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FROM THE PRINCIPAL (SCHOOL LEADERSHIP)
Dear Parents,
I am delighted to welcome your child to Acmar International School (AIS) at Bandar Baru Klang. He or she will, of course,
have many new aspects of school life to become accustomed to, so I do hope the information presented here will be of help.
Please do familiarise yourself with the important school routines and procedures that are outlined here and encourage
your son or daughter to do the same.
As well as describing the School’s structure and routines, this Handbook contains advice for parents about the School’s
expectations, areas in which we ask for your support and procedures which parents and/or pupils are required to follow.
Please take special note of the areas where we request your support and those where a particular set of procedures must
be followed.
Above all, I would like to encourage you to contact us if you have any queries or concerns, at any stage of your child’s time
at AIS. Details of the appropriate staff to contact can be found later in the Handbook.
Dr Danny Ghee (EdD)
AIS Principal
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THE SCHOOL’S MISSION AND AIMS
Our Mission is:
a)

To provide quality education for the holistic development of creative, intellectually critical and socially responsible individuals.

b) To provide a positive leaning experience where all are committed to excellence, integrity, service to school and community,
and support the country’s aspiration of being a regional educational hub.
We aim to achieve this by:
a)

Encouraging the growth of intellectual curiosity, creativity and independent learning whilst also preparing each pupil to
achieve the best possible examination results, through a broad based, coherent and balanced curriculum

b) Providing well qualified, inspiring and dedicated staff, committed to continual professional development, and who have high
expectations of all pupils; Teachers who enjoy teaching and learning, and who can enable pupils to fulfil their academic
potential within an intellectually vibrant community.
c)

Providing outstanding student care and ensuring that relationships within the school are based on mutual respect in a highly
supportive environment.

d) Encouraging the development in each pupil of self-discipline, responsibility, a sense of physical and emotional wellbeing,
good moral and spiritual values, and consequently encouraging the highest possible standards of behaviour, confidence in
themselves and consideration for others.
e) Offering excellent facilities and a wide range of high quality co-curricular activities through which pupils develop a healthy
sense of co-operation and competition whilst enjoying the social, sporting and cultural interests for their own sakes.
f)

Preparing pupils for life beyond school through an understanding of higher education and career possibilities, a development
of entrepreneurial and leadership skills, an informed appreciation of the diversity of the world and a sense of service to the
wider community.

g)

Forming a close and effective partnership with parents and encouraging them to be actively involved in their child’s education.
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SCHOOL MANAGEMENT BOARD
The school board of governors oversees the functioning of the school, giving the school a clear vision, ethos, and strategic direction.
The board gives the mandate to the Head of Education who appoints the school principal. The Head of education will discharge her duties
in consultation with the General Chief Executive Officer (GCEO) of the organization with due delegation of responsibilities as appropriate.
The Principal reports to the Head of Education, and the Vice Principal reports to the Principal. The Principal will nominate members of
the school for appointment to the following roles: the Head of Early Years, Head of Primary and Head of Secondary.
The School Board will conduct checks to ensure that the Head of education and Principal are accountable and discharge their
responsibilities through leadership that is exercised in a fair, open and responsive manner.

School Management Structure
The Senior Management Team of the School consists of the Head of Education, Principal, Vice Principal, Head of Early Years, Head of
Primary, Head of Secondary and Head of CCA (Co-Curricular Activities).
The academic work of the School is organised in departments, each with a Head of Department. The classroom side of the school is
organised by homerooms, each with a homeroom teacher. The school is split into four sections:
The Early Years		
: Nursery and Reception (Age 3 – Age 6) led by Head of Early Years
The Primary		
: Year 1 – 6 (Age 5 – Age 11) led by Head of Primary
The Secondary one (Lower) : Secondary 1 : Year 7 – Year 9 (Age 11 – 14) &
The Secondary two (Middle) : Secondary 2 : Year 10 & Year 11 (Age 14 – 16) led by the Head of Secondary..
There is a Head of Year for each year group and an Assistant Head of Year provide support for each of Heads of Primary and Secondary.

SENIOR STAFF AND THEIR KEY RESPONSIBILITIES
Miss Valerie Tee is the Head of Education and she has overall responsibility for all members of the School community. Contact: valerie@
acmar.com
The Head of Education is responsible for the effective general management of the School, for ensuring the provision of academic
leadership and strategic vision, and for the quality of student experience at school.
The Head of Education will be the budget holder, following devolved authority, and will be financially accountable to the School
Management Board.
Dr Danny Ghee is the Principal and he is responsible for the orderly day-to-day running of the School. The principal will be making all
academic related decisions including syllabus, examinations and method of instruction.
He may advise and assist the Heads of the departments.
Contact: drdanny@acmar.com

SCHOOL ROUTINE
The School Day
The School is open from 7.30 am onwards. The school canteen will be operational from 7.30am and pupils wishing to take breakfast
may get it from 7.30am. All pupils must be at school by 8.00 am at the latest and the normal timetable of lessons finishes at 4.00 pm.
The School Library remains open until 5.00 pm, giving pupils the opportunity to begin their homework at school before returning home.
Pupils using the Library after school are expected to carry out academic work, in silence, and may be required to leave if they do not
follow the Library rules. During term-time, School Reception will be open from 8.00 am to 6.00 pm.
After the school day ends, pupils may use the Library for silent study until 5.30pm or take part in a supervised activity. They may not
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simply ‘hang around’ and we will always contact parents where we believe this to be the case. If your son or daughter is staying back
at school after 4.00pm, please ensure that you know why he or she is staying back. With all pupils, especially the younger pupils, there
must be a clear understanding of where, when and by whom they are being collected or what other going home arrangements are in
place for them. If your son or daughter is not taking part in a supervised activity then you cannot assume they are being looked after
by Acmar staff.
Pupils who ignore the requirement to be in the Library or a supervised activity may incur a sanction.

VEHICLES ENTERING THE SCHOOL PREMISES
There is a 20 km/h speed limit for all vehicles on the School premises and drivers are asked not to use mobile phones when driving on
site. Pupils are not always as aware of their surroundings as they ought to be and younger pupils, in particular, can seem to ‘pop up’ from
nowhere. All drivers are asked to be vigilant and careful at all times. Please REVERSE park your car, if you park in the school car park to
safeguard the safety of the students.
Please park only in the bays set out in the visitor car park and the surrounding area; drivers parking in the middle of the roadway may
expect to be asked to move along as any blockages, especially at the end of the school day, can cause significant congestion. Please do
make use of any free space in the car park on your right as you drive through the entrance.
Parents are asked not to use the Visitors’ Car Park (alongside the main Reception entrance) to drop off pupils in the morning, unless
your son/daughter has an injury or other medical condition which means that he or she may experience some difficulty accessing the
building. If this is the case, please contact Ms Valerie Tee (Head of Education ) or Dr Danny (The Principal) who will be pleased to arrange
access for you. The practical reason behind this restriction is that usage of the Visitors’ Car Park could create traffic congestions with
many drivers having to execute time consuming manoeuvres and queuing in order to exit this area. There are more parking spaces at the
Secondary, Private School buiding.
All parents are asked to sign in at the Guard House when entering the school buildings between 8am and 5:40pm. Please do not access
the school building using any other entrance than the Guard house. Staff will – politely but firmly – challenge anyone on the School
premises who they don’t recognise and who isn’t wearing a visitor’s badge. If you are attending a pre-arranged meeting with a member
of staff, please do not walk into the School unescorted – even after you have signed in – but rather wait at Reception until you are met by
the member of staff. These measures are designed to ensure that the School remains a safe and secure environment for your child and
we are grateful for your cooperation and support in achieving this goal.
Inter-school fixtures and other activities may take place on Saturdays and, very occasionally, on Sundays and pupils are required to
be available if selected to represent the School. Two weeks’ notice is required if a pupil knows he/she may be unavailable. If due to
unforeseen circumstances, a pupil becomes unavailable at short notice on a Saturday, the pupil or his/her parents should inform the
admin office. Unexplained absence or sudden unavailability for fixtures has, of course, an impact on other pupils, their families and staff.
Parents and pupils should be aware that if selected to represent the School at events such as sports fixtures, plays or concerts, absence is
regarded in the same way as absence for lessons. Unexplained non-appearance will therefore be regarded and responded to in a similar
light to truancy.

Registration
All pupils must tag-in using their own ID tag at the Cafetaria or the admin office. Students are only allowed to enter their respective
homerooms at 8.00am each day. All students must tag in as soon as they arrive at school. Failure to do so will result in a
disciplinary sanction.

Absence and Exeats (With Permission)
If your son or daughter is going to be absent from school on account of illness, please email : ais@acmar.com or phone +6(03) 33448045
/3343 8045 by 8am every day he/s he will be away.
If your son/ daughter needs to leave Acmar School during the school day to attend, for example, a medical appointment, please send a
request to their Homeroom teacher, in writing or by email, at least 24 hours before the scheduled appointment. The request for absence
should include the following:
i.
ii.

Reason your son/ daughter needs to leave school
Date of appointment
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iii. Time your son/ daughter needs to leave school
iv. Time your son/ daughter will return to school or confirmation that he/ she will not be returning.
Written permission to remove your son/ daughter from lessons must be received by their Homeroom teacher before your son/ daughter
is given the authorisation to leave the School premises.
When giving permission to your son/ daughter to leave the School premises, the Homeroom teacher will issue him/ her with an exeat.
On returning from their appointment, your son/daughter must report to the School Office so that we are aware that he/she is back on
the school premises.
Pupils must sign out at the Reception Office and sign in again on their return if arriving late/leaving early. This means that, in the event
of an emergency evacuation, there is an accurate record of pupils on the premises and requiring to follow the Emergency procedures.
Requests for absence from school for less than a day should be addressed in writing to your child’s Homeroom teacher. A request for
absence of one day or more should be made in writing to the Principal. Permission will not normally be granted for early departure or
late return in order to go on holiday.

Cafetaria (Food)
Klang Executive Club (KEC), our caterers, are wholly committed to providing healthy food to our students, cooking meals with fresh
ingredients, reducing salt, sugar and fats, and promoting the consumption of fruit and vegetables. Fizzy drinks are not sold at Acmar and
only “Halal” food is served by KEC.
Breakfast is served in the School Restaurant between 7.30 and 8.00 am. Lunch is served every day and pupils may also purchase snacks
at morning break (9.55 am – 10.20 am). Alternatively, pupils may bring a packed lunch, which can only be eaten either in the cafataria.
The Cafetaria operates a ‘cashless card’ (ID Tag) catering system. Snacks can be bought in the pupils’ cafetaria after school.
Food and drink are not to be consumed when moving about the School and its grounds. Where this rule is not observed, food and drink
will be confiscated by staff. Pupils are, however, allowed to have transparent water bottles with them and are encouraged to drink water
between lessons. Please ensure your son/daughter brings their Access Card (ID Tag) to school as pupils without these may be obliged to
wait until others have been served.

Clothing and appearance
School uniform requirements are listed in a separate document and the School’s dress code can be found at the back of the termly
diary. You are requested to support the School Administration to maintain the highest standards of dress and appearance at all times. In
particular, you are requested to ensure that if you have a son/ daughter at the School, he/ she does not have an excessively short/ long
or otherwise ostentatious haircut or hair colour. The School reserves the right to send home pupils who choose not to comply with the
School dress code and appearance. Parents who, for religious reasons, wish their child to be exempt from normal regulations should
write to the Principal.

Personal property
Pupils in the Secondary school (Years 7 to 11) may not bring iPads or other such devices into school. Exceptions may be made by teachers
when going away on School trips. Laptop computers/tablets should only be brought in where there is a demonstrable reason for their
use, and your son/daughter’s tutor should be notified. Pupils’ personal property is not covered by the School insurance - this includes
mobile telephones.
Pupils are not permitted to keep mobile phones with them during the school day. Mobile phones must be surrendered to the teacher
on duty (or Prefects) upon entering the school premises. Pupils who do not comply with this regulation can expect to have their mobile
phones confiscated and the Head of School may opt to return the phone only to a parent.
Mobile phones must be switched off before they are surrendered to the school and they will be kept by the school administrator for
the duration of school hours. Again, failure to comply with this rule will result in confiscation and the possibility that the phone is only
returned to a parent and not directly to the pupil.
Wi-Fi access is available to all students at school, but they are required to sign the User Agreement/Acceptance User Policy (AUP). As
per the conditions listed in the AUP, pupils are not allowed to access and play online games during school hours. In the event that the
conditions in the agreement are violated, use of the School’s network facilities may be restricted.
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Every pupil is provided with a locker in which to keep books, kit and any valuable property. Please ensure that all personal property
are clearly labelled with the owner’s name. A lost property station is the repository for items found around the School, and its hours of
operation will be displayed in the Homerooms. A fee of RM20.00 will be charged for replacing the pad-lock of the locker.
During Games, PE, CCA and after-school practices, valuables should be kept securely in the lockers and must never be left in the changing
rooms. Parents are requested to support the School in reminding pupils of this sensible rule and the reasoning behind it: valuable items
which are kept under lock and key cannot easily be removed or damaged.
Pupils are discouraged from bringing large amounts of cash with them to school. In an emergency, money for travel can be borrowed
from the Reception Office and repaid the following day. The Reception Staff will always ensure that a telephone is made available for
pupil’s to make emergency calls.

Emergency contact numbers
In the event of your child/ward feeling seriously unwell or has met with an accident, we may need to contact you as a matter of urgency.
Please ensure that we have accurate and up-to-date home and work telephone numbers of at least two responsible adults we can
contact in an emergency. We also require parents/guardian to provide their current email address at which they can be contacted.

Contacting your child during the school day
Except in an emergency, please do not telephone Reception to leave a message for your son or daughter; locating one pupil during the
school day in a school community can be time consuming and disruptive to the lessons. Forgotten items such as packed lunches can be
brought in and left at the Reception for your son/daughter to collect. Admistration staff will use the PA system (Public announcement)
for this purpose at the appropriate time.

The School Year
Term dates are published at least a year in advance. If you plan to absent your child/ward during the term for a day or longer, approval
must be sought in writing from the Principal as far in advance as possible. Permission will not normally be granted for early departure
or late returns from holidays. One reason for this is that if pupils are missing from a class, especially at the end of a term, we lose the
academic momentum.
At the beginning of each term, you will be sent a diary giving details of the term’s events. This diary is also available on the School
website. Each term the Principal provides a newsletter reviewing the achievements of pupils and staff, and this is also available on the
School website. In addition, you will receive a variety of communications, via email, from School and we request that you give due
attention to these.

Access Cards (ID Tag/IFRD Card)
All pupils are given access cards (ID Tag), which will allow them entry into the buildings and also serve as a cashless catering card. Acmar
uses the ‘ePurse’ system, and you will be able to transfer money into your child/ward’s card (can be used to pay for other items as well)
online. Cost of replacement of the card is RM50.00 (non-refundable and non-transferable).

CHILD SAFETY AND PROTECTION
The School and its Governing Body are committed to safeguarding and promoting the welfare of children and young people and requires
all staff to share this commitment. It is our collective desire to create an open environment where staff and pupils feel comfortable
enough to raise their concerns, and where these concerns are listened to with a readiness to resolve them by involving support services
and other agencies as necessary.
The School recognises its moral and statutory responsibility to safeguard and promote the welfare of all children. We endeavour to
provide a safe and welcoming environment where children are respected and valued. We will be alert to signs of abuse and neglect and
will follow recommended procedures to ensure that children receive effective support, protection and justice. All staff are aware of their
responsibility to act, in accordance with the School’s Safeguarding and Child Protection Policy, on any suspicion, concern or disclosure
that may suggest a child is in need of support services or is at risk of significant harm.
The School is wholly committed to:
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•
•
•
•
•
•
•
•

Ensuring that the welfare of children is given paramount consideration when developing and delivering all school activities.
Providing an environment in which children and young people feel safe, secure, valued and respected, feel confident and
know how to approach adults if they face difficulties.
Raising the awareness of all staff of the need to safeguard children and of their responsibility to identify and report possible
cases of abuse.
Providing a systematic means of monitoring children, known or thought to be at risk of harm.
Providing a structured procedure which will be followed by all members of the school community in cases of suspected abuse.
Ensuring that key concepts of Child Protection are integrated within the curriculum via the IPC and Global Perspective classes.
Developing an effective working relationship with all other agencies involved in safeguarding children.
Ensuring that all adults within our school, who have access to children, have been checked for their suitability.

Key Personnel

If you have any concerns about the safety or welfare of a pupil at the School, please contact the administration office, the Principal or the
Vice Principal. If no one is available, please contact the Head of Education (Miss Valerie) at the school Leadership Office.
Head of Education: Ms Valerie Tee
		
+ 6012 306 1029			
		
valerie@acmar.com
Principal AIS:
		
		

Dr Danny Ghee
+ 6012 476 8777			
drdanny@acmar.com

‘ZERO TOLERANCE’ APPROACH TO BULLYING
It is a fundamental principle of Acmar International School (AIS) that all members of the community – teachers, support staff, pupils and
parents – are expected to treat each other with courtesy and respect. Everyone has the right to be safe and secure, whether at school or
elsewhere, and to be protected when vulnerable, so that they may flourish without fear of unfair treatment or harassment.
Failure by any member of the school community to treat others with courtesy and respect undermines the ethos and wellbeing of
the whole school, and will always be regarded as a serious matter. The School’s approach to bullying is clear: it is never acceptable. It
damages children and the School will therefore do all it can to prevent it.

Definition of bullying
Any behaviour which makes another person feel uncomfortable or threatened may be construed as bullying – whether intended or
not. Bullying may be of a racist, sexist, homophobic or otherwise personal nature such as commenting on a person’s culture, religious
background or disability, or holding up members of a person’s family to ridicule on the basis of their race, gender, sexuality, religious
belief, disability or appearance, or because of the person targeted by the bully/bullies was adopted, or looked after, or are looking after
others themselves.
There are many definitions of bullying, but most have three things in common:
•
•
•

it is a deliberately hurtful behaviour.
it is repeated over a period of time.
it is difficult for those being bullied to defend themselves.

Bullying can take many forms but the main types are:
i.

Physical – this may include fighting, hitting, kicking, taking or damaging belongings, setting up someone else to get the blame
for a breach of school rules; initiation ceremonies.
ii. Emotional or psychological – this may include excluding someone from a group, activity or place; spreading rumours, being
deliberately unfriendly; unpleasant digital communication or telephone calls or unpleasant material placed on websites.
iii. Verbal – this may include aggressive name calling, teasing, mockery, insults, use of homophobic, racist, sexist, and other
types of discriminatory language. Any or all of the above listed forms of bullying may be considered to be harmless 		
‘banter’ by some, but will be considered as bullying behaviour by the School.
iv. Sexual harassment – this may include making inappropriate comments about the appearance and attractiveness, uninvited
propositions, uninvited touching and using innuendo or inappropriate imagery. The School also considers the showing of
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sexual and/ or pornographic material which could be upsetting to those who view it as a form of sexual harassment.
Cyberbullying – this is the use of information and communications technology particularly mobile phones, email, social
media websites, text messages, cameras and the internet, deliberately to upset someone else. It may occur in or outside
school and can happen at all times of the day, with a potentially large audience and/or more access, since others are able to
‘forward’ the bullying content at the click of a button.

v.

Promoting positive behaviour at Acmar International School (AIS)
The School, at all times, seeks to promote a culture of courtesy and mutual respect amongst all members of the School community.
Positive values of mutual respect and consideration will be promoted within the School in a wide range of context from assembly and
tutorial periods to informal discussion. The Personal Development course will address the topic of bullying directly.
Homeroom teacher will also remind pupils at the start of each academic year of their responsibility to ensure that bullying does not occur
and to talk to a member of staff if they witness or suspect bullying.
Staff will receive anti-bullying training as part of induction and ongoing PDQ (Professional Development Qualification). The Heads of
Section and Heads of Year will identify any patterns relating to bullying behaviour and decide what action needs to be taken to prevent
recurrences of such behaviour.
The School addresses the nature and implications of bullying through our programmes in Personal Development, through discussions
and presentations during tutor periods and through assemblies. Tutors, in particular, are encouraged to make use of such opportunities
to explore with their classes why bullying is unacceptable
Online, the School monitors and filters anything connected to the Acmar International School Network. Personal devices connected to
other networks cannot be monitored by the School, but through the ICT AUP(Acceptance User Policy) and ICT programmes, pupils are
educated about the good and safe use of digital technologies.
The School aims to involve parents to ensure that they are clear about the school not tolerating bullying in any form and are aware of the
procedures to follow if they believe that their child is being bullied. Parents should feel confident that the School will take any complaint
about bullying seriously and resolve the issues to protect the children. The School also expects all parents to reinforce the importance
and value of good behaviour at home.
Further measures taken to achieve the aims of the School in relation to tackling bullying include:
i.

All pupils are given clear advice about the part they can play to prevent bullying, including situations where they find 		
themselves as bystanders.

ii.

The School regularly evaluates and updates its anti-bullying policy to take into account developments in technology, for
instance, by updating the ‘acceptable use’ policies for computers and regularly reviewing and updating these policies.

iii. The School implements disciplinary sanctions for bullying behaviour. The consequences of bullying behaviour will be 		
designed to reflect the severity/seriousness of the incident so that others see that bullying is absolutely unacceptable.

MEDICAL MATTERS
Illness
Any pupil feeling unwell during the day must report to the School Nurse. Pupils should not telephone home before reporting to the
Nurse. If your child is ill and unable to attend school, please telephone the Reception Office or send an e-mail (acmaredu@acmar.com)
by 8.00 am every day that your son/ daughter is absent. The Administration office will inform your child’s Homeroom teacher.

Medication
Asthma inhalers, epipens and insulin must be carried at all times by any pupil requiring their use, and should be named. All other
medication, whether needed on a permanent or temporary basis, must be handed in to the School Nurse in its original container
together with written instructions on its use.

Medical conditions
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Parents are asked to inform the School Nurse if their son/ daughter has any medical condition which may impact in any way on their
schooling. This includes epilepsy, asthma, diabetes, previous major surgery and hearing or vision difficulties. Any major operations or
accidents should also be reported. If your son/ daughter contracts any notifiable illness, such as chickenpox, please report this to the
School Nurse as soon as possible. Where there is a significant illness or other health-related issue affecting your child, please let us know
as soon as possible. All information will be held in confidence, except where staff need to know in order to safeguard your
child’s interests.

COUNSELLING
The School Counsellor is available to meet with pupils who wish to discuss difficult or sensitive issues. Pupils may refer themselves by
emailing her and, with a pupil’s consent, they may also be referred by a member of staff.
Information provided by the pupils will be kept in confidence, in compliance with both the Data Protection Act and the professional codes
of ethics. Confidentiality may be broken if a pupil gives his/her consent to the Counsellor to do so.

RAISING CONCERNS AND COMPLAINTS PROCEDURE
The School welcomes comments – whether positive, negative or purely observational – and suggestions made by parents and other
concerned parties, and will always take seriously comments and concerns that may arise. Concerns will always be treated as an
expression of genuine dissatisfaction which require a response. That response should always be given within reasonable period of time,
be courteous and be helpful in progressing matters towards a positive outcome.
Parents are always welcome to contact the Principal (drdanny@acmar.com) in order to express concerns or comments, but please see
below for suggestions about who else you might contact first who could be well placed to help you.
Sometimes, parents are not sure whether a matter is ‘important’ enough to be raised with us. The best advice here is that a matter
which is important to parents will always be important to the School. Comments and concerns help the School to reflect on, evaluate and
continually improve the education it offers.

Who to contact: advice for parents
•
•
•
•
•
•

Where you have a complaint about a minor, day-to-day issue, the best person to contact is, usually, your child’s
homeroom teacher.
If you have a more serious concern regarding your child’s welfare and development, or a disciplinary matter, please contact
the relevant Head of Year.
If your complaint is about an academic matter within one subject you should contact either the subject teacher or, if the
matter is more serious, the Head of the relevant Department (Example head of Maths department).
Likewise, please direct a complaint about an activity to the teacher responsible for it, in the first instance, or to the relevant
member of staff who oversees that activity area. If unsure, please contact the Head of CCA (Co-Curricular Activities).
If your concern is with matters such as the structure of the curriculum or subject choices, you should contact the Principal.
If you have a concern about a serious disciplinary matter or the routine operations of the school, please contact the Principal
or the Head of Education.

In addition to the above, parents are always welcome to address concerns on any matter to the Head of Education (Ms Valerie Tee) or
The Principal (Dr Danny).
Staff can be contacted on email by using their initials (in lower case) followed by Staff initials as listed in the School Diary and on the
school website.
In many circumstances, the person to whom a concern is expressed will need to investigate the matter and consult with colleagues before
responding in detail; a detailed response may be expected as soon as it is reasonable to do so in the circumstances. Staff are expected to
acknowledge your email and will aim to respond to it more fully within 48 hours of its receipt, unless it is received after the school day
ends on a Friday, or during a school holiday period.
Whatever form a concern is expressed in, the School will respond as soon as possible after a proper investigation has taken place. In
responding to complaints, the School recognises the importance of confidentiality and fairness, as well as the need to ensure that
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concerns raised by parents do not produce adverse consequences for their child.
We hope you feel satisfied with the outcome, or will at least feel that your concern or complaint was fully and fairly considered. We will
always do our best to respond in a professional, concerned and constructive manner. If you are ever dissatisfied with the response you
received or feel that your concern was not handled appropriately by a member of the staff, please contact the Head of Education or
the Principal.

HOMEWORK
All pupils are set some homework every day. Up to the end of the Sixth Year, pupils complete an entry in their Term Planner listing
the homework they have been set. In the Lower Secondary and Middle Secondary School, there is also a space for ‘signings’, given by
teachers for late or incomplete homework. In the Lower and Middle Secondary Schools, these books are inspected and countersigned
regularly by the Homeroom teacher. Parents of Lower and Middle Secondary School pupils are also asked to countersign the Term
Planner every week, and are invited to respond to any staff comments. Pupils in the Fourth Year and above will not generally have their
Term Planners inspected or signed so often, unless there are specific concerns about the progress of a child. All homework will also be
listed as a ‘task’ on the School’s virtual learning environment.
If at any time you feel concerned that homework is apparently not being set, or if your child regularly claims not to have any homework,
this should be taken up with the Homeroom teacher or Head of Year. We encourage pupils to do their homework either in the Library
after school or at home.
We discourage pupils from doing homework during their lunch break, when there are several alternative activities on offer. Pupils may
sit in the Cafeteria and complete any reading homework or revision before school starts in the morning, but not any written work. ICT
facilities are made available before school to enable to use the computers or to print their work. Please take an active interest in your
child’s homework, and ensure that it is available for you to look at. Whilst we encourage you to take an interest in your child’s homework,
we would like to stress that the work submitted for assessment should be his or hers alone!
Some homework will involve the use of a computer, but parents are advised to monitor the amount of time pupils spend online. If you
are concerned about your child’s use of the internet, please contact his/her teacher to discuss the matter.

ONLINE SAFETY: MOBILE PHONES AND INTERNET
The rapid growth of technology means that parents are inevitably concerned about how their children use mobile devices and the
internet. The School recognises the enormous educational and social benefits of the internet, along with other forms of communication,
and seeks to promote and encourage its effective use. However, the School is also aware of its responsibility to advise pupils of the
significant dangers the internet and associated technologies can present when used inappropriately, whether this misuse is deliberate
or unwitting.
All staff are aware of the importance of creating a culture at Acmar International School where the safe use of digital media and the
internet are encouraged and supported. Three members of staff – the Head of Management information System (MIS), the Designated
Safeguarding officer (MIS Officer) and the Head of Personal Development – have been given the specific responsibility for e-safety at
Acmar Interntional School and they are tasked with:
•
•
•
•
•
•

making all necessary arrangements for the e-safety education of pupils.
arranging for the provision of training and advice for staff, parents and Board of Directors.
taking day to day responsibility for e-safety issues and playing a leading role in establishing and reviewing the School’s 		
e-safety policies and documents.
ensuring that all staff are aware of the procedures that need to be followed in the event of an e-safety incident taking place.
receiving reports of e-safety incidents and creating a log of incidents to assist in the formulation of future e-safety policies.
meeting termly with the Welfare Committee (a sub-committee of the Acmar International School) to discuss current issues of
concern, review incident logs and consider changes to the School’s filtering procedures.

The School aims to ensure that all pupils know how to use the internet safely, whether at school or at home. It does this via curriculum
ICT, assemblies, and dedicated presentations. Pupils should know how to use information technology to help their learning and to have
fun whilst staying safe and in control. They should be aware of the risks of cyber bullying, both as a victim and a perpetrator, of obsessive
behaviour, of potential breaches of the law, and of actions which – while legal – may harm their future education and
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employment opportunities.
At the same time, the School recognises the need to work in partnership with parents. We are always happy to discuss specific concerns
with you, but we would offer the following guidelines which, while by no means prescriptive or necessarily appropriate for every family,
may be of some help.

Mobile phones
•
•
•

•

Pupils should be careful as to whom they give their mobile phone number, and should never post it on websites.
Calls or texts from unknown numbers may be answered, but should not be returned.
Anyone receiving abusive text or chat messages should ask for help immediately. Such messages should be saved as they can
later be used as evidence but it is important that a responsible adult knows quickly that such material has been received and
is being kept as possible evidence.
Using mobile phones to take photos or videos while at school or on school trips is strictly against the school rules, unless
specifically authorised by a member of staff.

The Internet (Online)
•
•
•
•
•
•

•

•
•
•
•

•
•
•

The most effective way to monitor and regulate internet and computer use is to have the computer in a family room.
While it is clearly a useful research tool, not all homework set will require pupils to conduct an internet search. Where this
does occur, specific sites to visit are usually given to the pupils.
Make use of content filtering software, internet controls and spam filters. Your internet service provider should be able to
offer help and advice.
While pupils may claim that “everyone else has a computer in their room”, this is probably not true, and in any case still does
not make it the most sensible option.
Virtual reality and role playing games can be great fun and a good way to relax, but they can also become addictive, and the
length of time they are engaged with should be very carefully monitored.
Social networking sites, such as Twitter, Instagram and Facebook, can be used very positively, but they do present risks of
which most pupils seem unaware. In particular, pupils should pay close and regular attention to their ‘privacy settings’ when
using such sites.
Any images or information put on such sites, even if only intended for a limited audience, must be treated as being on the
public domain, and as being there indefinitely. A good rule of thumb is that pupils should never post an image they wouldn’t
be happy to share with their parents. Pupils should not post images of other people without their express permission.
Even if pupils subsequently remove pictures from their own profiles, they may already have been copied or forwarded.
We know that some employers check such sites against any potentially incriminating or inappropriate material relating to the
applicants or current employees. We also know that university departments are thinking about doing the same.
What may be intended as a private conversation on a networking site between users can very quickly become public –
privacy should not be assumed.
If pupils make inappropriate on-line comments about other members of the School (staff or pupils) whilst identifiable 		
as a member of the School, or otherwise make comment or post images that have the potential to bring the School into
disrepute, including offensive comments about the families, religious beliefs and ethnic or cultural background of other
members of the School (staff or pupils), this will be treated as a serious disciplinary matter – it will be regarded as essentially
the same as a pupil who, while walking home and wearing the Acmar School uniform, commits an obvious public misdemeanour.
Once again, we would stress to pupils that distributing or retaining an indecent image/text, on a computer or a phone, can
lead to criminal prosecution.
Acmar staff is permitted to take digital/video images to support educational aims, but must follow school policies concerning
the distribution of those images which should only be taken on school equipment.
Any picture taken by Acmar will try to focus on group activities, rather then photos of an individual. Picture to be published
on the school’s website or elsewhere, which include pupils will be selected carefully and will comply with the good practice
guidance of the school Acceptance User policy (AUP).

Despite what they may say, most pupils like to know that their parents are interested in their work. The trick is to appear interested rather
than interfering – an outcome which is not always easy to achieve. As pupils become young adults, it is important that their privacy is
respected, and this becomes more necessary as they mature. However, they must also be aware that greater independence brings with
it greater responsibility. With regard to computer use, it may be helpful to have a family agreement, including internet access times, and
appropriate internet usage.
www.getsafeonline.org
www.kidsmart.org
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REWARDS AND SANCTIONS
The School’s ethos is such that rewards should outweigh sanctions – our emphasis is always on the positive. Acmar pupils have a
reputation for being committed, enterprising and focused on developing their talents, as well as having a high regard for the abilities
of others. The School sets very high standards of conduct for all its members and any unwillingness to follow the School’s rules and
expectations will always be met with a firm, considered response. It is accepted by all staff that pupils will make mistakes as they grow
up. Where those mistakes have negative consequences for others, or where pupils prove unwilling to learn from such mistakes, there is
a disciplinary system in place to ensure firm but fair treatment.

Rewards
Pupils in the Primary and below who produce particularly good work relative to their ability, in both academic and non-academic spheres
of school life, receive a Commendation or Recognition Card. Work is signed by the teacher and countersigned by the homeroom teacher.
Those younger pupils receiving ten or more Commendations are given staged certificates by the Principal to mark their achievement.
Exceptional work or conduct by student may result in a ‘Postcard’ being sent to parents to express the teacher’s acknowledgement and
appreciation.
In addition, at the end of each school year pupils who have performed particularly well are awarded Scholars’ Pin in recognition of their
academic achievement. Sportsmen and women are also be awarded prizes.
Throughout the year, assemblies and the School’s termly newsletter will be used to celebrate a variety of pupils’ achievements – whether
academic, musical, sporting, dramatic, or in other areas such as community service. Often, these achievements are reported in the local,
and sometimes national, press. Each week, the Principal will make note of significant achievements by pupils and staff in his on-line
newsletter.
We know that many of our pupils achieve significant success in events and activities outside of Acmar and we are always grateful to
parents for informing us, through homeroom teacher, of such successes.
Written and verbal assessment of a pupil’s work and progress will provide many opportunities for praise and encouragement – as well
as constructive criticism aimed at helping the pupil to develop further. Many subject departments operate individual reward schemes of
their own. Homeroom teacher and subject teachers will often use written reports to emphasise and note pupils’ personal achievements.
At the end of each term, the Principal will review major achievements by the pupils in the final school assembly.
The School year concludes with a prize-giving ceremony on the final day, to celebrate a variety of academic, musical, cultural, sporting
and other achievements.

Sanctions
Pupils should expect to incur a disciplinary sanction if they:
•
•
•
•
•
•

disrupt teaching and/or the learning of others
wilfully defy the School’s stated regulations
cause harm or distress to others through thoughtlessness
bring the School community into disrepute when clearly identifiable as a member of the School community
produce and submit work late or is clearly inadequate given that pupil’s abilities and the standards expected of him/ her
deliberately damage school property

In the Lower and Middle Secondary School, minor infractions of rules (such as untidy uniform or littering) can result in a ‘Community’,
leading to a Friday lunchtime detention. Poor or late work will receive a ‘White Slip’, leading to a break or lunchtime detention run by the
relevant member of staff. In the Upper Secondary School, minor infractions of rules can result in a break/lunchtime detention. Relatively
minor infractions of rules (such as late work or littering) can result in sanctions such as a ‘Signing’ (for Lower and Middle Secondary
School pupils, in their Term Planner) or a break/lunchtime detention.
Persistent infringement of the rules (such as constant lateness, untidy appearance, repeated late or inadequate work) or involvement in
one-off incidents of reasonable seriousness can be met with a School Detention, a Saturday Detention (supervised by Senior Staff) or an
internal suspension. Late work and/or inadequate effort results in an Academic Detention, which is held on Friday evenings. This takes
precedence over any other school activities.
More serious misconduct (such as physical aggression towards others, a breach of the rules which results in harm to others, discourtesy
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towards staff) can result in suspension from school. In particular, pupils and parents should be aware that any form of deliberate
discourtesy towards staff (teaching and non-teaching) is likely to result in suspension.
If, within twelve months of being suspended, a pupil commits a second suspension-level offence or, after repeated warnings, does not
improve his/her conduct and effort, the Headmaster will review that pupil’s continued membership at the School. A pupil reaching this
stage may, at the Headmaster’s discretion, be offered a Behavioural Contract, specifying targets to be met by the pupil in order to remain
at the School. Gross misconduct (such as theft or the use of illegal substances whilst at school) or failure to abide by the terms of a
Contract, will lead to the Principal excluding the pupil permanently.
Parents should be aware that disruption of learning and teaching will not be tolerated by the staff at Acmar International school, where
the highest value is placed on providing an appropriate environment in which all pupils can learn. Pupils who deliberately disrupt lessons
will be removed from class and, in the first instance, will be given a Saturday Detention. A second incident of this kind within a year will
result in the pupil being suspended and a third will result in the Headmaster reviewing that pupil’s continued membership at the School.
The Head of Education and The Principal reserve the right, in their absolute discretion, to exclude from the School any pupil whose
behaviour, attendance or academic progress is unsatisfactory.

REPORTS
You will receive regular reports on your child’s progress. These will consist of grades for both effort and attainment, at regular intervals
throughout the year, along with a set of written subject reports, at least one Parents’ Teacher Meeting and a homeroom teacher report
each year. The exact pattern of reports will vary as your child moves through the School, and you will receive the dates for the reports
towards the beginning of each school year.
If your child receives a poor set of grades or reports, or if you have concerns about your child’s progress, it may be helpful for you to come
into school and discuss the matter with your child’s homeroom teacher. The emphasis of this meeting will be to look at ways in which we
can work with your son/daughter to improve his/her performance.

ACTIVITIES
Pupils are encouraged to become involved in a wide range of activities outside the classroom. While some sporting activities are
compulsory, the majority are voluntary. The full list of activities will be listed in the School Diary. They include:
•
•
•
•
•
•
•
•

markerspace club (Robotic and drone activities).
sporting clubs such as badminton, table tennis, basketball, futsal and football.
art, music and drama
school societies ranging from chess and debating to subject-based societies for all age groups
school expeditions
IEYC & IPC Scheme
Community Service
a variety of talks on a range of topics covered by CIE

A pupil’s homeroom teacher will encourage him/her to become involved in as many of these activities as is compatible with academic
success and personal wellbeing.
The expectation for pupils at Acmar International School (AIS) is that they will be involved in at least one activity within any given term.
In practice, pupils commit to several activities at a time. Year after year, there is a strong correlation between those pupils achieving the
highest public examination results and those with the most enthusiastic commitment to a range of co-curricular activities.
Increasingly, universities and employers look to distinguish between well-qualified candidates through reference to personal qualities
- especially a capacity to work as a part of a team - and often seek to establish this through reference to a person’s commitment to
activities and interests outside their academic studies.
We would encourage pupils to consider a breadth of activities – some physical, some academic, music and cultural, for example – in order
that they develop into well-rounded individuals.
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There are, inevitably, occasions where one activity clashes with another. Staff will always work together to try and avoid this happening,
but where a clash is unavoidable, pupils should discuss the matter with their homeroom teacher in the first instance, at the earliest
opportunity. The homeroom teacher will then take up the matter with the Head of CCA (Co-Curricular Activities).
If you are ever concerned about your child’s under or over-involvement in co-curricular activities, please contact his/her homeroom
teacher, or the Head of CCA(Co-Curricular Activities).

SPECIAL AND ADDITIONAL EDUCATIONAL NEEDS
Some pupils are already identified as having a special need before they enter the School, the most common being some form of dyslexia.
Others manifest signs on entry, such as difficulties with handwriting and presentation, inconsistent spelling, or problems with basic
organisation. It may well be that problems manifest themselves at a much later date as the pupils progress through School and the
academic demands increase, even as late as in Year 10 or Year 11. The role of academic and pastoral staff in identifying such pupils is,
therefore, crucial.
The framework for subject teachers to identify undiagnosed pupils should involve such things as difficulty with completing tasks under
timed conditions (notably exams), with completion of other tasks to deadline, with note taking and general organisation. Teachers may
well seek advice from the Head of Learning Support about whether their concerns might be valid but the formal route is to approach
the tutor first.
Pupils who are identified, at any stage, as having a special educational need, will be issued with an Individual Education Plan, which all
teachers will be made aware of so that they are able to modify their teaching accordingly.
For examination purposes, including all public exams, pupils may be entitled to ‘Special Arrangements’, such as extra time, typing of some
exams, supervised rest breaks or the use of an amanuensis/scribe.
Entitlement to such arrangements is decided through the testing described above, the logging of a ‘History of Need’ and, for public
exams, application by the School to the Cambridge examination Board (CIE). It is vital, therefore, that a central record is kept for each
pupil that documents the history of need.

MORAL DEVELOPMENT AND STUDENT LIFE
Acmar International School regards the moral and spiritual development of all its pupils as being of the highest importance. All members
of the School community need to have a strong sense of the values we wish to promote and an understanding of right and wrong. In
particular, all our pupils must accept that they are responsible for their actions and that actions always have consequences.
The School fully subscribes to the fundamental Malaysian values of democracy, rule of law, individual liberty and mutual respect for, and
tolerance of, those with different faiths and beliefs, and for those without faith. These values will be discussed and promoted during
Personal Development lessons.
We emphasise the idea that, just as in the world outside School, ‘ignorance of the rules is not a defence’. Of course, the School is only one
part of your son or daughter’s life: parents, siblings, extended family, society at large and, in some cases, a religious faith will contribute
to their moral and spiritual development.
The following attitudes, qualities and skills are considered to be of particular importance for every pupil at Acmar :
•
•
•
•
•
•
•
•
•

a joy in learning and pleasure in participating in civilised, reasonable debates.
a developing sense of responsibility for his/her own actions and of his/her responsibilities to others.
recognition of the right of others to hold their own views and respect for those who have different beliefs and customs.
rejection of all forms of prejudiced perception of others on the basis of class, race, gender, religion, sexuality and nationality.
in particular, as we are a mixed gender school, an outright rejection of sexist and degrading attitudes towards women, as part
of a clear belief in the equality of men and women.
honesty, truthfulness and the development of personal integrity.
a growing disposition to generosity, rather than selfishness.
an active belief in kindness and service to others.
a clear rejection of cruelty or bullying.
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•
•
•

the development of a mature sense of self-confidence and self-worth, with an avoidance of and distaste for arrogance.
the ability to look beyond materialism.
recognition that a set of beliefs and values can give shape and meaning to an individual’s life.

All members of staff are responsible for promoting these attitudes, particularly the homeroom teachers. In addition, pupils attend
assemblies which promote traditional values and characteristics whilst remaining sensitive and respectful to the needs of those of other
faiths and spiritual beliefs, or none. The whole School meets for assembly once a week and there will also be other smaller assemblies
for particular sections of the School.
Throughout the curriculum, pupils are provided with opportunities for debate and discussion on moral/spiritual/social and political
topics as part of the School’s Personal Development framework.

CONDUCT OF PARENTS AND SPECTATORS AT SPORTING EVENTS
Sport is one of the many activities in the school community which plays a huge part in the life of every Acmarian. We believe strongly
that taking part in sports can be of enormous benefit in the personal development of young men and women, regardless of their level of
ability. Whatever your son or daughter’s individual ability, we aim to provide opportunities for him or her to enjoy being a valued part of
a team, learn how to set personal challenges and meet these, and thus develop healthy self-respect as well as respect for the opponents.
Good sporting behaviour is crucial to this. We want our pupils to always give their best and aim to win. When they win, we expect them
to do so fairly, honourably and with generosity of spirit. Just as importantly, when they lose we expect them to do so with good grace
and equal generosity of spirit.
Whatever the result, we expect all Acmarian’s, as sportsmen and sportswomen, to make a it a point to thank the coaches and officials at
the end of a fixture, and to express appreciation for their opponents. We are proud of the tradition of good sporting behaviour associated
with Acmar international School.
Parents have a large part to play in the development of good sporting behaviour in children. We would always welcome your enthusiastic
vocal support, when attending fixtures, whether on home ground or away. We ask that you as parents:
•
•
•
•
•
•
•
•

Encourage your child to take part in all school activities.
Encourage your child to know and respect the rules.
Praise your child’s efforts, whether he/she wins or loses.
Encourage your child to reflect on his/her performance, and that of his/her team mates, honestly and constructively.
Strongly discourage unfair play or arguing with officials.
Set a positive example by acknowledging good play, whether in your son/daughter’s team or that of their opponents’.
Ensure the use of appropriate language as a spectator.
Help us ensure visitors to our school leave with a positive and favourable impression of Acmar.

We ask that parents and other spectators
•
•
•

Give enthusiastic support from the side lines – but allow the coaches to coach and the referees to referee.
Do not ridicule or belittle any pupil, whether or not from Acmar, for making mistakes or losing a game.
Do not dispute the decisions of officials or coaches.

Referees and umpires will generally be members of staff - from Acmar or from our opponents’ schools - giving up their time for the
benefit of the pupils; they may not all be qualified officials. It is absolutely essential that, from their first matches in their younger years
up to competitions at the highest level of sport, all pupils respect the decisions of officials. We expect all spectators to assist by setting
the highest possible standard of behaviour. For this reason, the School reserves the right to require spectators, including parents of
Acmar pupils, to leave the school site if their behaviour is felt to undermine or compromise our commitment to good sporting behaviour.

SCHOOL POLICIES
All school policies are available on request and policies relevant to parents can be found in the Parents’ section of the School website. In
addition, the School website provides information on our academic performance in the previous year and full details of our current staff
and their qualifications.
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HEALTH EDUCATION
The aims of the School health education programme, as a part of the overall Personal Development framework are:
•
•

to help pupils to acquire the knowledge and attitudes which will enable them to manage their health in a responsible manner.
to make pupils aware of the health risks associated with certain forms of behaviour.

The curriculum, which is constantly being updated, includes consideration of the following areas:
•
•
•
•
•
•

smoking, alcohol and illegal drugs - talks about drugs are also arranged for parents.
sexual development and sexual health
personal safety on the streets
safe driving
first aid
hate-crime

Where appropriate, these issues are considered in the context of the ethical questions they raise.
Pupils receive education about health matters in three different ways:
•
•
•

health education is built in to the curriculum of specific subjects, especially Biology.
Homeroom teachers, the school nurse, and the General Studies course teach pupils about various aspects of health 		
(Including sex education).
expert outside speakers are regularly invited to the school to speak to groups of students and discuss issues with them.

Drugs
Young people may be offered illegal and other harmful drugs and substances at parties, in night clubs, in pubs and on the streets. The
School’s policy is that the use of controlled drugs is always wrong for several reasons including the following:
•
•
•
•
•

It is illegal. Young people involved with illegal drugs run the risk of obtaining a criminal conviction which will affect their
employment prospects throughout their life.
Drugs have harmful physical and emotional side-effects. Some of these are unpredictable and fairly immediate and account
for a number of premature deaths among adolescents each year; all are now also associated with longer term health problems.
A small number of young people quickly rapidly develop some form of dependency on drugs.
Involvement in the drug culture tends to draw young people away from the more worthwhile activities and often results in
deteriorating academic performance.
Involvement and dependency can result in young people being drawn into other kinds of criminal activity.

Particular dangers are attached to allowing young people to attend parties which are not supervised by adults. Drugs cost money, and
parents would want to control the amount of money at the disposal of their adolescent children.
Any pupil found to be consuming or pushing illegal or other harmful drugs while under school jurisdiction, either on or off the school
premises, can expect to be suspended from school and may subsequently be expelled, depending on the circumstances. The Youth and
Schools Section of the local police will also be informed.
Parents concerned about the physical or mental health of their children, including stress-related problems, may ask for the matter to be
referred to the School’s panel Doctor (Mediviron).
Further information on sources of advice can be obtained from the administration office or the Head of Education.

INSURANCE
All insurance matters are arranged by the administration office and any queries should be directed to the admin department.

1. Property & Damage at School
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The Policy does not carry any insurance cover for clothing or property lost or damaged at school. It is the parents’ responsibility to cover
items such as musical instruments, watches, sports equipment, mobile phones, etc. Parents are liable for damage to school property for
which their son/daughter is responsible. It might be advisable to raise these matters with your insurers.

2. Approved School Activities (including Trips/Holidays/Visits etc.)
Do take note of the following points with regard to the School Insurance Policy and pupil participation in official school activities and
other activities:
a)

The insurance covers the legal liability of the teacher(s) in charge of the activity for third party personal injury or property
damage arising in the normal course of conducting that activity.
b) Additional insurance is also arranged to cover the legal liability of your son/daughter for third party personal injury or 		
property damage whilst on an official activity, but not under the direction or control of the staff (or other authorised person
in charge) at the time.
c) The School does not provide insurance for individual pupils to cover loss of baggage, medical expenses, cancellation of trips,
or accidental personal injury. It is recommended that parents provide such cover, according to the arrangements applicable
for each activity, but details should be checked first with the teacher in charge.
As above, no further Insurances exist to cover the additional School activities, and your children attend these at their own risk, without
further responsibility on the part of the School or its members of staff or other authorised personnel, whether to your child, to you as
parents or to any other third party. Details of the Personal Accident Insurance Scheme for the pupils of Acmar International School will
be forwarded to parents, upon request.
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