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Braeburn Kisumu International School Parent Handb&d2013-2014

The Braeburn Kisumu International School commung#tycomposed of students,
parents, teaching and support staff. Your childrenwith us for most of the day, but
their achievements and success will depend nobjusis, but also on their motivation
and attitude and the constant support and inteslestvn by you. It is therefore

essential that we work as a team. We hope thisbdwtdwill aid this process by

helping you to understand our aims and methodsaaye better able to support our
work.

PHILOSOPHY AND OBJECTIVES
BRAEBURN KISUMU INTERNATIONAL SCHOOL

Enhance and integrate the academic, social andnmrgevelopment of our pupils
enabling them to become well adapted young adujtspped with the social and
academic skills needed to succeed in our globaésoc

Provide a supportive, caring, student centred enwient in which each pupil
feels valued as an individual.

Maximise the academic achievement of every pupildbiivering a broad,
balanced curriculum using a wide variety of techef with appropriate
support.

Build self motivation and self esteem by helpingregupil to experience
positive reinforcement and success in some aspachool life.
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Develop the skills of problem solving, communicatiogesearch and study,
needed for life-long learning.

Value and promote behaviour that is ethical, resgd@ and shows respect for
the rights of others.

Encourage pupils to value cultural diversity andd&velop tolerance and
empathy.

Raise awareness of global issues, the environnmehparsonal health.

Consider equal opportunity for all a fundamentaghtj regardless of race,
gender, culture or belief.

Develop a positive working relationship betweerep#s, pupils and teachers.

Provide a wide variety of co-curricular and spartactivities to challenge and
widen pupils’ experience, and to enhance mutuglaeisand self esteem.

Show continuous improvement in every aspect ofsetiool.

Year One Science Lesson February 2013
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Teaching Staff 2012-2013

Mrs O’Dolan Head Teacher & Business Studies Taache

Ms Inyanje Deputy Head Teacher of Primary, MusiP@&mary
French

Mr Oyamo Deputy Head Teacher of Secondary School,
Examinations Officer, Physics & Science

Mr T Nyongesa English

Mr Karanja ICT & Mathematics

Mr Omwenga KS3 Mathematics & Geography

Ms Mitema Biology, Chemistry, Science & Geography

Mr Namulala Art & Design & Geography

Mrs Omondi Year 5 Class Teacher, KS 3 — 4 His&§ociology

Ms Ocholla KS 3 & 4 French, Drama & PHSE

Ms Odhiambo Sports, Swimming

Mr Makokha KS 2 Mathematics & SEN

Class teachers & Form Tutors

Mrs Damary Pre-Creche, Créche & Teacher i/c EYFS

Mrs Rosemary Foundation Stage One

Ms Jacqueline Foundation Stage Two

Mrs Kimata Yearl

Mrs Njuguna Year2

Mrs Ngare Year3

Mr Makori Year 4

Mrs Omondi Year 5

Mrs Hopkins Year 6

Ms Ochola Year 7

Mr T Nyongesa Year 8

Mr Omwenga Year 9

Ms Mitema Year 10

Mr Karanja Year 11

In EYFU children call teachers by their first name.e. Mrs Damary Mrs Rosemary
and Miss JacquilineHowever, in Primary and Secondary School pupitsosid use
formal salutation of using teacher’s surnames.

Teaching Assistant
Mr Benard Sambu — Year 1 & 2
Classroom Assistants

Mrs Dinah Adhiambo Creche
Mrs Eunice Nanga Foundation Stage One
Mrs Gladys Amagove Foundation Stage Two
Non- Teaching Staff
Ms Beatrice Osoro Campus Coordinator & School Aotant
Mrs Evelyn Wekesa Head Teacher’s Secretary
Mr Michael Kamasia ICT & Science Technician
Mrs Sylvia Wafula Librarian and First Aider
Mr Ezekiel Otieno Dulo Driver
Mr Arthur Odidi Driver
Mr Martin Ahuta Grounds man
Mr Sheldon Opiyo Cleaner
Mr Dishon Lubutse Messenger & Kitchen Assistant
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The School Day
B Registration

This begins at 8.00 a.m. each day for Primary aecb&dary School and between
8.00 — 9.30 for EYFS.

B Lesson Times

Lesson 1 8.10 -9.10
Lesson 2 9.10 -10.10
Break 10.10-10.25
Lesson 3 10.25-11.25
Lesson 4 11.25-12.25
Lunch 12.25-1.05
Lesson 5 1.05- 2.05
Lesson 6 2.05 - 3.05.

Co-curricular Activities 3.05 - 4.05.
B School Vans

These arrive at the school by 8.00 am and depad.Jfi pm after co-curricular
activities. If your son or daughter is not takingrtpin a supervised activity then s/he
should be in the ICT suite or library carrying gainful educationalactivities.

Students are expected to wear seat belts and behaae orderly and respectful
manner when travelling on the vans. The rulesirgab conduct on the van can be
found at the end of this handbook as well as inrygmn or daughter’'s school diary.
Students who behave inappropriately on the vans beyefused access to this
facility for a period of time.

B Punctuality

Being punctual is a life skill which will not onlgnsure that your sons and daughters
are prepared for life beyond school but also tp leeisure that they get the most from
their studies and activities. Please help us tofeete the importance of punctuality
with your children and support us if they are asteerkturn to lessons during break or
lunch to make up for time missed by being late.

B Students arriving late to School:

If there are problems in getting to school on timethe morning students should
report to the front office_beforgoing to lessons. If the lateness is due to a van
arriving late, then students will be asked to gaight to lessons and report to the
Secretary at break time. They are not marked tatki$ circumstance.

B Student absences:

If your son or daughter is expecting to be absemnhfschool please send a note in
beforehand so that teachers can set work to etisardie or she does not fall behind
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in their studies. If your son or daughter has aexpected absence due to illness could
you please let us know by email or telephone aed #end a note in or write in the
student diary when your son or daughter returnschmol. This will avoid us having
to contact you unnecessarily. There is a sectiothénsecondary school planner to
record such absences rather than sending in a note.

B Assemblies

An assembly is held every Friday. It is a foruncemsider points of ethical or moral

importance, to engender a feeling of community,otdline expectations and to

reinforce positive achievements and behaviour armelebrate achievements in sport,
extra curricular activities or academics by thesprgation of awards. Students start
the assemblies as a whole school for the raisinthefflag plus and to hear whole

school notices and then separate into primary endrglary school assemblies.

You are welcome to attend assembliggarticularly if your son or daughter is
participating. You will receive an assembly schedat the start of term by email.
Please let the school know if you wish a printeti\@rsion. However, occasionally
assembly schedules change so please ask your staugihter to let you know when
they are involved.

B Form Tutors

In EYFS and Primary School each class has a Cleasher who delivers much of the
curriculum to your son or daughter. The Class Teachan important person in your
son or daughter’s life. He or she is likely to havelose relationship with your child.
We understand that you may wish to frequently spealour son or daughter’'s Class
Teacher and the school diary allows for two wapitinfal communications on a daily
basis and thereby we ask you to check it daily sigd it weekly. Additionally you
can arrange to meet your class teacher but pleege ib mind that s/he will be
teaching lessons during the day and so an appamtisiékely to be needed.

At Secondary School as all lessons are taught égialst teachers each student has a
Form Tutor who takes the register and oversees atedemic and personal
development of your son or daughter. Teenage yma@ s time of change and this
may give rise to concerns and worries. Student®aceuraged to talk to their Form
Tutor if anything is bothering them. The Deputy HeBeacher of Secondary also
chats with all students in the school on a regbéesis. Your son or daughter is free to
speak with any member of staff they feel comfoatmnsulting.

B School Diary

The Diary is an official document is used to rechainework set in each subject. It
also contains a timetable and a homework timetdblalso records the number of
House Points your son or daughter earns, detenéindsvisits your son or daughter
has made to the school nurse so that you can manit@r complaints.

The Primary and Secondary School Student Planrerdditional features such as

advice for learning, target setting and a recordaofermly tutor meeting. Each
weekend students will have their diary signed hyaeent or guardian. The diary is
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then checked by the Form Tutor on Monday morningemsure it is completed
correctly and signed by an adult. In EYFS and Pryntkaries should be signed daily
by a parent or guardian.

Please try to read your son or daughter’'s diargfpa every evening as it may
contain a communication to you from a member df.stéis ensures that parents and
Class Teachers have a clear line of communicatenyeday. Checking diaries will
give you an overview of the work set so that we wark together to ensure that your
son or daughter completes the required amount wielmrk to support their studies.
If Primary or Secondary School parents write in ptenner on a day other than the
weekend please ask your son or daughter to Idtdri$érm tutor know to read it to
avoid delays in reply.

Lost plannerswill be replaced during the term at a cost of 500/=
B Lockers

Lockers are available for students in Years 4-11o valne all allocated a locker.
Everyone can be forgetful and so we ask that atlestts bring in a spare key or the
combination code and hand to their Form Tutors het start of term. These
keys/combination codes are held by the School &grahould the student forget
their key/combination code and returned to the 8cBecretary at the end of the day.
Students should collect books and/or sports equipfioe a two hour block of lessons
to avoid delays to lesson starts.

Children in EYFS and Years 1 — 3 hang bags outsieie classrooms.

Class teachers and Form Tutors will regularly icspeckers to try to help pupils
with their organisation skills.

Lockers must be emptied at the end of the schaal g8 new lockers are allocated at
the start of the new year. Lockers should be emmtethe end of the academic year
or if a pupil leaves BKIS. Any lockers which havetieen emptied will be opened
and cleared by BKIS staff as pupils are allocated tockers at the start of every
year.

B Lost Property

Lost property should be handed in to the messelgsinon. Lost property which has
a name on it will be returned by him to the FormioFuAny unnamed articles can be
claimed from a lost property basket. Any unclainaeticles will beput on the display
table every Friday for collection.

B Uniform

BKIS introduced a school uniform in September 204/&. want the uniform to reflect
the high standards and expectations we have aftadents and instil a sense of pride
in our school and so uniform must be worn neatlgllaimes. Your son or daughter’s
form tutor will advise him or her if they have imappriately interpreted the uniform
and will advise parents in the weekly comment sacin their diaries/planners if this
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misinterpretation continues. A tie or belt will ket to students who do not have a tie
or are wearing their trousers too low. Persistemtdwing of belts and ties will result
in new tie or belt being provided and charged toost fees. At Secondary School a
pair of stud earrings is allowed but all jewellenyst be removed for sports lessons.
As such new ear piercings should take place duroiglays. Children will be asked
to remove jewellery which is deemed to be excessive

Please ensure all items of clothing are named thdgest property which is correctly
labelled will be returned to your son or daughténclaimed property will either be
donated to charity of sold with proceeds goingharity.

EYFS Primary

I ™ eb - )
Ki l{rn Kisumu
Braeourn natlor' School

In 'ngonal : |

Secondary Girls Option B Secondary

PE and Swimming Kit: The BKIS PE kit consists of a BKIS tee-short whzan be
purchased from reception and light brown shortgpilBushould wear appropriate
white or black trainers (although this requirementlexible for younger children).
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Pupils are required to wear a blue swimming costBkeS swimming costumes and
are available from suppliers in Nairobi and carob#ered through reception. Expect
at least a week for delivery.

Schooling is partially about learning responsipiland we would like parents to
support us in teaching students in Primary andjquéarly in Secondary School, that
they must remember when they have PE or swimmingtarpack their kits in the
morning or evening before. Too often parents angsboworkers are blamed for a
forgotten kit by youngsters old enough to be respme for their own daily
preparations.

All students are provided with a school team kitewhrepresenting the school. Kit
must be returned to the PE teacher after the &xt8tudents are charged for loosing
team Kit.

B First Aider (School Nurse)

The School Librarian is a trained first-aider aras lattended Braeburn School Nurse
courses. Although she it a qualified nurseshe is stillreferredto as the*school
nurse”. She is available throughout the school day. Stisd@re encouraged to
consult her at break or lunch if they are feelimgvall. If it is necessary for your son
or daughter to leave a lesson, a teacher will 8igir diary to give permission for the
student to leave. The nurse will only see studdaotsng lesson times if the diary is
signed by a teacher. Could you please make a pbiahecking this section of the
diary so that you are aware of any health issues glild may have?

At the start of the academic year you will be ast@domplete a medical form on

which you are asked to indicate any medical comaiéiyour son or daughter may
have and also provide permission for which medgitte nurse is allowed to give

you son or daughter. Please make sure that yoseuds of any medical changes as
soon as possible.

If your son or daughter require medicines to be kegchool these should be given to
the nurse for storage. The nurse can assist inrashering the medicine should it be
necessary.

B Accidents

If your son or daughter is injured or needs hosmteention we will contact you

immediately and with your agreement take your sodamghter to a hospital of your
choice. If we are unable to contact you we willgakim or her to the hospital
indicated on the medical form and a member of stafif stay with your son or

daughter until you or a representative are abjeitothem.

B Leaving early during the day.
If your son or daughter needs to leave school ealdgpse provide a written note
which should bénanded to his or her Form Tutor in the morning Whgcthen passed

to the front office. If the need to leave early wagplanned please phone the school
secretary. If your son or daughter is being colddty someone other than yourself
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please indicate this so that the askari allows iemfo leave the compound. Your son
or daughter must also sign out in the relevant kaidke front office to ensure that his
or her form tutor knows of the absence should thera role call in an emergency. If
he/she returns before the end of the school day be/she must sign in. Students
cannot under any circumstances leave the schoeingsowithout consent from a

parent or guardian.

B Lunch

All children bring a packed lunch to school, oraage for lunches to be delivered in
time for lunch. Children bringing lunches will, aarriving at school, leave their
clearly labelled lunch boxes outside of the kitclaeea where they will be removed
and placed in the fridge. Students should enswatttteir snacks are separated and
placed in their school bags until break time.

Approaching lunch time their lunch box will be reved from the fridge and checked
for any meals which require heating. Please make such instructions are clear to
avoid mistakes.

Primary and Secondary students and EYFS Classrasistants will collect their
lunch boxes at the start of lunch, return them wtiey have finished eating and
collect at the end of the day.

BKIS operates a Healthy Eating approach to snao#éidunchtime meals and as such
students are not allowed to bring sweets, chocolaterisps, or fizzy drinks into
school.Please support us in this as not only does it ingpmhildren’s behaviour it
also instils in them the importance of healthysifges.

Lunch is eaten outside on benches in friendshipggdarents are welcome to join
their son or daughter for lunch but are politely aked to leave the school when
the bell rings to indicate the start of afternoon éssons.

Although BKIS does not provide lunches there armesdocal suppliers who do

provide lunches. These menus will be emailed tosmthat you can decide whether
to use them regularly or occasionally. BKIS takes responsibility for the food

supplied.

e
Pupils, teachers, families and friends join togettfer a
Thanksgiving Luncheon November 2012
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B Library

One of the aims of the library is to encourage atiisito enjoy reading and assist with
the development of study and research skills. Athpry school and EYFS students
go to the library every week to choose a new b&olEYFS and lower primary you
may find that your son or daughter brings homestimae book more than once. Don’t
worry about this — it simply means s/he loves thaik which is encouraging. They'll
become more adventurous as they develop!

In addition to timetabled lessons the library isaitable for use by all students at
break and lunch times and after school until 4.30plost books can be borrowed for
two weeks with the exception of text books whick a&orrowed for as long as a
subject specialist teacher indicates is neededpgpat teaching and learning.

To encourage reading for fun the library has a B@&ub and all students are
encouraged to let the librarian know of any bodksytwant in stock. We can't
promise that all books will be immediately purcldhbet certainly their views will be
used in the selection of new library books. Additithy, this year we are running a
competition for students to increase the numbebaufks they are reading and the
range of genres.

B Text books

These are provided at no cost to students. Howéwvercost of any textbook lost or
damaged beyond normal wear and tear will be deddmben the refundable deposit.

Notebooks and paper are provided by the schoohofgh writing equipment and
specialised items such as calculators are the megplity of your son or daughter.

B ICT Facilities

We have a number of ICT facilities including an 1€ite with 12 internet connected
computers. Additionally mobile overhead projectarsl DVDs are used by teachers
to support teaching and learning and are avail&eall teachers to use in their
classroom.

The internet is available foacademic purposes only.The use of internet is
monitored. Disciplinary procedures will be takenr@sponse to misuse. Students are
not therefore allowed to use the internet to acees®l web sites.

B Interactive Learning Resources

Some teachers use Internet applications as patheaf teaching and learning.
Examples include MyiMaths, where you can track ysom or daughter’s progress in
Maths. Moodle, which is a Braeburn Intranet fagjliaccessible through our website
www.kisumu.braeburn.conThis e-learning platform is being developed betly 10
and 11 students will be able to access past papersnark schemes from it, although
teachers will control access in line with their sctes of work. On occasions teachers
might set work which requires internet access bist will be detailed in your son or
daughter’s diary so that you can monitor usage.
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Your son or daughter may bring a laptop to schblwever laptops may only be
used in class with a teacher’s permission. It & bsponsibility of the student to
ensure that their laptop is left secure at all §n#KIS can take no responsibility for
loss or theft, however loss should always be regoirmediately and the school will
endeavour to recover the missing item.

B Flash Discs/Sticks

BKIS computer facilituies now includes a server asdsuch students can save into
specficed areas on our network. However, studeiatg meed to save data files onto
flash discs/sticks should they need to continuekimgron a project at home. We
thereby request that your son or daughter is provied with a flash stick/disc or
alternative method of storage Primary students can keep their flash disc vhirt
Class Teacher for safe keeping should s/he wistorary students need to exercise
responsibility with their flash discs as they akelly to be saving class and homework
on them. It is also recommended that they keephandiack up version of data in
case of loss/ corruption / virus infection.

Co-curricular Activities and Responsibilities

B Clubs/Activities

BKIS places much emphasis on co-curricular acesitand staff create opportunities
for positive experiences for students to widenrthderests and gain new skills and
experiences which can be used on references, sitivdPersonal Statements and
Curriculum Vita To this end each term a Clubs Booklet is produmetining all
clubs and activities being offered, students angeeted to join at least one club or
activity, although there is no limit to the amowtftclubs they can join. Some clubs
are especially valued for their contribution to ttevelopment of skills and life
experiences such as Model United Nations, Commufgrvice, Scouts and
President’'s Award.

Choosing clubs is done at the end of the first wakethe term. Students are given
their first choice of club whenever possible. Stidecan change their clubs choice
every term if they wish to although some clubs éguire a longer commitment such
as MSMUN and EAMUN which requires attendance uRébruary and the Drama
Club which requires commitment until the performanc

Where possible Clubs are free, however charges irmzerred when external

instructors or facilities are employed. This isailed in the Clubs Booklet issued at
the start of every term.

Sometimes parents run clubs where they have acplarti knowledge or interest
which is greatly appreciated by staff and children.

Scouts having fun whilst on a camping trip to ImgaSanctuary January 2012

B Sport
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At BKIS we want to give our students exposure tgide range of sports, enhancing
their enjoyment and initiating lifelong interesBuring the academic year all students
learn Athletics, Rounders, Football, Hockey, Balsk#t Netball and Swimming
during timetabled lessons. We play matches aghinat schools as well as attending
a number of tournaments with other internationdlosts such as the Turi Cross
Country Race, Braeburn John Garrod under 15 Fdokbarnament, Braeburn Sports
Carnival, ISSAK Athletics Meet at Nyayo Stadium fahich we practice at Moi
Stadium, Kisumu as well as hosting our own crossty race which is attended by a
number of local and international schools. Your somdaughter may be required to
travel out of Kisumu for sporting fixtures and asls you will be given plenty of
notice and details of where they are going andlévwant where they are staying. Your
consent will obviously be required and the teacherharge of the trip and the Head
Teacher will be happy to answer any questions yay nave.

Sport is also played for two hours per week witthia timetable and this provides a
welcome break from academic rigor. These sessimsampulsory for all students.
If your son or daughter is unable to play this mustsupported by a parent’s letter
explaining the reason why.

Fixtures for the term are detailed on the termlgdar; however there are occasions
when changes to fixtures occur and new fixtureedddhe teacher in charge of the
sport will endure to give you as much notice assjlibs when changes are made.

" Girls Open Hockey team March 2013
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The Annual School Production

The annual school production is a stage show tivasgevery member of the school
community an opportunity to get involved, be itahgh the enthusiasm of the
budding young actors, or the motley back stage ¢hene is something for everyone
including music, acting, direction, scene creationake-up and costume and
advertising. Participation in some areas can irg@vbig time commitment but not
only can it develop traits such as time managemneatn work and dedication but is
also a huge amount of fun! Parental input intogheductions is welcome. This year
the production was The Jungle Book which was fud antertaining. With every
student involved, all teachers and many parenssnb wonder that the show became
the talk of Kisumu! This year’'s production is pddgigoing to be based on Roald
Dahl's “Charlie and The Chocolate Factory” and @hd to be a deliciously sweet
production!

Jungle Book July 2013
B Music

Music is an important aspect of a child's educatiimough music children learn a
variety of skills; mathematics as they work outthmgs and compose pieces, co-
ordination as they use motor skills to play instemms and co-operation as they play
with other musicians during performances. At BKISidit is taught as a curriculum
subject until Year 9, but children are also ablextend their skills through our extra
curricular program. Children have the opportunitygarn to play instruments ranging
from Piano, Violin, Flute, Clarinet, Guitar and \¢eiamong others and as such we are
one of the centers for the Associated Board of R8ghools of Music (ABRSM) and
the London College of Music (LCM) examinations irsmu.

A list of music lessons on offer is provided at gtart of every year alongside their
costs per half hour. In addition to these instruim@nvoice lessons Music is also
taught as a subject for 1 hour per week to all esttgl in years 3 — 9 for which
students are required to purchase their own recorde
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In addition to working towards formal examinatione also like to celebrate the
success of all our budding musicians and therely dadermly Tea Time Concert for
all the musicians to perform to family and teachregardless of the stage of learning.

World Music day tea Time Concert June 2013
B School Trips

Trips, both academic and non-academic are a vauadbdiition to the education of
students. The following applies to both academit mon-academic trips, but does not
include sports fixtures within Kisumu:

» Teachers will arrange for your written consent sigined reply slip at least
one week in advance of the trip at which stage wdube asked to provide
details of any medical conditions (allergies etc).

* You will be asked to pay for transport, accommataind other expenses for
all non-academic trips.

» If the trip does involve the payment of money yson or daughter should
present this directly to the school accountant wiilb issue a receipt for
monies received. Monies should never paid dirgctlg member of staff. We
are happy to accept cheques payable to “Braebusunki International
School”.

» Students will generally be asked to catch up ossclaork missed if the trip
did not involve the whole class.

* The Braeburn Trips Policy is included in this haoalk.
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Year 7 —9 Trip to Gold Mine at Nandi Hills June 28

Non-Academic Trips

* Annual Trip - Every year all students will go on a non-acaaesthool trip
to help develop leadership and teamwork skills &l as friendship and
confidence. In 2012-2013 the EYU — year 2 classestvior a fun day at the
Impala Sanctuary, years 3-6 went on a campingtdrigakamega Forest and
although last year we sadly had to cancel the skrgnschool trip we are
hopeful of another adventure holiday similar to dme the previous year to
Sagana where they undertook team building acts;itiehite water rafted and
had lots of fun. All pupils are expected to attéhese annual trips and good
notice will be given of the cost of the trips.

T KS2 ampltip to meg Forest June 20132
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* International Trips — BKIS is part of a large group of schools and &shs
whereas sometimes we are unable to pool togethmurgéninterest to run
international trips, other schools within the gronypite us to participate. Last
year we were invited to a ski trip, Mount Kenyardh, Mombasa Community
Service trip as well as a trip to Borneo. You vié advised when thse trips
are available.

B House System

BKIS has two Houses: Perch and Tilapia. Housesléweated to students as they join
the school and remain in this House throughoutr teducation.Siblings may not
necessarily be given the same House. This is tblenss to run a fair balance of
talents between the two Houses.

The House system is important in allowing studémtsiteract with others of different
age groups, to form new alliances and to work amig with unfamiliar members. It
also, through the appointment of house captainssfmrt and academics, gives
additional opportunities for students to demonstteadership and responsibility.

Each House has a House Captain and Assistant Hoagiin who works in close
association with teachers who take the role of ldoRatron and Assistant House
Patrons. Teachers volunteer for these popular esldsas such they change from year
to year.

A variety of tournaments, quizzes and challengesaganised throughout the year.

Tilapia

B Form Monitors

» Each form has a Form Monitor chosen by the FormoiTi@epending on class size
the Form Monitor will change every few weeks tawallall students within the class
a sense of responsibility. The monitor will assitte teachers will daily
administrative duties.

B School Councll
Aims
Provide a formal channel through which the ideastlsd students relating to the

improvement of Braeburn Kisumu International Schoah be presented to the
management of the school.
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Advantages

* Provides students with a forum in which the skidé public speaking and
negotiating can be developed.

* Provides students with a forum in which their pttdrto be responsible members
of the community can be shown.

Structure

* The Council is run by the Student Council commitig@ch consists of the
following:

The President.
The Vice President

Class representatives (one per class. Year 3 ancpb
One member of staff.

* Meetings are minuted.
* Minutes are typed up and presented to the Managemhéme School.
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2013-2014 Student Council Leaders
Retiring President Reindert Eijkman passing over to Cassandra Wagenaar (President)
and Imaad Parkar (Vice President)

Academic Procedures
B Curriculum

The EYFS curriculum is based on the “Early Learning Goals” which depethe
following skills:-

1. Personal, Social and Emotional Development.
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Communication and Language.
Physical Development.
Literacy

Mathematics.

Understanding the world.
Expressive Art and Design

Nookwh

At the start of every term parents are given alSkileb detailing the theme for the
term or half term so that families can help supmdassroom based activities and
enhance their child’s enjoyment of the theme.

Within the first week or so of term 1 we run anoimhation session explaining how
the curriculum is run and what to expect as a Bgagnt and child. Additionally we
run a Parent Workshop for parents in FS2 explaimiag we teacher the Literacy
aspect of the curriculum.

Children in Créche and Foundation Stage One atteathings only. Foundation
Stage two children attend all day as they stakéaon to concentrate for a full school
day in preparation for Year 1.

FS2 Class September 2012

The Primary Curriculum (Years 1- § covers Key Stages 1 and 2 of the National
Curriculum of England and Wales. Children in thelsesses continue to learn through
discovery and student led learning activities. Yathild will receive weekly
homework which is detailed in their diaries/plarmén the early primary curriculum
students follow the Oxford Reading Tree scheme whis levelled reading staged 1
— 13. On completion of this reading scheme and tdsvahe upper level of this
scheme your child will be reading books of theimoghoice and interest. In primary
School and FS2 the children have a Reading Diarypdoents and teachers to make
comments on when children have completed booksnaoxitoring their progress
throughout the ORT stages.
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In addition to Literacy and Mathematics the studemurriculum takes a more
specialised approach are they study Science, KisBeography, ICT, Art & Design,
French, Music, Drama and Personal Health and Skdatation (PHSE).

Children sit formal exams at the end of Years 2 @éndhich are detailed later in the
assessment section of this booklet.

The Secondary Curriculum (Years 7 — 11) continues from the primary frameuyvor
although your child is now taught all subjects Ipedalised teachers. Progress
continues to be regularly tested and ends in the $tage 3 SATs in Year 9. In the
first term students in Year 9 sit on-line MidYISste. These are used to help teachers
monitor student progress throughout Years 9 — 4iring the final term in Year 9,
students go through the process of selecting shufijects to study in Years 10 & 11.

Assessment WorkshopA parent workshop is run by the Head Teacher étcame
new parent explaining the day to day life of BKI&lalso to help parents understand
our assessment methods. Parents who were previaoabfe to attend this workshop
are also encouraged to attend.

Year 10 and 11

Students study nine subjects. The course culminatdbe IGCSE examinations
taken in May of Year 11. All students stubinglish Language and Literature and
Mathematics. The six other subjects are chosen from the foligw Sociology,
History, Geography, Biology, Chemistry, Physics siBess Studies, Art & Design,
French, Kiswabhili, and Information Communicationciaology.

All students are initially taught thextended syllabus Students who find the
extended examinations very challenging may opteteitered for th€ore IGCSE
examination after the mock examinations in Janoé&year 11. The maximum grade
attainable in the Core examination is a “C”.

Revision Skills Family Workshop: In order to help our Year 9 -11 students prepare
for their examinations we run a workshop for studemith their parents to help
develop new skills on organisation and how to m®evis

B Parent Meetings

Key Stage Parent Conference

At the start of the academic year parents areadvib a Key Stage Introduction

Meeting where teachers will present informatiorttoe Key Stage which your child is

entering. Attending this meeting will give you igkt on the changing demands your
child faces throughout the Key Stages.

Termly Parent Teacher Meeting

You are encouraged to attend a Parent Teacher Mdeetwery term. In term one we

are trialling running the meetings on a Saturdaynimg to see if that enables as

many parents as possible to meet with their chifiisents. Your feedback will be
useful in ascertaining the best time for a pareeetings. Parents of EYFS children
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may wish to see their child’s teacher when theyecoltheir child at lunchtime.
Teachers will have your child’'s assessment recardsat primary your child’s class
books so that you can see the progress being made.

Students in Secondary School are encouraged tadattee meeting with you to
discuss his or her progress and achievements esistiuld be taking a more personal
responsibility for his/her learning, but generallg find that this is less productive at
EYFS and Primary School and so children do notliysatend.

Parents are welcome to meet with staff by appointnag¢ any time. Please let us
know beforehand if you are wishing to formally meeth teachers so that we can
ensure that they are available to talk. This wslally be at lunchtimes or after
school.

B Reports

Reports are issued at the end of every term. Titegsets give a formal record of your
son or daughter’s progress. Up until the end of K¢gge 3 (Year 9) achievement
grades based on British National Curriculum lewais given for most subjecti
years 10 and llstudents are awarded academic grades in line G@SE grading
which are grades A* to G with U indicating the likeod of failing to gain a IGCSE
in that subject.

Occasionally a member of the Senior Management teayht contact you outside of
formal reporting times to discuss academic concerrte report of pleasing work or
progress.

Special Reports

If a student is causing concern for any reasonpexial internal report will be
compiled during the term. This may be used intéyntal inform teaching strategies,
or may be communicated to you if additional supporequired.

B Assessment

Positive assessment is performed on all studentsk wiith the objectives to be as
follows:-

1. “To raise students’ achievement by giving posite@forcement and
guidelines for improvement.”

2. “To help teachers assess the progress of individuadents and adjust their
teaching accordingly.”
3. “To monitor progress”

Regularity of AssessmentVe require our teachers to assess as follows:-

B Tests

All students sit a Stamford Reading Test at the siad end of each term up until the
end of Year 9. This helps us monitor your childadaing progress. Additionally your

son or daughter will sit topical tests as they clatgptopics of work and end of year
exams.
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In addition to Topical Tests students in Years &0 &1 will also sit half termly tests
which will cover all topics covered on the coureedaite. The intention of these tests
are to help your son or daughter keep up with thaiision for their final external
examinations as revision for half termly tests vadllp keep previous topics taught
fresh in their minds. These test results are resmbahd reported to you at the end of
the academic year.

At BKIS we report assessment according to Natiddafriculum Levels.Further
information on this is provided alongside reports lot it is recommended that
parents new to the system attend the parent worksipo

B Target Setting

At the start of Year 10 your son or daughter wél et an IGCSE target grade based
Key Stage 3 Test results as well as the subjechéz® awareness of your son or

daughter’s ability. These grades aim to challenge rmotivate your son or daughter

to achieve their best.

Once target grades have been set your son or gaugilt have a meeting with
his/her form tutor to discuss study skills and watibnal methods to help reach these
targets. This form tutor meeting will be repeatedrg half term usingWorking At
Now Grades’based on the half term test results.

Generally target grades do not change througheutdhrses.

B Homework

Purpose of Homework.

To improve students’ achievement by:

* Reinforcing, complementing and enhancing class work
* Improving the individual students independent sthdpits.
* Improving time management and organisation of sitgle

Homework can take a variety of formats from researadditional exercises,
illustrative work, planning, research work, readiegiew of topics covered, computer
work and rote learning, such as spellings.

Please refer to the Homework Policy in the poliegt®n of this handbook but in
summary the following homework is given to studentdifferent

Key Stage 1

Pupils in Years 1 and 2 will be given two homewoek®ry evening which should
take 20-30 minutes to complete. The homework shimgldde
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1. A weekly spelling list which is given on a set dayery week and tested on
the same day the following week

2. Daily reading with parents

3. Weekly written Literacy task

4. Weekly written Numeracy task

Key Stage 2 Number of subjects per dayl otal duration of homework
Years3 -4 2-3 30 — 45 minutes
Years5-6 2-3 45 — 1 hour

Literacy — Homework is set daily

1. A weekly spelling list which is given on a set dasery week and tested on
the same day the following week

2. Daily reading

3. 2 Weekly written Literacy task

Numeracy — Homework is set daily

1. A weekly revision/learning of timetables.
2. Written Numeracy questions

Other subjects
» Project based homework, rotating between Histod/@aography every half

* French — spelling, short answer once per week
» Science — project or questions

Key Stage Number of subjects per daylotal duration of homework
Year7-9 2 per day 30 minutes per subject
Key Stage 4 Number of subjects per daylotal duration of homework
Years 10— 11 2 — 3 per day 45 Minutes peresibj
Optional Subjects 1 x 45 minutes homework perkwee
English and Mathematics 2 X 45 minutes homewostsneek

Although students should complete some homeworkyeseening homework is not
usually set to be handed in the following day. Talisws students, particularly in
Secondary School to plan their homework thoughtfull

Please take time to review your son or daughtexer@se books and school files to
check the quality of the work set and marking dame report to us any concerns you
may have.
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B Private tuition policy

“Private tuition” in the passage below refers taidn given to students for which a
fee is paid in addition to the salary normally ptich teacher.

Teachers at Braeburn Kisumu International Schoa aot allowed to
give private tuition to any student either duriregrh time or during the
vacations without the written permission of the #idaacher. Teachers
will give any assistance needed to help your sodaughter to achieve
their potential without additional incentives.

B Special Educational Needs

Individual learning needs are assessed by the tdasber with the assistance of the
Special Needs teacher. In the case of studentsrierpig difficulty the Special
Needs teacher will discuss levels of assistancefahés considered to be necessary
Individual Education Plans might be developed amstu$sed with the subject
specialists involved. If an IEP is written you wilé asked to attend regular meetings
to discuss your child’s progress.

If a learning problem appears severe, you may kedaso obtain an Educational
Psychologist's report at your own expense. Thisorepvill then maximise the
professional input into your son or daughter’s agement and progress.

B Careers

Careers guidance is considered to be very importanvYear 9 it starts with self-
examination during their PHSE lessons. A Careeenieg is held each year when
representatives of various professions give upvamiag to answer, on a one to one
basis, questions about their care@itse choice of IGCSE subjects in Year 10 is taken
seriously with students being issued with an Ogti@ooklet in Year 9 outlining
courses available, sample lessons, and an Optieesirtg to which parents are
invited.

Rewards and Sanctions
B Student Code of Conduct

* Be polite and considerate to everyone

* Wear the prescribed uniform in the correct manner

* Respect the teacher’s classroom rules

» Strive to maximise academic achievement

« Actin a socially acceptable and responsible manner

» Respect the environment, school property and tsgssions of others

B Golden Time
Children in Key Stage 1 a lesson of Golden Timecalted within the framework of
their timetables. During this time children can é&aa free choice from various

supervised activities. Pupils may wish to bringsome “show and tell” items from
home and class teachers must ensure that contréleamsl such as |Pods, electronic
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games etc are not brought in. In KS2 pupils are etsouraged to bring in “show and
tell” items although these are likely to be moreagemic in nature and will be
incorporated into lessons.

B House Points
Students are rewarded at BKIS through the Houset Bgistem.

House Points are awarded by any teacher at any foneany outstanding
achievement. This may be academic for achievemeeffort or it may be in other
areas of school life such as sports.

The teacher awarding House Points signs in theeatsddiary and these are totalled
up the end of each week by Form Tutors. The Pdsieputy Head Teacher then
announces running totals as well as the studerits twe highest number of House
Points each week during assembly. House Pointsaaxery effective way of
motivating students from every year group. Takesttmmcheck your son or daughter’s
House Points and praise them for their achievement.

House Points are not removed for negative behaviour

B Student of the Week/Commendations

This is a very special weekly award for the studeiito is rewarded for an
outstanding act. This could be tremendous improwente academics, behaviour
organisation leadership or general attitude towaaoi®ol life. Please be very proud if
your son or daughter receives this award!

B Head Teacher Mention

This occurs when a teacher informs the Head Teawhsomething that they feel a
pupil has done something to be proud of. This amrything from a good piece of
work, improved punctuality, leadership etc. On thescasions the Head Teacher will
approach the pupil and congratulate him or herheir achievement so that your son
or daughter can feel proud that their achievemastrfot gone unnoticed.

B Discipline

The BKIS Secondary School Rules and Bus Rules abfighed at the end of this
handbook.

B Sanctions
Teachers at BKIS favour constructive sanctioning.
Students have a right to expect fair and consistesgplied sanctions for poor

behaviour. An appropriate sanction is one whictieésigned to put matters right, and
which encourages better behaviour in future.
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Your son or daughter's Class Teacher or Form Tutdrgo through The School
Rules, which are printed in every diary at thetsbhrevery term. Each class teacher
will also write down a class code of conduct irelwith the school rules and display
them in their classes.

In the event of a student misbehaving, staff shoblkkrve the following guidelines:
BKIS favour constructive sanctioning and most misdanours and dealt with
immediately through discussion with the studentouth it be deemed necessary
through the severity or frequency of the situatioe teacher may issue a break time
or lunch time detention.

Behaviour Sanctions Primary School

» Stage 1- For an issue like incorrect uniform, latenesslass, forgotten Kkit,
misbehaviour in class, failure to complete homewetik a comment will be
written in the pupil’s homework diary, or on aniohent slip, and parents will
be asked to sign the comment. If a child misbehalesg a lesson, your
child will initially be reminded of the school /ags expectations. Following a
reminder they may be given a short period of “tioa¢’ within the confines of
the classroom, so that they are given the oppdytuni reflect, have some
space and remind themselves of the expected belavio

» Stage 2- After three comments in the homework diary thidowill be given
a detention (Years 4-6) or they will miss part bbo&their “Golden Time” for
that week (Years 1 - 3). Parents will be informddthos. A record of the
detention / removal from “Golden Time” will be keiptthe child’s file in the
Deputy Head Teacher’s office. Detentions are sethbyclass teacher as they
will be able to take into account, the child’s midual situation. We try to
avoid Detentions in Primary School as much as ptessi

» If a student receives a break or lunchtime detentio for lack of homework
and continues to not hand in work or work of poor auality then this is
referred to SMT who will speak to the pupil and posibly parents as
repeated break and lunch detentions fail to serveneir purpose and other
strategies need to be considered.

* Children who frequently misbehaviour in Years 1- 6are referred the
Primary Deputy Head Teacher as well as the Teachévientor in order to
identify strategies to help the child behave and lep on task.

» Stage 3— After a further three comments in the homewadtydthe children
will be placed on a reporting system. This will b&rried out following a
meeting with the parents, class teacher and Depagyoral. Minutes of the
meeting will be taken and a copy will be given e tHead Teacher to be
placed in the child’s file. During the meeting terg) will be set and the child
will work on these over a period of a week. Theorépg system should be
viewed as a positive way of helping the child oeene problems and
comments should relate to the targets in a cortsteuway.
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» Stage 4- If the child is unable to fulfil the targets thHae / she has been set
through the reporting system in one week, the pecmuld be extended. This
will be under advice from the SMT who will determaitthe best method of
sanction in consultation with the parents.

» Stage 5- The final sanction for a child who repeatedlylsfato take
responsibility for his / her behaviour is exclusir a period of time or
permanently. This would be agreed by the Head Texaaid the parents.

* Behaviour Sanctions Secondary School

1. Verbal rebuke and/ or discussion with the student

2. Detentions — lunch 15 or 30 minutes without notiddie Deputy Head
Teacher and the Form Tutor will be aware of theewldn and take
opportunities to discuss the situation with thelcchiTeachers might set
punishments 'to fit the crime' such as clearing litter for those found
dropping litter.

* If a student receives a break or lunchtime detentio for lack of homework
and continues to not hand in work or work of poor auality then this is
referred to SMT. Repeated break and lunch detentios fail to serve their
purpose and other strategies need to be consideredhich will include
talking to the student and possibly contacting panets.

3. After School Detention with 24 hours notice to pese

4. For severely unacceptable behaviour or repeated podoehaviour the
student will be placed on a reporting systemThis will be carried out
following a meeting with the parents, class teaemet Head Teacher. Minutes
of the meeting will be taken and a copy will begala in the child’s file.
During the meeting targets will be set and the estdiavill work on these over
a period of a week. The reporting system shouldie&ed as a positive way
of helping you child overcome problems and commehisuld relate to the
targets in a constructive way.

5. If the student is unable to fulfil the targets that/ she has been set through
the reporting system in one week, the period cbeléxtended. This will be in
consultation with parents.

6. The final sanction for a child who repeatedly fadstake responsibility for
his/her behaviour is exclusion for a period of tiangpermanently.

Miscellaneous
B Emergency Procedures

Practice fire and evacuation drills are carried exgtry term to ensure students are
fully aware of what to do in the event of an emerye If there is an emergency
outside of our compound such as local unrest thedawill send a text message to
you advising you of what the emergency is and vphatedures we have taken. This
may involve sending your child home early on vdhmay be that a decision is taken
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for all students to stay at the school as our camplocated in a relatively safe area.
Whatever decision is made it will be for the beseiiest of students and staff and you
will be informed immediately by text messag® please make sure that we always
have your most up-to-date mobile phone numberif the emergency is a non-fire
emergency (e.g. unrest) then the main school Imgjldicts as a “Safe House”. Please
see Emergency Procedures in the Policy Sectiorisfhandbook. Which include
Fire, Inclusion (use of “Safe House”) and also L&xkvn (duck and dive)

B Bullying

Braeburn Kisumu International School does not &ikerbullying. Teachers and
ancillary staff are trained to be alert for sigrisballying and to act promptly and
firmly against it in accordance which school polidly you think that your son or
daughter is experiencing bullying you should conthe Head Teacher. The earlier
these issues are addressed the quicker they caeniedied, we do not want our
students suffering in silence. Please look outsfgns of bullying and let us know as
soon as possible. Bullying can be displayed in m&myns including social
networking site, by text message or in verbal/ptaisiorms. Also bullying from
fellow students can occur outside of the school @&y this should also be reported.
We strongly encourage parents to support teacheedking to your child about being
tolerant of other people, and how your actions inioghinterpreted by others.

B Open Door Policy

Parents and prospective parents are always weltomi®p in to discuss a matter of
importance. However it is requested that parentkenaa appointment as it is likely
that the Senior Management Team may be busy andmapavailable.

B BKIS Newsletter

A BKIS newsletter is sent to you by email everydgs to keep you up to date. The
newsletter includes school events, sports fixtuaesademic matters such as Parents’
Evening, as well as informing you of future everRtease take the time to read it.
Additionally our web sitevww.kisumu.braeburn.corwill keep you up to date with
future events and also show a variety of photosctiag life at BKIS.

B Parents Forum

We value your feedback and views on BKIS and ah swery term you are invited to
attend the Parents Forum where you have the opptyrtio draw to the attention of
the Senior Management Team any concerns, suggestiongeneral comments
relating to the school in terms of facilities am$ources. The dates of these meetings
are on the school calendar and will also be pubtish the weekly newsletter.

B BKIS Parent Teacher Association
BKIS is not just about education it is about leagiife skills and making friends. As
such we are very eager to join our BKIS commurotether socially and one way in

which we do it is through the formation of a BKIS A which started last academic
year. The association is predominately for pardetg;hers and other members of our
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community to be able to meet up and have fun. {eat we had great fun at a PTA
organised Karaoke Evening, a Wine Tasting Evenimg) @amping Trip to Maasai
Mara. We can organise simple events like picnicbigger events such as a Family
Fun Day.

Your involvement in the BKIS PTA can be as little @tending the occasional event
to becoming involved in the PTA committee. Howernrrch time you want to give to
this fun group is up to you but please do try tbigeolved!

B Life Long Learning and the Braeburn Group

BGE schools do not exist on their own, we are ph# group of 6 Braeburn schools
of which three of which are located in Nairobi aaglsuch we have many benefits of
belonging to a large community. Many of our pareetgularly go to Nairobi and you
may be tempted to attend an event organised byHead Office. Our very vibrant
Public Relations Officer Faye Hardisity will emgidu a monthly newsletter inviting
you to events, informing you of adult courses @tkera book exchange club and
additionally Braeburn Lavington has a fully equigpgym which you can join at a
special Braeburn parent rate if you expect to bguently in the Lavington area.

B Visitors

If your son or daughter hasfdaend visiting from abroad, he or she is generally
welcome to bring the friend to join us for a dayfited out what it is like to go to
school in Kenya. However, please ensure organisenith the Head Teacher a week
before the proposed visit.

B Admissions Policy

At Braeburn Kisumu International School childree asually placed in year groups
based on their ages as &tJeptember. Children can start at any time througtie
academic year. We carry out some basic tests aimgithe school which include
Stamford Reading Tests as well as some age apatepiteracy and numeracy tests.
These tests allow us to identify individual studeetds so that we can develop a
curriculum appropriate for your son or daughter.

Parents are welcome to visit the school during tienme as well as holiday time. You
will be invited to meet the Head Teacher and berabn a tour of the school where
we will be able to chat through any questions yayrhave. Overseas parents can
communicate through email or telephone if theywarable to visit the school before
arriving in Kisumu.

As much as possible we operate an equal opportawityissions policy providing
special educational needs support through classtwesed teaching with additional
support from our special needs teacher, should ddemed necessary.

B Useful /Essential Equipment

At the start of every term many parents find thduesetrying to remember what

“back-to-school” things they should have boughttfeir son or daughter! This list is
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a little summary of what your child is likely togeire which is in addition to school

uniforms and PE/Swimming Kit.

2 pens

2 pencils: 1 HB and 1 2B (for Art lessons)

Highlighter pen

Eraser

Ruler

Pencil sharpener

Computer flash stick/disc for saving
computer work

Coloured pencils

Geometry set including a compass,
protractor and set square.

Glue stick

English Dictionary (it is useful to keep
one at school and one at home)

Scientific calculator

French Dictionary (optional)

Water bottle

School Planner

Recorder for Music Lessons (Year9B

Locker padlock for Year 4 upward.

Sun screen amchs

We hope that this publication has been helpful.
We would welcome suggestions for additions and imprements.

Tavin Hauger & Cassandra Wagenaar being award
Victor and Victrix Ludlum at Prize Giving July 2013
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BRAEBURN KISUMU INTERNATIDNAL SCHDDL
SCHDDL RULES & PDLICIES

1. Students are expected to conduct themselves indenlp manner and show
respect and concern for each other, their teachedsthe ancillary staff.

2. PUNCTUALITY at registration and lessons is requisett! students should
move briskly and quietly between lessons. Any stiglerriving late at
school must register at the School Office beforagto lessons.

3. Students must take care of school property anceotspe property of other
students.

4. School uniform must be worn neatly, correctly andhwpride while in
school and while travelling to and from school.

5. Braeburn Kisumu expects students to take pridethshow concern for the
school environment. All litter must be placeditterbins.

6. For safety reasons, students must not run in thssaoms or in the
administration building.

7. Students require written permission from their ptser guardians to leave

the compound during school hours. They also ne€dta pass signed by

the Head Teacher.

Chewing gum is not permitted.

Eating of snacks or lunch and consuming sodas ioe jun classrooms or

laboratories is forbidden unless authorized byaatier who remains present

for an end of term party. Lunches MUST be eatesidat Water stations

are out of bounds during and between lessons. Swottles of still water

are allowed in lessons.

10.  All students must vacate the school compound a#t&0 pm, unless
awaiting collection by parent/guardian

11. Students should not bring valuable items to schawotluding
expensive pens, jewellery, watches, electronic pop@nt and
unreasonable amount of cash. Students are encadinageto bring
sums of money to school unless absolutely necess3tydents
should not leave money or valuables in the classrad any time.

12.  The following are out of bounds to students

©

a. All classrooms during break time and lunch brealesswith teacher’s
permission

b. Preparation rooms, school kitchen, classroom offieed IT Lab.

c. School compound outside school hours unless acauethbay parents
or supervised by a teacher.

12. The following are strictly forbidden and wiésult in suspension and may lead
to expulsion from school:
a. Use or possession of alcohol, cigarettes or angratiug
b. Theft

13. Braeburn will not tolerate racist behaviour,llyong or overt acts of
aggression.
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SCHDDL VAN RULES

BRAEBURN is very concerned about the safety of its students. Hence, students
are expected to conduct themselves in a manner that shows respect and
concern for others.

The student should remain seated while on the wad or limbs
should not be out of the windows at any time.

All people on a van must wear a seat be#tnd keep limbs inside of the van
(i.e. not hanging arms out of windows etc.)

Students should not communicate with other roadsiseeither by
waving, shouting or making signs.

Nothing should be thrown out of the van.

Emergency doors must not be opened or tampered wiléss there is
an emergency.

Bags must be placed in luggage racks or on therfloot on the seats.
Students should not shout in the van.

All litter should be placed in the litterbins praad and not left on
the floor or thrown out of the window

Students should not speak to the driver while the s moving other
than in emergency.

Students should not get on or off a moving van.

After a student gets off the van, he/she should enatvleast 10 feet
away from the van.

If a student must cross the street, always crodsont of the van
where the driver can see. The student should waitte driver to
signal before crossing the street.

Students should alight quickly to avoid traffic dgs.

Saving of seats is not permitted.

Students should immediately follow the directiorfsloe driver and
the Assistant.

Students should talk quietly and use appropriabgleage on the van.
Students are responsible for their belongings anuén. Articles left
behind are not the responsibility of the driver luitl be placed in
the lost property box if found.

ANY misbehaviour should be reported to the Headtenor Deputy Headteacher.
Misbehaviour may warrant suspension from the van doperiod of time or, if
necessary, permanently.
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ANTI-BULLYING PDLICY
AlM:
To ensure that pupils learn in a supportive, caand safe environment without fear
of being bullied. Bullying is anti-social behaviguir is unacceptable and will not be
tolerated. Bullying is defined as deliberately fulrbehaviour, repeated over a period
of time. The three main types of bullying are:

« Physical (hitting, kicking)
« Verbal (name calling, racist remarks)
« Indirect (spreading rumours, excluding someone fsogial groups)

Pupils who are being bullied may show changes lhmabeur, such as becoming shy
and nervous, feigning illness or taking unusualabss. There may be evidence of
changes in work patterns, lacking concentratiotri@nting from school. Pupils must
be encouraged to report bullying.

Teaching and ancillary staff must be alert to tiyms of bullying and act promptly
and firmly against it in accordance with schoolipgl

Implementation
The following steps will be taken when dealing withidents:

e If bullying is suspected or reported, the incidenmill be dealt with
immediately by the member of staff who has beenaahed.

« A clear account of the incident will be recorded @iven to the Deputy Head
Teacher (pastoral). The account should be writterithle pupil, signed and
dated.

e The Deputy Head Teacher and Head Teacher (depeaditite seriousness of
the incident) will interview all concerned and witicord the incident.

« Form Tutors will be kept informed and if it persishe Form Tutor will advise
the appropriate subject teachers.

« Parents will be kept informed.

« Punitive measures will be used as appropriate andonsultation with all
parties concerned.

Pupils
Pupils who have been bullied will be supported by:

« Offering an immediate opportunity to discuss thpegience with a form tutor
or member of staff of their choice.

« Reassuring the pupil.

« Offering continuous support.

« Restoring self-esteem and confidence.

Pupils who have bullied will be helped by:
« Discussing what happened.
» Discovering why the pupil became involved.

« Establishing the wrong doing and need to change.
« Informing parents or guardians to help change ttieeide of the pupil.
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The following disciplinary steps can be taken, djieg on the nature of the offence
and the presence/absence of a history of bullying.

« Official warnings to cease offending.

« Detention.

e Exclusion from certain areas of school premises.
e Suspension.

¢ Permanent exclusion.

PREVENTION

Within the curriculum the school will raise the aemess of the nature of bullying
through inclusion in PSHE, form tutorial time, asddies and subject areas, as
appropriate, in an attempt to eradicate such behavi

Monitoring, evaluation and review
The school will review this policy annually and its implementation and
effectiveness.
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BRAEBURN KISUMU INTERNATIONAL SCHOOL
HOMEWORK POLICY.

The purpose of homework at Braeburn Kisumu Intéonat School is to improve
students’ achievement by:

Reinforcing, complementing and enhancing class work
Improving the individual students independent sthdpits.
Improving time management and organisation of sitgle

The Guiding Principles for setting homework are as below:

The work is to be done by students after scho@fepably at home or at
Homework Club.

All homework must be recorded in the diary/palnngysstudents and lesson
plans by teachers.

Teachers must supervise the writing of homeworldigries/planners and
assist pupils who may have organisational problgragjcularly if indicated
in their IEP.

The homework records should be a useful indicatifowhat needs to be done
and when it should be completed by.

Work set is solely for purposes of extending or ptamenting work done
during the lesson and some cases to provide anrtojity to apply concepts
learnt

It could be: Additional exercises, lllustrative WoiPlanning, Research work
Reading, Review of topics covered. Computer workegre appropriate) and
project work

Work set should be differentiated and does notuihelcompletion of class
work.

Homework should not be started in class as extanaiork for a pupil to
completes classwork early.

Any work handed in late should be marked and thieestt talked with to
determine the reasons why. Any subsequent offdmueld be dealt with using
the discipline measures in place.

It is important that SMT are informed of any pupdt completing homework
as soon as possible, in line with the BKIS discigty procedures to ensure
that we are able to fully support the pupil.

Clear instruction is given on how the work is tododmitted.

Duration of homework.

Key Stage 1

Pupils in Years 1 and 2 will be given two homewoek®ry evening which should
take 20-30 minutes to complete. The homework shimgldde

5.

A weekly spelling list which is given on a set dewery week and tested on
the same day the following week

6. Daily reading with parents
7.
8. Weekly written Numeracy task

Weekly written Literacy task

Page 36



Braeburn Kisumu International School Parent Handb&®013-2014

Key Stage 2 Number of subjects per dayl otal duration of homework
Years3 -4 2-3 30 — 45 minutes
Years5 -6 2-3 45 — 1 hour

Literacy — Homework is set daily

4. A weekly spelling list which is given on a set daxery week and tested on
the same day the following week

5. Daily reading

6. 2 Weekly written Literacy task

Numeracy — Homework is set daily

3. A weekly revision/learning of timetables.
4. Written Numeracy questions

Other subjects
» Project based homework, rotating between Histod/@aography every half

* French — spelling, short answer once per week
» Science — project or questions

Key Stage Number of subjects per dayl otal duration of homework
Year7-9 2 per day 30 minutes per subject

Key Stage 4 Number of subjects per dayl otal duration of homework
Years 10 — 11 2 — 3 per day 45 Minutes peresibj
Optional Subjects 1 x 45 minutes homework per
week.

English and Mathematics 2 x 45 minutes homewpeks
week

» Pupils should be given sufficient time to compléimework. Where possible
teachers should avoid very short deadlines sutchea®llowing day. Power-black
outs, co-curricular events and family events caterofdelay the completion of
homework.

» Usually at KS 3 and 4, pupils will be given 3-4 dag complete homework, except
in Maths and English where deadlines will be shotiat should allow for at least
one school day for pupils to discuss problems thay have with their homework
with their teachers before the deadline is reached.

» Project work should be monitored weekly throughipdscussions and noted in
homework diaries/planners so that parents are asfamhat stage their son or
daughter has reached and whether there is anyronce

» Homework recording, completion and assessment decare monitored regularly
by SMT.
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Musical Instruments and Voice Lessons

Lesson Policy and Prices

1.
2.
3.

Lessons cost KSh 6,000 per term (10 lessons pa) ter

Payment for 10 lessons in full at the beginningeof.

Payment directly to the teacher once lessons havieed cash or cheque. Our
School Accountant can accept payment on behalhefMusic teacher and
will issue a receipt.

Lessons are 30 minutes in length, occur throughbet day and might
alternate throughout the week. Younger children mesh to have 15 minute
lessons at 3,000/- with agreement by the musidrac

The allocated instrumental teacher will communichtectly with information
such as contact details, time of lessons, paym@RSM exams etc.

Children must commit to lessons for a minimum o ¢erm.

Ideally, children would experience a year of tuition one instrument before
deciding to change to another instrument.

Children are expected to contribute to musical &s/@m school such as Tea
Time Concerts and once a reasonable standard lexs heached school
productions.

Absence from lessons must be communicated dirdgotlthe instrumental
teacher. Missed lessons with no given reasonsior pommunication with

the teacher are non-refundable.

For more information please contdts. Inyanje.Complete and return to Ms.
Inyanje to start lessons.

Thank you.

Mrs Carmel O’Dolan
Head Teacher

Child’s Name

Instruments(s)

Parental Signature Date:
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Braeburn Kisumu International School
FIRE DRILL PROCEDURE

In the event of a fire occurring on the school ,sttee school bell will be rung
continuously accompanied by the ringer calling ‘®uite” raising the alarm that there

is a fire.An Emergency Alarm is when the bell is just rung cotinuously
In this instance the procedure belowst be followed:

* The teacher responsible for teaching the lessonl@hnstruct the pupils to
immediately stop what they are doing and calmly quiétly leave their seats

* Under no circumstances should the pupils or teaitih¢o collect any personal
belongings

* The pupils should be directed by the teacher teel¢he classroom in silence,
with the teacher ensuring that the door to thesctasn is closed behind them

* The teacher shouldead the pupils in single file and in silence to the
designated assembly point which is on the fieldramt of the main school
building.

» Classes should leave the building by the neareksafest exit and proceed to
the assembly point.

e Pupils should then line up alphabetically in tugyoups which should be
organised by their form tutor.

* The children mustvalk and line up in silenceat all times

* The teacher must stand at the front of the linentathe pupils.

* The School Secretary will distribute the registierdorm tutors who will then
take the register to ensure all pupils in attendaaicschool on that day are
present.

* Using the Signing In and Out Register the Schoot&ary will take a register
of all teachers and non-teaching staff.

» If a tutor is absent another member of staff walldsked to organise the absent
tutor’s class and take the register.

* The Head Teacher or member of the SMT will superthe arrival of the

pupils at the assembly point
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Braeburn Kisumu International School

INCLUSION EMERGENCY PROCEDURE

In the event of a non-fire emergency occurring lee gchool site an AIR HORN will
be sounded indicating an “INCLUSION PROCEDURE"ase followed.

Such an emergency would include social unrest d@ndt®ns where the safety of
pupils and staff is considered to be at rifBke main school building is considered

to be our “Safe House” as it is lockable from thenside, has washrooms, kitchen

and telephone facilities.

In this instance the procedure belowst be followed:

On realising that there is an emergency a member @MT will sound the
air horn/s and ring for Police and Security assistace.

The teacher responsible for teaching the pupilsulshanstruct them to
immediately stop what they are doing and calmly quiétly leave their seats
Under no circumstances should the pupils or teatti¢o collect any personal
belongings

The pupils should be directed by the teacher tedéhe classroom in silence.
The teacher shoulead the pupils in single file into the main school lding
and in silence to the designated room.

Classes enter the main school building by the seaard safest exit and
proceed into the schowathere doors will be locked once everyone is safely
inside.

The School Secretary will distribute the registierdorm tutors who will then
take the register to ensure all pupils in attendaaicschool on that day are
present.

Using the Signing In and Out Register the Schoot&ary will take a register
of all teachers and non-teaching staff.

If a tutor is absent another member of staff waldsked to organise the absent
tutor’s class and take the register.

The Head Teacher or member of the SMT will infotaffsand pupils of the
situation and keep everyone updated.

Teachers will be expected to help to keep pupitaised and clam.

A group SMS will be sent to all parents and guarslito inform them of the
situation.

Once the Head Teacher is satisfied that the emeygemlonger exists, pupils
will be allowed to return to class and an SMS \élsent to all parents and
guardians updating them of the situation.
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Braeburn Kisumu International School
LOCK DOWN EMERGENCY PROCEDURE

In the event of a non-fire emergency occurringledchool site a WHSITLE will be
sounded continuously.

Such an emergency would indicate that we beliege ttrere is an immediate risk to
the safety of pupils and staff and that everyoretiado . In such an instance it would
considered that there is no time to seek refugleamain school building.

In this instance the procedure belowst be followed:

* On realising that there is an emergency a member ocSMT will blow
whistles and ring for Police and Security assistarec

* All pupils and staff will run to the closest classm for safety. If anyone is in
a area of safety away from a classroom such asro@sis, offices, Nyanza
Club etc will stay in those areas of safety.

* The teacher responsible in each area will instenetryone to “duck and dive”
to an area identified in a class room which is lgest visible to someone
outside of the classroom and when possible undéredesk.

* Under no circumstances should the pupils or teaiti¢o collect any personal
belongings

* If possible teachers should lock doors without dnavattention to the class.

» Everyone in the school should be totally quiet.

» Teachers will be expected to help to keep pupitaied and clam.

» The Head Teacher or member of the SMT will infotaffsand pupils of the
situation and keep everyone updated if it is pdsdht teachers should avoid
using a mobile phone as this could draw attentioyour location.

* A group SMS will be sent to all parents and guarsdlito inform them of the
situation after the site is considered to be safe.

Once the Head Teacher is satisfied that the emeygemlonger exists, pupils will be
allowed to return to class and an SMS will be dengtll parents and guardians
updating them of the situation.
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BRAEBURN GRDUP TRIPS PDLICY

Trips off the school compound for sport, curriculuetated visits or team building/ social/

cultural experiences are valued for the contributibey make to the overall education of
Braeburn pupils. Staff are encouraged to ensurestizh events are an integral part of the
educational experience of all Braeburn pupils.

Head Teacher’s responsibilities:

* The head teacher is responsible for checking copracedures are followed by the
teacher organizing the trip and must give priorrapal to all school trips.

* The head teacher should use judgment as to theeineg and timing of trips. A
minimum of one overnight outdoor education trip papil (over the age of 8 years)
per year is suggested.

» The head teacher must ensure that an appropisiitagsessment has been carried out
for the trip and that all teachers embarking on tifiyg have signed the necessary
documents.

Trips will be dealt with in the following categosi@lue to the differing issues that affect the
organization of each type of trip:

1. day trips
2. overnights trips
3. sport

For all types of non- sporting trip, a trips apation form should be completed by the teacher
leading the trip and submitted to the head teafdreapproval before parents and pupils are
notified.

DAY TRIPS (not sport)

Justification:
The reason for the trip should be explained asaium time will be lost.

Teacher to pupil ratio:
* At Primary level, the ratio of teachers and/or teag assistants to children shall not
exceed 1:10. At secondary level the ratio shdllexceed 1:15;
* For trips involving male and female pupils, theteowWd be a minimum of two
teachers, one male, one female (possible excepfi@ixth form when very small
numbers);

Budget:
The head teacher must approve the budget foripheAdt trips will be non profit-making.
The budget will include:
i) a charge for transport — available from the $mort manager. For curriculum trips within
the city limits, transport will be free to pupilsit the charges will be borne by the department
organizing the trip.
if) charge for insurance cover
iii) entrance fees
» If parents do not pay, the cost centre (subjegadenent) within the school will meet
the costs.
* When the parents pay, school accountants shouleiveedhe money and issue
appropriate receipts. Cheques to be made payabRraeburn Kisumu International
School”, not the teacher leading the trip.
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The head teacher should authorize the teacherdrgetof the trip to carry a cash
float for emergencies. This is to be accountedrfdull to the accountant at the end
of the trip.

Requests for reimbursement of expenses must bengecoed by receipts.

The teacher organizing the trip is responsibleefosuring that, with the help of the
school accountant, a complete budget for the sigubmitted to the head teacher
within five days of the trip’s completion.

Children of staff: If staff running a trip wish take their children on the trip, they
must pay the full cost as a parent. The schoolnatlsubsidise the cost of the child’s
participation

Parents should be notified of day trips in writeigleast one week in advance of the
trip.

The purpose of each trip will be made obvious tepts and pupils.

Adequate notice must be given to the relevant gi@fhsport, cooks and teachers).
Teachers traveling are to leave appropriate cowek.w

A list of pupils and teachers participating in thip must be posted in the staffroom
and/or mentioned in staff meeting/briefing at lemsty before the trip.

The head teacher should make all staff aware ofrapgnding trip.

Parental Permission and Disclaimer:

Written parental consent will always be obtaineddach pupil participating in any
part of the trip. A disclaimer for liability for &8, accident, damage etc. will always
be on the consent form:

| understand that whilst every care has been tekensure the safety of the students,
school’'s nameand its employees will not accept liability foryastamage or accident.

The consent form will also request:

Details of medical conditions, including allergies

Dietary requirements

Current medical cover — agent, contact number ansbpal cover number
Contacts of parents/ guardians.

Pupils not returning a consent form with a disckirsigned by a parent or guardian
will not participate in the trip. Verbal permissios not sufficient. Pupils without
forms may stay in school, or be collected by paranthe head teacher’s discretion.

Venues and agents:

The headteacher must approve the venue and agedt fos any part of the
organization or conduct of the trip.

The teacher in charge of the trip is responsibleefesuring all documents required by
the agent are completed by pupils and teachers.

When using a new venue for a (self organized) thip,teacher in charge must first
visit the venue to determine suitability.

Refunds:

Parents must understand that he/she will be sutgjebte cancellation/refund policies
of third parties that the school may engage forttipe The school will not reimburse

money pledged or paid to an agent unless it is @bl so in accordance with the
agent’s cancellation policy.

If the parent withdraws his/her child from the tfgr whatever reason, or the school
cancels the trip due to reasons beyond its corttrelschool shall not be held liable
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for the cancellation fees, refund, delay, incongané and/or loss either from itself or
third parties arising from the said cancellatiohisTstatement should be included on
the parent consent form.

Medical:

All teachers on the trip must have emergency nusiier summoning medical
assistance.

A first aid kit must accompany every trip

Ambulance contacts: (head’s secretary to checluagddte every 3 months)

St. John’s 343999, 210000, 244444, 0721225285

Healthfirst: 3747434, 3746717

First responder: 882920

Medical Insurance:

Details of medical cover held by each pupil wishiagarticipate in the trip must be
obtained on the consent form prior to the trip. Te&ails must include the name and
phone contacts for the companies involved.

AMREF Flying Doctor:

Braeburn pays an annual fee to have access tedhige for emergency evacuation
of a seriously injured person by helicopter/plaBkould it be used, the full cost has
to be paid. Therefore, only head teachers aretaldentact AMREF and authorize its
use. In the event of a serious accident, a teamhdriver on the trip should contact
the head teacher and request AMREF services fartecplar student/ teacher.

Braeburn Group Insurance cover:

Teachers and students are covered by BSL Groupori@rsAccident Policy
insurance: for inpatient this covers 100,000/- wiieeans that a pupil/ teacher who
is hurt on a trip can be admitted to the nearegtaiate medical facility. Braeburn
will be liable to cover the bills initially, but Wibe able to reclaim inpatient expenses
incurred. This does not, however, cover illnesssshsas infectious disease or a
congenital complaint that might necessitate thdlgging hospitalized. In this case,
the expenses would be reclaimed from the paremtzZhiid’s medical cover.

BSL Public Liability Policy gives teachers indemynégainst legal liability to third
parties in respect of accidental death, bodily rinjuliness and loss or damage to
property while in school or on trips.

Support staff and transport:

School transport and drivers will be used for tiggen possible. Packed lunches will
be provided for the drivers if the pupils and tesshreceive packed lunch. There will
be no automatic meal allowance for drivers on dggtso it is vital that the teacher
organising a day trip informs the transport manafier packed lunch will not be
provided for the driver.

Communication on the trip:

Emergency contacts of parents of all pupils orstigll always be available to staff
on the trip and to the school.

Teachers on the trip will have the mobile numbér=lcSMT members

Mobile contact of the teachers on the trip willdyailable to the school.

Mobile contact for the driver will be available the teachers on the trip and the
school.

Parents must be informed before the trip if, amchfaw long, there will be ho mobile
coverage.
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» Parents may be given a number they can call todindabout the trip. This would
probably be someone at the school base.

* Head teachers to note that they may request thefuaesatellite phone should the
location of the trip mean there is no mobile cogeraRequests to the Operations
Manager.

Packing list
* Pupils should be given a list of what to take aattip

Water
» Trip organizers must ensure water is readily aléelan the bus

Litter
» Trip organizers must ensure venues visited andsbaee left clean with rubbish in
litter bins.

N.B.

» Teachers should not drink alcohol or smoke cigesdti front of students on a school
trip. Staff must always be in a position to fulbbligations as a member of staff in
charge.

» Teachers are expected to behave at all times imarmen befitting their role as role
models.

RISK ASSESSMENT

The teacher in charge of the trip must carry otisla assessment and have it agreed by all
teachers accompanying the trip. This is done to:
1. protect the pupils in our care by highlighting puial hazards and agreeing on
control measures that are consistently applied tnigs
2. safeguarding leaders by providing clear writtendemce that risk assessment and
management measures were taken
A generic risk assessment can be used and modifiedit the particular trip. This must be
done in consultation with all teachers accompantiragtrip so everyone knows what course
of action to take in a particular circumstance.opy of the risk assessment form specific for
the trip, signed by the accompanying teachers, eideft with the head teacher before the
trip departs.

A range of completed risk assessment forms, cogemost types of trip and activity are
available on High Shared for download and amendment

RESIDENTIAL TRIPS

Justification:
The reason for the trip should be explained toIpupid parents.
Residential trips overseas should occur during@chexcation time when possible.

Teacher to pupil ratio:
» At Primary level, the ratio of teachers and/or hélag assistants to children shall not
exceed 1:10. At secondary level the ratio shdllexceed 1:15;
* For trips involving male and female pupils, theteowWd be a minimum of two
teachers, one male, and one female

Budget:
* The head teacher must approve the budget forithe tr
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All trips will be non profit-making.
Budget will include:

transport (including driver’s allowances as per GBA

accommodation

insurance cover

entrance fees

agent’s fees
When the parents pay, school accountants shouleiveedhe money and issue
appropriate receipts. Cheques should be payaleaburn Schools Limited, not the
teacher in charge of the trip. Each parent hastytdumeet all financial obligations
relating to the trip prior to the pupil going orettrip. Parents may not be given credit
by adding the cost of the trip to the school fees.
The head teacher should authorize the teacherargelof the trip to carry a cash
float for emergencies. This is to be accountedrfdull to the accountant at the end
of the trip.
Requests for reimbursement of expenses must benpecned by receipts, as per the
loans and allowances policy.
The teacher organizing the trip is responsibleefosuring that, with the help of the
school accountant, a complete budget for the #igubmitted to the head teacher
within a week of the trip’s completion.
Children of staff: If staff running a trip wish take their children on the trip, they
must pay the full cost as a parent. The schoolnatlsubsidise the cost of the child’s
participation

Notice:

Ideally, overnight trips should be arranged 3 menith advance so they can be
included on the school calendar.

Adequate notice of the trip (ideally 4 weeks foipdrin Kenya, 3 months for
international trips) must be given to parents ifting.

The purpose of each trip will be made obvious tepts and pupils.

Adequate notice must be given to the relevant gi@fhsport, cooks and teachers).
Teachers traveling are to leave appropriate coeek @f during term time).

A list of pupils and teachers participating in thip must be posted in the staffroom
at least a day before the trip (if during term fjme

The head teacher should make all staff aware ofrapgnding trip.

Parental Permission and Disclaimer:

Written parental consent will always be obtaineddach pupil participating in any
part of the trip. A disclaimer for liability for &s, accident, damage etc. will always
be on the consent form.

| understand that whilst every care has been tekensure the safety of the students,
school’'s nameand its employees will not accept liability foryasamage or accident.

The consent form will also request:

Details of medical conditions, including allergies

Dietary requirements

Current medical cover — agent, contact number ansbpal cover number

contacts of parents/ guardians.

The form should also detail any applicable cantieltepolicy.

Pupils not returning a consent form with a disckirsigned by a parent or guardian
will not participate in the trip. Verbal permissios not sufficient. Pupils without
forms may attend school, or be collected by parattise head teacher’s discretion.
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Venues and agents:

Visas:

The headteacher must approve the venue and agedt fos any part of the
organization or conduct of the trip.

The teacher in charge of the trip is responsibleefesuring all documents required by
the agent are completed by pupils and teachers.

When using a new venue for a (self organized) thip,teacher in charge must first
visit the venue to determine suitability if thisgessible.

Parents will be responsible for obtaining and payor visas.
Should a visa not be granted, the school will retible for refunding money paid to an

agent.

Refunds:

Parents must understand that he/she will be sutgebe cancellation/refund policies
of third parties that the school may engage forttipe The school will not reimburse

money pledged or paid to an agent unless it is bl so in accordance with the
agent’s cancellation policy.

If the parent withdraws his/her child from the tfqy whatever reason, or the school
cancels the trip due to reasons beyond its corttrelschool shall not be held liable
for the cancellation fees, refund, delay, incongané and/or loss either from itself or
third parties arising from the said cancellatiohisTstatement should be included on
the parent consent form.

Medical:

All teachers on the trip must have emergency nusiier summoning medical
assistance.

A first aid kit must accompany every trip.

Ideally all trips should include a staff memberiwét current first aid qualification.
Ambulance contacts: (head’s secretary to checkuaddte every 3 months)

St. John’s 343999, 210000, 244444, 0721225285

Healthfirst: 3747434, 3746717

First responder: 882920

For trips overseas, the teacher in charge of tipewtil find out how to summon
medical assistance in advance of the trip.

Medical Insurance:

Details of medical cover held by each pupil wishiagarticipate in the trip must be
obtained on the consent form prior to the trip. Te&ails must include the name and
phone contacts for the companies involved.

Parents of pupils with no medical cover should fmewemporary cover and supply
the details.

AMREF Flying Doctor:

Braeburn pays an annual fee to have access tsehiice for emergency evacuation
of a seriously injured person by helicopter/plaBkould it be used, the full cost has
to be paid. Therefore, only head teachers aretaldentact AMREF and authorize its
use. In the event of a serious accident, a teamhdriver on the trip should contact
the head teacher and request AMREF services farteplar student/ teacher.

Braeburn Group Insurance cover:

Teachers and students are covered by BSL GroupordrsAccident Policy
insurance: for inpatient this covers 100,000/-alihineans that a pupil/ teacher who
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is hurt on a trip can be admitted to the nearegtapiate medical facility. Braeburn
will be liable to cover the bills initially, but Wibe able to reclaim inpatient expenses
incurred. This does not, however, cover illnessesh as infectious disease or a
congenital complaint that might necessitate thdlgging hospitalized. In this case,
the expenses would be reclaimed from the paremtzZhiid’s medical cover.

BSL Public Liability Policy gives teachers indemynagainst legal liability to third
parties in respect of accidental death, bodily rinjuliness and loss or damage to
property while in school or on trips.

Support staff and transport:

School transport and drivers will be used for tiggen possible. Packed lunches will
be provided for the drivers if the pupils and teashreceive packed lunch. Drivers
will receive an allowance for residential trips.€Ttiansport manager should be made
aware of any arrangements for accommodation, ne¢alsvell in advance of the trip.

Communication on the trip:

Emergency contacts of parents of all pupils orstiigll always be available to staff
on the trip and to the school.

Teachers on the trip will have the mobile numbérm=lcSMT members

Mobile contact of the teachers on the trip willdyailable to the school.

Mobile contact for the driver will be available tbe teachers on the trip and the
school.

Parents must be informed before the trip if, amchfaw long, there will be no mobile
coverage.

Parents may be given a number they can call todirndabout the trip. This would
probably be someone at the school base.

Head teachers to note that they may request th@fuaesatellite phone should the
location of the trip mean there is no mobile cogera

Packing list

Water

Litter

Pupils should be given a list of what to take aattip

Trip organizers must ensure water is readily abéglan the bus

Trip organizers must ensure venues and busesfaotelen with rubbish in litter bins.

Accommodation

N.B.

Male and female pupils should sleep in separateragwmdation and be supervised
by a member of staff of the same gender.

The directors of education must be informed of awernight trip before its
commencement.

A member of the school's Senior Management Teant kel involved in any
international residential trip.

Teachers should not drink alcohol or smoke cigesétt front of students on a school
trip. Staff must always be in a position to fulfibligations as a member of staff in
charge.
Teachers are expected to behave at all times iarmen befitting their role as role
models.
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RISK ASSESSMENT
The teacher in charge of the trip must carry otisla assessment and have it agreed by all
teachers accompanying the trip. This is done to:
1. protect the pupils in our care by highlighting puial hazards and agreeing on
control measures that are consistently applied tnigs
2. safeguarding leaders by providing clear writtendemce that risk assessment and
management measures were taken
A generic risk assessment can be used and modidfiedit the particular trip. This must be
done in consultation with all teachers accompantfagtrip so everyone knows what course
of action to take in a particular circumstance.ofy of the risk assessment form specific for
the trip, signed by the accompanying teachers, meideft with the head teacher before the
trip departs.

SPORTS FIXTURES

* These pose unique challenges due to the frequéniop®and the short notice that is
sometimes inevitable due to illness, changes ofi@elue to weather etc.

* However, it is important that parents know whatrtiohildren are doing and where
they are while they are in our care. This is eglgcimportant when they are
representing the school.

Day trips/ after school fixtures

The number of these events makes it difficult forim the parents directly of each individual
event. It is therefore suggested that at the béginaf each term, a letter is sent from the
Head of sport and head teacher informing the psiriatt the pupil has been selected for a
specific team and may be called on to play in aer@gatches which are listed with dates and
venues in the letter (and on the school calend&®. pupil should be congratulated on being
selected in the face of stiff competition. Thedeghould have a reply slip with:

disclaimer

medical conditions

dietary requirements

parental contacts

consent slip

request for transport home (if applicable) — opgiogiven and ticked with
approximate arrival times

ogkwnNE

The parent would then only need to be contactedldhere be a change in arrangements.
This could be done by phone by a secretary, astadsort, but would ideally be done in
writing. This should include cancellation of fixas.

Residential Fixtures

These are usually less flexible and enough warrdngjven that they can be treated as any
other residential trip within Kenya (see notes a)ov

RISK ASSESSMENT

A generic risk assessment form for fixtures andtfansport to and from fixtures should be
discussed, amended, completed and signed by aitsspgachers and left with the head
teacher. This need only be done once per yearssititere is a staff change.
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GENERIC RISK ASSESSMENT FORM

Significant
HAZARDS
Likely places/ways
that people could be
seriously harmed

CONTROL MEASURES and PRECAUTIONS that staff agree b adopt as their normal practice
Discuss with all staff that organise or help ledtsite visits. Consider the suggested measureshelo

and tick those that you decide are helpful and igpple, and delete or put a cross against thosé dhe

not. Add extra measures in each section as needed.

le

Inadequate O All leaders will meet prior to departure to discassl share risk assessments and managemen
plans
planning and O All leaders will be made aware of their roles aesponsibilities prior to departure
O Leaders will brief young people regarding hazards
organisation O Parents will be informed of arrangements priorigity and written consent given
accidents/injuries.
Exposure to effects | O Staff will consider possible weather conditionsrphppropriate programmes, and ensure that
of weather young people are aware of clothing and equipmeqired (inc. hat, suncream etc.)
cold injury, heat O Specialist personal protective clothing and equiptméll be made available to group members i
injury, over exposure appropriate
to sun etc. a Staff will plan and make provision for young peopleo may not bring suitable kit, including
arranging check-up before departure and/or bringpayes
Young person lost O Group leader will ensure that supervising staff@ampetent and understand their roles
or separated from O Staffing ratios will be appropriate and sufficient
group O Leaders will use suitable group control measueeg. puddy systems, large groups split in sma
trauma / upset / groups each with named leaders, coloured caps etc)
injuries. a Staff will ensure that young people are fully awaféinerary and supervision/meeting
arrangements
O Young people will be briefed as what to do if seypad from group
O Leaders will conduct regular head counts, partitylat arrival/departure points, and when
separating and reforming groups
Leaders take their O |If staff family members or volunteers accompanyugrahe supervision and care of young peop
own children will not be compromised
inadequate O Staff ratios will be amended accordingly to takeamt of split responsibilities
supervision /accidentf O The Deputy Leader will be fully briefed and compet take over full leadership if required
Visit returns after O Parents/guardians and young people will be fulfgrimed regarding collection arrangements after
school hours a visit
accident /upset/ O Young people will not be left alone, and will beperly supervised after a visit until they have
lost/abducted been safely collected or dropped-off
Q Aclear pre-planned procedure will be agreed famgppeople who are not collected
O A young person will not be left alone with just amember of staff
Emergencies O The school has an emergency plan for dealing witimeident on a educational visit
Inadequate O At least one leader will carry a mobile phone (witady charged battery and call credits if “pay
procedures you go”)
delayed help/support| O Staff will carry sufficient cash or cards for palggmes (mobiles do not work in some areas due
deterioration of weak signal)
condition O Leaders will have immediate access to a copy ofrgemey Procedures, including all emergenc
contact numbers
O Leader and Headteacher/Emergency Home Contachavitt instructions regarding what to do i
an emergency
O Leaders will have an appropriate level of first @ning and at least one leader will have a aur
first aid qualification
O A complete first aid kit (and travel sickness equgmt) will be checked and taken
O The first aid kit will be easily accessed by aders
O Contact details of parents, group leader, schod) &appropriate, head teacher/school contact's

as

to

after-hours number will be held by group leader seitbol contact
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Significant
HAZARDS
Likely places/ways
that people could be
seriously harmed

CONTROL MEASURES and PRECAUTIONS that staff agree b adopt as their normal practice
Discuss with all staff that organise or help ledtsibe visits. Consider the suggested measureshelo

and tick those that you decide are helpful and igpple, and delete or put a cross against thosé dhe

not. Add extra measures in each section as needed.

O Leaders will brief young people regarding emergemmogcedures
O Leaders will prepare a contingency plan in the eeéan accident or breakdown (inc. safety of
group, and planned means of onward travel or rdtame)
Activities in, on or O All accompanying staff are made aware of the paldicand higher risks associated with many
near water water based activities
drowning/hypothermi| QO Activities involving water will be carefully pre-phned, and appropriate risk assessments and
a control measures put in place, including availapiif life saving equipment and competent,
trained staff.
o Staff will know the swimming ability and confideno&group members and will plan activities
accordingly
Special medical, O Up-to-date information regarding special/medicadeof all group members will be obtained a
behavioural needs advice will be taken from SENCO, doctor, and paskntardians, if needed
of specific young O Individual needs and associated specific risks lvélidentified, recorded and shared with all
people relevant personnel
injury / iliness O Young people will have written parental consent a#itinform leaders if medication taken or
required
O Young people (and parents in letter) will be remsithdo bring personal medication if required
O Visit leader(s) will carry information regarding dieal conditions and relevant medication
o Staff will check before departure that young peapid/or leaders carry (and store securely) any
necessary medication
o Staff will be fully briefed regarding those with éwwn special/medical needs, and trained to
treat/respond accordingly
Q The programme/itinerary will be arranged with daegard to the mobility and special needs of a
members of the group
Q Young people will be briefed to eat/drink sensiAhd to have sufficient sleep
Misbehaviour/miscon QO Staffing supervision will be sufficient and apprigpe to manage the group safely
duct Q Young people will be briefed regarding conduct/bébar required
accidents/injuries Q Advice will be taken from SENCO and other stafthiére are concerns over behaviour
Periods of remote O Group members will be assessed as sensible andetemp
supervision O Parents/guardians will be informed of arrangemantsgive written consent
accident / separation| @ Group members will be briefed regarding conductévésur required
from group O Group members will be briefed regarding responsgjifroached by a stranger
O Young people will remain in groups or buddy systernall times, including visits to toilets
Abduction/ Attack by| O Young people will be briefed what to do and hovweomtact staff in an emergency
stranger O Young people will be briefed regarding procedurest/separated
O Young people will have ID cards with contact detaif accommodation, school and leader mob
Obtaining illegal number
substances Q All leaders and young people will be briefed clgadgarding rendezvous times and places
a Staff will understand that they are responsible laadully briefed with respect to supervisory
responsibilities
Allergic reactions, O Staff will be briefed regarding group members vkitfown allergies, and will be trained to treat
Poisons, stings, bites accordingly
trauma / illness a Staff will check that young people and/or leadensycany necessary medication
O Known high risk situations will be avoided, and eggriate avoidance action taken if necessary
Additional hazards? | O Additional precautions?
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FDR FURTHER INFDRMATIDN CDNTACT:
BRAEBURN KISUMU INTERNATIDNAL SCHDDL
PD BDX 1276-4010
KISUMU
KENYA
TEL/FAX +254 (057) 202 3474
CELL: 0720 655 200 / 0733 567 214
EMAIL: MRS D'DDLAN DN CARMELDDDLAN@BRAEBURN.AC.KE

WWW.BRAEBURN.CDM
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