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Introduction  
 
Welcome to Swans Parents Booklet for 2009/10!  The booklet contains a variety of information that we 
hope will be helpful to current and prospective Swans parents.  It includes a mixture of school 
routines, procedures, practices and advice, and is designed to de-mystify and explain aspects of daily 
life at Swans.  We hope that it covers most of the questions and concerns that you may have but 
please do not hesitate to contact the School office if there is anything which is unclear or with 
suggestions for improvement.    
 
In the interests of conserving paper, an electronic version of this booklet, rather than a hard copy, is 
being sent (by e-mail) to all Swans parents at the start of the academic year.  However, parents 
preferring a hard copy should contact the school office, where a limited number of paper copies are 
available.  The latest, updated version of the booklet can also be found on the school website at 
www.swansschool.net. 
 
As an international school, the most common shared language among the members of our community 
is English, hence the booklet is currently only available in English language; however, if there is any 
clarification or explanation required, please do not hesitate to consult with staff in the school office.   
 
 
 

Swans Mission Statement  
                         
Swans aims to provide a rich environment for the development of well-educated, confident and caring 
young people who are committed to making a significant contribution to the world in which they live, 
helping them to develop into considerate, principled and active members of society.  The School 
seeks to foster a spirit of enthusiasm for learning and thereby encourage all students to become 
effective, life-long learners.   
 
To achieve these aims, the School will strive to: 

 
¥ provide a broad, balanced and relevant curriculum and a stimulating and supportive learning 

environment which will challenge, motivate and excite all students; 
 
¥ equip students with the necessary intellectual, practical and social skills to allow them to make 

a valuable contribution to society and fulfil their potential in life; 
 

¥ encourage students to develop open and enquiring minds and the ability to question and to 
argue thoughtfully and rationally; 

 
¥ help students to appreciate and celebrate international and cultural diversity, having respect 

for the different values and moral and religious beliefs of others; 
  
¥ promote the qualities of excellence, perseverance, self discipline and thoughtfulness among 

the whole school community; and 
 

¥ nurture and develop the intellectual and creative talents of every student. 
 
   
 

School Address and Contact Details  
 
Swans International Sierra Blanca  
C/ Lago de los Cisnes s/n 
29602 Marbella - Málaga 
 

Tel:  952 902 755 
Fax:  952 900 914 
E-mail:  admin@swansschool.net 
Website:  www.swansschool.net 
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Term Dates and the School Day  
 

Term Dates Ð 2009/10 
 

Autumn Term 2009 Wednesday 9th September to Friday 1 8th December  
  
Half Term Break: Monday 2nd November to Friday 6th November inclusive  
  
Public and Local 
Holidays:  

Monday 12th October (Día de la Hispanidad) 
Monday 19th October (Local Holiday) 
Monday 7th and  Tuesday 8th December (Día de la Constitución) 

  
Spring Term  2009 Thur sday 7 th January to Friday 26th March  
  
Half Term Break: Monday 1st March to Friday 5th March inclusive 
  
Summer Term  2009 Monday 12th April to Wednesday 30 th June  
  
Mid-term Holiday Thursday 10th June  and Friday 11th June (Public Holiday) 

 
               
 
The School Day  
        
For the academic year 2009/10, the school day is as follows: 
 
                   

Time Event  

9.00 – 9.15 am Registration and Form Time 

9.15 – 10.10 am Lesson 1 

10.10 – 10.55 am Lesson 2 

10.55 – 11.15 am Morning Break 

11.15 – 12.00 pm Lesson 3 

12.00 – 12.45 pm Lesson 4 

12.45 – 1.30 pm Lesson 5 

1.30 – 2.30 pm Lunch and Afternoon Break 

2.30 – 3.15 pm Lesson 6 

3.15 – 4.00 pm Lesson 7 

4.00 pm End of School for Students 

4.15 – 5.00 pm  After-school Activities 
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Staff List Ð September 200 9 
 

Senior Management Team  
 
Tessa Swan 
Karen Kearns 
David Morrison 
Richard Bach 

Miguel García  
Jayne Hunter 
Anne Smyth 

 
Teaching Staff  

 
DM David Morrison Head Teacher 
RB Richard Bach Deputy Head, Economics 
MG Miguel García Deputy Head, Head of Spanish, CAS Co-ordinator 
AS Anne Smyth Senior Tutor, Physical Education 
MJA María-Jesús Álvarez Spanish 
KA Kay Asquith Maths 
AB Adrian Bailey Head of Maths 
KB Kerry Brady Maths (part-time) 
CB Cristian Brotons Science 
LB Lenny Bruce Head of Geography 
CC Colin Chamberlain Head of Physical Education 
CD Catherine Davies Head of ICT, Head of KS4 
MF Mike Foley Head of Art 
CF Chris French Head of Business Studies and Economics, Head of 6th Form 
MGA Marta García Spanish 
JH Joanne Henareh English 
KH Kim Hughill Head of Communication Unit, English 
HI Helena Innes Head of English 
GK Grainne Kelly English 
FK Frank Kielstra Year 6, French 
DK Dave Kirkland Head of Science, TOK Co-ordinator 
RM Rob Maldonado Head of History, Head of KS3 
AM Anne Marshall ICT 
CM Claire McKenna English/Drama 
TM Tony Moore Science, Art, ICT 
AP Andy Peacock Head of Music 
JP Jose Prieto Spanish, IB Co-ordinator 
DR Dorien Rae Head of Modern Foreign Languages, Exams Officer 
ASe Arjun Sen Librarian 
KS Kate Smith Science 
HS Helen Stavert Year 6 
ASw Angela Swinkles ICT (part time) 
SV Sandra Velázquez Spanish 
SW Steve Walls Science, Maths 
 

Primary Staff (Spanish/French): 
 

Juan Sánchez 
Myriam Beniguet  

 
Key Stage Head and Form Tutors  
 
Y6:  KS4:  Catherine Davies (Head of KS4) 
6FK  Frank Kielstra 10AS Anne Smyth 
6HS Helen Stavert 10SW Steve Walls 
  11MGA Marta García 
KS3:  Rob Maldonado (Head of KS3) 11AM Anne Marshall 
7KH Kim Hughill   
7TM Tony Moore Sixth Form:  Chris French (Head of 6th Form) 
8CB Cristian Brotons 12CM Claire McKenna 
8GK Grainne Kelly 13LB Lenny Bruce 
8KS Kate Smith   
9AP Andy Peacock   
9KA Kay Asquith   
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Attendance at School  
 
Start of School  
 
The School is open to students from 8.30 am each morning.  Please can you ensure that your children 
do not arrive prior to 8.30 am as the School cannot accept responsibility for their supervision or 
welfare prior to that time. 
 
All students should however be in School in time for morning registration and form time at 9.00 am.  
We therefore recommend that you drop your children off at School by 8.55 am so that they can be at 
their form rooms in time for the start of registration. 
 
Students arriving late  
 
Students arriving at School after the registration bell has sounded at 9.00 am will be marked down as 
late.  We do, of course, understand that from time to time unexpected events occur which result in 
students arriving late, through no fault of their own.  However, we would ask you to be mindful of the 
disruptive effect that late arrivals can have on the rest of the School community. 
 
To prevent interruptions to registration and form time, students entering the school building more than 
two minutes after the bell has sounded will be required to wait at the school entrance until the end of 
form time.  In addition, parents of students who are persistently late for School may be asked to attend 
a meeting with the Head Teacher to discuss measures they can take to enable their child to comply 
with school norms as regards punctuality. 
 
Absence from School  
 
We hope that you will understand that regular or prolonged absence from School can have a 
detrimental effect on your child’s education; it can also cause disruption to classes and other students, 
and place an additional burden on teaching resources.  
 
All students are therefore expected to attend School as normal during the published term dates.  As 
term dates are communicated to parents well in advance of the start of each academic year, we 
kindly request  that family holidays, trips or other similar events which interfere with normal 
attendance at School  are not arranged during term time.  
 
Informing the School  
 
Parents wishing their children to be a bsent from School  should inform the Head Teacher in 
writing as early as possible in advance, giving details of th e dates and reasons for absence .  
Absence notification forms are available from the school office (or, if preferred, a simple handwritten 
note will suffice).  If a child is absent from School as a result of unexpected illness, parents are 
requested to inform Kerry in the school office (tel: 952 902 755).  Depending upon the circumstances, 
absences may be designated as ‘authorised absence’ or ‘unauthorised absence’. 
 
Authorised Absence  
 
Authorised absence is any absence with consent from the Head Teacher.  This includes, for example, 
absence for medical reasons (including unexpected illness), attending approved educational visits off-
site, family illness or bereavement, or other similar circumstances. 
 
Unauthorised Absence  
 
Unauthorised absence is any absence without prior consent from the Head Teacher.  It does not 
include absence in the case of unexpected illness or similar circumstances.  As a general rule, 
absence for family holidays taken during term time is unlikely to be authorised.  
 
Where absence is unauthorised, subject teachers are not required to provide additional work and 
students are expected to catch up on all work missed in their own time.  The School maintains a 
record of unauthorised absences and this may be referred to in reference requests from other 
academic organisations.  In addition, parents of students who are persistently absent without 
authorisation may be asked to attend a meeting with the Head Teacher to discuss measures they can 
take to comply with school norms as regards attendance at School.        
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Communicating with School  
 
Contact with Parents  
 
The School seeks to operate an ‘open door’ policy, under which parents are encouraged to consult 
with staff both informally and formally, as the need arises. 
 
The first point of contact in most instances is the form tutor.  The most efficient and direct way to 
communicate with the form tutor is via the Homework Diary (which the form tutor and parents should 
sign on a regular basis).   As well as a means to monitor homework progress, the diary can also be 
used to relay routine messages or other information, or to organise a more formal meeting. 
 
You should also feel free to speak informally with staff members: for example, at the end of the day.  
However, when staff are on duty or otherwise engaged, please understand if they instead suggest 
making an appointment for a later time.   In such cases and for more formal matters, please schedule 
meetings with staff members or the Head Teacher via Kerry (tel: 952 902 755) in the school office. 
 
Parents are also warmly invited to attend school functions, including parents’ receptions, concerts, the 
carol service and other events which take place from time to time.  Details of forthcoming functions are 
usually included in regular mailings sent out by the School. 
 
Written Communication  
 
All general written communication relating to School  is distributed by e -mail.   As well as being a 
more secure and direct method, e-mail also reduces considerably the amount of paper waste.  It is 
therefore clearly important that  you have given your  up-to-date e-mail contact details  to the 
school office .  Where the communication is more specific or a written consent is required, hard copy 
letters will be sent.  In general, these will be given to your child to pass on to you. 
 
Written reports on students are generally issued twice a year (in December and June).  School 
practice is that these are handed directly to parents or guardians by staff members when students are 
collected at the end of the day.  Reports which remain uncollected at that time may be collected at a 
later date from the school office. 
 
Parents’ evenings in respect of each year group generally take place once a year.  We strongly 
encourage you to attend parents’ evenings as they provide an important opportunity to discuss your 
child’s progress with subject teachers. 
 
For more general information about the School, you are also welcome to access the school website 
(at www.swansschool.net). 
 

Visiting the School  
 
Parents are most welcome to visit the School, both informally and formally.  However, we do ask that 
you observe several important rules relating to access. 
 
After 9.00 am, the front gate to the School is closed, with access only available via the intercom 
system operated by the school office.  If you visit during normal school hours, you will be asked to sign 
in and out, using the signing in book at the reception desk.  You will then be issued with a badge 
which you should return to reception upon leaving. 
 
You are welcome to drop your children inside School at the start of the day but are requested not to go 
beyond the reception area (unless you have signed in and been issued with a visitors badge).  
Similarly, if you are waiting to collect your children (for example, after extra activities) please wait in 
the reception area and do not wander into the School.  
 
If you do need to visit the office (e.g. to collect correspondence, make appointments, etc.) please see 
Karen at the reception desk and wait in the reception area until called forward. 
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It is very important for the security of all concerned, that all visitors (including parents) sign in and wear 
a badge.  It is the only way in which staff and students can identify those who have a legitimate reason 
to be in School. 
 
Similarly, in the event of a fire or other emergency, signing in and out ensures that all visitors can be 
accounted for and no one need take additional risks to search for people who may have already left 
the premises.  
 
Collecting Students at the end of the day  
 
Parents are requested to collect their children from inside the Nagüeles car park opposite the School 
at the end of the day.  Students leave the School via the main school entrance and cross the road 
using the crossing, following the directions of the crossing attendant.   
 
We would  kindly ask you  not to stop in the middle of the road outside the School  to pick up 
your children as this exposes students and other road use rs to considerable danger.  Please 
also do not park on or near to the pedestrian crossing.  In addition, when driving in side  the 
NagŸeles car -park, please exercise extreme caution.  
 
Although staff members are on duty at the main school entrance for approximately 15 minutes after 
the end of the school day and the crossing is generally manned until approximately 5.00 pm, parents 
should understand that the School can accept no responsibility for the safely or welfare of their 
children once they have left the School premises at the end of the day. 
 
If you know that you are likely to be late in collecting your child, please inform the School office in 
advance and ask your child to wait inside the front courtyard of the School. 
 

Summary Curriculum Information  
 
The following is a very broad summary of the curriculum offered to students at Swans.  If you would 
like to discuss the curriculum in more detail, please do not hesitate to contact the Head Teacher or 
your child’s form tutor or Head of Key Stage, or the relevant subject teacher(s).  
 
Years 7, 8 and 9 (ÔKey Stage 3Õ) 
 
All students in Years 7, 8 and 9 (known as Key Stage 3) study the five core subjects set out below, as 
well as  Drama (in combination with English), Music, French and Physical Education: 
 

Core Su bjects:  
 
English 
Maths 
Science 
Spanish (EP, ESO or Second Language Spanish) 
ICT 

 
First-language Spanish students in Year 7 follow the Spanish EP programme, which comprises 
Lengua and Conocimento del Medio; in Years 8 and 9, these students follow the Spanish ESO 
programme, which comprises Lengua and Sociales.  Students not following the EP or ESO 
programmes have separately timetabled lessons in Geography and History. 
 
Years 10 and 11 (ÔKey Stage 4Õ) 
 
At the end of Year 11 (and earlier, for certain subjects) all students sit I/GCSE (International/General 
Certificate of Secondary Education) exams.  These are public exams set by independent examination 
boards in the UK.  Therefore, before starting Year 10, all students must select the I/GCSE subjects 
they plan to study in Key Stage 4.   
 
In Key Stage 4, all students are required to study the five core subjects as follows: 
 

English: Most students will study for I/GCSEs in First Language English and English 
Literature 
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Spanish: Students follow either the ESO programme (comprising Lengua, Literatura and 

Sociales) or Second Language Spanish.  All students take I/GCSEs in either First or 
Second Language Spanish; in addition, some students may also take an I/GCSE in 
Spanish Literature. 

 
Maths: Students generally study Maths at either Foundation or Higher level 
 
Science: Students normally follow the so-called ‘double award’ combining Biology, Chemistry 

and Physics. 
 
ICT A single examination combining both theory and practical elements. 

 
In addition, students select either two (in the case of ESO students) or three (non-ESO students) 
further I/GCSE options from a range which currently includes French, Business Studies, Drama, 
History, Geography, Music, Art and Physical Education 
 
More details of the available I/GCSE subject options are communicated to parents and students 
during the Spring Term of Year 9.  At that time, students and parents are provided with an options 
booklet which details the different subject choices available and the selection procedure. 
  
Years 12 and 13 (ÔSixth Form Õ) 
 
Swans is an IB World School and offers the International Baccalaureate Diploma Programme to all 
students in the Sixth Form.  The Diploma Programme requires students to select and study six 
subjects from a range of disciplines, including first and second languages, sciences, humanities, 
maths and the arts.  Students must also follow core studies in Theory of Knowledge and CAS 
(creativity, action and service) and complete an extended essay on a chosen topic. 
 
The Diploma Programme is highly-regarded among many of the world’s universities and is an 
excellent platform for post-18 study.  However, owing to the academically rigorous nature of the 
Diploma Programme, entry to the sixth form at Swans is subject to students achieving at least six 
passes (Grades A* to C) at I/GCSE, including English and Maths. 
 
During Years 10 and 11, parents will be invited to attend presentations which provide an introduction 
to the Diploma Programme and review the options available to their children.  During the Spring Term 
of Year 11, students and parents are requested to inform the School whether they plan to continue 
into the Sixth Form after completing their I/GCSEs and to provide a preliminary indication of the 
subjects they would like to study. 
 

The Homework D iary  
 
All students are issued with a school Homework Diary.  As well as providing space to record 
homework, the Diary contains a wealth of useful information relating to school procedures and 
routines and space for students to record merits and other information and achievements. 
 
Whenever homework is set, students must record the homework clearly in the Diary.  Parents are then 
requested to sign the Homework Diary on a regular basis, ideally each evening but at least on a 
weekly basis.  The reason for this is that it allows you to see what homework has been set and to 
monitor the progress being made by your child in completing the work.  In addition, your child’s form 
tutor (who will also sign the Diary on a regular basis) may also use the Diary for routine 
communication and you should also feel free to do the same.  Finally, merits and detentions are also 
recorded in the Homework Diary for your information. 
 
Students may use only the school -issued Homework Diary for recording homework.   If they lose 
or damage their Diary beyond use, they must obtain a replacement from the office (at a replacement 
cost of €10).  
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Homework  
 
At Swans, we attach great importance to homework.  Homework provides an opportunity for students 
to work independently, to research, to carry out specific tasks and to complete work started in class. It 
may also valuable for "reading around" a topic and extending the class work done. Homework is not a 
simple time-filler but an integral part of the programmes of study being undertaken. 
 
To avoid students becoming overloaded with homework on any particular day, subject teachers set 
homework in accordance with the School’s homework timetable, which is normally distributed to 
students at the start of each academic year.  The overall time a student is expected to spend on 
homework is commensurate with their age and ability.  
 
As a rough guide, students in Key Stage 3 (Years 7, 8 and 9) should expect to spend from 60 to 90 
minutes per evening on homework; for students in Key Stage 4 (Years 10 and 11) and the Sixth Form, 
up to two hours per evening is appropriate, although this may increase, especially in the lead up to 
internal or external exams, when students should allocate more time to revision.  Whenever a student 
has no formal homework set, they should instead use homework time to read, either a novel or 
reading around a subject area. 
 
Although not always the case, students typically have several days to complete a homework task set.  
While it is up to individual students to organize their own time as regards completion of homework, we 
recommend that homework tasks are completed as soon as practicable after they are set; this avoids 
a build-up of homework and any last minute rush to get homework completed on time. 
 
Students who fail to complete homework without valid reasons may be subject to a number of 
sanctions, including detentions or being placed on Daily Report (see “Sanctions” below).  In addition, 
where the homework task forms part of the ongoing assessment process in the subject, the student 
may receive a zero score in the mark book.  Clearly, this will have the effect of reducing the overall 
attainment score recorded for that particular student in end of term report. 
 
 

After -School Activities   
 
The School offers a range of after-school activities which generally run for 45 minutes (from 4.15 to 
5.00 pm) between October and June each year.  Activities may include sporting, dramatic and other 
extra-curricular pursuits, as well as support classes and ‘clinics’ in different subject areas and 
supervised homework. 
 
A list of each year’s after-school activities is usually published in mid-September.  As places for certain 
activities are sometimes limited, they are normally made available on a first-come, first-served basis.  
A charge for each activity is applicable and will be published together with the activity list.  
 
 

School Lunches and Snacks  
 
The School attaches particular importance to healthy eating and seeks to ensure that all students 
have access to a nutritious diet while at School.  The School takes pride in the quality of the lunches 
provided to students and parents are warmly invited to come into School to sample the meals that are 
available.  Any parents wishing to take up the invitation are requested to contact the School Office with 
their preferred date(s).     
 
School Lunches  
 
Students eat their lunch in year groups on a rota basis.  Lunches generally include a soup starter with 
bread, main course with fresh vegetables and/or salad and a healthy dessert and/or sliced fruit.  A 
vegetarian alternative is also available.  Students with specific dietary requirements or food allergies 
are also catered for.  All food provided is freshly prepared in the school kitchen.  Filtered water is 
available to drink. 
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In order to minimise waste, students are expected to finish the food on their plates, especially where 
they have asked for second or more helpings.  In addition, students are expected to demonstrate good 
table manners, using their cutlery in an appropriate way and clearing their own place at the end of 
each meal. 
 
In exceptional circumstances (usually for dietary-specific reasons) parents may collect their children at 
1.30 pm to eat their lunch at home, returning them to School in time for the end of the lunch break.  
Otherwise all students are expected to have lunch at School; students are not permitted to bring 
packed lunches into School.      
 
Snacks  
 
Students may, if they wish, bring a healthy snack into School to eat during break time.  This may 
include fruit, raw vegetables, cereal bars or a healthy sandwich.  Unhealthy options, such as sweets, 
chocolate, crisps and biscuits, are not allowed and, if seen by staff, may be confiscated and disposed 
of.  In addition, students may not bring or consume in School any nuts, chewing gum or any seeds 
with shells (such as ‘pipas’).  A vending machine is available in School offering a range of suitable 
snacks and water which may be purchased during break times. 
 
Drinks  
 
The only drink that students are permitted to consume in School is water.  Students may not bring in 
fruit juices, fizzy drinks or energy drinks – this is not only because many of these drinks contain 
unhealthy levels of added sugar and other artificial ingredients, but also because spillages have in the 
past caused damage to the School.  Filtered water is freely available from various locations around the 
School and bottled water may also be purchased from the vending machine.  Bottled water (in spill-
proof containers) may be brought into lessons, except in ICT classrooms where they may present a 
health and safety hazard. 

 
Lockers and Valuables  

 
At the start of each year, all students are allocated a locker for the storage of personal effects and 
books, together with a key.  Students are advised to keep their locker key safely.  If they lose their key, 
a single spare key is available at a cost of €5.  However, if the spare key is lost, this will necessitate 
changing the lock completely, at a cost of €10. 
 
Please ensure that your children do not bring valuable items into School as the School cannot be held 
responsible for any loss or damage to such items.   
 
Please also note that students are not permitted to bring electronic items such as mobile telephones, 
digital cameras or iPods into School.  Any such items found in School may be confiscated and may 
only be collected by parents from the school office at the end of the day.   
 
Staff members are not obliged to look after valuable items for students.  If students do inadvertently 
bring any high value items into School, they should be securely locked inside their locker or may be 
temporarily deposited with the school office.  

 
School Trips  

 
From time to time, the School organises trips for students.  Where these trips comprise part of the 
curriculum (e.g. Science or Geography field trips, museum or gallery visits, etc.) students are normally 
expected to attend, even though written parental consent will be required.  In the case of such trips, a 
charge may be made in order to cover transport costs and entry fees. 
 
The School may also organise recreational and other visits which, although not part of the formal 
curriculum, may be useful for students, especially those studying particular subjects.  Participation in 
such trips is voluntary and a charge is made to cover transportation, board, accommodation and other 
costs.  Written details of any such visits, together with an estimated cost, will be provided to parents in 
advance so that you may decide whether you wish you child to participate.  Where practicable, such 
visits will be organised during school holidays or after year-end exams, to minimise disruption to the 
normal curriculum.  
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Medical Issues  
 
The School has a qualified School Nurse on the premises during normal school hours.  Any student 
involved in minor accidents will be seen in the first instance by the School Nurse. 
 
If a serious injury has occurred, the School Nurse or the school office will contact parents, and 
Helicopteros Sanitarios, with whom the School has contracted cover, will be called to attend.  The 
School will follow the course of action recommended by the medical staff of Helicopteros Sanitarios, 
unless you have, in the meantime, issued clear alternative instructions. 
 
Students who become unwell during lessons are generally sent to the School Nurse; if the illness is 
deemed serious or persistent, you may be called to take your child home. 
 
Staff members are not permitted to administer medication to a student.  The School will only 
administer medication if written permission has been given by parents, in which case it will be 
administered by the School Nurse.  Any medication which needs to be taken by a student during the 
day must be given to the School Nurse (either directly or via the school office) and may not be held by 
the student. 
 
If your child is unwell or taking medication for an ongoing illness, we would generally expect that they 
should remain at home until fully recovered.  If your child is absent from School as a result of illness, 
please inform Kerry in the school office by telephone (tel: 952 902 755), indicating how long they are 
likely to be absent.     
 
 

Fire Evacuation Procedures  
 
Copies of the School’s fire evacuation procedures are posted in every classroom and the School has a 
number of fire drills each year to ensure that students are familiar with the procedures for evacuating 
the School as rapidly and safely as possible.  The firm alarm consists of a high-pitched, intermittent 
siren.  This is the only siren sounded in the School. 
 
If you are visiting the School premises when the fire alarm sounds, you should evacuate the building 
by the shortest and quickest route, assembling in the main playground, where the register (including 
the signing in/out register for visitors) will be called, to ensure no one is left inside the buildings.  If in 
doubt, please follow instructions issued by staff members. 
 
 

Bullying  
 
The School regards any form of bullying as a very serious issue.  Bullying will not be tolerated in 
School and the School will investigate all allegations of bullying and take all measures to ensure that 
bullies are dealt with appropriately.  As part of the School’s pastoral education activities, students 
learn about the effects of bullying and are given guidance as to the appropriate action to be taken in 
the event that they, or someone they know, are being bullied.  The Homework Diary also includes 
clear advice to students on what to do in the even of bullying. 
 
If you are concerned that your child may be being bullied at School, you should raise your concerns in 
the first instance with the form tutor or the relevant Key Stage head.  However, in extreme or urgent 
circumstances or where the form tutor of Key Stage head is unavailable, please feel free to go directly 
to the Head Teacher or another member of the school’s Senior Management Team.  
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Alc ohol, Smoking and Drugs  
 
The school takes a zero tolerance approach in respect of alcohol, smoking and illicit drugs.  If a 
student is found to have either: (a) brought into School, or (b) consumed in School or while on a 
school trip or activity, any alcohol, cigarettes or other smoking material or illicit drugs, they may be 
subject to immediate and permanent exclusion from the School. 
 
Similar provisions apply to other dangerous or inappropriate material brought into School, such as 
knives or other implements that represent a danger to public safety, or pornographic or other offensive 
images or material. 
 
Although the School accepts that it has limited jurisdiction over student behaviour outside the confines 
of the School or school trips, if students in uniform are seen outside the School behaving in an 
inappropriate manner, they may also be subject to permanent exclusion from the School.  
 
 

Rewards  
 
The School’s ethos emphasises rewarding students for positive behaviour, achievement and effort, 
rather than sanctioning inappropriate behaviour. 
 
Merits  
 
As well as verbal praise and encouragement, staff members also make use of the School’s merit 
system to recognise and reward positive behaviour.  Merits can be awarded for a wide range of 
academic and non-academic achievements.  They are recorded in the student’s homework diary and 
individual written merits slips are also completed by the teacher.  
 
A running total of merits is kept and announced during regular school assemblies.  Students who have 
achieved various milestones are acknowledged with certificates awarded at the year-end assembly 
and the House Trophy is awarded to the house with the greatest merit total.  In addition, there is a 
house trip for all members of the winning house, usually in the last week of the Summer Term, when 
students can spend a day away from school involved in a variety of leisure pursuits.   
 
Subject Awards, Student of the Year and other Achievements  
 
As well as the merit system, subject teachers also nominate recipients for awards in individual subject 
areas, generally on a termly basis.  The emphasis when nominating students is upon progress and 
effort, rather than the outright attainment level.  Each subject area also nominates a ‘Student of the 
Year’ in their subject; as well as certificates, ‘Students of the Year’ also receive a subject trophy at the 
year-end assembly.  Sporting and other achievements (such as an excellent attendance record) are 
also acknowledged, with the award of certificates and trophies at the year-end assembly. 
 

Sanctions  
 
Sanctions are primarily intended to have a deterrent effect, rather than being used as a form of 
punishment.  Therefore, the school sanction system is designed to be progressive, such that 
consequences of inappropriate behaviour become increasingly serious with repeated breaches.  
 
Detentions  
 
Incidents of either an academic or behavioural nature occurring during class time are handled within 
individual subject departments.  This may involve a departmental detention which is administered by 
and within the individual department.  A record of the detention is made on the relevant pages of the 
Homework Diary and students are required to get the record signed by parents. 
 
Incidents occurring outside classes are reported to the relevant form tutor or Head of Key Stage who 
may then decide the most appropriate course of action for dealing with the specific incident.  This may 
also include a detention either during or after school, or placing the student on Daily Report. 
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Daily Report  
 
For persistent or more serious breaches of School rules or norms of behaviour, a student may be 
placed on Daily Report.  This requires the student to carry a report card with them to each lesson and 
to obtain a signature and comment from the subject teacher at the end of each lesson.  The report 
card should then be shown to, and signed by, parents at the end of each day.  The purpose of the 
Daily Report is to monitor behaviour throughout the day and to determine whether the student 
concerned is taking steps to rectify inappropriate behaviour. 
 
The Key Stage Head will review the report card at the end of each week and, in consultation with the 
form tutor and Head Teacher, determine whether the student should continue on report and/or 
whether more severe sanctions should be imposed. 
 
Suspension and Permanent Exclusion  
 
The School reserves the right to suspend or permanently exclude students from attendance at School 
for serious breaches of school rules and norms of behaviour.  In addition, students who fail to adapt 
their behaviour after having been placed on Daily Report may also be subject to suspension or 
permanent exclusion from attendance at School.   
 
It should be noted that where a student is permanently excluded, the School reserves the right not to 
refund any deposit or similar payment which might otherwise be re-payable when a student leaves the 
School. 
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School Uniform  
 

All students (except for Sixth Formers) must wear uniform at all times when on the School premises or 
on school trips, as directed by the Head Teacher.  
 

Uniform  Girls  Boys  

Shirt/Blouse (to be worn 
tucked in at the waist with 
top button done up)* 

Plain white shirt or blouse (not 
tailored or patterned) 
 
Short or long sleeved  

Plain white shirt (not tailored or 
patterned) 
 
Short or long sleeved 

Tie* School Tie  School Tie 

Jumper Navy jumper with School logo Navy jumper with School logo 

Fleece (optional – may not 
be worn in classes) Navy fleece with School logo Navy fleece with School logo 

Trousers/Skirts 
Plain navy trousers – regular 
cut, no ‘jeans- style’, or plain, 
knee-length, navy skirt/kilt  

Plain navy trousers – regular 
cut, no ‘jeans-style’ 

Shoes 
Black or navy ‘sensible’ flat 
shoes, no high heels or 
platforms 

Black or navy flat shoes, no 
trainer styles 

Socks Navy socks or tights; no white 
socks except with PE kit 

Black or navy socks; no white 
socks except with PE kit 

PE Kit 

White T-Shirt with School 
logo, navy Shorts with School 
logo, navy or white sports 
socks, training shoes and 
School tracksuit; School 
swimsuit and swimming cap 

White T-Shirt with School logo, 
navy Shorts with School logo, 
navy or white sports socks, 
training shoes and School 
tracksuit; School trunks and 
swimming cap 

 
* From the start of the Summer Term until half term of the following Autumn Term, students may instead wear the 
white School polo shirt (with logo).  Plain white polo shirts are not permitted.  Students not wearing the School 
polo must wear the standard white shirt with school tie. 
 
Make up and jewellery may not be worn (except for a wrist watch).  Extreme hairstyles and hair 
colouring are not acceptable.  Long hair must be tied back.  Boys should be clean shaven. 
 
In poor weather conditions, students may wear ‘sensible’ coats or waterproof jackets of their own 
choice, but these must be removed inside the school building and hung on pegs provided.  Hooded 
tops may not be worn inside the school building under any circumstances. 
 
Sixth Formers are not required to wear school uniform but may instead wear ‘smart casual’ clothes to 
School.  Students should be sensible in their interpretation of ‘smart casual’ and consult with the Head 
of Sixth Form or Head Teacher if they need guidance.  However, for the avoidance of doubt, students 
must always be neatly presented and may not wear T-shirts, hooded tops, jeans-style trousers or any 
form of denim (whether blue or other colours). 
 
Final judgment as to what constitutes acceptable uniform rests with the Head Teacher. 
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Stationery Requirements  
 
Set out below are the School’s standard stationery requirements.  Those items marked with an * are 
compulsory items for all students that will be subject to equipment checks from time to time. 
 
*Blue, black and red pilot pens / rotuladores pilot en azul, verde y rojo 
 
*Pencils, rubber, sharpener / l‡pices, goma, sacapuntas 
 
Good quality sketchbook / bloc de dibujo 
 
Plastic for covering books / pl‡stico para forrar libros 
 
Coloured pencils / l‡pices de colores 
 
*30cm. ruler (minimum) / regla 30cm (m’nimo) 
 
*Protractor / transportador 
 
Set square / cartab—n 
 
*Pair of compasses / compass 
 
*Scissors / tijeras 
 
Sellotape / fixo (cinta adhesiva) 
 
*Glue stick / pegamento en barra 
 
Clipboard / tabla de sujetapapeles 
 
Watercolour paintbox and brushes / juego de acuarelas y pinceles 
 
*Oxford Colour English Dictionary ISBN: 0198605692 / diccionario en inglŽs 
 
Oxford Colour English Thesaurus ISBN: 0198604491 / thesaurus en inglŽs 
 
*Casio scientific calculator / calculadora cient’fica Casio 
 
*USB pen 
 
Collins pocket French dictionary ISBN: 0004707702 / diccionario de bolsilla  
de francŽs Collins 
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Reports and ParentsÕ Evenings  
 
You will generally receive two full written reports per year on your child’s progress in each subject, at 
the end of the Autumn and Summer terms.  Parents of Students in Years 11 and 13 will receive a 
single written report, at the end of the Autumn Term, although Y11 students following the ESO course 
will also receive a Spanish report at the end of the Summer term.  
 
You are also are invited to attend one parents’ consultation evening during the year.  We strongly 
encourage you to attend parents’ evenings as they are an important source of direct feedback from 
subject teachers on your child’s progress.  Parents of students in Years 7, 11 and 13, as well as 
newly-joined students are also invited to attend an additional parents’ consultation evening, just prior 
to the Autumn half term.   
 
The dates of parents’ evenings for the 2009/10 academic year are set out below: 
 

Year Group  Date 

Year 7  Wednesday 28th October, 2009 

Years 11 and 13 and New Students Thursday 29th October, 2009 

Years 12  and 13 Monday 1st February, 2010 

Year 11 Tuesday 2nd February, 2010 

Year 7 Monday 8th March, 2010 

Year 8 Tuesday 9th March, 2010 

Year 9 Wednesday 17th March,2010 

Year 10 Thursday 18th March,2010 

 
Format and Content of Written Reports  
 
Written reports generally include an effort grade and achievement grade, as well as teacher comments 
on student progress since the last report (or the start of the year, as appropriate).  The Summer term 
report also shows the result achieved in the year-end exams.  Year-end exam results are generally in 
the form a percentage score, although in some subjects, they may be in the form of a UK National 
Curriculum Grade Descriptor (e.g. Level 4A, Level 5B etc.).  The respective subject teachers can 
provide an explanation to parents of the meaning of different levels awarded.  
 
Achievement Grades  
 
Achievement grades are generally based on the marks achieved in class or homework exercises, 
tests and exams, and reflect an average percentage score over the period in question.  The 
percentage score is then converted into a grade, as shown below.  
 
For students in Key Stage 3 (Years 7, 8 and 9) , the following grade boundaries apply:  
 

Average % Score  Grade 

80% - 100% A 

65% - 79% B 

50% - 64% C 

40% - 49% D 

0% - 39% E 
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For students in Key Stage 4 (Years 10 and 11) , although the designations are similar to those shown 
above, the actual grade boundaries may vary between subjects as they aim to reflect, as far as 
possible, the actual IGCSE grade boundaries applicable to particular subjects.  For the Sixth Form  
(Years 12 and 13),  effort and achievement grades are designated using a scale of 1 -7, in line with 
normal IB practice, where 7 represents the highest attainment level and a 1 the lowest.   
 
Effort Grades  
 
When assigning effort grades 1-5, subject teachers generally adhere to the grade descriptors set out 
below: 
 

Grade Requirement  

1 

Outstanding effort all round.  Homework always completed on time, 
relevant books and equipment always brought to lessons, student is always 
punctual and pays full attention in every lesson.  Has produced all work to 
the limit of his/her ability, and has shown great care and persistence. There 
has been evidence of extra work produced on own initiative.  

2 

Good effort all round.  Homework is completed on time and to a good 
standard compared with ability. On the rare occasion when work is late or 
unsatisfactory, there is a clear reason for the lateness and/or evidence that 
an effort was made to ask the teacher for additional help. Student has 
participated in lessons with enthusiasm, showing a constructive and 
positive attitude at all times. Student has arrived on time to lessons and 
with all the books and equipment required.  

3 

Satisfactory effort, but with definite room for improvement.  Homework is 
generally completed on time, but to a very average standard compared 
with ability. Student has made an effort to participate in lessons, but often 
needs to be reminded to stay on task.  

4 

Poor effort.  Student has often left his/her work to the last minute and then 
rushed to finish it. Student has produced most but not all homework, to a 
varying standard. Student has an erratic record in terms of deadlines, 
quantity and quality of work presented.  Student has generally been 
passive and inactive in lessons, is often late and/or fails to bring 
appropriate materials to lessons.  

5 

Very poor effort.  Has worked only under extreme and direct pressure, with 
work showing evidence of apathy and lack of motivation.  Has failed to 
produce homework on several occasions and what was presented was 
often late, casual or copied.  Has arrived late to lessons and/or without 
books and equipment, and has rarely participated in lessons positively. 

 
 

School Fees  
 
School Fees for each successive academic year are normally communicated to parents by 
January/February of the preceding academic year.  This includes details of applicable fee levels, 
insurance charges, lunch charges and other items. 
 
School fees are payable termly or (for KS3 and Sixth Form students) semi-annually in advance.  
Payment must therefore be received by the School on or prior to the first day of the term or period to 
which they relate.  Any school fees which are received after the due date may be subject to a 
surcharge of 5% of the amount outstanding. 
 
However, if school fees in respect of an individual student remain outstanding for more than two 
weeks beyond the due date, the School reserves the right to remove the student from attendance at 
the School. 
 
This is clearly only something which the School would do with great reluctance but we hope that you 
will understand that non-payment of fees has a significant impact on the efficient and effective running 
of the School and also involves a considerable administrative burden. 
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Home-School Agreement  
 
At the start of each academic year, every student, their parents/guardians and form tutor are asked to 
sign Home/School Agreement (substantially in the form set out below) describing the respective 
responsibilities of each of the parties and establishing the basis upon which students embark upon the 
forthcoming year. 
 

 Swans International Sierra Blanca - Home School Agreement  
 
Name of Student:  
 
As Pare nts/Guardians, I/we shall : 
 

¥ Ensure that my child attends School as required, on time and properly equipped 
 

¥ Support the School in its aims, particularly as regards discipline, Code of Conduct and uniform 
standards 

 
¥ Provide an effective environment for my child to complete their homework on time and to the best of 

their ability, and sign the Homework Diary on a daily basis   
 

¥ Support activities arranged by the School, including parent consultation evenings 
 

¥ Inform the School of any concerns or issues that might affect my child’s work, behaviour or attendance  
 

¥ Treat Students and Staff with courtesy and respect 
 
 
Signature(s) ______________________________________________  
 
The School will:  
 

¥ Offer a balanced curriculum, including extra curricular activities and opportunities for students to take 
responsibility in and outside School 

 
¥ Establish an effective framework of pastoral support, maintaining high standards of student behaviour 

and discipline to promote a safe and caring learning environment 
 

¥ Ensure equality of opportunity for all students, recognising the needs of individual students 
 

¥ Keep parents informed of student progress, issues arising and school activities 
 

¥ Treat Parents and Students with courtesy and respect 
 
 
Signature _________________________________________ (Form Tutor)  
 
As a student I will:  
 

¥ Show respect for all members of the School community 
 

¥ Attend School and lessons as required, on time and properly equipped  
 

¥ Use my Homework Diary properly and complete my class and homework on time and to the best of 
my ability 

 
¥ Follow the School Code of Conduct and uniform code and represent the School appropriately in the 

wider community 
 
 
Signature _________________________________________________  

 
 


