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OUR MISSION, AIMS AND VALUES
Strength from Diversity

Our Mission
Exceptional learning opportunities that emphasise achievement, personal fulfilment, service to others,
learning skills and responsible global citizenship.

Our Aims
At West Island School, our learners are inspired and motivated to:


Take ownership of their own learning



Collaborate in authentic, inquiry led learning experiences that are personally meaningful
Master learning through a sustained process that asks us to produce, review, evaluate and
refine
Embrace challenge and support for all aspects of learning: physical, social, emotional and
cognitive



Grow determination and resilience by reflecting on individual challenges and character
strengths



Experience a broad and flexible curriculum that can be personalised to individual interests,
talents and abilities.
Capitalise on the differences in our community creating strength from diversity



Engage in inter-cultural learning with global partners experiencing other languages, countries
and cultures



Embrace a diverse range of experiences beyond the classroom

Our Values
West Island School expects students, alumni, parents and staff to share and be guided by our core
values:
Commitment:
Community:
Compassion:
Consideration:
Courage:
Mission

being responsible for ourselves and others through service and action
uniting people for peace, friendship and a sustainable future
acting with empathy and kindness towards others
accepting and understanding others to avoid prejudice and intolerance
reaching beyond our comfort zone
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WELCOME FROM THE PRINCIPAL
Creating an International Community School
I am extremely proud to be the Principal of West Island School. Our school has been established in
the best traditions of the English Schools Foundation (ESF) to provide excellence in education of
students from eleven to eighteen years of age. We are housed in an exciting and innovative building
from where we can see the University of Hong Kong, Hong Kong‘s biggest teaching hospital, the
Cyber Port and the busy shipping lanes that demonstrate the key position of Hong Kong on the Pacific
Rim‘s super highway. We have an outstanding record of academic attainment and we welcome
students of all races to join us on what we believe is a learning super highway connected to
prestigious destinations all over the world.
West Island School‘s distinction lies in the pursuit of high academic attainment through support,
encouragement, praise and motivation. The quality of the relationship between students and teachers
is outstanding as is the quality of teaching and learning. We believe in partnership between students,
parents, teachers and support staff and view our cultural diversity (we have over 40 nationalities
represented) as a means of enriching school life. Our school has a strong sense of deep links to the
local community and engages in global action to aid others. Above all else, West Island School is a
happy community-focused school where people are valued and can fulfil their potential both as
teachers and learners. We believe fundamentally that the school has a duty to create students who
embody the West Island School Learner Profile and we strive to develop these attributes in our
students during their time here.
st

All courses focus on the skill of becoming independent learners vital to the 21 century student and
adult. We pride ourselves on using best educational practice with an emphasis on embedding
technology into the learning experience.
Breadth and balance matter to us. Schools are more than the sum of their lessons and at West Island
School we offer a wide range of extra-curricular activities and opportunities which enable students to
display responsibility and leadership. These include the mentoring programmes, Dynasty Leaders
council, events council, service committee, debating, Model United Nations, local and international
field trips, sporting activities of every type, music, art and drama events, ICT clubs and work
experience. A particular focus is upon developing genuine and meaningful service which impacts our
community and challenges our students.
In short, life at West Island School is full of challenge and opportunity - both academic and personal.

Chris Sammons BA, NPQH
Principal
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OUR HISTORY
In 1990 the government of Hong Kong responded favourably to the request of the English Schools
Foundation (ESF) to set-up a new ESF secondary school. It was felt that the pressure for secondary
school places would come first on the island and the government allocated a site in Pokfulam. In
September 1991 West Island School began, with six full-time and six part-time teachers and eighty
four Year 7 students in temporary rented accommodation in the old British Military Hospital in Borrett
Road.
Our current location, home since 1994, was designed by architect Patrick Lau who won various
accolades for this exciting concept of education on an implausible site overlooking the sea and
blending beautifully into its surroundings. Our parents, teachers and students all followed the growth
of the new building with visits, advice and interest – the first time many of us had such an experience.
From the beginning of West Island School, we wanted recognition of the partnership in education
between students, parents and teachers as a school community. The PTA began three months before
the school opened and the Student Council soon became an integral part of school management.
th

West Island School celebrated its 20 Anniversary in 2011 and today we continue to maintain these
partnerships and our standards of excellence.
West Island School was the first ESF schools to offer Mandarin language to all students and the first
to be divided into Chinese dynasties instead of houses. We want our students to benefit uniquely from
spending time in the school and embracing the many different cultural experiences to which they are
exposed. We hope that this will serve as a life-long reminder for them.
West Island School is a vibrant, living organisation and as such changes perpetually. We can always
see better ways to go forward and we remain open to suggestions from all our partners so that
together we can move towards our ideal international community school.

THE WEST ISLAND SCHOOL LEARNER PROFILE
The aim of all IB programmes is to develop internationally minded people who, recognizing their
common humanity and shared guardianship of the planet help to create a better and more peaceful
world.
At West Island we embrace the IB learner profile for all students to aspire to be:
Inquirers

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

Knowledgeable

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

Thinkers

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

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

Principled

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

Open-minded

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

Caring

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

Risk-takers

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

Balanced

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

Reflective

They give thoughtful consideration to their own learning and experience. They
are able to assess and understand their strengths and limitations in order to
support their learning and personal development.

A-Z OF PROCEDURES, POLICIES & PRACTICE

ACADEMIC HONESTY POLICY
What Is Academic Honesty?
At West Island School, Academic Honesty is seen as a set of values and skills that promote personal
integrity, respect, responsibility and trust, as well as good practice in teaching, learning and
assessment.
Academic Dishonesty Definitions:
Plagiarism: In our school, plagiarism occurs when someone knowingly or unknowingly presents
another person‘s work, language or ideas as their own without proper acknowledgement of the
source.
Cheating: In our school, cheating occurs when someone gives, receives, utilises, or attempts to do
so, any information or assistance during a test or an examination.
WEST ISLAND SCHOOL FAMILY MANUAL
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Collusion: In our school, collusion occurs when there is unauthorised collaboration on assessable
work with another person or persons. This includes allowing another student to copy or submit your
work for assessment.
Fabrication: In our school, fabrication occurs when a student invents or falsifies sources, citations,
data, or results.
Duplication of Work: In our school, duplication of work occurs when the same piece of work is
presented for different assessment components.
Disclosing examination information: In our school, disclosing information to another student or
receiving information from another student about the content of an examination paper within 24 hours
after the examination is considered to be Academic Dishonesty.

The use of plagiarism detection systems
West Island School uses Turnitin as well as other plagiarism services as part of its approach to the
detection of plagiarism across the school. Whilst Turnitin and other devices are a powerful sources
and provide staff and students with an understanding of plagiarised material, the responsibility for
judging if a piece has been plagiarised ultimately remains with the teaching staff.

MLA 7 Citation Style
West Island School uses MLA 7 as the preferred citation style from Years 7 to 13. Teachers and
students will utilise this citation method to help avoid mistakes that may lead to plagiarism.
Whole School Responsibilities
 Foster an environment that encourages students to be risk takers with their learning and learn
from successes and failures.
 Ensure that all students from Years 7 to 13 have the knowledge and skills required to locate,
access, evaluate, and utilise various sources of information.
 Ensure that all students from Years 7 to 13 have the skills required to synthesis information from
various sources in order to present their own thinking and knowledge.
 Ensure that all students from Years 7 to 13 have the knowledge and skills required to enable
them to correctly cite and reference using MLA 7.
 Utilise subject specific detection systems includingTurnitin during class to raise student
awareness and understanding of plagiarism issues.
 Promote the Academic Honesty Policy amongst parents, students and staff.
 Ensure consistency of practice amongst staff.
 Articulate the consequences of academic dishonesty.
 Report any infringement to parents.
Faculty Responsibilities
 Faculties should not set work for assessment that is difficult to authenticate wherever possible.
 Head of Faculty/Head of Subject should ensure that sufficient work takes place under direct
supervision in class, in order for teachers to be able to authenticate each student‘s work.
 Teachers may find it useful at the time of submission of work to ask a student to demonstrate
his/her understanding in order to facilitate authentication.
 Heads of Faculty are responsible for setting deadlines that are reasonable. Deadlines should only
be extended in exceptional circumstances.
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Deadlines will be communicated to students and parents, and the school will maintain an
overview of the coursework across the year groups.
Teachers should advise students they may not use private tutors to help with their final
coursework writing and should understand that they may be penalised if they do so.
When a drafting procedure is allowed, the Faculty must follow the guidelines set out by the
examination board.
Staff are expected to be proactive in monitoring each student‘s progress and should inform form
tutors, Directors of Learning and parents when work is overdue.
Where students appear to find work difficult, seem to be under stress or a risk of plagiarism, they
should be flagged and tutors, Director of Learning, HOF informed and counselling will occur.
During their induction, Educational Assistants will be trained in the skills and understandings
required to support students in maintaining Academic Honesty.

Student Responsibilities
 Ensure that work submitted for assessment is their own.
 Ensure that any words, thoughts, ideas, arguments, or quotes from others are correctly cited
using MLA 7, within the text and in the Works Cited List.
 Take responsibility for own work at all times.
 Should understand the consequences of sharing their work with peers.
 Utilise positive time management skills in order to produce the best work possible for submission.
 Utilise subject specific detection devices including Turnitin regularly as an aid to understanding
and avoiding plagiarism.
 Attach signed cover sheets for each assessment piece, declaring originality of work for all
externally assessed or moderated pieces.
 Students understand the consequences of false declaration.
 Ensure that stress is dealt with constructively to prevent issues with meeting deadlines.
 Students should talk to tutors or members of the teaching staff who can help if they are stressed
or not coping with academic work.
Parent/Guardian Responsibilities
 Become familiar with the Academic Honesty Policy and actively discuss with their children.
 Understand the consequences of Academic Dishonesty.
 Support their children with time management skills by avoiding over scheduling which often leads
to increased stress levels. This can result in missed deadlines.
 Parents should approach the school if their children need additional support.
 Parents should recognise the role of external tutors and ensure that these tutors are aware of the
school‘s Academic Honesty Policy. They should be aware that tutors cannot help in the writing of
examination coursework
Procedures for dealing with cases of academic dishonesty
During Examinations or Tests
1. If the examination is an internally marked assessment (for example mock examinations or class
based tests) then the infringement will be reported immediately to the LT and Directors of
Learning who will then respond to each case as appropriate. Parents will be informed via letter.
2. If the examination is externally marked (for example IGCSE, GCSE and IB) then the school must
inform the Examination Board who will then respond to each case as appropriate. The
consequences of this may include failing the specific subject or failing the entire course. Parents
will be informed via letter and interview.
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In Assignments leading to qualifications or awards:
If there is clear evidence that a student has committed an act of academic dishonesty in an
assignment then the following steps will be taken:
1. For minor or first offense the student will be reprimand by teacher, the Notification of a Student
Breach of Academic Honesty Policy form will be completed and kept in the school files. The tutor,
Head of Year and parents will be informed. The students will be asked to resubmit work.
2. If the student has previously been warned then they may receive a lower mark or a fail for the
assessment task, or may fail the entire subject. In such cases, the Leadership Team and
Directors of Learning will be informed. The Notification of a Student Breach of Academic Honesty
Policy form will be completed and kept in the school file. Parents, tutors and Heads of Year will
also be informed. (The student may need to undertake supported learning sessions at this time).
3. In extreme cases for example the student is not the author of the work submitted (e.g. the work
has been stolen or written by another person); where a significant portion of the assessment task
is copied; where there has been extensive unauthorised collusion; or where there has been
previous serious breaches in the Academic Honesty Policy. In such cases, the Leadership Team
and Directors of Learning will be informed. The Notification of a Student Breach of Academic
Honesty Policy form will be completed and kept in the school file. Parents, tutors and Heads of
Year will also be informed.
This step may result in a fail grade for the entire subject and a notation of academic dishonesty
placed on the student‘s academic transcript.
Additional Considerations
1. Late submission of coursework
Coursework submitted after the deadline (both internal and external) will not be accepted unless
accompanied by an appropriate medical certificate, or with a full explanation to the IC VP.
2. Collusion
Incidents of collusion will be investigated on a case by case basis. Appropriate action will be taken
against all parties. The three progressive levels of action stated above will apply.
Related Documents
MLA 7 Citation Requirements- Feb 2013
Notification of Breach of Academic Honesty Policy
Plagiarism booklet
WIS Code of Conduct for Coursework – October 2012
Contacts
Should you require further clarification on any areas contained in this document, please contact:
Name

Position

Contact

Mrs S Carey

Vice Principal

susan.carey@wis.edu.hk

Ms S Ellison

Research & Resources Leader

sara.ellison@wis.edu.hk
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ADMISSIONS
West Island School is an inclusive non selective school which seeks to educate students who can
access a curriculum delivered through the English language.
The criteria used for admission to West Island School are common to other schools within the English
Schools Foundation.




Places will be offered to successful applicants subject to availability.
Students must be able to cope with an English-medium curriculum.
Applicants as a rule should be resident in our catchment area or demonstrate an intention to
relocate to our catchment area.

Please contact the school for further details.

ALUMNI ASSOCIATION
The West Island School Alumni Association was established in 2007 and comprises all students and
staff who have previously graduated or worked at WIS since inception. All WIS alumni are
encouraged to join the WISAA and participate in the events organised by the School. Registration is
through the WIS Alumni website: https://wis.site-ym.com/

ANTI-THEFT PROCEDURES AT WEST ISLAND SCHOOL
1. Student and Staff Entitlement:
Students and staff at WIS are entitled to a crime-free environment and firm action to sanction
those who commit theft.
2. Role of the school
The school pro-actively prevents crime through:
security guards
visitor labels/smart cards
car park stickers
security cameras
security-tagged equipment
pro-active pastoral staff

Lifeskills lessons addressing the issue
assemblies when appropriate
sign-in sheet to visit school
nurse/library visit by staff
sign-in/out for students
individual numbered lockers for each student

3. Role of the students
• no large amounts of money
• have a key-operated, solid padlock on lockers
• use lockers for wallets/valuables during PE/Drama
• never leaving valuables unattended in bags
• keeping wallets on person at all times except PE/Drama
• reporting immediately suspected theft to the school office where an investigation by HOY will
be held
• providing written details of suspected theft for staff to use
• labelling all valuables clearly.

WEST ISLAND SCHOOL FAMILY MANUAL

8

4. If a theft is suspected: Inform tutor and involve where feasible and where student asks for
another teacher to be present
• HOY should question student and take signed, written statements immediately
• keep students involved separated and question individually
• undertake a search of student locker/or school bag away from other students (with permission
of students involved)
• invite office staff, school nurse in a search where necessary of the building/rooms
• if suspicion is strong, inform parents
• consult with HOY G&A/Principal regarding police involvement where necessary
• if it occurs in class, keep the students in class and fetch member of LT or Director of Learning
/ Head of Year before search can occur.
Where ‗theft‘ is deemed by staff to be a ‗prank‘ or ‗joke‘, it should be treated seriously but may
best be resolved within the tutor group with the tutor‘s involvement.
5. If guilt is established HOY in consultation with Directors of Learning and the tutor will:
• Ensure written statements are detailed, signed, dated
• inform parents
• consult with Principal as to whether police will be informed/involved
• discuss ‗sanction‘ with Principal
• whenever any students have been questioned, parents should be informed before the student
arrives home, wherever possible
• the student has the right to ask for another teacher (eg tutor) to act as an ‗advocate‘ for them.
NB: The victim‘s family may decide to involve police outside of school‘s jurisdiction. If the theft is
deemed serious, parents may be asked to withdraw the student. A period of suspension in school
or at home may be deemed appropriate.
6. Procedure for searches
• The Principal or VPs or Directors of Learning will make a decision as to the searching of a
student bag / locker. More than one member of staff must be present during any search
• Searches will be conducted away from other students as discreetly as possible
• If a student is unwilling to empty pockets or bags, the parents will be contacted immediately
• no physical ‗body searches‘ are appropriate
7. When will a search take place?
• if any individual is under strong suspicion and the items are likely to be on their person
• where there is no evidence to suspect a particular individual but evidence points to a class or
year group
• if a student is caught in the act or has been seen near the theft scene
• if a student has been suspected of being involved in theft over a period of time and is
suspected
• if a student has been out of class at the time of the incident
• when information has been received from other students or teachers which is deemed
credible
• if camera surveillance shows relevant evidence
NB: To guard against theft:
• money brought to school by students should be limited
• cheques for school expenses must be used
• if students bring valuables to school, the school cannot be held responsible for their loss
• ensuring that all belongings are labelled.
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CANTEEN AND FOOD
The school has 3 outlets provided by Chartwells, our caterers, which offer a variety of menus. There
is a focus on healthy eating as well as inviting parents and visitors into our Café which is a more
relaxed setting for mainly older students.
Students must queue between the barriers according to the signs above. All food should be eaten
when seated in the canteen area. Standing and eating food is not allowed.
Students should clear away their own plates, rubbish etc as a courtesy to others.

CAREERS AND UNIVERSITY GUIDANCE
West Island School has a Head of Careers, a full time Higher Education Counsellor, a junior
counsellor and administrative support responsible for careers guidance. Every care is taken to ensure
that students make a sensible decision with the help of higher education counselling and parental
involvement.
Careers education is delivered through the Learning for Life Programme, beginning in Year 9 when
students make their first I/GCSE option choices. In Year 10 students discuss career opportunities and
the world of work and receive guidance in the selection of IB or ID career related options at the end of
their I/GCSE courses in Year 11. There is also the opportunity for students to participate in the
optional PSAT tests in preparation for applications to US universities in Year 13. In Year 12 there is a
University Applications Information Evening for students and their parents. Students are also given
the opportunity to participate in school-based question and answer sessions with outside speakers.
Students in Year 12 and 13 intending to study university courses related to the professions are also
encouraged to undertake work experience during their holidays.
The vast majority of West Island School students go on to some form of tertiary education. Students
can utilise the well-equipped Careers Rooms which has a library of up-to-date university prospectuses
and other resources. In addition, University representatives regularly visit our school to make
presentations and answer questions regarding entry requirements for British, U.S., Australian,
Canadian and Hong Kong universities. In addition, West Island School organises and hosts the
annual ESF International Diploma Fair.

COMPLAINTS
From time to time parents may wish to raise issues with the school. If there are concerns about your
child's academic progress please do contact the subject teacher or the tutor first to discuss this.
However, if the complaint is of a more serious nature or you are not satisfied with the response from
the teacher the ESF policy is clear that the Principal should be informed. The complaints policy
appears on the ESF and in WISDOM under "Policies".

WEST ISLAND SCHOOL FAMILY MANUAL

10

CREATIVITY, ACTIVITY, SERVICE (CAS)
We are committed to a full and broad CAS programme involving both regular scheduled activities and
an annual CAS Week (known as Horizons Week). We encourage students to grow to their full
potential by undertaking new challenges and working collaboratively in a diverse range of activities
that provide a balance to the academic curriculum.
Involvement in a broad range of CAS activities is an expectation of all students. Students who
challenge themselves to their own personal limits are better able to grow into principled, caring
individuals who perceive their self-worth as more than just their academic qualifications. Students
actively involved in CAS are more willing to undertake new challenges, be rational risk-takers and
aspire to be the leaders of tomorrow, both within the school, local and global communities.
As students‘ progress through the school, it is expected that they demonstrate greater willing to plan
and initiate their own CAS activities. Senior students should be more willing to operate outside their
‗comfort zone‘ and should take the lead in self-generating, long-term projects of global importance.
Why should students be fully involved in CAS?
 There is more to school and to life than just academic qualifications and through many different
activities they will appreciate their own strengths and areas for growth.
 Activities give them a chance to make choices and enjoy themselves outside the classroom.
 As they progress through the school they will enjoy a range of different CAS opportunities and
new challenges.
 By active involvement in service, they gain a better perspective on life and the value of each
individual.
 They will feel encouraged to be a leader both within and outside school and act a manager of
change for good.
 They will be able to regularly reflect upon their non-academic achievements.
 They will have a voice that is heard and will play an important role in shaping their school.
 They will learn how to be a rational risk-taker.

CURRICULUM OVERVIEW
In the first two years, Year 7 and Year 8, students follow broad and extensive programmes of work.
For organizational purposes the subjects are grouped into faculties based on the International
Baccalaureate (IB) diploma hexagon. Students follow courses in: English, mathematics, science and
technology (design, food and textiles), expressive arts (art, drama, and music), sport and physical
education, individuals and societies (geography, history, and religious studies), modern foreign
languages (Chinese heritage or second language, French and Spanish are available for study) and a
Learning for Life curriculum.
During Year 8, students undertake a ―mini-options‖ process whereby they choose to narrow slightly
their subjects as an element of choice is allowed to deepen experience in certain areas which begins
Year 9. Students choose:
2 out of 3 Individuals and Societies
2 out of 3 Creative Arts
2 out of 3 Technologies
Students asking to continue with 2 languages do one less subject from the above list.
In Years 10 and 11, students continue with English (language and literature), mathematics, science
(double award Science GCSE or 3 Separate Sciences being studied or BTEC Vocational Science)
and Learning for Life, all students also follow a two year course in Global Perspectives which can lead
to an IGCSE qualification. In addition students have a choice of three optional subjects from a range
of over twenty, with language being a compulsory subject for most students for entry into the IB
WEST ISLAND SCHOOL FAMILY MANUAL
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diploma. Students are also guided into an elective programme for Year 10 where students can opt for
an additional academic subject at GCSE or a range of electives with accreditation to enhance genuine
interests and abilities further.
During Year 9, parents and students are given more information about subject and elective choices
than it is possible to give here. If you have a child hoping to join us in Year 10, please ask for a copy
of the most recent Options Booklet.
At the age of 15 or 16 our students will complete Year 11 with a range of GCSE qualifications
(including two English and two sciences) from between 7 to 11 in total. In the Upper School (Years 12
and 13) students continue their education by choosing the International Baccalaureate Diploma
Programme, the International Diploma which is a vocational course based on 2 main vocational
subjects equivalent to 3 A levels with or without some accompanying complementary IB certificates or
a Foundation Diploma featuring some basic numeracy and literacy skills alongside work placements
and BTEC courses.

DATA
Pre-16 Education
MIDYIS
MIDYIS is a ―computer adaptive test‖* which provides a range of information about the student and
the student cohort in any given year. The online system adapts with each question to suit the ability of
the pupil taking the test, and measures the student‘s vocabulary, Mathematics, nonverbal and broader
skills, and based on this information, provides GCSE predictions for the end of Y11. While every
student is different, there is nonetheless a very high statistical correlation between the results a
student achieves in MIDYIS and the results obtained at GCSE.
MIDYIS is used for all Y7 students entering West Island School. Students entering the school outside
the normal entry time will also sit the MIDYIS assessment up to and including the end of Y8.
ICAS
ICAS is a specialised tool for assessing students capabilities in Reading and Writing and the
information generated by this test is used by our EAL and English teachers to support student
learning. The test is undertaken in March or April by all Y7 and Y9 students. Results are provided to
the school in the June or July following the tests.

CABT
CABT is a ―computer adaptive test‖* which provides a range of information about the student and the
student cohort in any given year. The online system tests the student‘s vocabulary, Mathematical,
nonverbal and broader skills, and based on this information, provides IB Subject predictions as well as
an overall IB Prediction for the end of Y13.

CABT will be used from August 2011 onwards for all Y12 students entering the Upper School at West
Island School. Students entering the school outside the normal entry time will also sit the CABT
assessment up to and including the end of Y12.
ALIS is a target-setting system run by the CEM centre at Durham University, UK. ALIS data gives us
an indication of subject-specific and up-to-date targets for our post 16 students based on a student's
IGCSE average score.
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Use of Data
The above test data will be used to:
● Track student learning and progress across the school by Faculties and by Pre 16 and Post
16 Guidance and Achievement Teams in order to plan effectively for student learning and provide
support where needed
● Identify students with particular learning needs and inform planning
● Inform report writing for staff where the data will be used to provide information towards target
grading and predictors for results
● Provide tutors with data which can inform their one to one discussions with students on
academic issues
Staff at West Island School have access to the student data generated by these tests through our inhouse database systems.
Use of Data
The above test data will be used to:
 Track student achievement across the school by Faculties and specifically by Pre 16 and Post 16
Guidance and Achievement Teams in order to provide intervention strategies
 Identify gifted students and students with particular learning needs and inform creation of specific
support or extension
 Inform report writing for staff where the data will be used to provide information towards target
grading and predictors for results
 Provide tutors with data which can inform their one to one discussions with students on academic
issues
 Create value added examination data for the school to consider year on year and to identify
trends and developmental action points

Staff Access to Assessment Data
Staff at West Island School have access to the student data generated by these tests through our inhouse database systems.
Parent Forums
Parents will have the opportunity to attend forums where the assessments will be explained in more
detail and how the data is used within the school.
Parent Feedback
Parents will be provided with specific feedback on the data produced by these assessments and what
it means for their son or daughter.

DRUGS POLICY
ESF Secondary Schools' Drugs Policy Mission Statement:
(These are guidelines for schools to use as appropriate.)
We believe in the promotion of a healthy environment and responsible lifestyles for all
members of the schools' communities.
Aims:



To provide a framework to facilitate consistency of policy and practice in managing drug issues
across ESF secondary schools.
To review and develop a programme of education designed to discourage substance misuse.
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To encourage the involvement of the whole school community in implementing a common drug
policy.
To provide clear and consistent guidelines for managing drug related incidents and issues.

Duty of Care
All staff have the legal responsibility to provide duty of care to all students in the school. We are
considered to be 'in loco parentis' or having the duty to provide the type of care expected of parents.
The priority is the safety of all students.
Student Entitlement
Students are entitled to





a safe and drug free environment
having access to and an understanding of the ESF drug policy
an appropriate health and drugs education programme
a supportive and caring system for dealing with drug related problems

West Island School Drug Policy (WIS own policy adapted from the ESF policy)
A. Confidentiality
Confidentiality should be based upon the sharing of knowledge and assumes trust in each other‘s
professionalism.
1. Parents should be contacted where possible at an early stage of concern and it is hoped that
Parents would contact the school if they have any concerns.
2. Form tutors should always be kept informed and fully involved in the process.
3. Where suspicions arise, teaching staff should be asked to monitor the behaviour of the student
but do not always need to be made fully aware of the individual circumstances of the
student.
4. Information should be passed on through the appropriate line management channels to the
Principal.
5. When a student has been positively identified as being involved in drug abuse, all subject
teachers are kept fully informed and are part of the monitoring procedure. Other key personnel,
such as the school nurse, should also be informed and involved.
6. If a student is withdrawn from school, all teaching staff are informed of the situation by the
Principal.
7. After a student is excluded from school, it is desirable that the student's form group discuss the
issue in an appropriate way with the form tutor and/or the pastoral head. It may be appropriate for
the Director of Learning, VP or the Principal to discuss the issue with the whole year group.
B. Testing
Drug testing forms a fundamental part of schools' procedure.
General points
1. The decision to test is taken through consultation between pastoral head, his/her line manager,
the Principal and the form tutor.
2. Parents should be informed by the school where practical once the decision to test has been
made.
3. Costs associated with testing should be borne by parents.
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4. If testing is done in school, the school nurse should ensure that correct testing equipment is in
place.
5. Schools must regularly remind parents of all school policies, including the drugs policy. (At WIS
parents sign an admissions process to follow the discipline and policies of the school).
Procedure
1. The decision to test is taken through careful in school consultation.
2. Parents are informed by the pastoral head that we will proceed with a drugs test. The student is
then informed. In the case where parents cannot be contacted, the school could continue with the
testing process.
3. In the case of a urine test, the pastoral head accompanies the student to the school nurse, who
oversees the collection of the urine sample and the sample is taken to path lab by a secure
method of delivery.
4. Alternatively, the Director of Learning makes arrangements for the secure collection of a sample
at the chosen path lab or hospital.
5. It is important that adequate safeguards are taken to ensure that the sample is taken in a secure
way. It is therefore preferable for collection to take place in school.
6. After the results are received, the Director of Learning / VP should inform the student and his/her
parents and discuss possible strategies.
C. Search Rights
Students will only be searched in the case of reasonable suspicion. The school should aim to
preserve the student's right to privacy; the student should not feel their rights are being infringed.
Therefore the situation needs to be managed sensitively.
1. What constitutes reasonable suspicion?







Types of behaviour
Association with those known to be at risk
Seen to be involved in specific behaviour with money being exchanged
Has been under observation for some time and classic symptoms of misuse have been noted
Information Received
Has been named by other parties as being at risk or in possession of drugs

2. Who has search rights?


The Director of Learning has the right to make a decision to search the student. The line
manager, form tutor and parents should be consulted, beforehand if possible, and kept
informed of proceedings.

3. Conduct of the search




The search should be conducted quietly in a private room in the presence of a witness.
It is never appropriate to do a manual body search (i.e. pockets)
If the student is not willing to empty bags or pockets, the pastoral head will contact the
Principal and parents.
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D. Procedures in case of Possession
Procedure will vary depending on whether the student is trafficking drugs or not. Trafficking is defined
as giving, but not necessarily selling, drugs to others. It can be established by the amount of drugs on
the person, by the confession of the student themselves or by the allegations of others.
1.

If a student is found in possession of a quantity of suspicious substances:






The Principal is informed and from thereon is responsible for the safe keeping of the
substance(s).
The Director of Learning endeavours to establish whether the drugs found are for
trafficking.
The Principal confirms the police and hands the drugs to the police.
Parents are informed of the situation and asked to come into school.
The Principal, Director of Learning and parents discuss the situation and the Principal
decides on a course of action.

NB: At WIS if a student brings illegal substances such as illegal drugs onto the school
premises or with them on a school trip the parents will be asked to withdraw their child
permanently from the school in the interests of the safety of others.
2. If the school is convinced that trafficking is not involved. The following actions could be taken
(dependent upon the previous drug history of the student) :






Student is suspended from school for a negotiated period of time.
A drug test is taken.
The pattern of drug use for that student is established,
A drug counselling and rehabilitation programme is organised by Director of Learning. This
may involve outside agencies recommended by the school.
Regardless of what action is taken, Parents will be informed at an early stage.

3. If the school establishes that trafficking is involved:





Parents will be informed immediately.
The Principal informs the police and ask parents to withdraw the student from school.
The school will offer the same support as outlined in 2d) & e) above.
The school will not refer the student to another ESF school.

E. Support and Aftercare
1. When a drug test proves positive, the following action may be taken:





The pattern of drug abuse is established with the student.
An interview is arranged with parents and an agreement made as to further action.
The Principal, in consultation with Director of Learning, will decide whether it is
appropriate for the student to remain in school or to go home temporarily for a period of time.
An appropriate contract is negotiated between the student, school and parents which should
include the following :
a. Counselling from an expert recommended by the school
b. Follow up testing
c. Classroom monitoring
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d. Medical Examination
e. In-school counselling
f. Sharing of information between all members of the support team, respecting
confidentiality
g. Appropriate support to ensure continued academic progress
h. Time Scale for review (4 - 6 weeks). At review the contract may be extended or changed.
It may be appropriate at this point to ask the parents to withdraw the student from school
temporarily or permanently. The Parents will be given information about help agencies
and counselling regarding other schools.
Communication with other schools:




There must be full disclosure of information between Pastoral Heads, if a child is referred to
another ESF school. This should be in the form of a letter or phone call outlining the reasons
for transfer.
If a child goes to a non ESF school and references are required, recent problems should be
alluded to sensitively. An opportunity to discuss with the student verbally should be offered.

2. When the test proves negative:



The parents are invited to discuss the situation and the concerns that the Pastoral Head has
for the student.
The following strategies are negotiated and agreed upon:
a.
b.
c.
d.



on-going monitoring by classroom teachers
regular counselling in or outside school
medical examination
further testing

A review is carried out by the Director of Learning after 6 weeks. Parents and student are
invited to evaluate the situation.

NB. At WIS where a student defies expectation to cease drug use with support, the school will
recommend withdrawal or expulsion.

DYNASTY SYSTEM
The Dynasty Programme at West Island is a form of house system similar to ones which you may
have seen in other schools. Upon arrival, each student and member of staff will be allocated to a
Dynasty. They will remain in the same dynasty for their entire time at the school. At West Island
School there are six Dynasties. Han, Ming, Qing, Song, Tang and Yuan.

The Dynasty programme creates a spirit of cooperation and competition. It strengthens and extend
the vertical links between students in different areas of the school. Two elements of the Dynasty
Programme which are particularly important are.
Competition and Rivalry: Competition helps build identity and friendship. There is a comprehensive
calendar of Inter-Dynasty events which are organised by students and staff and are in line with the
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CAS learning goals. Points are awarded and the dynasty with the highest combine total from all
competitions, alongside the credits gathered individually will be awarded the Dynasty Cup in the final
assembly of the school year.
Student Leadership
At West Island School we believe that students should be given a wide range of opportunities to
develop and practise their leadership skills in preparation for life beyond WIS. Student Leadership is
an integral part of learning and development and hence there are a plethora of opportunities across
the school for students to get involved, collaborate, manage and lead.
Some Student Leadership opportunities on offer include being elected as part of the Head Student
Team, leading the school‘s Dynasty System, membership of the school‘s Student Forum and Events
Council and becoming Student Mentors, Student Coaches to students in lower year groups. There is
also a wide range of leadership opportunities within the school‘s comprehensive Creativity, Action and
Service programme.
Many Student Leadership activities focus on strengthening the great learning that takes place at WIS
in and out of the classroom, developing students‘ care and compassion for the local and international
community, as well as embracing the school‘s commitment to Creativity, Action and Service.

EPAYMENT
West Island School uses ePayment to collect miscellaneous fees such as CAS fee, school trips,
Horizons Week, equipment, past papers etc. All payments will need to be settled via ePayment; no
cheques or cash will be accepted. The only exception will be non-uniform Dynasty Day collections for
charity donations.
Every student will have a unique 10-digit ePayment account number. When your son/daughter
undertakes an activity or other expense that requires payment, the school will issue an invoice sent
via email to the contacts set up in Gateway. You can then make payment by one of three ways:
• via internet banking service of your personal account (Bill payment)
• via PPS by phone (18031), or
• via PPS by the internet (www.ppshk.com).
Please note school fees should continue to be paid direct to ESF and PTA fees direct to the PTA.
More details and instructions are available at http://www.wis.edu.hk/epayment/

ENGLISH AS AN ADDITIONAL LANGUAGE (EAL)
West Island School is a community of multi-lingual learners who have various nationalities and
cultural backgrounds. We have more than 40 first languages / mother tongues in the school and this
contributes to the diverse and dynamic atmosphere of our international school. Many students at WIS
pursue and maintain their first and second languages both within and outside of school. However
students undertake a majority of their study through the medium of English which we realise could be
their second, third or additional language. While we admire the linguistic prowess of these students,
we are keen to ensure that they have the equal opportunity to fully access an English medium
education.
At WIS, the EAL department takes great care to acknowledge the myriad cultural and linguistic
backgrounds of our students. A committed and student-centered team of highly qualified language
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specialists, the EAL Department has gone from strength to strength as the school adapted and grew
to meet the rapidly changing sociolinguistic and cultural composition of the Hong Kong demographic.
The EAL department uses the ancient Chinese symbol of Yin Yang to symbolize and strive towards
the concept of BALANCE in all aspects of school life. This includes bilingualism or multi-lingualism,
curricular & extra-curricular, mind & body, home and school, local and international, personal and
professional relationships. Dynasty point stamps and stickers reflect this to demonstrate that we
value and respect those achieving this crucial balance in their work and relationships. We also hope
that the concept of balance underlies and encapsulates the other key attributes of the IB Learner
Profile.
The department has always fostered an atmosphere of cultural inclusivity and internationalism which
is essential to support and nurture students from such diverse linguistic backgrounds. The EAL
department is cognizant of the fact that most of our students are ‗Third Culture Kids‘ who have already
lived and functioned in a variety of countries and cultures that are not native to themselves or either
parent. This presents a complexity of prior linguistic, cultural and schooling experiences that need to
be taken into account when supporting their academic language development in Hong Kong.
Students may be identified for EAL support in a variety of ways. This could be through the admissions
process, liaison with primary school teachers, referral by subject teachers, parent referrals or in the
course of formative tests or assignments. Parents are informed of their child‘s EAL needs by letter or
in person during parent evenings or individual meetings.
While many of our students have good basic communication skills in English, they struggle with
academic language proficiency and the language of text books, examinations and subject specific
jargon or key words. Students often encounter difficulties with academic language at GCSE/IGCSE
and the International Baccalaureate or ESF Diploma. We are aware that as students‘ progress with
their schooling, academic language demands are significantly higher. The EAL department prepares
students for these demands by offering a variety of support options at each stage of schooling.
In the lower school (Years 7-9; Ages 11-13/14), we offer small group tuition and support at two
levels:
1. Through WISCAL (West Island Centre for Academic Language) which runs an intensive bridging
course in academic language and study skills. Students may have English lessons in WISCAL for
a term to three terms in order to improve their preparedness for the mainstream classroom.
Students are frequently assessed to determine their progress and have an Individual Learner
Profile which they jointly construct with their teacher.
2. Through small discrete groups which consolidate these skills and provide support for subjects
across the curriculum. Students may take one less modern foreign language or drop a humanities
subject or ICT to take these lessons.
In some cases, EAL Specialist teachers or Educational Assistants may team-teach in some subjects
or work alongside mainstream subject teachers to provide curricular support as needed. Students are
also encouraged to use the ‗drop-in help clubs‘ available at lunchtimes where EAL teachers are
available to help with study skills and drafting or editing of homework.
In the middle school (Years 10-11; Ages 14-16), students are supported in their choice of
IGCSE/GCSE option subjects. The EAL team offer timetabled sessions (EAL Support Options) which
explicitly work on the skills and academic language required to maximize student performance at
public examinations while enriching and extending their vocabulary. This is a responsive, skills based
curriculum that is closely tied to tasks and assessments that take place across the mainstream GCSE
curriculum. Students are supported with homework and coursework tasks in order to build a strong
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foundation for their IB Diploma or ESF Diploma choices, post-16. Students are also offered a range
of online and self-access resources.
Post-16 Language Support in the Upper School (Years 12 & 13; Ages 17-18): The IB Diploma
and the ESF Diploma present EAL students with their greatest challenge thus far, in terms of
academic language, study skills and time management. The IB Diploma expects students to take 6
subjects from the various subject disciplines on the hexagon, in addition to completing an Extended
Essay and a critical thinking course called the Theory of Knowledge. In anticipation of the complex
skills base that is required to access the Diploma to a high degree, EAL students are offered the IB
Support Programme (IBSP). IBSP takes place during some of the students‘ free lessons and, or, at
designated lunchtime slots. These sessions are taken by qualified, language specialists who are IBO
trained. Students are advised to avail of the support being offered during this time to improve their
performance and enhance their experience of the IB Diploma.
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ESF CALENDAR
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EXTENDED ESSAY (YEAR 12)
What is the purpose of the Extended Essay?
The Extended Essay (EE) aims to give the student the chance to undertake a piece of independent
research into a topic of interest. It is seen as an excellent introduction to the type of work that will be
done at university. The Extended Essay is valued very highly by admissions tutors as it allows them to
see that a student can already cope with independent study. In addition it provides students with the
opportunity to:






Pursue independent research on an interesting topic in an in-depth manner.
Develop research and communication skills.
Develop the skills of creative and critical thinking.
Engage in a systematic process of research appropriate to the subject.
Experience the excitement of intellectual discovery.

The role of the Extended Essay Supervisor:
The supervisor is encouraged to read and comment on the first draft of the extended essay, but is not
permitted to edit this draft for a student.

FIELD TRIPS
Class related field trips are organised by subject or class teacher/form tutor and are designed to
enhance the teaching that takes place in the classroom. Some of these trips are directly related to
coursework and are an important part of the academic curriculum. This is particularly the case for
students studying in the GCSE and IB Diploma years.
In order that a student can participate in those field trips which occur during the regular school day,
parents are asked to complete a permission form. When a field trip is being arranged, parents will be
sent notification and information about the trip. Any parents with a concern about the field trip should
contact the organising teacher(s).
Teachers at WIS also arrange other activities involving travel, including sports
events, visits of educational interest and weekend camping trips. On these trips, teachers assume
parental responsibility and have a delegated authority from the principal to take whatever actions they
deem appropriate, even when a student aged 18 or over is involved.
School social standards and rules apply and are expected on all school trips.

FIRE DRILL
A fire or a fire drill can be recognised by the continuous ringing of a bell or in the case of a gas leak by
the blowing of a whistle.
Make a rapid orderly exit from the building and take the direct route to the caged area above C block
above the sports‘ hall, marked by arrows on every corridor.
Leave bags and belongings behind.
Switch off electrical appliances, if it is possible to do so.
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The last person out should close, not lock the door.
Walk quickly and in silence to the assembly point. Students must line up in tutor groups in
alphabetical order.

FORM TUTOR - SEE GUIDANCE AND ACHIEVEMENT

GUARDIANSHIP
All students attending WIS are expected to be in the care of a parent or a nominated adult guardian
with whom they live. Household staff will not be considered suitable guardians by the school.
Changes in guardianship must be noted in writing to the school. If the parent/guardian(s) are both out
of the country, the school must be informed in advance as to the name, residential and mailing
addresses and phone of the person designated to serve as guardian in their absence.

GUIDANCE AND ACHIEVEMENT
The Guidance and Achievement Structure at West Island School provides a safe, caring, stable and
supportive environment which values every member of our community. Within this environment we
aim to develop students‘ self-esteem, self-respect and sense of responsibility towards themselves and
others. The pastoral approach, taken by all staff, is concerned with the well-being of the whole child,
which includes both their academic and personal development.
West Island School is committed to a philosophy which ensures that every student matters. In
essence the school is determined to create a community in which every student is known and valued,
a community in which the tutor becomes the significant adult in the social and academic development
of each student. One to one tutoring for all tutor groups; small tutor groups at pre 16 level; and vertical
tutor groups at post 16 level, represent an attempt to further empower tutors and strengthen the bond
with students. Essentially the form tutor is responsible for the social welfare, motivation in all areas
of school life and educational well-being of each student in his/her tutor group. It is recognised this
is a central role in the school; consequently the following applies:



Dedicated tutoring time every other Monday afternoon.
Individual students meet tutors for a 15 minute session once every three weeks on an agreed
basis regarding learning issues; record of achievement; CAS activities and personal issues.

The form tutor plays a fundamental role in guiding each individual within their form group. S/He should
be the first point of contact for teachers, parents and students. Through individual contact during tutor
period, registration and one-to-one tutoring, form tutors make a major contribution to the student‘s
development. Each student belongs to a tutor group of approximately 15 and will remain with this
group during most of the time spent at WIS. In turn, each tutor group is assigned to one of six
dynasties. (See section on dynasty). In this way the student can identify with a smaller group (the form
group); a larger group, which offers a sense of belonging and a focus for community work, sporting
and other competitions (the Dynasty); and the wider school community. On a 5 weekly cycle students
meet with their tutor for an opportunity to talk about their learning and progress on a one to one basis,
this creates a close knit sense of community in the school.
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The co-ordination of the work of the Tutor is part of the role of the Heads of Year and Directors of
Learning. These Pastoral Teams known collectively as ‗The Guidance and Achievement Team‘ are
responsible for monitoring and reporting on academic progress, personal development and standards
of behaviour in our students and are overseen by Vice Principal in charge of Guidance and
Achievement at pre and post 16 levels. At West Island School we believe that students are most
successful when parents and staff work together. Therefore parents are most welcome to contact the
school at any time, through contact with the class teachers, Form Tutor, Head of Year, Director of
Learning or the relevant Vice Principal.

GUIDANCE, ADVICE AND SPECIALIST COUNSELLING
Young people need access to different support as they face key decisions in life. This may vary from
making choices such as which university to attend or seeking help with personal feelings such as selfidentity and friendship breakdowns. Young people may also seek support due to changes that are
happening to their family.
The aims of our guidance, advice and specialist counselling provision are to help young people gain a
greater understanding of themselves and their world, to create a greater awareness of the resources
they have within themselves, to build resilience, and to make effective choices in resolving problems
they face.
The Tutor
We encourage students and parents to form a close relationship with the tutor as the first point of
contact for your child. Every day your child meets with their tutor during morning registration.
Assembly enables tutors to spend longer periods of time and 121 meetings provide further
opportunities, These meetings will generally be a reflection on how well your child is doing in their
learning, the skills they are developing and their wider commitments. It may also be an opportunity to
raise any other concerns they may have. Tutors take great pride in knowing their students well and
seek to resolve issues that arise quickly.
More specialist guidance and advice is available from three sources:
Specialist Careers Counsellors
School Health Nurse
Specialist Counsellors
Specialist Careers Counsellors
Our careers team provides regular guidance on university applications and future pathways for
students. Careers counselling is open to all year groups. The careers team hold regular information
sessions on university pathways and parents and students from all year groups are welcome to
attend; look out for the notices in our weekly bulletin.
From Year 10 onwards, students tend to arrange individual careers counselling as they consider
possible pathways and job fields with more focus. All Year 11 see a careers advisor in term one to
discuss their options and they are welcome to make further appointments as they see fit. Parents are
very welcome to attend careers counselling sessions with their son/daughter. The team, see below
are based in the Guidance and Achievement area in A500
The School Nurse
Joyce Yetman, our trained nurse provides physical and mental health care advice to students who
become sick during the day, have accidents or who have long standing medical conditions which
need extra attention. Her training and experience means that she also offers support for students who
may feel anxious or stressed at certain points during their school year.
Joyce trained at Great Ormond Street Hospital, London, one of the world's leading children's
hospitals, specialising in paediatric and adult nursing.
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Before moving to Hong Kong, Joyce worked as a staff nurse and a resuscitation nurse in neonatal
intensive care units in hospitals in Toronto and Ottawa, Canada.
As well as being a First Aider, Joyce is a certified Youth Mental Health First Aider and has also
received a First Class Honours degree in Public Health Nursing from The University of Hong Kong.
School Counsellors
Young people can experience overwhelming or intense emotions on a prolonged basis that affects
their normal behaviour and reasoning, Our specialist full time counselor, Lucy Graham is available to
help young people identify triggers, develop coping strategies and process these emotions
changes.
Lucy Graham
Lucy holds a masters degree in counseling and she has specialist experience working with children,
adolescents and their families. As a parent and having lived and practiced in Hong Kong, Lucy fully
understands the international school environment. Lucy uses evidence based practices such as
Cognitive Behavioural Therapy (CBT), Acceptance and Commitment Therapy (ACT), Mindfulness,
Solutions Focused Coaching and Positive Psychology, depending on the needs of each individual.
Lucy also provides parenting advice through Q&A forums, parent information evenings or working
directly with individuals and families.
A further counsellors and social worker from Aberdeen Kai-Fong Welfare Association, Ivy Chan also
provides similar counselling services for our students.
Ivy Chan
Ivy holds a bachelors degree in Social Work from Hong Kong University and she specializes in
working with youth and adolescents. Apart from providing individual counseling Ivy also provides
opportunities for our students to work in the local community through the organisation of fund raising
activities including Flag Selling and the Local Walkathon; Ivy is part of the TEFL (Teaching English as
Foreign Languages) group and works with our students in various local schools.
What is counselling?
Attending counselling is a positive approach to learn what your feelings are really telling you and how
you can manage this. Feelings which can intensify during adolescence are guilt, shame, heightened
anxiety about what others think and embarrassment for being different. Typical challenges a teenager
may seek support with are: How do I resist peer pressure? Why do I feel let down by my friends? Why
do I feel scared by ……..? How do I tell people that I have feelings for the same sex? My family is
changing and I don‘t know how to cope? I feel angry or sad with the changes happening in my life? I
have thoughts which frighten me? I feel very sad by the loss of a relative?
Invariably, a young person may not be able to share due to their maturity and can often bottle things
up, believing they are the only one this has happened to. They may also not wish to talk openly to
people who know them well for fear of letting others down, being vulnerable and judgements of
others. This is a perfectly normal stage of maturing.
Confidentiality
Our counselling team are professionally qualified with many hours experience listening and supporting
young people. They are grounded in ordinary human qualities such as the capacity to listen,
sensitivity to the experience of others, and creativity in solving difficulties in everyday life. Counsellors
provide time and space, giving permission to speak freely without judgement.
You may not always know that your child has sought advice from a counsellor as the conversation is
confidential. There are limits to this and your child is also informed that if they disclose information
which is harmful to themselves or others, then we may need to contact parents and we will
recommend more experienced professionals to provide assistance.
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Seeing the counsellor
Parents or students can approach their tutor, the school nurse or another member of the Guidance
and Achievement team should they wish to seek careers advice, health advice or emotional
counselling.

GUIDE TO THE INTERNET
Guidelines for safe Internet use
In all of the strategies discussed below the recurring theme is to ensure there is common ground
between yourself and your child over computer usage. Try to ensure there is open discussion about
your child's computer usage and discuss and create fair family media agreements.
Passwords
 Encourage your child to have a strong random password that contains letters and numbers and
cannot be guessed by even their closest friends.
 Once a student has set a password they should be encouraged to keep it absolutely secret.
Facebook and other Social Networking Sites
 Become your child's friend on Facebook.
 Understand Facebook's privacy settings, click the "Privacy" button at the bottom of every
Facebook page to find out more.
 Discuss with your child what constitutes a Facebook friend, should they have friends on there
they have never met?
 Please refer to the Learning Technologies page on the website to view the Responsible Use
Policy for Students and Social Media Policy Guidelines for Students and Parents
Online Games and Smart Phone Apps
 Play these together with your child.
 Only allow your child to play age appropriate games, suitable ages are clearly identified on the
box.
 Use Common Sense Media website to review all types of computer games and smart phone
apps. http://www.commonsensemedia.org/reviews?media_type=29233
 Discuss and set limits on game play.
Personal Computer Use Masquerading as Homework




Ask your child to justify their computer use and get them to show you the homework recorded in
their homework dairy as evidence.
Discuss and set time limits on computer use.
At the end of a set period as your child to show you what they have created on the computer.

Internet Filtering Software
Parental control software is commonly referred to as Netnanny software, although this is a
trademarked name, generally this software is designed to stop children accessing inappropriate
Internet content.
Currently there is no such software installed on the students' school laptop as whilst they are at
school our students are protected by internet filtering software we have installed on our web-servers.
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When they are at home West Island School feel that computer use and internet filtering is a parental
matter.
However for those parents that are interested there are numerous reviews of such software and their
features the following link contains a detailed compendium of reviews and discussions as to the
relative merits of this software.
http://www.consumersearch.com/parental-control-software/reviews




Please use this list with reservation, it is not a replacement for family agreements and limits.
It can be bypassed and the instructions to do so are easily available on Google.
It does not necessarily work as well outside its country of creation.

Family Agreements
 Discuss with your children that the Internet is not private.
 Discuss and agree what images are ok to post.
 Be their friend.
 Share the experience, play computer games with your children, visit them on social network sites.
 Don't restrict access as a punishment, this will drive behavior underground.
 Be a model good practice yourself.
 Don‘t message your child on social media during the school day.
Helpful Websites for Parents






http://www.commonsensemedia.org/
http://www.facebook.com/smartparentsguide
http://www.direct.gov.uk/en/Parents/Yourchildshealthandsafety/Internetsafety/index.htm
http://www.commonsensemedia.org/reviews?media_type=29233
http://www.consumersearch.com/parental-control-software/reviews

HORIZONS WEEK
This is a unique feature of West Island School and takes place in the Autumn Term. It is your
responsibility to try something entirely new, or to extend your skills and experience in an area of
interest. Horizons Week will extend you beyond the normal curricular and extra-curricular timetable.
It is a challenging and enjoyable educational experience that takes place outside of curriculum time.
Increasingly we will try to incorporate elements of creativity, activity and service into the week.
We judge the success of the week through the following criteria
1.
2.
3.
4.

The opportunity to gain experience away from the home environment.
Promoting a sense of responsibility to the school and wider community (community service).
Improving and enhancing self-confidence and independence.
Enhancing a student‘s social and cultural awareness.

It is expected that the activities will fall into or across one or more of four categories:
Outward bound
Physical
Cultural/Creative
Community
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This year, Horizons Week will take place November 6 - 10 2017. Look at the school website (under
activities) for further details.

HOME LEARNING
Homework Guidelines at West Island School
The purpose of homework - we set homework in order to:
• Consolidate learning
• foster independent study
• allow for creativity of thought
• promote parental understanding of work in school
• aid parents to help students at home.
Faculty practice
• Specific homework times are set out in the homework timetable and are regarded as the
maximum time the task will take to complete
• Faculties may only set homework on the nights stipulated in the timetable in order to avoid
overload for students and maintain consistency
• Teachers adhere to the homework timetable at all times
• A variety of tasks are set within faculties
• Homework is set within the lesson in a manner which allows students time to record the
homework, ie not always at the end: it is always recorded on Datahub.
• Homework has a clear deadline for completion recorded in the diaries
• Teachers check that homework has been written into the diary each time it is set
• In setting homework, teachers take into account different needs, abilities of students and
differentiate homework accordingly
• Classwork and homework are clearly sign-posted in students‘ work through headings ―classwork‖
or ―homework‖
• Only students in Year 10 and above will be given ―holiday‖ tasks which they can complete without
access to particular resources. The tasks should not be extended pieces of writing or coursework
• Teachers intervene regularly and frequently into homework tasks both orally and in writing giving
students constructive advice upon how to improve their work and learning
• Homework tasks are outlined in all units of work.

Monitoring of Homework
•
Faculty Heads and Directors of Learning will work collaboratively
•
Faculty Heads will regularly monitor homework in their subject through, for example,
sampling student work
•
Heads of Year will monitor homework through regular checking of diaries organised
within the phase and through sampling of work across years
•
Where a student has not completed homework, individual teachers should give the
student an opportunity to complete the task before using any faculty sanction
•
Where a student is not completing homework regularly, the tutor and Head of Year
should be informed so as to monitor any patterns across subjects and provide support.

INDIVIDUAL NEEDS
The School has an inclusive philosophy and aspires to provide students with a wide range of learning
needs equal access to the curriculum and to every aspect of school life, and to support the learners in
their quest to achieve their full potential.
Identification
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The Individual Needs Department attempts to cater for a diverse range of learning needs following the
identification of need based on the ESF Levels of Adjustment 1 to 4 (levels 5 and 6 require special
school intervention).
● Level of Adjustment 1: subject teacher is responsible for ensuring students‘ progress through
differentiation of materials and assessments. These students are monitored through the Individual
Needs register.
● Level of Adjustment 2: subject teacher in collaboration with Individual Needs teachers liaise to
establish appropriate programmes of intervention. In this setting, students may be supported for
limited amounts of time by specialist teachers or by educational assistants.
● Level of Adjustment 3: Students‘ learning needs are catered for in a combination of
mainstream classes and withdrawal lessons where the emphasis is on personalised learning.
● Level of Adjustment 4: Students will require significant adjustments to the mainstream
secondary curriculum where the emphasis is on the attainment of personal independence through
a balanced academic and functional curriculum. Their learning programme may range from some
learning in mainstream lessons to an exclusive alternative curriculum.
Provision
At West Island School, students‘ learning needs are catered for in one of two ways.
1.
Strategies for School (S4S) Programme
Students access the mainstream curriculum with minimal adjustment or support. They have
difficulties in maintaining attention, delayed language and/or literacy development or difficulties
with self-management and personal organization; alternatively they may just need some extra
help and support in coping with the complex demands of the curriculum.
2.
Learning Support Centre (LSC) Programme
The Learning Support Centre was established in 2009 with special funding arrangements for 7
students initially, with a growth potential of 24 students over four years. Students who have more
complex needs may require more extensive teaching and learning adjustments or support in the
areas of curriculum differentiation, expressive and receptive language, social competency and
self-regulation. Alternative pathways are explored at different stages of the students‘
development.

Individual Needs Team
The Individual Needs team consists of five full-time special educational needs teachers and a team
of dedicated and experienced educational assistants. A parent-supported Speech and Language
therapist works alongside the team to develop speech, language and communication skills.

JARGON BUSTER
The definitions below may help in understanding some of the frequently used terms at WIS.
ADD: Attention Deficit Disorder. This is a condition whereby a child has a short concentration span
and is unable to stay on task. See ADHD
ADHD: Attention Deficit and Hyperactivity Disorder. A condition whereby a child has difficulty in
maintaining concentration and is unable to stay on task due to hyperactivity. See ADD. More
information from the Mental Health Foundation.
Asperger syndrome: Asperger syndrome is an autistic spectrum disorder. The National Autistic
Society says: "People with Asperger syndrome find it more difficult to read the signals that most of us
take for granted. As a result they find it more difficult to communicate and relate to others."
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Assessment for Learning
Perhaps the simplest definition of this was given by Black and William in 1998:
Assessment for learning can be defined as "all those activities undertaken by teachers and/or by their
students, which provide information to be used as feedback to modify the teaching and learning
activities in which they are engaged." Day-to-day assessments would include effective questioning;
observations of children during teaching and while they are working; holding discussions with children;
analysing work and reporting to children; conducting tests and giving quick feedback. See information
in the ARR section.
Autism: Autism is defined by the National Autistic Society as: "A lifelong developmental disability that
affects the way a person communicates and relates to others in a meaningful way... people with
autism can often have accompanying learning disabilities but everyone with the condition shares a
difficulty in making sense of the world." It mentions problems with social interaction, social
communication and imagination.
Autistic spectrum: An autistic spectrum disorder is a complex lifelong developmental disability which
affects the way a person communicates and relates to those around them. It includes Asperger's
Syndrome and different manifestations of autism - see the entries for these subjects. More from the
National Autistic Society.
Baseline assessment: A way of establishing what a student knows or can do at the outset. It is used
by schools to establish the extent to which schools add value.
BTEC: Qualifications in vocational education leading to either GCSE or A level equivalency.
CAL: Computer-aided Learning
CAS: A component of the I.B. All diploma students must complete 150 hours of creativity, activity and
service over the two year course. See the detailed section on CAS
Challenging behaviour: New non-judgemental term which covers range of behaviour from severe
mental or emotional problems through adolescent angst.
Common entrance: Entrance exam for many independent senior schools in the UK, which can be sat
at 11, 12 or 13. The papers are set centrally, but marking is done by the school which the child is
applying to attend. The papers for 11 and 12-year-olds are designed to be taken by state or prep
school students. The 13-plus paper, intended for prep school students, includes compulsory English,
maths, science, French, history, geography and RE. There are also four optional foreign language
papers, although some schools require Latin.
Comprehensive school: In its purest form, a secondary school which takes all children living locally
regardless of talent or ability and educates them together.
Contact time: The hours teachers actually spend with students.
DT: Design Technology.
Dyscalculia: Dyscalculia affects the ability to acquire arithmetical skills. Sufferers may have difficulty
understanding simple number concepts and often have problems learning number facts and
procedures.
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Dyslexia: A learning difficulty of which the chief manifestation is a particular difficulty with reading and
spelling. For more information go to the British Dyslexia Association.
Dyspraxia: Dyspraxia is generally recognised as an impairment or immaturity of the organisation of
movement. Associated with this may be problems of language, perception and thought. For more
details see the Dyspraxia Foundation.
EAL: English as an additional language. Students whose first language is not English may receive
extra support.
EBD: Emotional and Behavioural Difficulties. Children who display these problems may be placed on
the Special Needs Register and given extra support.
EdExcel: Educational Excellence Foundation. Awarding body for technical and vocational
qualifications from basic education up to Higher Education level.
General Certificate of Education / GCSE / IGCSE: Academic examination of basic secondary
education generally taken by 16-year olds. At WIS these are usually taken at the end of Year 11, but
some students take some of their subjects in Year 10.
Gifted and Talented: The gifted are those with high ability in one or more academic subject and the
talented are those with a high ability in sport, music, visual arts and/or performing arts.
HI: Hearing Impaired.
HoD: Head of department
HoF: Head of faculty
Inclusion: Inclusion recognises the importance of catering for diverse needs. Inclusive principles
highlight the importance of meeting children's individual needs. See integration.
INSET: In-service education and training.
International Baccalaureate or IB: The IB originated back in 1967 when a group of educators
decided to develop a curriculum free from national political restraints. They proposed a curriculum
intended to promote critical thinking and exposure to a variety of points of view. A year later, a
proposal was made to create an internationally recognised examination for school leavers that would
be a passport to universities around the world. Nowadays the IB is a sixth-form course that students
can opt to take instead of A-levels. They have to study six subjects, three at standard level and three
at higher level. All students must study English, maths, a foreign language, a humanity, a science and
a free choice here at WIS usually an arts elective.
IT: Information Technology.
Key Stages: The curriculum for each age group. These titles are used mainly in the UK. At WIS, we
use these alternatives:
Pre 16 Year 7 to 11
Post 16 Year 12 to 13 (upper school)
MFL: Modern Foreign Language.
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MLD: Moderate Learning Difficulties. A student with MLD will receive extra assistance under SEN
provision.
NOR: Number on Roll. Number of students registered at named school.
NQT: Newly Qualified Teacher.
PE: Physical Education
Pedagogy: The art of teaching.
Personalised Learning: A definition of personalised learning is "putting the learner at the heart of the
education system where careful attention is paid to every child's individual learning styles, motivations
and needs; there is rigorous use of student target setting linked to high quality assessment; lessons
are well-paced and enjoyable; and students are supported by partnership with others well beyond the
classroom.‘
Plenary: A part of a lesson where the teacher reviews what's been learnt, usually through questioning
the students.
PRS: Philosophy and Religious Studies
SDP: School Development Plan. A projection of what a school hopes to achieve within a prescribed
time limit.
Secondary Transfer: The move from primary to senior school.
SEN: Special Educational Needs. Provision to support students with learning disabilities may be
provided through mainstream or more specialised education.
SENCO: Special Educational Needs Co-ordinator. Teacher responsible for ensuring that children with
learning difficulties and emotional / behavioural problems receive appropriate support, overseeing the
completion of IEPs and liaising with external agencies.
Sixth form: This is an out dated term which refers to Years 12 and 13. At WIS, we called this Post 16.
SMT/SLT: Senior management team or senior leadership team-the team which run the school on a
day to day basis. At WIS, this consists of the principal and 3 vice principals.
TACADE: Teachers' Advisory Council on Alcohol and Drug Education. Advice and training on
preventive education. http://www.tacade.com/
TEFL: Teaching English as a Foreign Language. The sort of teaching of English that happens in
language schools usually situated in tourist cities in the UK or other countries. You can train to teach
TEFL without being a trained 'teacher'. TEFL is not a qualification for teaching in mainstream schools.
It is sometimes called TESOL - Teaching English as a Second Language.
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LATENESS
Individual students
Students arriving late must report to the office. They will fill in the late book and, if during lesson time,
a late slip to take to the teacher whose lesson they are joining. Students arriving late at lessons
without a late slip will be sent back to the office. The late slip is confirmation that the student has
signed the late book, and need not be kept once it has served this purpose. Registers will be
corrected daily by the office staff to record late arrivals.
Lateness will be monitored by pastoral heads as well as tutors, and action taken in cases of frequent
lateness.
School bus arriving late
A streamlined system is operated as follows.
An office staff member or receptionist provides a dated name list for the bus route concerned (stocks
are at the reception counter) Students tick their names off on the list and go to their class without a
late slip.
A note ―bus number.... late‖ is made in the late book; individual students‘ names are not recorded.
The list is kept in the late book until it has been used to correct the registers, after which it is
destroyed.

LEARNING FOR LIFE
The learning for life curriculum prepares all students with skills for life in the 21st century: skills for
learning, skills for managing people and situations well, and skills for living in the local and
international communities. These life-skills are taught directly and specifically. It is an issues –driven
curriculum with learning in and out of the classroom thereby promoting the qualities of the West Island
Learner Profile. It enables students to explore real-life issues through thoughtful action, leadership
and service.
The learning for life curriculum incorporates the best of previous life skills and learning to learn
programmes. It gives students the skills needed as they reach developmental milestones. Students
also develop skills as learners. Self-awareness as learners is promoted by the use of portfolios and
learning journals. Students are encouraged to become independent learners and to make effective
use of supervised study time. Thinking and study skills are explicitly taught. In addition, the
programme aims to engage students in activities, both as individuals and in teams, which promote
community and global awareness. The learning for life faculty builds links with subject areas to
promote learning that extends learning across the curriculum and beyond the classroom.

LEAVE (REQUEST FOR LEAVE IN TERM TIME)
At West Island School we believe that students should attend each and every lesson and experience
the full term in terms of learning. We do not sanction time away from school for family holidays as a
matter of policy, any such leave would be marked as ‗unauthorised‘.
We do recognize however that from time to time there are instances when requests for leave are
needed.
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The school allows particular family events such as weddings or funeral, for example. We also grant
leave for educational purposes such as attending courses or visiting universities for upper school
students.
All requests for leave should be sent to the students tutor and to the Principal for consideration.

LEAVING SCHOOL DURING THE DAY
Students require permission to leave the school premises during the day, including at lunchtime. This
will normally only be granted in response to a written request from parents. A note in the diary will
suffice for one-off requests such as dental appointments; the note will be countersigned by the tutor.
Students and teachers leaving school during the day must sign out in the book for that purpose at
reception.

LEAVING SCHOOL EARLY
Expected (appointments, etc.)
Students needing to leave early must have a letter or diary note signed by a parent. This must be
countersigned by the tutor at registration time. If such a note cannot be shown to the office staff,
reference will be made to a vice principal, the pastoral head or tutor, whoever is available.
If everything is in order, the student signs the early leavers‘ book, and is reminded of the need to sign
back in if returning later that day.
Unexpected (accident, illness etc)
If the school nurse gives permission to go home then the early leavers‘ book must still be signed by,
or for, the student, so that a record exists in the event of a fire drill.
School trips
The early leavers‘ book need not be signed.

LIBRARY
The Library is a well-established and integral facility within the school. It underpins the curriculum by
providing a stimulating, user friendly and information-rich environment. As well as providing access to
rich and well balanced collections of printed and electronic resources, the library encourages and
supports students in the effective use of a wide range of library materials, for both their curriculum and
recreational needs. Resource development is closely linked to cross-curricular needs, with effective
liaison between individual faculty areas.
The Library is open to students from Monday to Friday, at 8.00am till 4.30pm. Professional library staff
is always available to help and guide students.
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LOCKDOWN CLASSROOMS
When lockdown music is played on the P.A. system:
1)

Gather all students /staff/ visitors with badges into the classroom.

2)

Lock the door from the inside.

3)

Close windows, blinds, turn off lights, turn off air conditioners.

4)

Unplug, unlock any land line phones.

5)

Ensure all mobile phones are switched off – all use is prohibited.

6)

Gather everyone against wall which is least visible from outside, seated or laying down or under
desks.

7)

Ensure complete silence.

8)

Remain in this position until you hear the music played again and the ―all clear‖.

9)

Unlock the door.

10) Take a paper register of all students, staff, visitors in your area/ classroom to the office.

LOCKERS - SEE SECURITY OF POSSESSIONS
LOST PROPERTY / LOST AND FOUND
The lost property cupboard is located outside the medical room, above the sports hall. Students must
let the nurse know what they have lost and obtain her permission to look in the lost property
cupboard. Lost property which is not collected within 8 weeks is disposed of.

MEDIA
These guidelines apply to the representation of the school in media such as television, radio,
newspapers and other printed publications.
A student who wishes the school to be represented in the media should seek prior approval from the
principal. Media personnel who approach students, teachers or other employees as representatives of
the school must be referred to the principal.
To give such permission, the principal will need to feel confident that the school will be represented in
a fair and accurate manner. If necessary, the principal will request a preview of the material before it
is broadcast or published.
Media coverage of the school should not be used in the active promotion of commercial enterprises.
With the exception of sporting activities, assemblies and rehearsed musical and dramatic
presentations, the principal will obtain parental approval for a student to be portrayed in the media.
The presence of media personnel on campus must not be allowed to disrupt school activities and the
head of school will request copies of broadcast and published materials for the school‘s archives.
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MEDICAL ROOM
The medical room is above the sports hall and a nurse is on duty during school hours. Students who
feel ill or who are injured must first see the nurse to get permission to leave the school. They must
sign out in the leaver‘s book at reception. All visits to the medical room are recorded. Parents are
encouraged to inform the nurse of any allergies or medication that children are taking. A spare inhaler
may be left with the school nurse for emergencies.

MOBILE TELEPHONES
Students may bring mobile phones to school. Phones must be switched to silent mode during the
school day and any that interrupt lessons could be confiscated. The school takes no responsibility for
loss of mobile phones. Parents are requested to switch off mobile phones during performances and to
exercise sensitivity when using cell phones near teaching areas.

NURSE - SEE MEDICAL ROOM

ONE TO ONE TUTORING - SEE GUIDANCE AND ACHIEVEMENT

ORGANIZATIONAL STRUCTURE OF SCHOOL – SEE STAFF LIST

PARENT TEACHER ASSOCIATION (PTA)
The West Island School Parent Teacher Association is run by a committee of parents and teachers,
including the school principal, who meet on a monthly basis to discuss various matters pertaining to
the school. It also acts as a bridge between parents and the school. Parents are welcome to attend
these meetings, which are usually held in the early evening of the first Monday of each month in termtime. Frequently there are guest speakers, who will spend a few minutes explaining, for example, new
procedures in the school, plans for special events.
The PTA publishes 3 newsletters per academic year and also raises funds to finance various items of
equipment for the school, which are not otherwise funded by ESF, as well as donating to various
service projects. It runs the uniform shop and the bookshop, and also manages the provision of
School buses for the students. In addition to holding various events throughout the year, the PTA
organises the annual fair, which is the main fundraiser, for its activities. All parents are encouraged to
participate in life at the school by joining the PTA each year.
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PASTORAL CARE - SEE GUIDANCE AND ACHIEVEMENT

PLAGIARISM - SEE ACADEMIC INTEGRITY

PROMOTING POSITIVE BEHAVIOUR
The following procedures support the expectations outlined in the West Island School Positive
Behaviour Policy and detail the approaches used by the school when dealing with issues of student
conduct.
Aims
 To encourage the ethical, emotional and physical development of each individual
 To provide a safe, supportive and happy environment
 To develop lifelong learners who approach the world with confidence and curiosity
Community, Compassion, Consideration, Commitment and Courage
Rewards
The rewards system at West Island School is designed to recognise and reinforce positive behaviour
in relation to:





Progress
Effort
Achievement within ability
Improvement






Community and social contributions
Co-operative attitudes
Compassion and consideration
Consistency

The rewards system is intended to be progressive, combining both long and short term rewards. This
is done through the use of the following:








Verbal praise
Written praise
Dynasty points
Dynasty certs
Communication home
Principal‘s letter
Awards Ceremony

Sanctions
The discipline procedure in the school supports students and teaches them suitable academic and
social behaviour. Each student and situation requires differing strategies—there are no blanket
solutions. The response to a problem of any nature should be appropriate for the particular issue
encountered, and have a clear aim and outcome for the student.
However, there are common expectations found in the code of conduct which the school expects of all
students. There are also clear guiding principles in the use of sanctions for all staff and subject areas.
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Guiding principles
The use of sanctions at West Island School are characterised by the following principles:







Clarity in terms of why the sanction is given.
Avoidance of group punishments as much as possible.
A clear distinction between minor and major offences.
The behaviour rather than the person is punished.
Sanctions are fair, appropriate and proportional.
Consistency and transparency in the application of sanctions within and across faculties.

Types of sanctions used include:
A. Low Level sanctions
Verbal reprimand or warning
Cause for concern posting
Monitoring forms
Community service

Written diary entry
Communication with parents
Individual contracts

B. Detentions
Detentions can be at break time, lunch time and after school. Class teachers may use break and
lunch detentions at their discretion for minor offenses. However, students should be given the
opportunity to go to the toilet and have lunch as appropriate.
Each faculty has an allocated day for sanctions or workshops. After school detentions are on
Thursday and Saturday. Tutors, Faculty Heads, Directors of Learning may place students in a
Thursday detention if other discipline procedure have failed or are deemed inappropriate.
Saturday detentions are a severe punishment and should be used sparingly as the next step is
formal suspension. Only Directors of Learning and members of the leadership team are permitted
to place students in a Saturday detention. Thursday and Saturday detentions should offer
students an opportunity to give back to the school in the form of community service. A period of
reflection in relation to the student‘s misdemeanour is also recommended.
Written notification to parents of at least 24 hours is required for any after school detention.
C. Internal suspension
Internal suspensions are used by pastoral staff and the leadership team for serious student
offences including violence, rudeness and defiance.
Parents will be informed of the sanction by phone and a written report is kept on file. A student will
be removed from lessons and isolated from the rest of the student body for the duration of a day.
Students will continue to work on subject related tasks usually under the supervision of the
Directors of Learning. Students will not be allowed to have lunch or break with other students but
will of course be allowed breaks and refreshments.
D. Exclusion
If all other options have been tried and have failed, or for a gross instance of misconduct, a
student may be excluded from school temporarily (suspension) or permanently (expulsion). If
events seem to be moving towards an exclusion, the Principal will take over from the Vice
Principal and will work with the Directors of Learning, Heads of Year, tutor, parents and student to
resolve the matter. The ESF will become involved in any discussions of permanent exclusion.
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PUNCTUALITY TO LESSONS
There is an expectation that all lessons start on time. All members of the school community should be
punctual and prepared for the start of each lesson. Late arrival to lessons is disrespectful to the
teacher and fellow classmates. Subject teachers and Heads of Faculty will deal with lateness to
lessons in the first instance. Persistent late arrival will be referred to Heads of Year and Directors of
Learning. It‘s likely that students who are persistently late will be placed on an attendance report, their
parents informed and lost time will be made up at a time convenient to the teacher.

SCHOOL COUNCIL
The West Island School Council is the governing body of West Island School and comprises
community members, parents, staff, the CEO of ESF or their representative and the Principal.
The key roles of the council are to provide a strategic overview, act as a critical friend and ensure
accountability, while working within the strategic framework set by the ESF‘s Board of Governors.
Some of the things that the School Council does are:





Approve the school‘s annual budget and be involved in the setting of the budget.
Help to decide the priorities for developing the school when the school development plan is being
drawn up.
Monitor the school‘s performance.
Approve staff appointments.

The council meets a minimum of five times a year. Its two sub-committees – Finance and Fundraising and Staffing and Recruitment – meet in addition to this.
Details of the school councillors can be found on the school‘s website.

SCHOOL ENVIRONMENT
Students at West Island are expected to respect the physical and natural environment of the school.
With this in mind the following rules apply to all:




No littering
No damage to school property e.g. computers, chairs, desks, equipment, books, etc. No graffiti
No damage to plants and trees around the school

The school encourages the use of numerous litter bins located around the school. The school does
not use polystyrene lunch trays. Please use reusable plastic lunch boxes if your son/daughter brings a
packed lunch to school, instead of plastic bags. The school encourages students to dispose of litter
thoughtfully. There are recycling bins for aluminium and for paper in classrooms. If a student is found
to be littering they will be expected to pick litter up as community service for a given period.
If a student damages school property or buildings they will billed for the cost of repair or replacement.
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SCHOOL GOVERNORS - SEE SCHOOL COUNCIL
SCHOOL UNIFORM – CHECK LIST
All students in Pre 16 are expected to wear full and correct uniform within school and when travelling
to and from school. The West Island School uniform code has been devised in consultation with staff
and students. The uniform at West Island School is as follows:
Boys

Girls

Short sleeve or long sleeve school shirts

Short sleeve or long sleeve school blouse

School trousers / shorts

School skirt or trousers / shorts (skirts should be
worn as designed and not shortened.)

Blue sweatshirts with school logo

Blue sweatshirts with school logo

School fleece or track jacket

School fleece or track jacket

Black leather shoes
Black leather shoes
(Logos, sports soles, and multi coloured laces are (Logos, sports soles and multi coloured laces are
not allowed – Sensible height of heel is required
not allowed)
i.e. what is deemed as safe. Shoes that don‘t
expose feet to dangers in laboratories and
technology areas.)
White, grey or black socks

White, grey or black socks/tights

Navy blue or black scarves

Navy blue or black scarves

PE Uniform

PE Uniform

Dynasty shirt

Dynasty shirt

School swim shorts

School swim suit

School PE shorts

School PE skirts or shorts
NB: Black/blue leggings under shorts are allowed

Mouth guards for Rugby and Hockey

Mouth guards for Rugby and Hockey

Uniform can be purchased from the Uniform Shop at school. Hours of opening are:
Monday to Friday 10.40 – 11.05 a.m. & 1.20 – 2.15 p.m.
Allowed
Unobtrusive jewellery
Unobtrusive facial piercings are allowed only in ears or nose
Clear plugs may be used to maintain a piercing if undertaken during a school holiday
One necklace and one bracelet may be worn.
Not allowed
Trousers which hang below the waist and expose underwear.
Hair which is dyed an unnatural colour (e.g. pink, blue, green)
Heads which are shaved completely
Dangly or large hoop earrings
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All facial piercings except those in the nose must be removed
Students are advised to consult their tutor or Head of Year / Director of Learning before embarking
upon what might be considered extremes of appearance by the school. Where there is a question
over a student‘s appearance, parents will be contacted by a Head of Year or Director of Learning and
appropriateness discussed with them before a final decision is made by the school.
Where there is a question over a student‘s appearance, parents will be contacted by a Head of Year
or Director of Learning and appropriateness discussed with them before a final decision is made by
the school.
If students are not in correct uniform they will be asked to remedy this fact and be given a first
warning. Spare uniform will be issued from the lost property box on a temporary basis. If students
persist in wearing non regulation items their parents will be contacted. If the problem continues
students may be sent home or a detention given. If unaddressed students parents will be asked to
come into school for a meeting with the Director of Learning and Vice Principal G&A.
Non uniform days
During non-uniform days students should come dressed in an appropriate manner. The post 16 dress
code applies on such occasions to the rest of the school.

Post 16 Dress Code
Student clothing should exemplify an appropriate image for the school within our community and
should be culturally appropriate for a sub-tropical climate. Post 16 students are role models for those
in Pre 16 years and as such must take responsibility for the school dress code. Inappropriate dress
could be distracting for other students and staff and could interfere with the educational process.
Additionally we believe that the post 16 dress does reflect the value that the student places on his/her
schooling.
Student footwear must consider health and safety precautions. Students may wear trainers or shoes
at any time but flip flops or any footwear with an open back poses a risk and consequently is not
allowed. When working in a laboratory or technology room undertaking practical classes, students will
be required to wear a closed shoe (open sandals and ballet shoes constitute a safety hazard.)
Tattoos should be covered and not on show at any time when in school.
Hair colouring should be of a natural shade. Hair dyed an unnatural colour is not allowed.
Facial Piercings are allowed if discreet and in ears or nose.
PE: For Post 16 PE, the WIS kit should always be worn.
Specific to Boys
 In the light of looking both smart and presentable the school prefers students to wear T shirts or
shirts with collars although round neck and V-neck shirts and T-shirts are allowed. Logos if they
are present must not be offensive to others for example no reference to alcohol, drugs, comments
about race etc.
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Larger images or slogans may be misinterpreted culturally and so we ask for discretion. We
reserve the right to ask a student to change his top if we believe this may potentially cause
offense.
Tailored shorts or trousers should be worn. Denim shorts are not allowed. Denim trousers may be
worn provided the denim is not ripped nor distressed. Trousers or shorts that fall below the waist
and expose underwear beneath can cause offense and so are not allowed.

Specific to Girls
 Tops of all colours are allowed and sleeveless tops are acceptable. Strapless tops, tops with
spaghetti straps or low cut tops, however, are not appropriate in a school setting. Additionally
excessively tight or see through clothing or clothing that shows underwear is not allowed.
Underwear should never be visible.
 Dresses, skirts and shorts of an acceptable length may be worn. For clarity, we define acceptable
as no more than four inches of leg between the hem and the middle of the knee.
 Tailored shorts can be worn. Denim shorts are not allowed. Denim trousers may be worn provided
the denim is not ripped nor distressed. Trousers, shorts or skirts that fall below the waist and
expose underwear beneath can cause offense and so are not allowed.
 Undergarments should never be on show and the midriff or belly should not be visible.
NB: We believe that in the vast majority of cases, our students will follow this code. It is important,
however, that students are aware that if dress be deemed to be of an unacceptable standard for the
school or community, a student may be sent home to change.
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SCHOOL WEEK: 2017-2018 WITH WIS CALENDAR 2017-18

8:00am – 8:10am

Staff Briefing in the Staffroom: (Monday, Wednesday and Friday)

8:15am – 8:25am

Registration

8:25am – 9:30am

Lesson One

9:35am – 10:40am

Lesson Two

10:40am – 11:05am

Break

11:05am – 12:10pm

Lesson Three

12:15pm – 1:20pm

Lesson Four

1:20pm – 2:10pm

Lunch

2:10pm – 3:15pm

Lesson Five

3:30pm – 4:30pm

CAS Activities

Monday pm
1:20pm – 2:00pm

Lunch

2:00pm

Buses for students not remaining in school

2:00pm – 3:15pm

One to one sessions/collaboration for staff as scheduled /upper
school assessments or support / CAS activities

The date and time of tutoring sessions for each student can be found as an addition to their individual
timetables. Parents are informed of the times and dates relevant for their child at the beginning of the
year via letter by the Vice Principal(s) in charge of Guidance and Achievement. Students in Pre-16
have appointments with their tutors on average once every five to six weeks. Students in Post-16
have scheduled appointments on average once every six weeks. A full bus service is available at the
end of scheduled lessons on Mondays plus two more half services following tutoring and enrichment
sessions. School buses depart on the remaining days of the week at 3.30pm and 4.40pm.
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WIS CALENDAR 2017- 2018 (DAY 1 – 7)

TERM 1
August 14 – December 15 2017
TERM 2
January 8 – March 29 2018
TERM 3
April 16 – June 29 2018
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SECURITY OF POSSESSIONS
Parents are encouraged to ensure that all belongings like clothes, personal items are clearly marked
with a name where possible. Students are provided with a locker. Students need to provide a padlock
with a spare key which can be left with the tutor. Students are encouraged not to bring valuable items
to school such as iPods, mobile phones or large amounts of money. They are also encouraged to
keep valuable items with them at all times and never leave them in bags around the school. During
PE and drama lessons students should lock valuables in lockers and not leave them in bags. The
school cannot be held responsible for lack of student care for their belongings.

SEVERE WEATHER WARNINGS

Rainstorm
Warning System

Action to be taken

AMBER

School will operate as normal

RED OR BLACK

(i) Before the start of school

All schools will close for the whole day. If the
warning is raised at the time your child sets off
for school (s)he should stay at home.

(ii) After students have set off Schools will accept those students who arrive,
for school, but before the
and retain them until it is safe to allow them to
commencement of school
proceed home.

(iii) When classes are in
session

Schools continue until the end of normal hours
and students are retained until conditions are
safe for them to return home.

TROPICAL CYCLONES
Signal

Action to be taken

Hoisting of No.1 Signal: All schools will operate as normal

All primary and secondary schools will operate as normal, unless advised
Hoisting of No.3 Signal: otherwise.

Hoisting of No.8 Signal or
above:
All schools will close.

Lowering to No. 1 Signal
or lowering of all signals: All schools will resume with the following session.
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Please do not call the school as our lines get blocked andwe are then unable to follow our
school procedures
Public examinations
o The school cannot cancel a public examination, the Hong Kong Examination Authority will
inform us when they make this decision. The school‘s examination officer will then
communicate this.
o If the Red Rain signal is hoisted, students and parents should check the school website, their
emails and SMS messages to keep updated on the situation. You should assume that the
examination is on unless there is an announcement to the contrary or the Typhoon signal No.
8 is hoisted
o If in any doubt about an exam, you are invited to call us

SMOKING
The school is a non-smoking campus at all times.

SPECIAL NEEDS - SEE INDIVIDUAL NEEDS
STAFF LIST 2017 – 2018
Member of Staff
Role
Leadership Team
Christopher Sammons
Principal
Jenny Craig
Vice Principal
Susan Carey
Vice Principal
Clare Haworth
Vice Principal
Michelle Stokes
Business Manager
Mike Williams
Acting Vice Principal
Creative Arts and Performance
Leigh Dalgarno

Head of Creative Arts

Andree Bemet

Head of Art

Jayne Cunliffe

Drama and Dance

Andrea Dryland

Art

Benjamin Jolly

Performance Leader / Music

Sophie Oxford

Art and DT

Alison Pym

Media

Kerry Rochester

Head of Drama and Dance

Andrew Tranent

Head of Media

English as an Additional Language (EAL)
Shubha Koshy

Head of EAL

Sarah Boesenberg

EAL and Head of Year 9

John Mason

EAL

Jon Ng

EAL Educational Assistant

English
Fiona Mulholland

Head of English
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Julie Burrows
Alice Dean
Sara Ellison
Jessica Gilbert

English
English / i/c IB English
English and Resources and Research Leader
English / Head of Year 8

Samantha Kitson
Stephanie Lamping
Temmy MacLean

English and Director of Learning Post 16
English and Head of Year 12
English

Erin Miller
Clare Tansill
Ben Walker
Individuals & Societies
Alex Murchie
Joanna Besisira Williams
Emily Clarke
Meeti Dansanghani
Laura Fairburn
Aniket Gocoldas
Rebecca Gossage
Chris Head
Guy Hewson
Steve Rudall
Marissa Rule
Catherine Schofield
Anna Topping
Brigette Van Dorsselaer
Jessica Williams
Individual Needs
Gail Wright
Janine Carmichael
Angel Chau
Louise Garlick
Amanda Lam
Corry Moes
Learning for Life

English
English
English i/c Year 7-9 English

Naomi Darling
Julie Hannaford

Head of Learning for Life
Learning for Life and Head of Year 13

Clare Haworth

Learning for Life and Vice Principal

Head of Individuals and Societies
Psychology
Business and International Diploma Co-ordinator
Business
Economics and Business
Head of Economics
Head of Business Studies
Geography and Global Perspectives
Business and Director of Learning Pre 16
Head of History
Head of Philosophy & Religious Studies
Head of Careers and Philosophy & Religious Studies
Geography
History and Head of Theory of Knowledge
Head of Psychology
Head of Individual Needs and Learning Centre
Lead Teacher of Individual Needs
Individual Needs
Individual Needs
Individual Needs
Individual Needs

Mathematics
Ian Bengey

Head of Mathematics

Daniel Betteridge

Mathematics and Head of Year 7

Catherine Buckley

Mathematics

Sue Carey

Mathematics and Vice Principal

Andrew Cockayne

Mathematics and Extended Essay Coordinator

Amy Fu

Mathematics and Head of Year 10

Matt McNair

Mathematics

Mathew Phillips

2 i/c Mathematics

Vivian Tsui

Mathematics
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Pak-Sze Yuen

i/c Upper School Mathematics

Modern Foreign Languages
Carlos Diaz

Head of Foreign Languages

Jenny Craig

French and Vice Principal

Philippe Cosentino

Head of French

Emma Goodwin

French and Spanish and Head of Year 11

Jing Lin

Chinese

Tracy Liaw

2 i/c Chinese

Vivian Liu

Chinese

Ana Parra Rodriguez

Spanish

Sophia Shek

French and

Lili Tang

Chinese

Yolanda Wang

Chinese

Jessica White

French and Spanish

Julia Zhu

Head of Chinese

Physical Education
Richard Lant

Head of Physical Education

Jo Caldwell

2 i/c in PE

Blake Harding

PE and Deputy Head of CAS

Charlotte Luck

PE

Paul Madden

PE / Head of CAS

Mai Schroder

PE

Science
Kim Isaac

Acting Head of Science

Antony Cooke

Head of Chemistry

Jonny Cornes

Biology and Environmental Systems

Roshan Chainani

Physics

Andrew Couch

Head of Physics

Richard Lancaster

Chemistry

Mary Lee

Chemistry

Nelly McAndrew

Biology

Andrew More

Physics

Dawn Strachan

Head of Biology and 2 i/c Science

Paul Welsh

Chemistry

Lindsay Spencer

Science

Mike Williams

Physics and Acting Vice Principal

Student Services
Lucy Graham

School Counsellor

Ivy Chan

School Counsellor: Aberdeen Kai-fong Welfare Association
(Jockey Club Integrated Service Centre)

Anthony Cheuk

School Counsellor: Aberdeen Kai-fong Welfare Association
(Jockey Club Integrated Service Centre)

Ellie Tang

Higher Education Counsellor
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Technology
James Playford

Head of Technology

Hugh Brown

Learning Technologies Leader

Emma Fordham

Textiles

David Hopley

Design & Technology and i/c/ Post 16 Design & Technology

Mark Lewis

Computer Programming

Helen Revans

Food

Stewart Ross

Design & Technology

Diarmuid Sheehan

Design & Technology

STUDENT LEADERSHIP
There are many opportunities for leadership at West island School from Year 7 to Year 13. Students
may become student councillors for their form group or dynasty representatives and opportunities in
each phase are given for aiding the environment or taking part in charity events. In the upper school,
students may choose to become mentors for younger students, ‗buddies‘ for new students and apply
to become a student leader or Head students for the school. In addition there are numerous
committees in, for example, areas such as the environment or service which students can join.
An investment in student leadership is an important part in the process of developing the necessary
skills, confidence and motivation for students to engage directly in the wider improvement of our
school, and in particular, in the improvement of the learning experience. Leadership opportunities
enable students to become advocates for their own needs and the needs of others. Student
Leadership lies at the heart of enabling our students to realise their full potential as independent
thinkers and socially responsible members of the wider Hong Kong and international community.
Equally, student leadership represents a key feature in the school‘s pursuit of transforming learning
through personalisation. Quite simply it lies at the heart of our shared school vision and our moral
purpose as educators.
Without doubt, there exists at West Island School a host of excellent student leadership opportunities.
These include opportunities within faculty areas, as part of the CAS programme and within the G&A
structure. Student voice initiatives, school councils, student led events, extracurricular activities,
dynasty positions, and faculty support are but a few of the opportunities available.
Yet given the outstanding potential of our student body, and the enormous commitment of our
teaching staff, we have the ability at West Island School to create a student leadership model
appropriate for the 21st century, and a model which truly differentiates us in this regard, as a beacon
school internationally.

SUPPORT STAFF
The school office is open from 7.30 am to 4.30 pm each working day and compromises mainly of
support staff. The general office staff offer a warm welcome to visitors to the school as well as
providing an efficient service to students, staff and parents. Two student receptionists, selected on a
rotational basis, assist by receiving general enquiries and are supervised by the school reception
leader. This practice encourages and creates good interaction between office staff and students.
Support staff are vital to the smooth running of the teaching and learning process which takes place
with the school. There are over 65 support staff at West Island who assist approximately 100
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teaching staff as well as the PTA and snack shop personnel, all serving the school to the best of their
ability. The jobs vary from administrative to technical support. Support staff are also encourage to be
part of the West Island community and assist with after school activities including Horizons Week.

TEACHERS – SEE STAFF LIST

THEFT
Students should take care of their possessions at all times. Valuables should be kept at home or
locked safely in school lockers. The PE Changing Rooms are a ―no valuables‖ zone. The school
regards theft of school or other students‘ property very seriously.
If a theft takes place students must inform the office immediately. If a theft is reported it will be
investigated thoroughly and appropriate action taken. If a student is found stealing sanctions will
include informing parents, replacement of items, a formal warning placed on file, suspension from
school and possible involvement of the police.

TUTORING – SEE ONE TO ONE UNDER GUIDANCE AND ACHIEVEMENT SECTION
USE OF LIFTS
From time to time students with injuries may be allowed to use the lift. This will be allowed if parents
request it on medical advice, or if the school nurse considers it necessary. The information will be put
on the office whiteboard (first day) and the staffroom whiteboard thereafter. The student receptionists
may use the lift. Staff may direct other students to use it as appropriate.

VIOLENCE AND BULLYING
No use of physical violence is allowed between any members of the school community. Fighting in
school will result in students being sent home and asked to return the following day with their parents
for a meeting with the Principal.
No abusive, threatening or discriminatory language should be used to any member of the school
community. Use of the internet, text messaging and email system for the purpose of bullying another
student will not be tolerated.
Any incident of violence or bullying will result in a full investigation where both the victim and the
aggressor will be listened to. Parents will be kept informed at all stages. The course of action following
allegations of bullying will depend on the needs of the victim but may include mediation including
apologies being made, close monitoring, behaviour reports, conduct contract and suspension from
school. It is the duty of all members of the school community to report theft or bullying to a teacher
immediately. There is a zero tolerance policy to bullying and violence at West Island School.

VISITS TO THE SCHOOL CAMPUS
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Former students are welcome to visit the school. Parents should contact the relevant Director of
Learning requesting permission, giving at least 48 hours‘ notice. We cannot allow former students to
visit during periods of internal or external examinations. All former students must sign in and wear a
visitor‘s badge. Students should visit from 1.20pm to 2.15pm and will regrettably not be allowed into
lessons as this may disrupt learning.

WEEKLY BULLETIN
A school newsletter is distributed to all families every Friday by e-mail.
The newsletter is the main source of communication from the school and parents are therefore asked
to ensure that they are familiar with the contents every week.
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West Island School
250 Victoria Road, Pokfulam, Hong Kong
Tel: 2819 1962

Fax: 2816 7257

Email: wis@wis.edu.hk
Website: www.wis.edu.hk
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