to the proposed activity;
iii. declining permission for the parties to conduct the activity on school time;
iv. declining permission
b. notify the faculty members of the decision.
4. Follow-up to the visit should occur within one week. It is the responsibility of the teacher
to present a report to the principal. At minimum, each faculty member will report to the
principal on the outcomes of the visit as initially proposed, answering such questions as:
a. Were the proposed outcomes met? How is that verified?
b. In what areas were objectives not met? How can both schools increase the benefits of
future exchanges?
c. Were all costs satisfactorily met?

CRISIS MANAGEMENT PLAN
& FIRE DRILLS
The Crisis Management Plan (CMP) has been organized to assist the Headmaster, HAC, and
faculty with emergency preparedness. The Crisis Management Team hosts a page on Schoology
where the Crisis Management Plan (CMP) can be found.
Proper response to an emergency is often critical in preventing loss of life and property damage.
For all emergency situations, staff and students must be trained to respond properly to a crisis
situation. For the CMP to be effective, the Crisis Management Team (CMT) is required to review
the Crisis Management and Evacuation Plan document annually and conduct certain appropriate
drills and scenario training.
Fire drills will be held each semester. There will be an announced practice drill first semester
followed later by an unannounced drill during second semester. The signal for the fire drill or an
actual fire is an audible loud bell. The students should move quickly and quietly via the
emergency exit plan to the designated waiting area indicated by the chart posted in each room.
The principal should designate a teacher to turn off hall or bathroom lights. Students should
return to their classrooms when the bell is sounded to indicate an all clear. Teachers will exit with
the student roster and accompany the students at all times and shall be the first to re-enter the
classroom.
During a fire drill or a true emergency evacuation, specific members of the CMT check each area
of each building and cellphone text to the principals who report to the Business Administrator (or
designated administrator in charge) as each area is cleared. The lining up and organizing of
students of these teachers may need to be monitored by other teachers temporarily.
The residential program participates in school-day fire drills and conducts its own separate fire
drills and other emergency scenarios and drills.

CURRICULUM
TCIS hosts a “world-class” curriculum on the Atlas Rubicon servers in the USA. The curriculum is
mapped in unit plans in every subject area in every grade level. The IBPYP planner and other IBMYP and
IBDP curriculum planning guides are also used in developing the curriculum mapping template. The
Curriculum review is ongoing annually with each department. The curriculum content standards are
adopted by subject/departments, the entire division faculty, the BOT Academic Sub-Committee, and the
BOT.
Curriculum adjustments, deletions, or additions are done ongoing through the d e p a r t m e n t s ,
divisions, and BOT A cadem ic Sub- Committee. The final review may be initiated by the
faculty or the administration to place on the Sub-Committee agenda. Approval of curricular
adjustments is done at the school administrative level in consultation with the faculty; however,
curricular additions are to be approved by the Board of Trustees.

DISCIPLINE
Each teacher is responsible for discipline in his/her classroom as well as for monitoring common
areas on the campus. Inappropriate behavior by students should be confronted rather than
ignored.
Each of the two TCIS division student handbooks contains further information and details on the
behavior expected of TCIS students.

EARCOS TEACHER CONFERENCE (ETC) REPRESENTATIVE
All TCIS full-time faculty are eligible to serve as East Asia Regional Conference of Overseas
Schools (EARCOS) Teacher Representative (TR).
The TCIS EARCOS Teacher Representative selection is made in April. The position is held for
two years and is without term limit. Nominations may be self-initiated or initiated on behalf of a
colleague (with the colleague’s permission). Nominations are to be submitted to the School
Leadership Team (SLT) who will determine the EARCOS Teacher Representative.
The EARCOS Teacher Representative’s EARCOS Teacher Conference expenses for the annual
EARCOS Teacher Conference (ETC) in March are covered in full.
Responsibilities of the ETC Teacher Representative are as follows:
• Coordinate: Distribute within TCIS all relevant information about the EARCOS
Teachers’ Conference (ETC).
o Each TR will also receive two copies of the EARCOS Triennial. This will
provide information about ETC.
o The information will also appear on the EARCOS website at
www.earcos.org/etc.
• Communicate: Keep the faculty informed about the conference, including, but not
limited to, making a presentation to faculty at the beginning of the school year, providing
information on where and when the conference will be, facilitating airline (with TCIS
personnel office assistance and may include making group airline reservations) and hotel
reservations (this is accomplished directly online with the hotel), ensuring all documents
(e.g., completed workshop proposal forms, registration forms) are submitted online to the
EARCOS office, and that hotel reservations are completed by the deadlines set by the
advisory committee.
• Lead: Solicit, assist in evaluating teacher workshop proposals before submission to the
EARCOS office, and finally submit TCIS workshop proposals
• Communicate: Correspond with the EARCOS office (usually via email) and that they
respond to messages from EARCOS regarding the conference
• Plan: Arrive at the conference site one day prior to the conference to attend a meeting
and assist with the conference setup.
• Plan: Meet prior to the conference on Wednesday afternoon so that responsibilities for
the conference can be delegated, questions can be answered, and any necessary
information can be distributed.
• Advise: Serve as a resource for the EARCOS office and the ETC advisory committee—
to provide information about their country and school with the possibility of staging a
future conference and to suggest and recommend potential speakers to their
representative advisory committee members.
• Solicit: Bring a gift from TCIS that is representative of Korea to contribute to the annual
ETC raffle held for an identified worthy cause.

EXAMS – SEMESTER ASSESSMENTS
ØØ Secondary School teachers instructing in academic courses are expected to give semester summative
assessments to classes in grades 9 to 12.
ØØ Seniors are exempt from taking second semester exams.

EXPECTED SCHOOL-WIDE LEARNING RESULTS
The TCIS Expected School-wide Learning Results (ESLR's) define what each student should
know, understand, and be able to do upon program completion. These expectations were adopted
from the International Baccalaureate Learning Profile Descriptors. They should be global, include
all students, and must be able to be assessed. TCIS Student Learners strive to be:
Inquirers
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.
Knowledgeable
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.
Thinkers
They exercise initiative in applying thinking skills critically and creatively to recognize and approach
complex problems, and make reasoned, ethical decisions.
Communicators
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.
Principled
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 consequencesthat
accompany them.
Open-minded
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.
Caring
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.
Risk-takers
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.
Balanced
They understand the importance of intellectual, physical and emotional balance to achieve personal wellbeing for themselves and others.
Reflective
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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EXPECTED SCHOOL-WIDE LEARNING RESULTS- GR. 3-5
Inquirers	
  
Their	
  natural	
  curiosity	
  has	
  been	
  nurtured.	
  They	
  have	
  acquired	
  the	
  skills	
  necessary	
  to	
  conduct	
  
powerful,	
  constructive	
  research.	
  They	
  actively	
  enjoy	
  learning	
  and	
  this	
  love	
  of	
  learning	
  will	
  be	
  
sustained	
  throughout	
  their	
  lives.	
  
	
  
Knowledgeable	
  
They	
  have	
  spent	
  time	
  in	
  school	
  exploring	
  themes	
  that	
  have	
  global	
  relevance	
  and	
  importance.	
  In	
  
doing	
  so,	
  they	
  have	
  accumulated	
  significant	
  knowledge.	
  
	
  
Thinkers	
  
They	
  exercise	
  initiative	
  in	
  applying	
  thinking	
  skills	
  critically	
  and	
  creatively	
  to	
  make	
  sound	
  decisions	
  
and	
  to	
  solve	
  complex	
  problems.	
  
	
  
Communicators	
  
They	
  receive	
  and	
  express	
  ideas	
  and	
  information	
  confidently	
  in	
  more	
  than	
  one	
  language,	
  including	
  
the	
  language	
  of	
  mathematical	
  symbols.	
  
	
  
Principled	
  
They	
  have	
  a	
  sound	
  grasp	
  of	
  the	
  principles	
  of	
  moral	
  reasoning.	
  They	
  have	
  integrity,	
  honesty	
  and	
  a	
  
sense	
  of	
  fairness	
  and	
  justice.	
  

	
  
Open-‐-‐-‐minded	
  
They	
  respect	
  the	
  views,	
  values	
  and	
  traditions	
  of	
  other	
  individuals	
  and	
  cultures,	
  and	
  they	
  are	
  
accustomed	
  to	
  seeking	
  and	
  considering	
  a	
  range	
  of	
  points	
  of	
  view.	
  
	
  
Caring	
  
They	
  show	
  sensitivity	
  towards	
  the	
  needs	
  and	
  feelings	
  of	
  others.	
  They	
  have	
  a	
  sense	
  of	
  personal	
  
commitment	
  to	
  action	
  and	
  service.	
  
	
  
Risk-‐-‐-‐takers	
  
They	
  approach	
  unfamiliar	
  situations	
  without	
  anxiety	
  and	
  have	
  the	
  confidence	
  and	
  independence	
  of	
  
spirit	
  to	
  explore	
  new	
  roles,	
  ideas	
  and	
  strategies.	
  They	
  are	
  courageous	
  and	
  articulate	
  in	
  defending	
  
those	
  things	
  in	
  which	
  they	
  believe.	
  
	
  
Balanced	
  
They	
  understand	
  the	
  importance	
  of	
  physical	
  and	
  mental	
  balance	
  and	
  personal	
  well-‐-‐-‐being.	
  

	
  
Reflective	
  
They	
  give	
  thoughtful	
  consideration	
  to	
  their	
  own	
  learning	
  and	
  analyze	
  their	
  personal	
  strengths	
  and	
  
weaknesses	
  in	
  a	
  constructive	
  manner.	
  

EXPECTED SCHOOL-WIDE LEARNING RESULTS
(Elementary School Version for Gr. K1-2)

Inquirer	
  
I	
  am	
  curious	
  about	
  something.	
  	
  I	
  want	
  to	
  know	
  more!	
  

	
  

Knowledgeable	
  
I	
  know	
  a	
  lot	
  about	
  something	
  that	
  is	
  important	
  to	
  the	
  world.	
  

	
  
Communicator	
  
I	
  tell	
  what	
  I	
  am	
  thinking	
  in	
  lots	
  of	
  different	
  ways.	
  

	
  
Thinker	
  
I	
  try	
  to	
  solve	
  problems	
  in	
  new	
  ways.	
  I	
  use	
  what	
  I	
  know	
  to	
  figure	
  out	
  what	
  I	
  don’t	
  know.	
  

	
  
Principled	
  
I	
  am	
  honest	
  and	
  fair.	
  I	
  do	
  the	
  right	
  thing	
  without	
  someone	
  telling	
  me	
  to.	
  

	
  
Open-‐-‐-‐minded	
  
I	
  listen	
  to	
  other	
  people.	
  I	
  respect	
  their	
  ideas	
  even	
  if	
  they	
  are	
  different	
  than	
  mine.	
  

	
  
Caring	
  
I	
  try	
  to	
  do	
  things	
  for	
  people	
  instead	
  of	
  to	
  people.	
  

	
  
Risk-‐-‐-‐taker	
  
I	
  try	
  new	
  things	
  even	
  if	
  they	
  seem	
  hard.	
  I	
  am	
  proud	
  that	
  I	
  tried	
  my	
   best.	
  

	
  

Balanced	
  
I	
  try	
  to	
  take	
  care	
  of	
  myself	
  on	
  the	
  inside	
  and	
  on	
  the	
  outside.	
  

	
  
Reflective	
  
I	
  think	
  about	
  what	
  I	
  do	
  and	
  what	
  I	
  learn.	
  I	
  think	
  about	
  what	
  I	
  do	
  well	
  and	
  what	
  I	
  should	
  practice	
  

EXTRA-DUTY ASSIGNMENTS
While the school administration tries to keep teachers’ duties at a minimum, there are some essential
extra tasks that teachers must perform. Those duties that are part of the school’s extra/co-curricular
program for an extended period of time have salary stipends attached to the duty. However the
following duties are expected from all staff members unless administratively excused:
Before School:
All teachers should be on campus at least fifteen minutes (8:15 a.m.) prior to the start of the
instructional day (8:30 a.m.).
During	
  	
  Class	
  Change:	
  
During the five- minute class change time, teachers should move to the doorways to supervise the
hallways.
After School:
All teachers should be on campus and available to students for a minimum of fifteen minutes (3:55
p.m.) after school dismissal (3:40 p.m).
After-School Detention:
After-school detention is scheduled through the S econdary School Office by individual
teachers for inappropriate behavior. There is also a one-hour after-school detention that is
administratively scheduled. Supervision of this detention period is assigned to teachers on a rotating
basis.
Social Events:
The Secondary School faculty is expected to attend and assist the administration with supervision at
school-wide social events involving their respective students. The administration believes that the
attendance of faculty at social events provides great opportunities to develop stronger relationships
with students that will enhance ministry and educational opportunities.

FACULTY EVALUATION

Please see the LEAD (Teacher Evaluation) on-line manual, which may be found in the following
locations:
Google Drive
Schoology

FACULTY MEETINGS (MONDAY-PD DAYS)

Division principals are required to hold regular staff development activities for the respective
faculties, generally held on Mondays after classes for 90 minutes. The development sessions may
be held more frequently if deemed necessary by the principal. All faculty members are expected
to be present and on time. It is understood at TCIS that faculty may meet in Professional Learning
Communities (PLCs) or in other groups to collaboratively work together during faculty planning
time during the school-day on a regular basis and also before and after school on occasions. Several
all-day Professional Development Days are built into the school-year calendar annually.
Schoolwide faculty and classified staff meetings may be called occasionally by the Head of
School as needed.

FACULTY RESPONSIBILITIES (Full-Time)
The TCIS Board of Trustees and administration believe that teachers are professionals and should
be treated correspondingly. A professional works until the job is done no matter how long it takes.
TCIS teachers are expected to excel professionally, taking the time required to produce excellence.
TCIS believes that Christian teacher work and service is motivated by a sense of “calling”. A
professional educator does not look to receive from the profession or vocation, but rather, to
contribute. In light of this philosophy, the following guidelines and basic expectations for full-faculty
members are offered:
§§

Arrive at school 15 minutes prior to the beginning of the official instructional day and stay at least 15
minutes after the end of the official instructional day.
§§ When absent from school, provide appropriate notification and complete substitute lesson plans to
the Secondary School Office.
§§ Attend and participate in chapels on Day 3 Chapel Days.
§§ Attend all Professional Development Mondays, and various department and other committee meetings
as assigned. Participate in faculty meetings and professional training sessions every Monday
afternoon from 4:00 p.m. to 5:00 p.m.
§§ Support school activities such as drama, choir, and musical presentations with attendance,
and
sponsor school clubs and programs as assigned.
§§ Be an appropriate role model for our students. (See more information regarding definition
and
description of role model under Policy #3.23).
§§ Be on time for all activities including professional meetings and instructional assignments.
§§ Fully participate in all faculty development activities and set appropriate professional growth goals.
§§ Participate in the official TCIS observation and evaluation process (LEAD).
§§ Enthusiastically support the philosophy and goals of TCIS.
Full-time Secondary School faculty at TCIS will teach the equivalent of six (6) classes per 9-block
schedule. Each class will meet for 60 minutes. Faculty members also may be assigned another period
of study hall coverage.
Full-time Elementary School Faculty at TCIS teaches in self-contained classrooms except for
classes in physical education, music, foreign language, ESL, art, and Learning Commons.
Elementary School faculty should expect to teach approximately six hours per day.
Full-time faculty at TCIS are expected to support the school activities such as drama, choir, musical
presentations, and athletic events by attending. Secondary School faculty are assigned various duties
on a rotating basis, including detention duty, lunch duty, chaperoning social and athletic events, and
specified duties during International Festival. Elementary School faculty members have recess
duty on a rotating basis and lunch duty daily, as well as duty at the Elementary soccer tournament,
basketball tournament, International Festival and field day.

FACULTY RESPONSIBILITIES (Part-Time)
The TCIS Board of Trustees and administration believe that teachers are professionals and should
be treated correspondingly. A professional works until the job is done no matter how long it takes.
TCIS teachers are expected to excel professionally, taking the time required to produce excellence.
TCIS believes that Christian schoolteachers’ work or service is motivated by a sense of “calling” as
well as the practice of servanthood. A professional educator does not look to receive from the
profession or vocation, but rather, to contribute. In light of this philosophy, the following guidelines
and basic expectations for faculty members are offered.
Part-time Faculty at TCIS are expected to: teach assigned classes and accept other limited
assignments when asked; attend in-services, department and divisional meetings, and various
committee meetings; accept certain club and co-curricular assignments; and support the school
activities such as drama, choir, musical presentations, and athletic events with attendance.

§§
§§
§§
§§
§§
§§
§§
§§
§§

In light of this philosophy, the following guidelines and basic expectations for part-time faculty
members are offered:
Arrive at school at least 15 minutes prior to the beginning of the official instructional
duties and stay at least 15 minutes after the end of the last official instructional duties.
When absent from school, provide appropriate notification and complete substitute lesson plans to
the principal.
Attend all faculty meetings, all evening PTA meetings, and various department and other
committee meetings as assigned by the school.
Support school activities such as drama, choir, and musical presentations with their attendance, and
to sponsor school clubs and programs each year.
Be an appropriate role model for our students. (See more information regarding definition and
description of role model in Role Model Policy and Faculty Conduct Policy).
Be on-time for all activities including professional meetings and instructional
assignments
Fully participate in all faculty development activities and set appropriate professional growth goals.
Participate in the official TCIS observation and evaluation process (LEAD).
Enthusiastically support the philosophy and goals of TCIS

FIELD TRIPS
Field trips are an important part of the educational process, especially in a country as rich in culture as
Korea and as accessible to scientific and artistic facilities as we are in Daejeon.
§§

Elementary School field trips should normally be separate from the Secondary School field
trips.
§§ Grades 6-8 field trips should normally be separate from grades 9-12 field trips.
§§ All field trips should clearly support the school’s educational goals and objectives. An
assignment and some form of classroom follow-up are required.
§§ Other teachers and students should not be unduly penalized in their course planning due to the
field trip of a particular group.
§§ Forms for requesting a field trip are available in each division office. The field trip permission
form needs to be completed for each student for any off-campus excursion. For repeat or
regularly-scheduled off-campus excursions, the teacher may list all of the dates and descriptions
of the activities on one form and have the parent sign only once.
§§ The primary field trip sponsor is required to provide a passenger manifest listing every passenger
riding the bus. The manifest is to be amended as students board the bus in the parking lot and the
final amended copy left with the security guard at the main gate.
§§ The principal will check for conflicts before approving a trip.
§§ The parent of each student involved in any off-campus field trip must complete a parent waiver of
responsibility. Dorm parents are not able to sign the forms in place of the biological parents.
§§ This form does not need to be completed for athletic competitions as the parents already sign a
waiver form for athletics.
§§ The two weeks before IB exams will be blocked out for any grades 9-12 field trip. Grades 9-12
field trips will not be approved for the month of June.

FUND-RAISING
Students participating in school-sponsored groups and activities are permitted to solicit funds
from other students, staff members, and members of the community in accordance with school
guidelines. The following general rules apply to all fundraisers:
•
•
•
•
•
•
•
•

Any fund-raising activity must be in accord with TCIS goals and philosophy and follow
the Board of Trustees’ charitable contribution guidelines.
Students involved in fund-raising are not to interfere with students participating in other
activities in order to solicit funds.
A student will not be permitted to participate in a fund-raiser for a group in which he/she
is not a member without the approval of the activity sponsor.
No student may participate in fund-raising activities off-campus without written parental
consent.
House-to-house student canvassing is not allowed for any fund-raising activity.
Any fund-raiser requiring physical exertion beyond the normal student activity pattern
(e.g., “Fund Run for…”) will be approved by the school nurse and well monitored.
Coercing students in any way to contribute to a fund-raiser is not permitted.
All fund-raising requests must have prior approval of the principal.

DONATION POLICY/GIFTSFROM STUDENTS/PARENTS

Parents who have gone through the school system in Korea often believe it is essential for a
parent to reward a teacher with appropriate gifts, which in some cases are expected to assure the
parent that their child will receive primary consideration and possibly special favors. This is a
tradition that the school wishes to discourage.
Being invited out to dinner by a parent is an acceptable expression of appreciation; receiving a
small (W100,000/$100 or less) gift is acceptable on a one-time basis. However, if the gift is
beyond this figure or occurs multiple times per school year, the teacher is required to report the
matter immediately to the division principal, who will consult with the Headmaster. If a monetary
gift, the principal will collect the excess funds and the names of the givers–both the faculty
member and the parent–and provide them to the Development Office.
The Development Office will provide appropriate letters of appreciation, with a reminder to the
parent of this policy. The funds, less the W100,000/$100 gift to the teacher, will be placed in the
school’s Annual Fund and used to fund various school-wide projects.

Policy for Donated Goods and Financial Donations
PURPOSE
The Taejon Christian International School recognizes the value of donated goods and financial
donation that may be offered on a sporadic basis to provide additional school development
opportunities for the students, teachers and facility improvements outside the budget and therefore
establishes an acceptance process for the voluntary donation.
COMPONENTS
This policy consists of two (2) components that may be accessed through solicitation, grants,
sponsorships, advertising, monetary gifts, monetary donations, in-kind gifts, and/or school-based
fundraising.
Goods (equipments, materials, etc.) provided by public, private sources without charge to Taejon
Christian International School, Financial donations (monetary gifts, grants, sponsorships,
advertising, etc.) by public or private sources.
EXCLUSION
Fund raising, financial donations and goods as may be related to school clubs and class projects may
qualify as an exemption with the submission of permission form to each school division to get an
approval from division principals. Division principals must notify Development Office about the
fundraising projects done by students after their approval.
ACCEPTANCE
All donated goods, financial donations must be related to an educational and school development of
Taejon Christian International School and must be approved by the Head of School and/or
Development Officer. Such goods and financial donation will give under such conditions.
• Audio-visual equipment, library materials, books, instructional equipment electronic
equipment and/or computer equipment must meet the standards comparable to those already
established for such items purchased by the Taejon Christian International School.
• Any employee on behalf of Taejon Christian International School shall make acceptance of
goods and financial donations without any reciprocating commitment.
• Acceptance of a good and financial donation shall be in accordance with applicable School
policies and/or recommendations by Board of Trustees and/or legal counsel.
• A good must conform in accordance with all Taejon Christian International School
specifications. The Head of School or Development Officer may request evidence of

•
•

ownership of any good prior to acceptance.
Goods and financial donations shall only be accepted from persons over the age of eighteen
(18) years old.
All goods, financial donations donated to Taejon Christian International School or division
shall be accepted solely for benefit of students and not for any salary and/or benefit.

USE
All donated goods shall be considered property of the Taejon Christian International School and
may be transferred or used wherever the Head of School or School Development Office finds to be
in the best interest of the Taejon Christian International School.
DECLINE
The Head of School or the Development Officer may decline an offer for goods and financial
donation if it is deemed not to be in the best interest of Taejon Christian International School. Such
decline may include, but not limited to;
• An offer that would initiate an additional expense for service. For example: Insurance, risk
management, installing construction and/or storage,
• An offer that would create unreasonable inequity in the service rendered to a specific segment
of the student population, and/or
• An offer of an endowment fund that includes any requirement in perpetuity for delivery of
goods or services to the donor or donor’s designee.
RECOGNITION
The Head of School, unless requested to remain privacy and anonymous may recognize the donor(s)
at the school level or publicly during a School Committee meeting, for example, HAC (Head of
School Advisory Counsel) meeting and school publications.
ACKNOWLEDGEMENT
The Head of School or Development Officer will provide a letter as Record of Receipt for any
goods and/or financial donations, a copy of which shall be forwarded to the Accounting Department
for proper recording in the records of the Taejon Christian International School.
MARKET VALUE DETERMINATION
The Head of School or Development officer is prohibited from performing an appraisal and will not
place any value for goods received. The donor shall be responsible for obtaining their own
appraisals for tax purposes of real property or tangible or intangible personal property along with
any fees or other expenses as may be related to such appraisal. Taejon Christian International
School retains the right to obtain its own qualified appraisal for any real property or tangible or
intangible personal property being offered as a gift, at its own expense. If requested, the donor will
provide Taejon Christian International School with an estimated market value for each item.
DONATION ACCOUNT
All financial donations donated to Taejon Christian International School shall be made to the school
and for transferring the amount shall be sent directly Taejon Christian International School account.
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GRADING PROCEDURES

Elementary School
Grades are based on formative assessments leading to summative assessments with performance
reported against criteria.
Secondary School
Grades will be reported on a scale of 1-7 with seven being the highest mark. The grades are created
from summative assessments with performance measured against criteria. The year end mark is the
official grade for the course and points for the final mark are determined through summative
assessments throughout the year.
The only grades posted on the student’s permanent records or transcripts are the year-end grades.

HEALTH CARE
(Student)
Upon admission to TCIS every student will have on file a current (completed within the past six
months) certificate of health. The certificate should be completed using the official TCIS Student
Health Form available at the Health Center and each school division office. This form requires
two laboratory tests (blood and urinalysis), a chest x-ray or PPD skin test for tuberculosis, and a
general examination signed by a doctor. The student must also be current in the prescribed
immunizations. A truthful, accurate statement as to medical and emotional/mental health is also
required in the Student Health Form. All students are required to have a PPD skin test or chest xray to check for tuberculosis every other year. Secondary school student-athletes are required to
have on file in the Health Center a yearly physical examination by a physician before the first
practice, compete.
The school provides a registered nurse on duty through whom a student must check in order to
leave school due to illness. In an emergency, the student will be taken as soon as possible to a
hospital. Parents will be contacted as soon as possible.
Students may not keep or take medicine at school without the knowledge of the school nurse or
school administration. If a student is required to bring medicine to school, at the start of the
school day the medicine will be placed in the nurse’s office with instructions as to how it is to be
taken. As a general rule, no student, whether day or boarding, should be sent to school carrying a
fever (38ºC/100ºF or more) or with other illness symptoms. TCIS does not wish to expose
students and teachers, especially in the residential setting, to illness. Students with a fever are sent
home (day students) or placed in the school clinic (residence students). Residence student who
need to be quarantined or observed more closely will be placed in the school clinic overnight for
observation.
Health/Accident Insurance:
TCIS provides no medical insurance for students. Students are required to be insured under the
family’s health insurance coverage. TCIS’s Commercial General Liability policy (see 4.27.3)
does not apply to students, whether the injury is on-campus or off-campus, during school or cocurricular hours or not.
Special Rider:
However, TCIS maintains a special rider to its Commercial General Liability policy. This rider
provides limited coverage for cases of student injury on school grounds or while on schoolsponsored activities elsewhere. TCIS’s method of application of the rider is described below.
• The parents' insurance typically pays for a certain percentage of the injury-related
treatment costs (via Korean Nat'l. Health policy, AETNA, etc.). TCIS first expects the
family’s health coverage to be fully applied.
• For the amount of expenses not covered by the family’s health insurance, TCIS provides
a reimbursement to the family for all but 200,000 won of those expenses, as follows:
o Parents present receipts to TCIS for the amount not covered by their insurance
company, i.e., the amount paid personally.
o TCIS reimburses the family all but 200,000 won of the expenses not covered by
the family's accident coverage.
o Example: Treatment for an injury costs 4 million won and the family’s health
insurance pays for 3.2 million of that, the family's out-of-pocket expense would
be 800,000 won. Of that amount, TCIS provides the parents from its insurance
rider policy 600,000 won; parents absorb the remaining 200,000 won.

HEALTH CARE
(Faculty)
The school-provided health care benefits are fully presented under personnel policies include the
following:
Personal Items:
Faculty who suffer damage to personal items (such as broken glasses) directly in the line of duty
will be reimbursed by the school for such loss. This does not include theft of personal items.
Personal Injury:
Faculty/Staff injured directly in the line of work on campus will be covered for 100% of medical
treatment. Other injuries on campus will be covered in the same fashion as students (i.e., within
the limits imposed by the TCIS school liability insurance policy rider described in the previous
section snd the school’s medical insurance plan).

HEALTH CARE
(Visitors/Passersby)
TCIS holds a Commercial General Liability policy that covers an on-campus visitor or guest or a
passerby, when injured in any way by a TCIS-related activity while on or next to the TCIS
campus.
This cover ranges from minor liability to the school (e.g., the person simply being in the wrong
place at the wrong time) to more major liability resulting from negligence by the school or its
employees.
The split of responsibility to cover damages is determined by the relative amount of responsibility
of each party (the injured and TCIS) for the accident.
Note: This policy does not apply to student or staff injuries or losses. (see previous section)

HONORS AND AWARDS
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HONORS AND AWARDS
(Secondary School)
vv Valedictorian: Presented to the high school senior (grade 12) with the highest academic average in
grade 11 through to the end of the first semester of the senior year. The student must have attended
TCIS as a full-time student for three semesters. In the event that the grade point average drops below
3.5 after the first semester, the honor will be re-evaluated.
vv Salutatorian: Presented to the high school senior (grade 12) with the second highest academic
average in grade 11 through to the end of the first semester of the senior year. The student must
have attended TCIS as a full-time student for three semesters. In the event that the grade point average
drops below 3.5 after the first semester, the honor will be re-evaluated.
vv Citizenship Award: Presented to grades 9-12 students and grades 6-8 students in recognition of
outstanding participation in all areas of school and community life. In addition, the student should
exemplify the highest ideals of good citizenship. Students will be nominated and voted upon by the
secondary faculty.
vv Leadership Award: Presented to one student in grade 11 and one student in grade 12 in recognition	
   of	
  
leadership	
   in	
   all	
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   of	
   school	
   and	
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   life.	
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Students	
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vv Academic Awards: Presented to one student in grade 11 and one student in grade 12 who has the
highest grade point average for the first three quarters of that school year.
vv Sportsmanship Awards: Presented to one male and one female grades 9-12 student who
is selected by the Athletic Director in consultation with all athletic coaches in recognition of the
following qualities: sportsmanship, involvement in various sports, athletic ability, and competitive
spirit during the current school year.
vv Drama Award: Presented normally to a grades 9-12 student and selected by the drama teacher in
recognition of participation and leadership in drama, as an actor and/or a support/backstage person
during the current school year.
vv Yearbook Award: Presented to a grades 9-12 student and selected by the yearbook teacher in
recognition of participation and leadership in the production of the yearbook (KULSAI) during the
current school year.
vv Music Award: Presented to a grades 9-12 student and selected by the vocal and/or instrumental music
teachers in recognition of participation and leadership during the current school year.
vv Art Award: Presented to a grades 9-12 student and selected by the art teachers in recognition of
participation and leadership during the current school year.
vv Service Award: Presented to one male and one female grade 11 student and one male and one
female Senior who has demonstrated him/herself to be servant-like and active in various service
opportunities, both on and off campus.
vv KAIAC Scholar/Athlete Award: Presented to one grades 9-12 male and female athlete at each KAIAC
school (must have a 3.5 G.P.A. for the first three quarters of that school year, have lettered in at least
two sports, and be a Junior or Senior student), selected by the Athletic Director in consultation with
other coaches.
vv Department Awards: Presented to an outstanding grades 9-12 student in each department
by the Head of Department, in consultation with other faculty within the department.
vv Athlete-of-the-Year Award: Presented to a deserving grades 9-12 male and female who have
demonstrated one or more of the following: a) exceptional athletic ability and skills;
b) all-conference/all-tournament honors; c) a letter in multiple sports; d) leadership on the court or
field of play. The Athletic Director in consultation with the coaches will select the recipient of this
award.
vv Subject Awards: Presented to various Secondary School students in each subject area. Teachers do
have the option to not give this award in every subject.
vv Perfect Attendance Award: Presented to Secondary School students who have had no verified
excused or unexcused absences up to the designated point near the end of the school year and a
reasonable number of tardies.
vv Students of the Month Award: Presented to Secondary School students in each grade level each
month during the school year in recognition of the ESLRs exhibited in that month.

IDENTIFICATION PASSES

All students must possess an identification card (Student ID) while on campus. All
employees must wear an identification card (Employee ID) while on

duty.

INTERNATIONAL BACCALAUREATE

TCIS is an IB World School offering all three IB Programs; the Primary Years Program in grades
K1-5 (PYP), the Middle Years Program in grades 6-10 (MYP), and the Diploma Program in grades
11-12 (DP). Implementation of the IB programs began officially with the IBDP in the
2005-2006 school year.

LANGUAGE POLICY
Philosophy Statement
Language is a medium of inquiry and central to each student’s intellectual, social and emotional
development. Language plays an essential role in all learning areas. Regardless of specialty, all
teachers at Taejon Christian International School are language teachers. Language is seen as
involving: learning language itself, learning about language, and learning through language, and it is
the major connecting element across the curriculum.
TCIS is committed to the development of additional languages for our students as we strongly
believe that this aids in the development of intercultural awareness and open-mindedness. In a
school environment where different languages could be spoken, we believe that the use of a
common language is essential to ensure inclusion for all and to enhance understanding of the many
different cultures represented.
Language of Instruction
Our goal at TCIS is to produce positive, contributing and academically capable students with
ongoing language development. In relation to language acquisition, we recognize these basic
principles:
● Language has purpose and function and is acquired through meaningful use and
interaction.
● Language and culture are interrelated; to learn language is to learn culture.
● Language varies and changes according to person, situation, purpose, and needs of
language users.
● Mother-tongue language proficiency contributes to social and academic second language
acquisition.
Language development and use is a complex process, with shared responsibility among school
faculty, students and parents. We understand that the mother-tongue of a child serves as the
foundation on which English proficiency is built. We are committed to enabling students to continue
to increase literacy and proficiency in their mother-tongue language.
English is used as students’ primary means of academic communication in classrooms and
encouraged in social communication at school and during school events. As English is the language
of instruction at TCIS, we provide extensive opportunities for students’ meaningful social and
academic interaction in English. We promote the opportunity to code-switch from one language to
another, according to the situation or need. Outside of the buildings and in recreational areas,
students are expected to model inclusion and use English to communicate when the group of
speakers includes more than one language. Thoughtful and reflective language usage also
includes:
● Using a mother-tongue in any class where the teacher gives permission so that the student
may better understand instructions or a concept.
● Speaking and practicing a world language when it directly relates to academic world
language instruction or study programs.

Support for Language of Instruction
The school community strives to provide a nurturing environment for each individual student. The
language profile of each student is determined by a variety of assessments upon admission. The
faculty chooses effective strategies to ensure that each child continues to make progress in the

achievement of English proficiency in listening, speaking, reading, writing, and viewing. English as
a Second Language (ELL) specialists use a range of methods in the elementary and secondary
school divisions to assist students in the acquisition of the skills they need to access the curriculum
and to be socially involved in all the school’s programs.
In the elementary school, the ELL specialist collaborates with classroom teachers to support
students in the classroom and sometimes, if needed, out of the classroom for more intensive
support dependent on needs determined in collaboration planning.
In the secondary school, students in grades 6-8 can receive direct instruction in Middle Years
Program (MYP) English Language Acquisition level-appropriate instructional settings. More
advanced English learners are enrolled in MYP standard level English Language Aquisition classes
where the goal is to integrate language and content while infusing socio-cultural awareness.
Secondary School ELL students in grades 9-10 are enrolled in sheltered classes including
Sheltered English, science and social studies. Teachers scaffold instruction to aid student
comprehension of content topics and objectives by adjusting their speech and instructional tasks,
and by providing appropriate background information and experiences. Each semester the English
language proficiency levels of each student are assessed in relation to the aims and objectives of
the students’ courses. ELL studnets are also tested on the WIDA model once per school year.
Taejon Christian International School has maintained an active database documenting each
individual’s progress for many years. Parents are continually informed of their child’s progress
through parent workshops, conferences, and school grading reports.
The elementary and secondary libraries are keys to the success of our language learners. Each
library has sections dedicated to fiction and nonfiction in a variety of languages and at different
reading levels. The school subscribes to a variety of databases and software which enables the
students at any grade level to research information written at a comprehensible level at school and
at home. Literacy in the language of instruction is supported through the emphasis on individual
reading habits. Learning Labs are required to devote substantial time to independent reading and
reflection.
Eligibility for the ELL Program
Students are enrolled in the TCIS ELL program if English is not their mother-tongue language and
according to the TCIS ELL placement test. English proficiency is based on several measures
including: standardized assessments in listening, speaking, reading and writing skills as well as
prior academic records and personal interviews.
Developing English Proficiency
Second language acquisition research suggests that language learners develop basic interpersonal
communication skills in one to two years depending upon the learner’s use of English in social
environments. However, reaching “native-like proficiency” in academics requires from five to nine
years with appropriate motivation and support. Without appropriate support, an English Language
Learner (ELL) is unlikely ever to achieve competency in the academic English skills necessary to
succeed.
ELL Admissions Testing and Requirements
Taejon Christian International School welcomes students representing diverse languages and
cultures.

Elementary School Admissions
All new applicants will be placed in the appropriate grade level according to their age and/or
documented school records. Parents of all new students are asked to complete a home language
survey. Students in K1-2 are scheduled for an admission interview with the grade-level teacher,
once all of the admissions’ paperwork has cleared the admissions’ office. Students in grades 3-5
are administered a reading test (vocabulary and comprehension), as well as asked for a writing
sample in English.
Upon completing the admission tests, if a student’s results are below their age-appropriate gradelevel or documented school grade, further ELL proficiency assessment is conducted to determine
levels of English proficiency. As a part of the admissions process, ELL placement will be
determined by the ELL specialist and the Elementary Principal, in consultation with the relevant
classroom teachers. The decision will be based on the ELL assessments, writing sample, home
language survey, interview, and other academic records pertinent to that child’s educational history.
Once admitted to the ELL program, the elementary ELL teacher will continue formative oral
measurements and collaborate with the classroom teacher to determine the learning targets and
educational plan for new students enrolled in the elementary ELL program. Throughout the year as
the ELL teacher will offer a program of push-in support in the homeroom classrooms and pull-out
instructional services dependent on the students’ needs and proficiency level. Classroom teachers
and the ELL teacher will collaborate to ensure their educational plans are effective and coherent
with classroom instruction for each ELL student.
Elementary ELL Policies and Procedures
Students in grades 1-5 receive ELL services. Grades K1 and K2 will receive assistance in
collaborative planning with the ELL specialists although the ELL specialist will typically not provide
direct student support in the K1 or K2 classroom.
Six levels of English language proficiency are established in the Elementary School ranging from
level 1 (entering) to level 6 (fluent). The decision as to whether or not a student will receive ELL
services will be based on scores of a combination of levels 1 to 5 in the areas of reading, writing,
listening and speaking.
The ELL specialist administers reading, writing, listening and speaking English assessment on
admission to the school and at the end of each school year to monitor and document the progress
of each ELL student. Students at level 6 in all areas are exited from ELL services. A student at a
level 5 may also exit the program. When a student exits the ELL program, he/she will be monitored
for continual progress. If the student does not make adequate progress, the student may begin to
receive ELL services again.
Secondary School Admissions
The school is committed to appropriately placing students in programs where they will be able to
comprehend the language of instruction and a second or additional language to experience
success. It is necessary to complete all sections of the Home Language Survey and the Educational
Background section, and submit 3 years of transcripts and letters of recommendation from English
and Math teachers. Initially, all applicants complete diagnostic reading and math assessments and
a writing sample.
If a student scores two or more grade levels below their own grade level on the reading
comprehension and vocabulary assessment than his/her targeted entry grade level, he/she is
referred to the ELL department for additional English language diagnostic assessment to ensure
accurate placement.

Secondary ELL Diagnostic Assessment
The ELL coordinator reviews the home language survey, the educational background information,
the transcripts, and the initial reading, math, and writing assessment results. At this point, an ELL
examiner conducts an informal interview with the applicant to begin informally to assess the oral
proficiency levels of speaking and listening. The ELL Coordinator or another ELL specialist
administers and English language proficienty test. This teas measures the students’ academic
languagel level in the four language domains: listening, speaking, reading, writing. Based on the
results of these tests, the student will be recommended for ELL support.
Secondary ELL Policies and Procedures
TCIS recognizes six progressive levels of language proficiency from foundation to advanced.
Secondary school students in grades 6-10 at Levels 1 to 5 are enrolled in MYP English Language
Acquisition courses. The main goals are English language skill development and cultural
adjustment, as well as preparing students for classes where English is the mode of communication.
New students in grades 8-12 whose English language proficiency is either Level 1 or Level 2 may
be admitted on a case by case basis after a review of their applications and previous records.
English Language Learners who are at levels 1-5 and are in grades 6-9, are enrolled in sheltered
content courses, in addition to their English language acquisition classes. Some lower level ELLs
receive extra support in their classes from an ELL Support teacher. The goal of the program is to
extend the time students have for receiving English language skill development while they learn the
grade-level content standards and essential concepts.
Students at Level 5 who are reading and comprehending academic English within two grade levels
of their own grade level and who are successful academically are placed into mainstream classes
without direct ELL support. Teacher recommendations are also considered when the decision is
made to exit a student from the ELL program. The students’ English language proficiency progress
is monitored by the ELL department. If the student does not make continued English language skill
progress, s/he may be re-enrolled in a MYP English Acquisition. Lack of progress could also be
followed by an administrative action to place them on Academic Probation.
Language Across the Curriculum
The components of the standards-based curriculum design, implementation and assessment at
TCIS are the collaborative responsibility of all the members of the learning community. Our
curriculum is continually evaluated and revised from the learner’s perspective to ensure that our
students are challenged at appropriate academic and developmental levels to prepare them for
success in university and in the twenty-first century as described in our Expected Student Learning
Results (which is the IB learner profile).
The rigorous curriculum at TCIS is designed to kindle a passion for inquiry, to recognize diverse
intellectual talents, to seek areas of service and to cultivate a Christian worldview. We believe that
our students experience individual achievement most effectively in a safe, nurturing and inclusive
learning environment.
Language across the curriculum is supported by all teachers using a common approach - 6 Traits of
Writing. This is further enhanced through the development of interdisciplinary units, as well as the
inclusion of a ‘communication’ criteria in all subjects. Through our grade level and interdepartmental
collaborations, all teachers, regardless of content area, take on the responsibility
of helping students to improve their oral and written language skills.

Mother-tongue Support
th

th

TCIS will develop a language profile for students moving from 5 into 6 (Year 1 of the MYP) grade
and also for students entering into all years of the MYP from different schools/countries. To develop
these profiles we will administer a language proficiency test similar to our current English language
proficiency test that is used as part of our admissions process. Results from these tests will enable
our students to be placed in second language or Mother-tongue classes at the appropriate level.
In Secondary School, students who fall into the ELL category in English will automatically be placed
into their mother-tongue language class at TCIS if possible. Students whose mother-tongue is not
formally offered at the school will have the option to be registered in one Language Acquisition
course, and a language program approved by the IB as a suitable replacement for a Language and
Literature course.” (Learning in a language other than mother tongue in IB programmes, 2008).
Mother-tongue will also be supported through the provision of resources for the Learning Commons.
The Learning Commons will purchase mother-tongue translations of quality, high-interest texts, as
well as host-culture authors in both English and the host country language. The Learning Commons
will make a commitment to develop and grow an international section that contains well-known
authors from various nationalities, as well as a range of popular texts in a variety of languages. The
school will also endeavor to establish links with embassies in Seoul in an effort to procure resources
such as books, magazines, and journals that can be loaned to the library for use by our school
community.
TCIS encourages parents of students speaking languages other than English at home, to continue
supporting their children in their mother-tongue. Classroom or conference room space is offered to
parents who wish to use school hours to tutor their children in the literacy skills of their mothertongue.
Additional Languages
The majority of students from K1 -10 will study an additional language. Students with low levels of
English language proficiency (language of instruction) will receive specific instruction that will enable
them to study English as their Language Acquisition course and Korean (or mother-tongue where
possible) as their Language and Literature course. The provision for additional languages is as
follows:
Grades K1-5: PYP Korean (Foundation and Advanced)
Grades 6-10: MYP Spanish Language Acquisition; Mandarin Language Acquisition; English
Language Acquisition; English Language and Literature; Korean Language and Literature)
Grades 11-12: DP Korean Literature (HL, SL); DP Korean Language and Literature (HL, SL); DP
Mandarin Language Acquisition (HL, SL, ab initio); DP Spanish Acquisition (HL, SL, ab initio)
Language Use
TCIS encourages an English-speaking environment while at the same time fostering additive
bilingualism through the promotion of awareness of one’s environment and use of the language that
is most inclusive and appropriate for any given situation. To be a successful participant and
contributor, students will be required to use English or the language of instruction for Language
Acquisition courses with their teachers and peers in the classroom.
Rationale for a Language Use Policy
To help students prepare for college and university in English speaking countries
To reinforce the language of instruction
To ensure clear communication and understanding with and by students in the classroom
To promote and celebrate multilingual communication
To encourage inclusiveness of all students with common social languages

To provide an environment where appropriate language and behavior is reflected and a safe and
healthy community is maintained.
Role of Administrators
1. Use English as the primary language of communication.
2. Promote the benefits of the maintenance of students’ heritage language
3. Promote the benefits of the acquisition of a second language
4. Provide academic leadership for the school.
5. Share responsibility for oversight, implementation and revision of the Language Policy and
curriculum efforts.
6. Support teachers in their delivery of instruction.
7. Provide a variety of professional development opportunities to better enable teachers to be
effective instructors of students with a range of language proficiencies.
8. Promote a professional development model enabling collaboration concerning curriculum,
instructional techniques, assessment and student progress.
9. Observe teachers and provide constructive feedback, materials, planning time and staff
development opportunities.
10. Promote communication with parents concerning students’ language development.
11. Promote a co-curricular program that encourages the use and development of English.

Role of ELL Specialists
ELL Specialists have knowledge of language and second language development, culture, gradelevel subject matter, instructional resources and assessment tools. The following goals set out the
range of activities that the ELL specialists undertake:
1. Use English as the primary language of communication.
2. Work with administrators and faculty to enhance the language program with language
across the curriculum perspective.
3. Support professional development in the practices of language across the curriculum and
sponsor training sessions for that purpose.
4. Nurture the articulation of curriculum coherence with the PYP Program of Inquiry and MYP
and DP curricula
5. Promote effective language teaching and assessment practices.
6. Communicate with parents regarding language issues and the school’s language program.
7. However, responsibilities for language-immersion and language development do not rest
exclusively with the ELL specialists but rather are shared with faculty and parents.
Role of Faculty
1.

2.

3.
4.
5.
6.
7.
8.

Use English as the primary language of instruction and social interaction in and out of the
classroom (except for language classes where Korean, Spanish or Mandarin are the
language of instruction)
Acquire a professional knowledge base in second language acquisition processes, students’
developmental language behaviors, and familiarity with students’ language learning cognitive
styles.
Integrate language instruction with content instruction.
Make high-level academic content instructionally comprehensible.
Create classroom environments that are discourse-rich and process-oriented (plenty of
opportunities for students to listen to, read, speak, and write through interactive activities).
Support and encourage language self-assessment.
Give ongoing feedback to students on their linguistic and cognitive development by using a
variety of balanced assessment strategies.
Hold high linguistic and academic expectations for all students.

9. Build a strong home-school partnership using various means of communication.
10. Emulate dispositions for life in an international world (i.e. tolerance for ambiguity, empathy,
flexibility, respect for others’ languages and cultures).
11. Work collaboratively to develop culturally inclusive and age-and developmentally appropriate
curriculum and teaching strategies.
12. Integrate appropriate technology that enhances language development.
13. Select resources that are linguistically accessible and culturally inclusive.
14. Teach language skills for social interaction.

Role of Administrative Staff
The administrative staff plays an important role in modeling the use of English as the language of
common communication on campus. They are expected to:
1. Use English as the primary language of communication.
2. Facilitate communication with parents, visitors and contracted staff whose first language
may not be English.
3. Facilitate communication with students who are beginning English speakers.
Role of Parents
A number of parental actions will facilitate linguistic and academic success for students.
Families are encouraged to:
1. Have a positive attitude toward both English and home language.
2. Promote the advantages of learning other languages.
3. Maintain mother tongue literacy skills in the home or after school.
4. Encourage and support their child’s additional language acquisition.
5. Communicate with other parents to exchange ideas and reduce isolation.
6. Support the expectation that students use the language of instruction in class.
7. Supply multilingual materials in the home.
8. Be knowledgeable about language-immersion in order to support the schools’ efforts.
9. Be prepared to make the long-term commitments that success requires.

Review of the TCIS Language Policy
The TCIS Language Policy will be reviewed annually. The review will be led by the IB Program
Director, the three IB Programme Coordinators, the ELL specialists and other language learning
specialists and will be informed by current research about language acquisition and up-to-date IB
publications about language learning. Teacher, parent and student feedback on the Policy may also
be considered in the review. The final version of the policy will be approved by the TCIS Board of
Trustees.

LEARNING COMMONS
Hours:
Monday-Friday

8:00 a.m. – 5:00 p.m.

Borrowing:
TCIS SS students must present their own library cards in order to borrow library materials. All
items must be signed out at the circulation counter before being taken out of the library. Students
are responsible for all items signed out in their names. Materials must not be taken out of the
library without permission or without proper sign out. Students are expected to handle with
appropriate care all library materials at all times.
Loan Period:
§§ Books
§§

	
  
§§

Reference Materials

	
  
Magazines

Three weeks; one renewal if not on reserve for another person.
Maximum of three books are checked out at a time.
Overnight loan (may be signed out half an hour before closing
and should be returned before first period the next day)
No circulation (read or copied only in the library)

Fines:
Books are considered overdue if they are
before closing time.
§§ Overdue Books
§§ Overdue Reference materials
§§ Overdue Videos
§§ Damaged Books
§§ Lost Books & Videos

not returned to the library or to the book return box
W 500 per day
W 1,000 per hour
W 1,000 per day
Cost of repair or replacement plus 25% processing fee
Replacement cost plus 25% processing fee

Note: Students with W 2,000 or more in library fines will not be allowed to check out materials
until the fines are paid.
Computers:
Computers are available for reference use and word processing in the library. Information on
SIRS, SIRS Discoverer, Info Trac., and Discovering Collection can be accessed from all the
computers in the library and in the computer lab. Computer use in the library is restricted to
academic purposes only. Usage of technology, especially of the Internet, for personal interest or
pleasure is not allowed.
Photocopier & Printer:
A card-operated photocopier is available in the library. Copy cards are available at the circulation
counter for W3,000. W50 per page is charged for printing and copying.
Library visit during study hall period:
All students except seniors who come to the library during the day are expected to have a hall
pass. Students must receive permission from the librarian or supervising teacher in order to leave
the library for any reason (e.g. rest room or water).
Food, Drink, & Library Etiquette:
Food, gum, and drinks are not permitted in the library.

LOCKERS
Lockers are assigned to each student as a place of security for outdoor clothing, books, and
supplies. Money and other valuable items should not be left in lockers, and should be kept on the
student’s person or left for safe keeping in the office (but no longer than one school day). It is
highly recommended that lockers be kept locked at all times. The security of stored items is
only possible if lockers are properly closed and locked and the padlock combination is kept
confidential.
The school will issue padlocks for the lockers. All student lockers and padlocks are the property
of TCIS and are on loan to students during the school year. Therefore, given probable cause,
lockers are subject to reasonable search at any time. It is the student’s responsibility to keep the
lockers neat and clean. No personal padlocks will be allowed on lockers. Padlocks must be
returned at the end of the school year or the student will be required to pay for a replacement
lock.

MISSION STATEMENT
Taejon Christian International School provides international students a high quality
internationally based education within a Christian environment, utilizing positive educational
experiences and biblical foundations for spiritual growth.

PARENT TEACHER ASSOCIATION (PTA)
The TCIS Parent Teacher Association is an active, supporting, organized group of parents and
school personnel from our school community who support our school in many tangible as well as
intangible ways.
The PTA executive committee consists of a president, three vice-presidents (ES, MS, HS),
secretary, and treasurer, as well as the assistant headmaster (ex officio administrative liaison).
This body considers project requests, ensures fiscal accountability, reviews PTA function,
considers and plans major events, and sets the agenda for the monthly PTA meeting.
The PTA as a whole sponsors social and informational meetings, supports school projects
(primarily via funding) and events (e.g., Back to School Night, both parent-teacher-student
conferences, International Festival in May), supports student awards, and recognizes teachers
throughout the year, especially in May on Teacher Appreciation Day.
All teachers are expected to join the PTA every year.

PARENT/TEACHER/STUDENT CONFERENCES
Parent/Teacher/Student conferences are a very important part of a student’s education at TCIS and
they are a time to discuss the student’s progress as well as student or parent concerns.
In the Secondary School and Elementary School, the school calendar provides one day and two
evenings each semester for parent conferences. Parents are requested to participate in a conference
with each of their child’s teachers as well as with the dorm parents if the student is in the residence
program. Students are invited, but not required, to attend the conferences.
The Elementary School parent/teacher/student conferences are scheduled for two days following the
first and third quarters. At the Elementary School level, the conferences are student led conferences.
Parents are invited and encouraged to request an appointment for a teacher conference at any other
time in the school year that it is deemed warranted.

PHILOSOPHY OF EDUCATION STATEMENT
Because each student is recognized as a person made in the image of God, Christian education
should foster self-respect and self-worth, as well as respect and esteem for others. For this reason,
the goal of Taejon Christian International School (TCIS) is to help provide the kind of
environment in which each student’s unique gifts of intellect, personality, stature and spirit are
given the best opportunities for development toward maturity. TCIS bases its philosophy on basic
Christian beliefs.

PHOTOCOPY MACHINE
The photocopy machines in the teacher workrooms are designated as priority usage for all
faculty. High school and middle school students are only to utilize the copy machine in the library
following appropriate guidelines.
TCIS staff may run up to 25 personal copies, without any charge. Copy runs over 25 will be
charged at the rate of W50 per page, payable to the business office.
T

PRINCIPAL’S LEADERSHIP TEAM
The TCIS team believes that participatory leadership is crucial. The Elementary School and the
Secondary School have a set leadership protocol.
In the Secondary School, the Deputy Principals, the Heads of Department and the Curriculum
Coordinator serve as an advisory team for the SS Principal. The leadership team meets at least once a
month during the Monday Professional Development times. The Heads of Department hold regular
scheduled department meetings with their departments, soliciting input and concerns from department
members. These are in turn taken to the principal. In addition, regularly scheduled faculty meetings
are held, during which issues and concerns are addressed. In the Elementary School, the ES Principal
meets with the PYP Coordinator to discuss issues and concerns that affect teachers and instruction in the
division.

.

PROMOTION/ RETENTION POLICIES

TCIS requires students to make academic progress commensurate to their

abilities.

Elementary/Middle School
Elementary school students are promoted to the next grade level based on teacher
recommendation and principal recommendation. Middle school students are promoted
automatically if they pass all of their academic core subject areas. When a student is not making
satisfactory progress, the teacher (6-12) should refer them to the LST in order to discover the
cause of the problem and to formulate a program leading to greater success.
Retention of a student requires not only recommendations from the teacher and principal to the
Head of School but also timely and early communication with the parent/guardian. The principal,
in consultation with the Head of School will consider retention and the Head of School makes the
final decision regarding the retention of a student in elementary or middle school with a report to
the Board of Trustees.
High School
High school students are promoted based solely on the grade designation determined by the total
number of credits earned.

PROPERTY STEWARDSHIP
Employees are expected to exercise care in use of TCIS facilities and property. Included in this
expectation is the establishment of and training in high expectations for students in the use of the
TCIS facilities and property, as well as the “eyes-on” supervision of students in such a manner
that, while maintaining good relationships, assures proper stewardship of the facilities and
property.

PUBLIC & PARENT RELATIONS
As representatives of TCIS in the community, employees are expected to maintain healthy,
positive relationships with parents as well as all other Daejeon community members.
Employees experiencing a problem with a particular relationship with a non-employee should
seek counsel from the immediate supervisor the division administrator.
It is particularly important and crucial to communicate frequently with the parents of children
who may be struggling academically or behaviorally/socially at TCIS, rather than avoiding
difficult communications or encounters. If there is any potential for a volatile meeting, schedule a
colleague to observe as a witness. All such communications should be carefully documented and
be kept in confidential files for future reference.

PUBLICATIONS POLICY
TCIS encourages the publication of student writing in the yearbook Kulsai, and literary magazine
Ambersand. These publications enable students to gain practical experience in producing
publications while learning design and publication skills. The following guidelines are to be
observed:
§§ Standard English language must be used, with no profane or vulgar usage.
§§ If satire is one of the forms of writing used, no real names or situations can be used without the
written permission of the actual person.
§§ Themes promoting and/or condoning violence, drug, alcohol, or tobacco usage, or sexual
deviation or promiscuity are not appropriate.
§§ Publications must be cleared for content through the Secondary School Principal. If there is an
administrative concern it will be reviewed by the Head of School.
§§ Articles should be sensitive to the numerous cultures and ethnic groups represented at
TCIS.
Students provide an important channel of communication with parents and the entire Korean
community. Information concerning the school may be properly disseminated through students.
Administrators will review all messages and materials prior to authorizing their dispersal through the
student body.

REPORT CARDS
Report cards will be issued at the end of each quarter.

RESIDENCE POLICY (DAY/BOARDING STUDENT DEFINITION)
TCIS secondary students are to adhere to the following residence policy.
TCIS students must reside with at least one parent/legal guardian in the greater
th
th
Daejeon area or reside in the 6 -12 grade TCIS residence program.
TCIS requires faculty and staff to report to the division principal concerns about any students
who may be living in Daejeon in violation of this policy (i.e., without supervision of a
parent/legal guardian). Violators must be reported by the principals to the HOS Office. Violators
may be asked to withdraw from school and/or reported to government authorities.

SCHOOLS AGAINST VIOLENCE EVERYWHERE (SAVE)
TCIS believes that a safe and secure learning environment is fundamental to student learning and
should be a way of life in a Christian community. Therefore, TCIS is committed to a non-violent
school climate both on and off our campus—wherever interaction between community members
occurs.
Every employee, student, and parent at TCIS must sign a SAVE non-violence pledge before
beginning each school year. The pledge commits the community member to informing school
officials of any violent behaviors in the context of the greater TCIS community. Persons involved
in such behaviors, as well as those who fail to inform school officials of such behaviors, risk
losing the privilege of continuing as TCIS community members.
The school also takes great care to provide moral and character education by reinforcing a nonviolent pattern of life throughout all curriculum areas as well as chapel programs, assemblies, cocurricular activities, and statements appearing in our handbooks or posted on our campus and
website.

SECURITY (CLASSROOM)
It is extremely important for all faculty members to be cognizant of school security. Important
assessment materials and computers should never be left unsecured in the classroom. When the
teacher is not present, the classroom door should be locked. Secom cards should never be given
to students to open classroom doors.

SECURITY (FACILITIES)
It is extremely important for all employees must remain vigilant for school security in general.
Unknown persons on the campus should not be ignored, but should be approached and asked to
show a visitor or other guest pass.
Students as well are not permitted after 7:00 p.m. in the buildings without employee supervision.
Employees who allow students access to a secured facility must accompany students throughout
the duration of that access and ensure the facility is secure before departing. After school hours
(ES: 6:00 p.m. / SS: 7:00 p.m.) students also may not use the exterior courts, field, and playground
without employee supervision.

SENIOR PRIVILEGES
Seniors at TCIS enjoy a number of privileges that are earned by good citizenship and maintaining
academic standards. It is important to remember that these are privileges earned by establishing
trust. A senior who violates this trust may lose one or more senior privileges. Seniors in good
standing have the following privileges:
§§ Seniors can sign out of study hall with the study hall teacher.
§§ Seniors have access to the Senior Lounge located on the fifth floor of the Academic Building.
§§ Seniors, with a group-planned trip supervised by the Counseling Department and administration,
are permitted to take two days of excused absences for an authorized Senior Trip during second
semester (however no so-called ‘senior skip day’ is allowed or sanctioned by the
school).

STUDENT EMAIL POLICY
Purpose
Electronic mail service is provided by TCIS in support of teaching and

learning.

Use of Email Address
Students are expected to check email regularly, as all electronic school communication will be
sent to these email addresses. All communication between teachers and students should occur via
TCIS Student Email. Students are expected to access the account appropriately during classes and
use the account to access other resources as teachers deem appropriate.
Students must avoid using the school email address in ways that are likely to attract excessive or
unwanted mail. Users should avoid providing the school email address when registering or using
public websites for any purpose other than that of schoolwork.
TCIS Student Email is supervised by the school and access to all contents is subject to review by
designated TCIS personnel. All use of TCIS Student Email is subject to the TCIS Technology
Use Policy.
Account Profile & Passwords
Students may alter personal information on the student email account but may not cancel or
change the username.
Students are encouraged to change their password regularly.
Sharing passwords with other students is a breach of this policy.
Restrictions
TCIS electronic mail services may not be used for unlawful activities or violation of any school
policies. Harassing others by sending annoying, abusive, profane, threatening, defamatory,
offensive, or unnecessarily repetitive messages is strictly prohibited. Sending e-mail messages
from a personal e-mail account that is not owned by the sender, concealing the identity of the
sender, impersonating another, or representing the sender as someone other than the actual sender
is strictly prohibited. Such behavior violates the TCIS Technology Use Policy and may result in
discipline action as appropriate and determined by the school administration.
Policy Violations
Violations of school policies governing the use of school electronic email services may result in a
loss of access to school information technology resources. Access to electronic resources is a
privilege, not a right. Consequences of abuse will be determined by administration and other
disciplinary action may be applied as appropriate.
Revised: dmp 9/27/2010

STUDENT LUNCH PROGRAM
The TCIS lunch program is operated by CJ Foods Company. All employees are issued a
digital card that provides access to meals approved as part of their benefit. Employees
must use card for access to meal lines.
All students are issued cards and parents pay through the Business Office to provide funds
for purchasing meals and/or items from Café in main atrium.
Private dining areas are provided for group meetings in both the East and West Cafeteria and can be
reserved through the Business Office.

SUPPLIES
For faculty convenience, a general supplies inventory is maintained within the Elementary School and
the Secondary School. These materials and supplies may include:
§§ Binders
§§ Diskettes
§§ Envelopes
§§ Felt tip pens
§§ File folders
§§ Glue
§§ Green Duct Tape
§§ Ink Cartridges/Toner
§§ Laminating Film
§§ Masking tape
§§ Notebooks
§§ Notecards
§§ Permanent markers
§§ Post-It Notes
§§ Rubber bands
§§ Tacks
§§ Teacher Plan/Record Books
§§ White Board Markers/Erasers
§§ Overhead Projector Film
§§ Paper clips
§§ Pencils/sharpeners
These supplies are intended for teacher use only. Requests for special supplies should be made as
much in advance as possible. Some materials and supplies for teachers’ use are available in the
faculty workrooms.
If there is a special item needed for a specific class, a purchase request must be submitted. Teachers
who wish to provide specific supplies to students should use the departmental budget, if the expense
is covered in the budget.

TCIS INCLUSION AND SPECIAL EDUCATIONAL NEEDS POLICY
Philosophical Statement
TCIS recognizes that each student is a person made in the image of God. For this reason, the goal
of TCIS is to help provide an environment where each student’s unique gifts of intellect,
personality, stature and spirit are given the best opportunities for development to maturity. TCIS is
committed to providing quality instruction for all special needs students admitted, affording them the
opportunity to reach their highest potential of academic achievement and spiritual growth, while
acquiring the knowledge, skills and values needed to become responsible global citizens.
Definition of Special Educational Needs
Children with special educational needs may include students with learning difficulties, emotional
and behavioural challenges, medical conditions, speech and language difficulties, visual and aural
impairments and physical disabilities. In this context, a learning difficulty is considered to exist
when a child has significantly greater difficulty in learning than the majority of children of the same
age.
Who We Serve
TCIS endeavors to serve students with the following needs:
● Gifted and talented students
● Specific learning difficulties
● Language and communication difficulties
● Behavioral issues
● Physical and sensory conditions
● Medical conditions
● Emotional/ mental health issues
(See Appendix A for more detailed explanations.)
In the area of specific learning difficulties, TCIS typically serves students with mild disabilities due to
limited resources and personnel. Therefore, admittance is on an individual basis, influenced by
whether the school has the necessary resources available to help a student reach his/her potential.
In order for a student to receive support, the professionally identified condition should be of a
nature that seriously interferes with the student’s learning progress, or impairs the successful
functioning of the student in the school environment.
Aims of the Special Educational Needs Policy
Taejon Christian International School (TCIS), subject to availability of resources, will endeavor to:
1. Ensure that there is a collaborative partnership between teachers, family, students, and
support services to result in the success of all students;
2. Ensure that all students have the right to reach their potential;
3. Ensure that all students have the right to a variety of placements, resources, and services
to meet their individual needs;
4. Ensure that all students have the right to a safe, secure and encouraging environment;
5. Ensure that students are valued as individuals within the community of the school, with
acknowledgement of the importance of maintaining or raising the self esteem of a student;
6. Provide appropriate experiences to challenge and support learning in line with the PYP,
MYP, and DP programs;
7. Prepare students for familiar and unfamiliar situations by developing in them a range of
skills and attitudes: thinking, organization, communication, collaboration, reflection,
information literacy, inquiry, risk-taking, balance, empathy, compassion; and
8. Develop in students a sense of responsibility for their own learning and behavior.

Secondary School Procedures
Procedure For Previously Identified Special Needs Students
A. Application Procedure for New Students with Needs:
1. If a student has already been diagnosed with a disability, a copy of his/her
Student/Individual Education Plan (S/IEP, etc.) must also be submitted during the
application process. In addition, a copy of the diagnostic report from an appropriate
professional must be submitted in English with the child’s application. These reports may
not be more than 3 years old.
2. If during the regular application process there are questions or concerns raised about the
possibility of academic learning difficulties, the admissions team may require that an
educational/psychological evaluation be obtained to determine if there are undiagnosed
needs to be addressed. Parents must give permission to the health professional to share
the full findings of any such required evaluation. TCIS can withhold the review of an
application for admission to the school until the report is released to the school.
3. The completed application file will be forwarded to the Special Needs Coordinator who, in
conjunction with the admissions team, will make a recommendation as to whether the time
commitment required for appropriate instruction and the resources necessary to insure the
highest degree of success for the student are available at TCIS.
4. During the process of making an admission recommendation, the Special Needs
Coordinator may find it necessary to interview the family of the student being considered.
This meeting may include a school counselor, the school nurse, the appropriate divisional
Principal or Assistant Principal and/or other special needs team members as deemed
beneficial.
5. After consideration and evaluation, a written report with recommendations from the Special
Needs Coordinator will be distributed (to the Headmaster, division administrator, and the
applicant’s file).
6. Failure to reveal any existing documentation or diagnoses known at the time of application
may result in admission for the student being withdrawn.
B. Following Enrollment Procedure
1. After a new special needs student has been evaluated by the Special Needs Coordinator
and an outside professional, and has then been admitted to TCIS, the Special Needs
Coordinator will call an initial meeting of the student’s teachers and other pertinent
personnel for the purpose of discussing the student’s education. At this meeting, the
student's needs will be discussed, and appropriate school approved accommodations and
modifications to the student’s curriculum will be examined and clarified. Subsequent
meetings will inform new teachers of said student’s needs or update teachers of said
student’s needs. Teachers will be informed at least twice a year. Note: If after an
evaluation by the appropriate professional (medical doctor, psychiatrist, or psychologist) it
has been determined that the student requires on-going treatment, TCIS requires that
parents grant permission for a designated school representative to communicate with that
professional about the student’s progress. It is intended that this requirement will create a
partnership among the school, the family, and the licensed professional, thereby providing
understanding and consistency in the treatment of the student.
2. The Special Needs Coordinator will assume responsibility for monitoring the student’s
progress every six weeks.
3. Teachers will provide feedback on the degree of success of the accommodations and

4.

5.

6.

7.

beginning and end of each quarter but may be requested more often depending on the
severity of a student's needs.
If at the regular six-week evaluation, accommodations and modifications are not working
successfully for a student, an LST meeting will be convened to evaluate the student's
program.
At the end of each semester, the Special Needs Coordinator and classroom teachers will
provide feedback to parents concerning each special needs student’s progress. Parents
will be asked for input at that time.
In April, the Special Needs Coordinator, the parents, and other appropriate school
professionals will meet for the Annual Review of the student's IEP. At this meeting the
student's overall progress will be examined and an assessment will be made to determine
whether his/her IEP needs to be revised.
By June 1st, the Special Needs Coordinator and all subject area teachers will submit end
of the year reports about strategies, accommodations and modifications that worked for the
student. This information will be placed in the student’s special needs file and made
available to the student’s new teachers for the fall semester. Time will be allotted during fall
staff orientation for the Special Needs Coordinator to review student needs with affected
teachers.

Procedure for a Special Needs Student Who Has Been Identified Within TCIS
A. Teacher Identifies A Student With Needs
When a teacher recognizes that a student is having difficulty in class, he/she must:
1. Talk with the Deputy Principal/Principal and/or Counselor to see if there is any pertinent
information they should know (History, Nurse, Counselor, SNC, ESL Teachers, Dorm Staff
and possibly Parents).
2. Inform parents of the student’s academic and/or behavioral struggle through email, phone
call, or face-to-face conference.
B. Referral to Learning Support Team
1. If concerns are on-going the student is referred to the next LST meeting. All relevant
teachers are asked by the counselor to complete a teacher feedback form to gather
accurate anecdotal evidence to support concerns..
2. The LST team discusses whether the feedback warrants inclusion on the LST list of
students.
3. The LST makes recommendations, strategies and modifications to help support the
teacher and student in the classroom.
4. The action plan is written and a date set for follow up.
5. If concerns remain and are consistent across classes, teachers will report to Special Needs
Coordinator. The Assistant Principal, Principal and/or Counselor will examine the data that
has been collected to determine if a full-scale referral to an external agency is necessary.
Note: Formal testing recommendation and/or referrals to outside professional resources may be
communicated only by the Division Principal or Designee, in consultation with the Special Needs
Coordinator (SNC) and Counselors.
Role of the Special Needs Coordinator or Designated Learning Support Person
The Special Needs Coordinator (SNC) is involved in the intervention, monitoring, and education of
students with a range of needs. The SNC plays a significant role in mediating the learning of these
students, communicating about progress and advising their parents, and collaborating with
classroom teachers in order to support these students' academic, emotional, social, and behavioral
development. In addition, the SNC may contribute to the admissions process, providing the
principal with feedback concerning the application. The SNC is responsible for communicating

The Learning Support Team (LST) is composed of the Deputy Principal (Convener), Special Needs
Coordinator, Counselors, School Nurse, the ELL Coordinator, Dorm representative (Possibly the
Academic Assistance coordinator as appropriate when a boarding student is involved).
The LST meets monthly to review special needs student progress and to collaborate on all matters
pertaining to student referral and support, including but not limited to outside testing referrals.
Role Of Individual Educational Plans (IEPs)
IEPs may be initiated by LST action, and will then follow the formal process for establishing and
maintaining IEPs. All subject teachers providing instruction to a special education student will have
the opportunity for input in the development of the Individual Education Plans (IEPs). This may be
facilitated in some of the following ways:
● The SNC will conduct conferences with the necessary subject area teachers to discuss
each student's current or proposed IEP.
● The SNC will make sure that all teachers of special education students are notified of
upcoming meetings so that they may attend and give input.
The SNC will be responsible for providing relevant sections of the student's IEP, including goals
and objectives, accommodations and modifications to all teachers who provide instruction to a
student with disabilities. The SNC will schedule a time for consulting and providing detailed
information to teachers that will be beneficial to the student's learning.
IEPs and Reporting on Special Needs Students
Students receiving special education services will have a Individual Education Plan (IEP), TCIS's
format for documenting accommodations, modifications, and/or student goals and objectives, as
needed.
Guidelines:
1. IEP goals and objectives should be achievable and challenging. This may necessitate
adjustments in curricular content, instructional strategies, pacing, materials, and/or
assessment criteria.
2. The IEP will be adjusted if the student fails to meet the goals and objectives. The student's
teachers and the Special Needs Coordinator will review the IEP to determine the
appropriateness of its goals and objectives and the effectiveness of the accommodations
or modifications.
3. Adaptive grades may be issued as outlined in the IEP. Adaptive grades will be reflected on
the student's official transcript.
4. Students with approved IEPs will be granted academic credit commensurate with year long
and semester courses. This credit will be reflected on the student's official transcript.
Classroom Course Placement
TCIS will assure that students with mild disabilities or special needs are educated in the
mainstream to the extent that their overall needs are met. In providing programs, services, and
activities for students with mild disabilities or special needs, TCIS will first use those resources
made available to all students. Assistance from the SNC will be provided as needed, according to
the specifications of the IEP. Should a mainstream classroom placement not be appropriate, TCIS
will use the following guidelines in determining an alternative classroom placement:
1. Moving a special needs student from mainstream classes will occur only when student
progress cannot be achieved satisfactorily, even with the application of accommodations,
modifications, and the use of supplemental assistance and resources.
2. Moving a special needs student from mainstream classes will be based on a review of the
student's current progress, which may include, but not necessarily be limited to,

3.

In selecting the appropriate classroom placement, potential negative effects will be
considered. These may include, but not necessarily be limited to, student frustration and
stress, self-esteem, distractions in the classroom environment, behavior, safety concerns,
task completion, social isolation, and other considerations specific to the individual.
4. The Learning Support Team (LST) will determine placement annually, based upon regular
review of the student's IEP.
5. Graduation requirements for Special Needs Students will be created on a case by case
basis to meet the needs of each student.
Students with special needs will be provided opportunities to participate in co-curricular school
activities as appropriate or possible.
College Applications
When appropriate, the Special Needs Coordinator will assist in the research and application of
colleges in consultation with the counselor. All appropriate paperwork, such as, IEP and Portfolio
and other requested paperwork will be sent to college of choice.
DP Examination/Assessment Accommodations (taken from Candidates with AssessmentAccess
Requirements: Diploma Programme)
● Access to modified papers - Modifications can normally be made to examination papers for
candidates with visual challenges or specific learning difficulties. Some content within
examination papers cannot be presented non-visually at present without invalidating the
nature and purpose of the assessment. However, the IB may provide alternatives such as
different questions to those based on an illustration (for example, cartoons or photographs)
that can be presented non-visually and assess the same objectives.
○ Examination papers in Braille
○ Changes to the print on examination papers
○ Printing on coloured paper
○ Modifications to the visual complexity
○ Modifications to the language of examination papers
● Access to additional time - Additional time may be authorized for written examinations and
for certain activities connected to internal assessment according to the candidate’s
assessed needs. The amount of additional time given to a candidate is directly linked to the
degree of the access requirement.
○ Additional time (10%)
○ Additional time (25%)
○ Additional time (50%)
○ Additional time (25%, mathematics)
○ Additional time (25%, orals)
● Access to writing - Candidates who require inclusive assessment arrangements to access
writing may be authorized a scribe, word processor, word processor with spell
checker/speech recognition software and transcripts.
○ Computers
○ Word processor
○ Word processor with spell checker
○ Speech recognition software
○ Scribes
○ Transcriptions
● Access to reading - Candidates who require inclusive assessment arrangements to access
reading may be authorized a reader or reading software.
○ Reader
○ Reading software
● Access to speech and communication - Candidates with speech and communication

●

●

Access to calculators, practical assistance and alternative venues
○ Calculators - A standard score of 90 or less in a test of mathematical fluency
entitles a candidate to be eligible to use a four function calculator (basic calculator
performing only the functions of addition, subtraction, multiplication and division)
as an access arrangement in subjects requiring mathematics calculations where a
calculator is otherwise not allowed in the examination. It is a breach of regulations
if the candidate is found in possession of a calculator other than a four function
calculator.
○ Practical assistance - In order to be eligible to use practical assistance as an
access arrangement, a candidate must show evidence of a physical, sensory or
medical challenge. This arrangement is normally confined to the requirements of
internal assessment (for example, practical work in science or geography
fieldwork). It is particularly suited to situations where there is a concern for a
candidate’s health or safety.
○ Alternative venues - In order to be eligible to use an alternative venue, a candidate
must show evidence of a medical or severe psychological challenge that
necessitates the examination to be conducted at home or in hospital. In principle,
the examination should be taken at the same time as other candidates in the
group, but if this is not possible, the coordinator must contact IB Answers to make
a request to reschedule the examination.
Access to extensions and exemptions
○ Extensions to deadlines - In order to be eligible to use extensions to deadlines as
an inclusive assessment arrangement, a candidate must show evidence of a
medical or psychological challenge that has genuinely prevented them from
completing work in time for the coordinator to submit the work (or marks to the IB
Assessment centre in the case of internal assessment).
○ Exemptions from assessment - Exemptions are not normally granted for any
assessment component of the Diploma Programme. However, if an assessment
component or part demands a physiological function that a candidate is not able to
perform, an exemption may be authorized. Before submitting a request for an
exemption from a component, careful consideration should be given to whether all
reasonable adjustments have been considered.

Elementary School Procedures
Procedure For A Previously Identified Special Needs Student
A. Application Procedure for New Students with Needs:
1. If a student has already been diagnosed with a disability, a copy of his/her
Student/Individual Education Plan (S/IEP, etc.) must also be submitted during the
application process. In addition, a copy of the diagnostic report from an appropriate
professional must be submitted in English with the child’s application. These reports may
not be more than 3 years old.
2. If during the regular application process the admissions personnel have questions or
concerns about the possibility of academic learning difficulties these will be forwarded to
the ES principal. The ES principal with the Learning Support Consultant will ascertain
whether admission will be:
a. deferred until further information can be collected. This may require further
interviews (this may require full or partial family participation with participation from
professional school personnel on a needs basis); an educational/psychological
evaluation with parents giving permission to the health professional to share the

c.

3.

accepted on probation with conditions for continued enrolment stated. These
conditions are based on the student being able to access the curriculum with the
resources the school has available.
The family and student agree to provide full disclosure of information and documentation
requested by the school during the application process. Withholding or false representation
of information will be considered a breach of the admission process and enrolment may be
withdrawn.

B. Following Enrollment Procedure
1. After a new special needs student has been admitted to TCIS, the ES Principal and
Learning Support Team will meet for the purpose of discussing the student’s education. At
this meeting, the student's needs will be discussed, and appropriate school approved
accommodations and modifications to the student’s curriculum will be examined and
clarified. This will either be documented in the LST minutes as an Action Plan and may
include an IEP.
Note: If after an evaluation by the appropriate professional (medical doctor, a psychiatrist, or
psychologist) it has been determined that the student requires on-going treatment, TCIS requires
that parents grant permission for a designated school representative to communicate with that
professional about the student’s progress. It is intended that this requirement will create a
partnership among the school, the family, and the
licensed professional, thereby providing understanding and consistency in the treatment of the
student.
1. The Elementary Principal and the Learning Support Team will assume responsibility for
monitoring the student’s progress. Reports will be based on evidence collected from
specific online teacher surveys, observations and meeting the IEP or Action Plan goals.
Review and evaluation of progress will be facilitated in the LST meetings.
2. At the end of each quarter, the LST will provide formal feedback to parents concerning
each special needs student’s progress. Parents will be asked for input at that time.
3. In April, the LST, the parents, and other appropriate school professionals will meet for the
Annual Review of the student's IEP. At this meeting the student's overall progress will be
examined and an assessment will be made to determine whether his/her IEP needs to be
revised.
4. By June 1st, the LST with all subject area teachers will submit end of the year reports
about strategies, accommodations and modifications that worked for the student. This
information will be placed in the student’s special needs file and made available to the
student’s new teachers for the fall semester.
Procedure For A Special Needs Student Who Has Been Identified Within TCIS
When a teacher recognizes that a student is having academic, behavior, or emotional troubles and
wants to request help for the teacher and/or the student, he/she must:
1. inform parents of student’s struggle through email, phone call, or face to face conference.
2. talk with principal and/or counselor to see if there is any pertinent information that they
should know.
3. talk with former teacher of student (if still available and attended TCIS previous years)
4. talk with specialists to see if concerns transfer into other classes. If concerns are consistent
across classes, teacher fills out a feedback form together with specialists and gives it to the
Learning Support Team. Otherwise, teacher fills out a feedback form on their own. (Referral
must be received by the Learning Support Team at least 5 days prior to LST
meeting scheduled for that month in order to be considered at that time)
5. inform parents that a referral is taking place to gain new strategies to help the student
succeed through an email which is also sent to the principal, learning lab instructor and
learning support coordinator so that parents understand the others on staff who are aware

When referral is received, the Learning Support Team members will
1. talk to school nurse
2. review student’s file
3. complete an observation of the student
4. schedule for the next Elementary LST (Learning Support Team) meeting
Steps for Elementary Learning Support Team (LST) Meetings
The LST committee will include: ES principal, Learning Support Consultant, Learning Support
teacher, Counselor, PYP coordinator, ESL teacher, classroom teacher, and other teachers as
appropriate. The LST consults the school nurse as needed.
1. Elementary LST meetings are scheduled as needed with regular communication between the
LST.
2. LST meetings are scheduled in 15 minute time slots if there are numerous referrals on one day.
New referrals are allotted 30 minutes; follow-up meetings are allotted 15 minutes.
3. The procedure for the initial meeting is as follows:
a. The team uses Action Plan to facilitate meeting
b. The team discusses student’s strengths
c. The team discusses student’s weaknesses and teacher voices concerns
d. The teacher shares what their goals are for the student
e. The team generates and selects 3-4 steps or strategies for teacher to implement
f. The action plan is signed by all present
g. The follow-up meeting is set for next LST meeting
4. The procedure for the follow-up meeting is as follows:
a. The action plan is reviewed by the team.
b. The teacher shares the effectiveness of the strategies.
c. If strategies have been effective and the teacher is pleased with student progress, no
further strategies are suggested and action plan continues. Teacher continues to
communicate with the Learning Support Team on student progress and if further action
should be taken.
d. If strategies have been ineffective, the team decides on follow up measures. These
include trying new strategies, referring for psychological testing, or writing an IEP for formal
support.
The procedure for testing is as follows:
a. If testing is decided upon: the teacher, principal, learning support teacher and learning
support consultant will meet with parents to provide information and decision about testing.
An appointment for testing must be made within 7 days of conference.
b. Once testing results have been received, the IEP team comes together to review results
and write the IEP.
Role of IEPs
IEP (Individual Education Plan) Process
An Individual Education Plan (IEP) is a document that contains academic, behavioral, and /or
organizational goals for a student and strategies and/or modifications to be implemented in the
regular education classroom.
Developing the IEP
IEPs may be initiated by LST action, and will then follow the formal process for establishing and
maintaining IEPs.
1. After test results have been received by the school or the LST decides that an IEP can be
implemented without testing, the Learning Support teacher schedules an IEP team meeting. IEP’s
are only for students who receive services in the Learning Lab. Exceptions can be made on a

2. The IEP team will include: learning support consultant, parents, elementary principal, counselor,
learning support teacher, classroom teacher, other teachers as necessary, and the school nurse (if
needed).
3. The Learning Support Teacher, classroom teacher, and Learning Support Consultant will be
responsible for providing relevant sections of the student's IEP, including goals and objectives,
accommodations and modifications to all teachers who provide instruction to a student with
disabilities. They will schedule a time for consulting and providing detailed information to teachers
that will be beneficial to the student's learning. The Learning Support Teacher will collaborate with
the student's teachers, including:
a. Conferring with the classroom teacher and single subject teachers on elements of
the IEP, which may include grading, homework, and teaching and assessment
strategies;
b. Clarifying the student's abilities and needs based on current assessments;
c. Observing the student to help teachers problem-solve areas of difficulty; or
d. Providing assistance in the interpretation and implementation of approved
accommodations and modifications.
IEP’s and Reporting
Students receiving special education services will have a Student/Individual Education Plan (IEP),
TCIS's format for documenting accommodations, modifications, and/or student goals and
objectives, as needed.
TCIS will use the following guidelines for IEP’s:
1. IEP goals and objectives should be achievable and challenging. This may necessitate
adjustments in curricular content, instructional strategies, pacing, materials, and/or assessment
criteria.
2. The IEP will be adjusted if the student fails to meet the goals and objectives. The ES LST will
review the IEP to determine the appropriateness of its goals and objectives and the effectiveness
of the accommodations or modifications.
3. Adaptive grades may be issued as outlined in the IEP. Adaptive grades will be reflected on the
student's official transcript.
IEP’s will be evaluated and rewritten annually. Parents or teachers may call an IEP meeting at any
time they feel necessary based on the student’s progress and need to update the current IEP.
Changes in student support (i.e. goals or frequency of service) cannot be made without a full IEP
meeting.
Exiting of students receiving learning support services
For a student to be dismissed from learning support services, an IEP team must meet to make the
decision that services are no longer needed based on evidence of student's progress.
Role of The Learning Support Consultant
The Learning Support Consultant, plays a part in providing professional expertise to Elementary
School students and faculty in: observing and reporting of students, analysis of evidence,
diagnostic and qualitative, sharing recommendations for process, consulting with parents and
teachers, and participating in meetings.
Role of the Learning Support Team (LST)
The Learning Support Team (LST) is composed of the Elementary School Principal (Convener),
ES Counselor, Learning Support Consultant, PYP Coordinator, Classroom Teacher, ESL teacher
and other personnel as deemed appropriate. School nurse is consulted as needed.
The LST meets as needed to review special needs student progress and to collaborate on all
matters pertaining to student referral and support, including but not limited to outside testing

TCIS will assure that students with mild disabilities or special needs are educated in the
mainstream to the extent that their overall needs are met. In providing programs, services, and
activities for students with mild disabilities or special needs, TCIS will first use those resources
made available to all students. Assistance from the Learning Support Teacher will be provided as
needed, according to the specifications of the Action Plan or the IEP.
Students with special needs will be provided opportunities to participate in after school activities as
appropriate or possible.

Review of the TCIS Inclusion and Special Educational Needs Policy
The TCIS Inclusion and Special Educational Needs Policy will be reviewed annually. The review
will be led by the IB Program Director, the three IB Programme Coordinators, the Secondary
Deputy Principal-Student Affairs, the SEN Coordinator and the Counsellors and will be informed by
current research surrounding the practices of inclusion and up-to-date IB publications about
inclusion and special educational needs. Teacher, parent and student feedback on the Policy may
also be considered in the review. The final version of the policy will be approved by the TCIS Board
of Trustees.

Appendix: Types of Needs
Special educational needs
● This refers to candidates with individual learning needs, who have the intellectual capacity to
meet all curriculum and assessment requirements, and who require special arrangements to
demonstrate their level of achievement.
● Candidates who require special assessment arrangements may display the characteristics of one
or more of the following special educational needs. Specific learning issues, language and
communication disorders
● Significant issues in reading, writing, spelling or manipulating numbers associated with issues in
processing symbolic language (for example, problems interpreting music notation, dyslexia,
dyscalculia).
● Speech and language issues characterized by communication problems (for example, aphasia,
dysphasia, articulation problems).
Emotional and behavioural issues (EBD)
● Includes but is not limited to attention deficit disorder (ADD)/attention deficit hyperactivity disorder
(ADHD); withdrawn, depressive or suicidal attitudes; obsessive preoccupation with eating habits;
school phobia; substance abuse; disruptive antisocial and uncooperative behaviour; and anger,
frustration and violence.
Physical and sensory conditions
● Physical disabilities include a wide range of conditions that are not always immediately obvious,
but affect mobility.
● Sensory issues: hearing—embraces an extensive range of hearing loss from mild to profound
and can present communication difficulties; visual—includes difficulties with either the structure or
function of the eye, affecting vision.
Medical conditions
● The most common being: congenital heart disease, epilepsy, asthma, cystic fibrosis, hemophilia,

Mental health issues
● A wide range of conditions that can affect a person’s state of mind, ranging from psychotic
conditions, such as schizophrenia and manic depression, to eating disorders, anxieties and
emotional distress caused by circumstances in a candidate’s life.

TCIS Substitute Policy & Procedure
The Substitutes will be scheduled in the following manner and process:
The elementary secretary will bethe person in charge of scheduling substitutes into
teacher’s rooms.
• Secondary secretaries will be in charge of submitting requests directly to the ES secretary
via email, phone, or text message.
• Teachers will place a request with their division secretaries.
• All personnel may view the TA/Substitute Google calendar.
• There is a Google calendar used for tracking and scheduling all teacher absences to be
covered. The ES secretary is the only one with the rights to input and schedule a
TA/Substitute on the Google calendar.
• There is a limit of only four personal day requests that may be approved for which
Teaching Assistant coverage can for any given day. Secretaries and Administrators
need to communicate clearly and consult the TA/Substitute calendar prior to granting
leave requests (personal and professional).
• The ES secretary will balance the assignment of the full-time and on-call paid
TA/Substitutes in an equitable manner as possible. Placement of TA/substitute will be
guided by the strengths and preferences of the TA/substitute when possible, and with an
emphasis on balancing their workloads.
• TAs will be assigned on a first-requested basis, with an awareness of events on the master
calendar.
• Division needs will be considered and planned for in advance, as much as
possible, especially when the events are on the master calendar (KAIAC, APAC, 18 exams,
Competitions on W & F, etc.)
• The dorm staff has committed to provide staff members per semester (M-F) for their schoolside assignment. Those staff members will befigured into the regular rotation along with the
full-time and part-time substitutes.
• When all full-time and on-call paid TA/substitutes, and dorm personnel have been
scheduled, and there is still a need for a substitute, the on-call substitute
will be called, then teachers who have a free block may be called on to substitute for events
happening in their division (MS/HS) and Teaching Assistants (ES).
• At a time of additional substitute needs, other personnel may be asked to
substitute
such as administrators and lB (DP, MYP, & PYP) coordinators.

•

Substitute Procedures for Accessinq a TA/Substitute

Substitute Secretary: Miss Hye Ock Jang (Cindy) ext. 9029 HP: 010-5100-8929 Steps to follow,
once a teacher has contacted his/her division administrator/secretary:

1. Division secretary contacts Miss Jang with the teachers’ name, blocks and times needed to be
covered.
2. Use Google Calendars to view the Substitute Calendar (Miss Jang will have read/write
privileges, while all staff will have read only privileges.)
3. Advanced absences planned with some full and/or on-call substitutes and Dorm Staff as
necessary, leaving some TA/Substitutes available for Sick-Day call-ins.
4. Teaching Assistants will be used in emergency cases when there are no substitutes
available, They may work as the sub, if preferred by the classroom teacher.
5. Teachers may be used, as required on a limited basis to cover for other teachers during their
non-instructional free blocks.
6. Guidelines for TNSubstitute Teachers. (See below)
Teachers Need to:

1. Prepare a Substitute folder with detailed sub plans in the secondary office before 8:00 a.m.
Elementary teachers need to have their sub plans on their classroom desks by 8:00 a.m.
Include student specific information that will be required for substitutes to carry out the day’s
plans with awareness of student’s needs and behavior (as necessary).
2. Include a class roster/list of names for each block/class the substitute will teach that day.
3. Lesson plans need to be adequate enough for a TA/substitute to read and implement them.
They need to have sufficient plans/instructions/directions for the students for the duration
of the class period/day.
4. Ten Ways to Help your TA/Substitute: (See below)
5. TA/Substitute Teacher Folder (See below)

TEACHER ATTIRE
The school and community consider the position of teacher as a professional position. Teachers at
TCIS will dress professionally as well as practically in order to be successful. Professional
teachers will model modesty and good taste at all times.
Teachers of physical education should dress in appropriate, tasteful, and neat athletic dress.
Similar allowances and expectations apply to teachers of other special classes or activities.
Apart from the campus while in the greater Daejeon community, teachers should dress
professionally and appropriately, as ambassadors of TCIS. Particular care should be given to
modesty when going out in the Korean culture.

TECHNOLOGY USE POLICY
Technology Protocols: Taejon Christian International School (TCIS)
Overview:
Staff: Policy is being created to provide more guidelines for the school community in the use
of digital media. These guidelines are provided to encourage staff to use technology
innovatively while operating within a school sanctioned framework. Please review the
Technology protocols below in the divisions you teach and be guided by them.
As a 1:1 and at times 2:1 school we are deeply committed to supporting the taught
curriculum through digital technologies while ensuring digital security and the cyber safety of
our community. Publishing, the collaborative sharing of exemplar material and the use of
social networking sites in an educational setting has become mainstream. Digital citizenship
and responsible use of digital resources needs to be practiced by all in the school
community. It is an expectation that staff model exemplary digital citizenship and actively
model attributes of the IB Learner profile.
Attributes of positive digital citizenship:
● maintaining a positive digital footprint
● protecting both your online identity and reputation, and that of the students in your
care, and the reputation of TCIS
● communicating appropriately through digital means
● respect the intellectual property of others, and your own creative rights
● be principled in your engagement with technology
We would also like to develop standardized use of our digital tools and systems to enable a
consistent, and vertically and horizontally aligned articulation, deployment of digital
resources.
TCIS has digital security systems in place such as firewalls, security packets and IPS
monitoring systems. If these systems are circumvented, such as through the use of Virtual
Private Networks (VPN’s) they do not work, rendering our TCIS systems insecure and our
community vulnerable to exposure to inappropriate content and personal computers
vulnerable to virus etc. Please do not advocate the use of VPN’s amongst our student body.
Students are not permitted to use VPN’s at school and staff are discouraged from doing so.
It is very difficult to mandate what software and platforms teachers use to deliver content and
communicate to students and classes, as being too constrictive is counterproductive.
Technology is evolving and changing constantly. However, we do mandate that our core
platforms and softwares form the core of curriculum delivery, communication and recording
of information. Our aim is to achieve consistency and standardization through our systems
and platforms. At TCIS our primary method for the delivery of curricular information to
students and parents is through Schoology. Our record and report writing platforms are
Powerschool and ManageBac, and email communication is through TCIS mail accounts.
Atlas Rubicon is used to manage the written curriculum. Google docs together with Apple
iLife and iWorks are our primary software applications. Other applications may supplement
our core systems and applications - not replace them.
All TCIS students sign a Technology and Schoology permission agreement when registering
with the school that informs parents that TCIS is a digital environment, that an Apple laptop

needs to be purchased and that digital learning is an expectation. They also sign an image
permission notification which informs us if an image of their child can be published within the
school community and through TCIS sanctioned digital media. There are a small number of
students at TCIS where this permission has not granted, please consult the respective
Division Head.
contents
Social networking
Blogs and websites
PYP Technology Protocols
MYP Technology Protocols
DP Technology Protocols
Co-curricular Grades K-8 Social media – Activities and Clubs
Co-curricular Grades 9-12 Social media – Activities and Clubs
Terms and definitions
Personal professional blogs, websites and social networking sites
TCIS Email and Schoology forum posting
Schoology

Social networking sites:
Our school currently supports two official Facebook pages; TCIS Athletics, and Taejeon
Christian. There are also two official twitter accounts and a YouTube channel. There are
other Facebook pages in use at TCIS that are in use to highlight individual clubs, sports and
activities but it is hoped that these will be migrated to Schoology community groups or linked
from the two TCIS sanctioned Facebook pages.
Each Facebook page associated with TCIS needs to follow protocols as specified in points
11 (K-8) and 12 (9-12)
Twitter: ensure ‘ownership’ of the site is clearly indicated <TCIS grade 6 Ms ( )>
Ensure postings follow divisional posting protocols. Personal twitter accounts along with
Vine & Periscope need to follow protocol 6.1.
Flickr and other moderated sites (content is moderated) – it is thought that these sites would
not be used as a class account but may form part of the taught curriculum and be linked from
Schoology, blogs or websites. Occasionally classes may be asked to go to a specific
account as part of the taught curriculum but professional judgement needs to err on the side
of caution and ensure that inappropriate contact can’t be accessed inadvertently.
Instagram and partially moderated sites should not generally be used for school purposes.
Tumblr and other unmoderated sites are not to be used for school purposes.
Blogs and Websites:
Class blogs that are directed toward the TCIS school community need to be compiled on the
Schoology’ blog feature (PYP) – recommended (MYP/DP).

As Schoology currently only supports one blog per student, if you require students to have
their own blog, Blogger or other recognized platforms may be needed to facilitate this.
Please consult your Technology integrators, Jordan or Ian, for advice.
Websites and non Schoology blogs used for TCIS content:
Please follow protocols: 3.1 PYP; 5.2, 9.1 MYP/DP.
The following division specific protocols attempt to give guidance to staff in an endeavor to
safeguard our community, the reputation of TCIS and provide protection for TCIS
employees. They are by no means comprehensive. Where material falls out of range of the
protocols teachers needs to use professional judgment guided by the spirit the protocols are
written in.
PYP:
Classroom blogs:
1. The Schoology blog or group function is to be used for the classroom blog that
communicates with the TCIS community. If an elementary student’s parent has signed a
permission form1 an image or video of a child can be published with that child’s first name
only.
1.1. If a teacher has a personal professional blog other than Schoology generic images3
(subject to the permission form1) with no names may be posted. No details of specific
children are to be published and all content is to be professional in nature. The teacher
concerned is responsible for posting content, moderating the comment thread and setting
appropriate privacy settings2. This blog is not to take the place of the class blog.
1.2. The class blog established by the teacher should be disabled, if not reallocated to the
incoming teacher, when the blog becomes redundant or on the teacher leaving TCIS
employment.
Digital Portfolios and student work:
2. Students from grade 3 through 5 are issued with a TCIS community email and are able to
generate an individual Google drive account. Grades K through 2 will have a class based
google drive and site*. *teacher discretion
2.1. Google drive is to be used for storing student’s digital work.
2.2. Google sites/Schoology are to be used to create digital portfolios (grades 3 -5).

Class based Social networking:
3. The use of social networking sites, such as personal Facebook pages, to report on class
activities is discouraged. Micro postings through sites such as Twitter, Schoology public
groups and educationally orientated sites are encouraged as a means of sharing exemplar
pedagogy amongst peers beyond the TCIS community subject to 3.1. Staff are informed that
TCIS has officially sanctioned Facebook and Twitter sites where content can be posted.
Many social networking sites are prohibited from use by students under 13 (eg:
Facebook/Instagram).
3.1. If a teacher wishes to communicate TCIS orientated activity beyond the school
community through a social networking site, generic images or videos (subject to permission
form1) with no names may be posted. No details of specific children are to be published and
all content is to be professional in nature. The elementary school principal must consent to
the use of the site. A link to the site must be placed in the ‘course content’ section of
Schoology to enable access by the TCIS community. The teacher creating the site is

responsible for posting content, moderating any comment thread and setting appropriate
privacy settings2.
3.2. All social networking sites established by the teacher (excluding personal sites) dealing
with TCIS orientated activity need to be disabled when the site becomes redundant or on the
teacher leaving TCIS employment. *Administrative rights may be handed on to the incoming
or replacing teacher/administrator.
4. YouTube:
4.1. YouTube videos required need to be imbedded in blogs or sites.
4.2. Teachers posting video to YouTube may post generic content (subject to permission
form) with no names of students posted. No details of specific children are to be published
and all content is to be professional in nature.
4.3. Teachers are responsible for ensuring the comment thread is disabled and setting the
privacy setting to ‘unlisted’ – only those with a link can view.
4.4. Uploads made by the teacher to YouTube featuring TCIS content need to be removed
on the teacher leaving TCIS employment.

MYP:
Subject blog or website:
5. It is recommended that Schoology is used for any classroom or year group blog that
communicates with the TCIS community. If an MYP student’s parent has signed a
permission form* an image or video of a child can be published with that child’s name.
5.1. If a blog other than Schoology is used, generic images (subject to permission form1)
using that child’s first name only may be posted. No other details of specific children are to
be published and all content is to be professional in nature. A link to the blog must be placed
within course content on Schoology. Appropriate privacy2 settings need to be set.
5.2. If a class webpage is created generic images3 (subject to permission form1) using that
student’s first name only may be posted. No other details of specific children are to be
published and all content is to be professional in nature. A link to the site must be placed
within course content on Schoology. Appropriate privacy2 settings need to be set.
5.3. The Technology Coordinator and division Principal need to informed of the site.
5.4. The teacher concerned is responsible for posting content, moderating the comment
thread and setting appropriate privacy settings2.
5.5. A link to the externally hosted blog or site is to posted on the Schoology ‘update’ section
for that class/year when content is uploaded to the blog.
Student blogs
5.6. If subject teachers require their students to create individual blogs for their subject
please liaise with a Technology integrator as Schoology currently does not support individual
blogs. Blogs will be created with a student’s first name (or pseudonym), class identification
and TCIS tag using an approved blogging platform such as ‘Wordpress’. The teacher is
responsible for moderating the blog content and comment thread.
5.7. Blogs established or instigated by the teacher should be disabled when the blog
becomes redundant or on the teacher leaving TCIS employment.
Social networking:
6. The use of social networking sites, such as Facebook, to report on class activities is
generally discouraged although micro postings through sites such as twitter are encouraged
as a means of sharing exemplar pedagogy amongst peers beyond the TCIS community.
Staff are informed that TCIS has officially sanctioned Facebook and Twitter sites where
content can be posted.

6.1. If a teacher wishes to communicate beyond the TCIS community through Social
networking, a blog or website, generic images3 or video (subject to permission form1) with no
names may be posted. No other details of specific children are to be published and all
content is to be professional in nature.
6.2. The Technology Coordinator and division Principal need to informed of the site.
6.3. The teacher concerned is responsible for posting content, moderating the comment
thread and setting appropriate privacy settings. A link to the site must be placed in the
‘course content’ section of Schoology.
6.4. All social networking and web sites established by the teacher featuring TCIS content
need to be disabled when the site becomes redundant or on the teacher leaving TCIS
employment. *Administrative rights may be handed on to the incoming or replacing
teacher/administrator.
YouTube:
7. YouTube videos required need to be imbedded into course materials through Schoology >
add materials > page > insert content > image/media.
7.1. Students are to follow a naming protocol when uploading videos to youtube that are part
of course requirements. They should be using a pseudonym TCIS or first name TCIS. They
may need to create an account for ‘school use’.
7.2. Students uploading video for class purposes are responsible for disabling the comment
thread and setting the privacy setting to ‘unlisted’ – only those with link can view.
7.3. Teachers uploading video to YouTube may post generic content (subject to permission
form1) with first names of students posted. No details of specific children are to be published
and all content is to be professional in nature.
7.4. Teachers uploading video are responsible for disabling the comment thread and setting
the privacy setting to ‘unlisted’ – only those with link can view.
DP:
Year or subject blog/website:
8. It is recommended that Schoology is used for any classroom or year group blog that
communicates with the TCIS community. If a DP student’s parent has signed a permission
form1 an image or video of a student can be published with that student’s name.
8.1. If a blog other than Schoology is used, images (subject to permission form) with that
child’s first name only may be posted. No other details of specific students are to be
published and all content is to be professional in nature. * If a class webpage is created
images (subject to permission form1) using that student’s first name only may be posted. No
other details of specific children are to be published and all content is to be professional in
nature. A link to the site must be placed within course content on Schoology. Appropriate
privacy2 settings need to be set.
8.2. The Technology Coordinator needs to informed of the site.
8.3. The teacher concerned is responsible for posting content, moderating the comment
thread and setting appropriate privacy settings.
8.4. A link to the externally hosted blog is to posted on the Schoology ‘update’ section for
that class/year when content is uploaded to the blog.
Student blogs
8.5. If subject teachers require their students to create individual blogs for their subject
please liaise with a Technology integrator as Schoology currently does not support individual
blogs. Blogs will be created with a student’s first name (or pseudonym), class identification
and TCIS tag using an approved blogging platform such as ‘Wordpress’. The teacher is
responsible for moderating the blog content and comment thread.

8.6. Student blogs established or instigated by the teacher should be disabled when the blog
becomes redundant or on the teacher leaving TCIS employment.
Social networking:
9. The use of social networking sites, such as Facebook, to report on class activities is
generally discouraged although micro postings through sites such as twitter are encouraged
as a means of sharing exemplar pedagogy amongst peers beyond the TCIS community.
Staff are informed that TCIS has officially sanctioned Facebook and Twitter sites where
content can be posted.
9.1. If a teacher wishes to communicate beyond the TCIS community through a Social
networking site generic images or video (subject to permission form*) with no names may be
posted. No other details of specific students are to be published and all content is to be
professional in nature.
9.2. The Technology Coordinator needs to informed of the site
9.3. The teacher concerned is responsible for organising content, moderating the comment
thread and setting appropriate privacy settings. A link to the site must be placed in the
‘course content’ section of Schoology.
9.4. All social networking sites established by the teacher should be disabled when the site
becomes redundant or on the teacher leaving TCIS employment.
YouTube:
10. Youtube links are to be posted with discretion after reviewing the comment feed – it is
preferable that they are imbedded where possible.
10.1. Students are to follow appropriate ‘digital citizenship’ when posting content or
commenting on threads and need to be made aware that their ‘digital footprint’ is permanent.
11. Co-curricular Grades K-8 Social media – Activities and Clubs
11.1. It is recommended that Schoology is used to form communication groups for activity
and clubs within the TCIS community. Staff are informed that TCIS has officially sanctioned
Facebook and twitter sites where content can be posted for sporting events or activities such
as MUN. If other social networking sites are to be used they need to follow protocol and be
placed on a google document register4.
11.2. Each site must have staff administrator, with appropriate contact details such as a
listed TCIS email account, (there may also be a student co-admin) in the contact section of
the site.
11.3. The staff administrator is responsible for posting content, (either personally or by
suitable proxy) moderating the comment thread and setting appropriate privacy settings.
11.4. If the site is ‘closed’ contact information must be freely accessible.
11.5. A link* to each site is to be provided from the ‘main’ Facebook page – sport and
activities from the Athletics site – others as part of the Taejeon Christian site.
*as practical
11.6. Postings to the site need to follow the age appropriate TCIS posting protocols as
specified in 5.1.
11.7. All social networking sites established by the teacher should be disabled when the site
becomes redundant or on the teacher leaving TCIS employment.
Co-curricular Grades 9-12 Social media – Activities and Clubs
12. It is recommended that Schoology is used to form communication groups for activity and
clubs within the TCIS community. If social networking sites such as Facebook are to be

used they need to follow protocol and be placed on a google document register4 (refer
inquiries to the Vice Principal or Technology coordinator).
12.1. Each site must have a student administrator with a staff co-administrator (sponsor) or a
staff administrator with a student co-administrator.
12.2. Each site must have a valid TCIS email account belonging to the administrator or coadministrator listed in the ‘contact’ or ‘about’ section.
12.3. If the site is ‘closed’ contact information of administrator must be freely accessible.
12.4. The administrator is responsible for posting content, moderating the comment thread
and setting appropriate privacy settings.
12.5. All postings are to be in English and follow protocol 14.3.
12.6. It is recommended a link to each site is supplied from the official TCIS Facebook pages;
sporting and activities from the Sports and Athletics site – others as part of Taejeon Christian
site.
Terms and definitions
13. Photo permission1
13.1. all students at TCIS are required to sign a photo release clause which allows their
image to be displayed on school related media – please refer to division office
14. Privacy settings2
TCIS orientated blogs, websites and social networking sites need to follow these guidelines
where possible and practical. A teacher’s personal professional blog or site needs to adhere
to protocols 1.1, 5.1 and 8.1 where it deals with TCIS students.
14.1. site settings are to be used to make the site ‘unsearchable’ (link only)
14.2. the site should be non editable by outside users
14.3. the site should adhere to TCIS posting protocols - professional language should be
used at all times - appropriate images or video may be used that do not cause offense to our
diverse and somewhat conservative community
14.4. A teacher needs to exercise a high degree of professional judgement in administrating
and controlling the sites.
15. Generic images3
15.1. Generic images are to be considered as group shots, distance shots or shots with
‘blurring’ applied to obscure facial features
16. Personal professional blogs, websites and social networking sites
16.1. It is acknowledged that many teachers maintain their own sites for professional
circumstances. Posting protocols as specified in 5.1 need to be followed if any material from
TCIS is posted.
Staff Digital Communication policy:
17. TCIS Email and Schoology forum posting
17.1 staff email is predominantly for school based activities and use
17.2 content of email or postings should be made clear in the subject line
17.3 recipients of emails or postings should be relevant to the subject line
17.4 bulk email to staff and students (all staff/students) needs to be approved by Division
Head and distributed via Division Secretaries
17.5 Forward messages from outside sources are not to be relayed through the school email
system or other school based online forums
Schoology:

PYP: expectations for Schoology use in PYP - it is expected that K-5 elementary staff use
the Schoology blog feature / class wall to communicate with parents and the TCIS
community. It is also an expectation that 3-5 elementary school staff post course information
to their class and use the ‘update’ feature to communicate with their students.
protocols for posting course content in MYP
protocols for posting course content in DP
Publishing and sharing of student work:
18. Creating and maintaining a positive digital footprint by publishing or distributing
student/staff work should be a primary concern from both a staff and student perspective. It
is encouraged that TCIS staff share exemplary student work through seminars, the IB OCC,
workshops or publishing mediums such as blogs, web pages or educational journals. In
accordance with exemplary digital citizenship and academic honesty named works should be
given credit and cited as appropriate. When publishing work it is recommended that
creative rights are protected through the use of a Creative Commons licence or ISBN as
appropriate
18.1 If an individual students named work is to be shared or published:
a. parent permission is needed for under 13
b. student permission is needed for over 13 and parent permission as appropriate
c. the student is given appropriate credit for creating the work
d. it is recommended that a CC licence or ISBN number is used to protect the creative
rights of the work as apropriate
18.2 If an individual students work is to be shared or published un-named
a. the student’s name on the work is to be removed or made illegible and,
b. it is indicated clearly that it is a TCIS’s students work
c. it is recommended that the student and parents permission is obtained
d. it is recommended that a CC licence or ISBN number is used to protect the creative
rights of the work as appropriate
18.3 If a fellow staff members work is to be shared:
a. permission needs to be obtained from that staff member and
b. that staff member would advise on appropriate creative credit or on retaining
anonymity
18.4 TCIS reserves the right to upload exemplar material to Atlas Rubicon
a. as long as the student’s name is removed from the work as appropriate
b. it is recommended that permission is obtained from the student/parent <13

	
  
	
  
	
  

VISITORS
A visitor to TCIS is any person who is neither an employee nor a student.
TCIS welcomes visitors and parents. For the safety of students, all visitors must check in at
security office or info desk before entering the building. Visitors must write his/her name,
contact number, purpose of visit, department to visit, and date on the visitor form and shall
show a proper ID to security personnel. Visitors will receive the pass according to purpose of
visit (Visitor, Vendor, Alumni, PTA, Guest) and shall wear a pass at all-time while on campus.

When they leave, all visitors must return the visitor’s pass at security office or info desk.

Procedures
A. Regular External Vendor:
- For a client who regularly visits a school at least twice a month, the head of relative department may
approve to issue a visitor pass, and for entrance of school, a visitor shall wear it at all-time. When there are
more than one visitor, two visitor passes are issued, and visitors do not have to return their passes. Yet, if a
pass is lost, a visitor shall pay the amount of issuance fee to the department of general affairs and receive a
new pass (3,000 KRW for 1 pass).
B. Renters of School Facility:
- A representative of group using school facilities shall notify the information of purpose of use, date of
use, and personnel of use to the relative department in advance and shall receive the approval of use. In this
case, a visitor pass shall be issued only to the representative guide, or if necessary, all visitors shall receive
visitor passes with a title of group. The facility renters may have access to only designated places
authorized by school.
C. Group Visitor:
- If more than one visitor visit school as a group, the representative guide shall notify the information of
purpose of visit, date of visit, and personnel of visit to the head of department in advance and receive the
approval by school. In this case, a visitor pass shall be issued only to the representative guide, or if
necessary, all visitors shall receive visitor passes with a title of group. The visiting group may have access
to only designated areas authorized by school.
D. School Invited Guest:
- A school invited guest shall receive the approval of visit under agreement of manager at the relative
department by school through Google Document. The guest shall identify the purpose of visit, invitation
department, accommodated personnel, and basic information shall be prepared on the application to be
submitted to the school Business Administrator. If the guest stays more than one week, the sexual assault
record background check must be presented to school.
E. School Guestroom Guest:
- A school guestroom user shall receive the approval of use of guestroom under agreement of manager at
the relative department by school. In case of request of use approval, the purpose of visit, guest room
accommodation, accommodated personnel, and basic information shall be prepared on the application to be
submitted to the Head of School Secretary, and the guest room is assigned.
- A guestroom pass, key, and SECOM card are given at the department of general affairs, and a visitor shall
confirm the requirements of guestroom user and sign. A guestroom pass shall be worn at all-time within a
school, and when leaving, a guestroom pass, key, and SECOM card shall be returned to a school. If any of
this is lost, a guest shall pay the fee for replacement.
<Visitor Entrance Flow>
5. Entrance Restriction of Visitor
In case of visitor under the followings, a school may refuse or dismiss a visitor.
1) When a visitor pass is subleased or given to others
2) When the application and ID do not match with each other
3) When the application is falsified
4) If a school decides that it is necessary to for the security purpose

5) If a visitor does not agree upon the collection and use of personal information
6) If a visitor violates the following Article 6
6. Visitor Check
- The followings shall be prohibited within a school, and if violated, a visitor may be warned or asked to be
dismissed.
1) Drinking, smoking, making loud noise, or violence
2) No visitor pass or visitor pass worn by others
3) Intentional damaging school properties
4) Any activity not to be complied with school instruction
5) Any activity that may hinder the school program, excluding planned constructional work that has been
approved In advance
7. Collection and Destruction of Personal Information
1) For any security accident, terrorism, or other accidents within a school, under the Article 4 (Entrance
Procedure of Visitor) of school visit and the agreement of collection and use of personal information under
Annex No. 9 (agreement on collection, use, and providing of personal information) for issuance of visitor
pass shall be prepared.
2) The personal information collected under Article 1 shall be kept for 3 years, and the personal
information after retention period shall be discarded after the deliberation of Public Records Management
Regulation.
8. Cooperation by School Faculty
1) If a visitor is expected from the outside, the ID of visitor, personnel, time, and purpose shall be notified
to a security room in advance.
2) If a school faculty finds any visitor that does not have a visitor pass or any visitor that is not guided by a
school faculty, a school faculty shall ask for ID and purpose of visit and guide a visitor to security room or
Info Desk for a visitor to follow the visitor entrance procedure.
3) For a visitor who has not followed the Article 4 the visitor entrance procedure, a visitor shall be guided
to a security room and write the visitor record. If a visitor is unable to be identified, or if a visitor refuses
the above request, a school asks a visitor to be dismissed, and if required, a security room or department of
general affairs is notified for the further measures.
9. Relative Laws & School Policy
1) Elementary and Secondary Education Act Article 30 Para. 8
Article 30-8 (Safety Measures of student, etc.)
① In case of national institute, the headmaster of school, and in case of public and private school, the
superintendent of education, under the educational rules of city and province, shall establish and implement
the student safety measures to prevent unauthorized access by the outsider and school violence and crime
in installation or modification of school facility (including a boundary).
② The headmaster of school shall Implement the following items of each paragraph for safety of students.
1. Items regarding detailed standards such as identification procedures of visitors within as a school
2. Installation of image information processing equipment
3. Surveillance and monitoring activities around a school
③ The items required for safety solution of students under Para 1 and 2 shall be determined by the
Presidential Decree.
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2) SCHOOL Parking Permits Policy
3) SCHOOL Facility Rental Policy
3) Pledge of Construction Guideline
4) Guest Room Reservation Policy
5) Guideline of Personal Information Protection by School
10. Annex
1) Application of Visitor Pass

2) Issuance Ledger of Visitor Pass

3) Application of Group Visit

4) Pledge on Visitor Pass Issuance

5) Agreement on Collection, Use, and Providing of Personal Information
6) Record of Visitor
Supplementary Provision
1) (Date) This regulation is implemented from

month

day of 2015.

[Annex No. 1]
Application of Visitor Pass
(Only to Article 3 Para. 1~4)
Name

Association

Address
Contact

Work:

Mobile:

Department
Purpose
Issuance

1. New issuance

2. Re-issuance (reason:

)

I hereby apply for the issuance of visitor pass as shown above.

Year

Month

Date

Applicant

(Signature)

Manager

(Signature)

Taejon Christian International School
[Annex No.2]
Issuance of Visitor Pass
Issue No. Issue Date

Association
(Title)

Name

New/
Re

Return

Approval
Manager Teal Leader

[Annex No. 3]
Application of Group Visit
Applicant Group
Date

Title

Address

Representative

Phone

year

mon

day

time

~

Purpose of Visit
Number of Visit

Total

persons

Location of Visit
Guide

Name:

Phone:
Mobile:

Department

Manager

Request
I hereby apply for the issuance of visitor pass as shown above.
Year

Month

Date

Applicant

(Signature)

Manager

(Signature)
Taejon Christian International School

[Annex No.4]
Pledge on Visitor Pass Issuance
I hereby pledge to keep the followings for issuance of visitor pass.
1. I do not use the visitor pass for the purpose other than entrance of school for business.
2. I keep and manage not to lose a visitor pass, and for overall accidents due to loss or alternate uses, along
with a confirmer, I take all responsibility.
3. In case of retirement or career move, I return a visitor pass, and if lost, I will notify it immediately to
take proper measures.

* Pledger
Organization:

Name:

(Signature) Phone:

* School Manager
Department:

Name:

(Signature)

Phone:
Taejeon Christian International School
[Annex No.5]
Agreement on Collection, Use, and Providing of Personal Information

1. General Provision of Collection and Use of Personal Information (mandatory) - [ Agree ᆷ ]
* Purpose of Collection: prevention of security accident and terrorism and understanding the progress
of incident (accident)
* Basis of Collection: Personal Information Protection Law Article 15
* Item of Collection: association, name, and contact
* Period of Retention and Use: 3 years (destroyed after retention)
2. Provisions on Providing Personal Information to the Third Party (optional) - [ Agree ᆷ ]
* Purpose: convenience and petition with a school
* Basis: Personal Information Protection Law Article 17 and 18
* Items to be Provided: title of work, date, association (organization), name, phone

* Personal Information will be given to TCIS
3. Disadvantage in Disagreement and Rights of Disagreement
* The applicant of visitor pass issuance may have the rights to reject the agreement on collection and
use of personal information by the school,
* But in case of disagreement, under the entrance regulation of visitor, a school may restrict the
entrance or reject to issue the visitor pass.

I am fully aware of the above matters in advance and I consent.

Year
Consented by

Month

Date
(signature)

Taejeon Christian International School
[Annex No.6]
Record of School Visitor
Personal Info.
Date Name Association Purpose Time Phone

Pass Pass
No. Return

Agree on
Collection
and Use

Approval

Agree on
Providing to
the Third
Party

□
□
Sig.:
□

□

□

□

□

□

□

□

□

□

Sig.:

Sig.:

Sig.:

Sig.:

Sig.:

Manager

VOLUNTEERS
The school welcomes parent and community volunteers into the school. Faculty members should
demonstrate appreciation and respect to volunteers at all times.
Volunteers should be registered with the division principal and specific duties and tasks should be
identified.

YEAR-END PROCEDURES
Each faculty member is responsible to complete classroom inventory, prepare the classroom for
the summer activities per the division principal’s guidelines, and complete the appropriate
instructional, housing, and travel check-out procedures with the division, personnel, and business
offices.
(A more extensive end-of-employment procedural check-list is provided to employees
concluding service at TCIS.)

