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Dear Students, 

On behalf of our High School faculty, I welcome you to the 2013-2014 school year.  In particular, I offer a special 

welcome to those of you new to Austria or AIS.  I also am new here, and I hope that you will feel as welcomed as 

I have, joining this special community. 

This High School Student Planner and Handbook serves as an important guide for what we stand for and value 

at AIS.  Please make sure you read through the handbook, in particular focusing on the Code of Conduct 

section.  We must all do our part to ensure that AIS remains a community of respect, safety, fun, and learning.  I 

encourage you to take risks, support each other, stand up for what’s right, and celebrate what each individual 

contributes to making the high school at AIS a wonderful group.  If all students are to learn, then we all have a 

responsibility to make this the best environment in which to do so. 

At AIS, your teachers strive to achieve our Mission, “to inspire our youth to realize their potential; to foster life-

long learning, tolerance, personal integrity and democratic values; and to prepare our students to become 

responsible adults, with respect for different cultures and beliefs.”  Throughout this school year, consider what 

part you play in making this happen.  Help us accomplish our Mission for all students.  Signing your name to this 

handbook joins you in our collective commitment to achieve these important goals. 

You also hold in your hand an important planner.  Use it to organize your assignments, appointments, 

commitments, and events.  Information will come at you in so many ways – how you manage it will contribute to 

your success.  Honor the commitments you make. 

High School is a time of academic focus and personal growth.  It’s also supposed to be fun.  Please take 

advantage of the wonderful opportunities AIS provides you.  Try, question, share, risk, learn from mistakes, and 

ultimately succeed.   Be the friend that helps others through difficulty.  Call on your friends when you need help.  

You will hear me say often, “We’re all in this together.” 

I am looking forward to getting to know all of you personally, so please, stop me in the halls and say hello.  My 

office and time are open to you for concerns, celebrations, or conversation.    

Together, let’s make this a terrific school year. 

Sincerely, 

 

Dennis Harter 

High School Principal 
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Student Contract 

We have read and agree to abide by the standards and expectations set forth in the AIS High School Student 

Planner and Handbook 2013-2014 and the AIS Family Handbook 2013-2014. We understand that these 

expectations have been developed to ensure a safe, respectful and nurturing learning community. We also 

realize that failure to comply with these standards may lead to consequences as outlined in the High School 

Student Planner and Handbook 2013-2014. 

 

 

_______________________  

Student Name 

 

 

_______________________ 

Student Signature 

 

 

_______________________  

Date 

 

 

_______________________  

Parent/Guardian Name 

 

 

_______________________ 

Parent/Guardian Signature 

 

 

_______________________  

Date 

 

Please complete this form and return it to your grade level advisor or High School principal. Signing this student 

contract indicates that you agree to the student expectations within the High School Student Planner and 

Handbook 2013-2014. 
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AIS FOUNDATIONS 

Vision 
We aspire to be a world-class international school with a culture of high expectations, high performance and 

accountability. 

Mission 
Our mission is to provide a culture of educational excellence, a nurturing environment and an atmosphere of 

open communication.  We aim to prepare a diverse student body for higher education; to inspire our youth to 

realize their potential; to foster life-long learning, tolerance, personal integrity and democratic values; and to 

prepare our students to become responsible adults, with respect for different cultures and beliefs. 

Core Values 
Respect  -  Include  -  Nurture  -  Challenge 

Environmental Ethic Statement and Goals 
The AIS community is committed to developing an environmentally friendly school by:  

 raising environmental awareness.  

 making environmentally friendly decisions.  

 including environmental action and education in our daily routine. 

 supporting the environmental policies of Austria.   

Students, teachers and staff can make progress toward these goals by:  

 using the existing recycling bins appropriately. 

 reducing paper usage by printing on both sides, using half sheets or working digitally if possible.  

 reducing electrical use by turning off lights, smart boards and computers when not in use. 

 reducing the loss of heat from classrooms during the winter by keeping windows and doors shut. 

 reducing our use of plastic bags and bottles. 

 reminding one another to conserve our resources. 

IB Learner Profile 
The aim of all IB programs is to develop internationally minded people who, recognizing their common humanity 

and shared guardianship of the planet help to create a better and more peaceful world. IB learners strive to be: 

Inquirers.  They develop their natural curiosity. They acquire the skills necessary to conduct inquiry and 

research and show independence in learning. They actively enjoy learning and this love of learning will be 

sustained throughout their lives. 

Knowledgeable.  They explore concepts, ideas and issues that have local and global significance. In so doing, 

they acquire in-depth knowledge and develop understanding across a broad and balanced range of disciplines. 

Thinkers.  They exercise initiative in applying thinking skills critically and creatively to recognize and approach 

complex problems, and make reasoned, ethical decisions. 

Communicators. They understand and express ideas and information confidently and creatively in more than 

one language and in a variety of modes of communication. They work effectively and willingly in collaboration 

with others. 
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Principled.  They act with integrity and honesty, with a strong sense of fairness, justice and respect for the 

dignity of the individual, groups and communities. They take responsibility for their own actions and the 

consequences that accompany them. 

Open-minded.  They understand and appreciate their own cultures and personal histories, and are open to the 

perspectives, values and traditions of other individuals and communities. They are accustomed to seeking and 

evaluating a range of points of view, and are willing to grow from the experience. 

Caring.  They show empathy, compassion and respect towards the needs and feelings of others. They have a 

personal commitment to service, and act to make a positive difference to the lives of others and to the 

environment. 

Risk-takers.  They approach unfamiliar situations and uncertainty with courage and forethought, and have the 

independence of spirit to explore new roles, ideas and strategies. They are brave and articulate in defending their 

beliefs. 

Balanced.  They understand the importance of intellectual, physical and emotional balance to achieve personal 

well-being for themselves and others. 

Reflective.  They give thoughtful consideration to their own learning and experience. They are able to assess 

and understand their strengths and limitations in order to support their learning and personal development. 

ACADEMICS 
All students at AIS Vienna must fulfill requirements for the U.S. Diploma and may also prepare for IB Certificates, 

the IB Diploma and the Austrian Matura Equivalency Program. 

IB and AIS Classes 
A student pursuing the IB Diploma or IB Certificate exams must be in good standing in the AIS courses in order 

to be allowed to sit for the exams. This includes passing the class academically with a minimal grade of C as well 

as having satisfactory attendance in the class. 

Independent Study 
Independent study courses are permissible under exceptional circumstances.  A contract will outline the 

requirements and workload for the course. 

Graduation Requirements 

Credits Towards Graduation 

All full-year courses that meet four blocks per eight-day rotation earn one credit.  One-semester courses earn .5 

credits (Students must earn twenty-four credits as outlined below in order to graduate with a U.S. Diploma.  This 

is a minimum requirement).  Students are encouraged to choose as many courses as their ability and time 

dictate. 

Students in grades nine and ten must take a minimum of eight courses per year.  Ninth and tenth grade students 

do not have free blocks without extenuating circumstances.  Grade eleven students are required to take a 

minimum of seven courses.  IB Diploma candidates are to enroll in an additional semester course in the first 

semester.  One of the seven courses for IB Diploma candidates may be an IB language course being taught 

outside of the regular school curriculum.  Seniors, to be considered full-time students, must take six courses per 

year.  One of the six courses for IB Diploma candidates may be an IB language course that is taught outside of 
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the regular school curriculum.  IB Diploma candidates are to enroll in an additional semester course in the 

second term upon completion of Theory of Knowledge (TOK) to fulfill the six courses requirement. 

Distribution of Credits 

English four credits 

Modern Languages (other than English) two credits 

Social Studies (includes Psychology and Economics) three credits 

Mathematics three credits 

Science three credits 

Related Arts two credits 

Physical Education/Health two credits 

Electives five credits 

 

For more information concerning academic credit as well as the individual credits needed for the IB Diploma and 

the Austrian Matura Equivalency program, please see the High School Course Description book. 

The agreement with the Austrian Ministry of Education requires all grade nine students to enroll in a German 

language course. 

Honor Roll 
A student qualifies for the Honor Roll by achieving a grade point average of 3.30-3.99 for “Honor Roll” and 4.0 

and above for “High Honor Roll.” IB courses are weighted one increment or 0.33.  Students with an “Incomplete” 

or any grades lower than a “B-” are not eligible for the Honor Roll. 

Grading 

Grading Policy 

The semester grade includes an average of all work completed during the semester and the results of the 

semester exam:  80% and 20% respectively.  The final grade for the year is an average of the two semester 

grades:  50% for each semester.  Students who receive a final grade below C- in modern language courses - 

including German as a native language - may not be adequately prepared for the next level course and must 

pass a placement test before being admitted to the next level of the language sequence.  The placement test is 

given in late August, following a summer study course. It is also strongly recommended that students earn a 

minimum of a C in mathematics before moving on to a higher-level mathematics course. 

Grading Scale 

A+ 97-100 
(4.3 points) 

B+ 87-89 
(3.3 points) 

C+ 77-79 
(2.3 points) 

D+ 67-69 
(1.3 points) 

F   59 and below 
(0 points) 

A   93-96 
(4.0 points) 

B   83-86 
(3.0 points) 

C   73-76 
(2.0 points) 

D   63-66 
(1.0 points) 

 

A-  90-92 
(3.7 points) 

B- 80-82 
(2.7 points) 

C- 70-72 
(1.7 points) 

D- 60-62 
(0.7 points) 

 

Letter grade, percent values, and grade point average (GPA) 

Academic Progress and Grading Systems 

 Report cards include a Grade in Progress (GIP) twice per semester plus the final semester grade. 

 Letter grades are used to evaluate academic progress. 

 Grades are e-mailed to parents. All students new to the school receive a comment in September with 
each of their Grades in Progress in the first marking period. All other students with a C- and below at 
any marking period receive a comment with their grade. 
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Other Marks: 

 

Audit (AUD) Under special circumstances, a student may audit a course with the instructor’s and counselor’s 

permission. Audit (AUD) will appear on the report, but no grade or credit will be awarded for auditing courses. 

 

Pass (P) is used in special circumstances by the teacher and counselor. A (P) is awarded for CAS, Service and 

some independent courses. 

Withdrawal (WP) (WF): Students must have permission from a counselor to withdraw from a course. A 

withdrawal must occur during the first two weeks of the class in order for a grade not to appear on the transcript. 

The transcript will show either a withdrawal pass (WP) or a withdrawal fail (WF).  

No Credit (NC): A student will not receive credit for a class if they exceed twelve absences for a given class (see 

attendance policy). 

Making up Course Work 

Summer school courses may be taken for credit as a replacement for courses failed during the school year.  This 

option, however, is not applicable for the Austrian Matura Equivalency Program.   

Courses may be taken during the summer in order to make up a course failed during the school year.  

Successful completion of the course may be awarded a credit towards the graduation requirements.  The failed 

course grade, however, will remain on the student’s transcript.  A transcript of the summer course may be sent to 

universities in addition to the AIS transcript.   

In order to receive credit, the course needs to be approved by the high school principal and counselor prior to the 

beginning of the course.  An official transcript must be submitted to the High School office verifying successful 

completion of the course.   

For advancement to the next level of a subject, a student is required to take a placement test in August.  The 

student is required to obtain permission and information regarding the minimum grade for placement from the 

respective department head.   

Academic Warning / Academic Probation 

The purpose of the Academic Warning and Probation Policy is to support student academic progress and to help 

maintain academic standards. Consequences for being placed on Academic Warning or Academic Probation are 

designed to foster student success. The Student Support Team monitors academic progress and meets regularly 

with students, faculty and parents to discuss individual student needs.   

Academic Warning 

Definition:  A student will be placed on Academic Warning at the end of each grading period if the student 

receives a minimum of one F grade or two grades within the D range. 

Consequences: The consequences for students on Academic Warning are decided on an individual basis with 

input from faculty, counselors, the athletic director and the principal. Consequences include: 

 Parents of the student will receive an Academic Warning letter from the principal. 

 Student may not be allowed to travel for any extracurricular activity (see Travel Probation under Athletic 

and Activities Eligibility in the Athletic and Activities Handbook). 

 Student may be removed from the team/extracurricular activities. 

 Student may be assigned a supervised study time. 

 Student may be recommended for tutorials and/or mandatory help sessions with faculty. 
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 A student who does not improve his/her performance enough to get off of Academic Warning will be 

placed on Academic Probation for the next semester. 

Academic Probation 

Definition:  A student will be placed on Academic Probation at the end of each semester if a student receives a 

minimum of two F grades or more than two grades within the D range.  

Consequences: The consequences for students on Academic Probation are decided on an individual basis with 

input from faculty, counselors, the athletic director and the principal. 

 Parents of the student will receive an Academic Probation letter from the principal. 

 A conference with the student will be held to develop an action plan to support academic progress. The 

conference may include parents, counselors, faculty and the principal. 

 Student will not be allowed to travel for any extracurricular activity (see Travel Probation under Athletic 

and Activities Eligibility in the Athletic and Activities Handbook). 

 Student may be removed from the team or extracurricular activities. 

 Student may be assigned a supervised study time. 

 Student may be recommended for tutorials and/or mandatory help sessions with faculty. 

 After discussions with the counselor, faculty and the principal, a student may be advised to seek other 

educational options and to withdraw from the school. 

Counseling/Advising 
AIS counseling services include the following: academic and career advisement, personal counseling and college 

counseling. Scheduled programs within the curriculum include:  Freshman Seminar (grade 9), Career Seminar 

(grade 10), college selection and application meetings, and FCD (Freedom from Chemical Dependency). AIS is 

also the testing site for PLAN, PSAT, SSAT, SAT, and AP examinations. Please visit the AIS counseling website 

at www.ais.at to learn more about the programs offered and the timeline for each program. 

Students are encouraged to visit the Counseling Center, located on the third floor of the High School, at any time. 

High School Academic Dean 

The academic dean assists students in selecting courses that are suitable to the student's academic level and 

which are required for the various programs offered by the school.  The academic dean works closely with 

teachers, students and parents in order to plan the student's academic program, which best suits the student's 

individual needs as well as fulfills his/her graduation requirements. 

STUDENT CONDUCT 

Honor Code 

High School Honor Code 

Being a student at the American International School, I acknowledge the following: 

 I realize that each individual is entitled to his or her own opinion and I will respect his or her freedom of 
expression. 

 I realize that the purpose of attending AIS is to develop my own way of thinking and to extend my 
knowledge—not to copy other people's work (be it another student's or a published author's).  I 
understand that cheating belittles my abilities. 

 I realize that theft is detrimental to the atmosphere of sharing the common goal of learning, and I will 
respect the personal property of others. 

http://www.ais.at/
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Academic Honesty: What Does it Mean at AIS 

During 2002/2003, a teacher committee further examined the issue of plagiarism and academic honesty.  

Coincidently, at the same time, an IB publication highlighted the same discussion.  The issue is universal for 

teachers. 

The committee described their interpretation of academic honesty: 

 Basically, academic honesty means doing your own work.  It means having the knowledge you claim to 
have. 

 It is not honest to copy phrases, sentences or even ideas from a book, magazine or off the Internet and 
pass it off as your own work.  In such instances, you must indicate your source; if you don't, you are 
guilty of plagiarism. 

 It is not honest to hand in someone else's homework, laboratory report, or other work as your own.  It is 
not honest to get answers to a quiz or test from another student or a sheet of notes.  This is simple 
cheating no matter how it is rationalized by the student. 

 It is also cheating to give information to another student during a test or quiz or allow another student to 
copy work that will be graded. 

Further:  

 Academic dishonesty includes falsely documenting information or misquoting a source. 

How Teachers Detect Academic Dishonesty 

Teachers have considerable experience in recognizing academic dishonesty.  A variance in writing style is easy 

to detect.  A student who suddenly produces the "perfect" paper will always be suspect. The handing in of work 

late is sometimes a red flag for possible academic dishonesty.  Recently, teachers have access to 

www.turnitin.com. This Internet site will quickly get back to the teacher with a "score card" of how much the 

student's writing has been lifted from Internet sources.  Finally, copied homework that doesn't match up with quiz 

and test scores may be an indicator of academic dishonesty.  

Discipline Consequences for Academic Dishonesty 

Students need to know that teachers and the administration are very serious about disciplining academic 

dishonesty.  It is better that the student learn immediately that academic dishonesty is UNACCEPTABLE.  The 

following discipline procedures are in place to underscore this statement: 

Level One:  Level One defines what happens when a student is caught in the first incident of academic 

dishonesty:  

 The student will be allowed by the teacher to rewrite the work or be given an alternative assignment for 
50 percent credit. 

 The teacher, through the principal, will inform the student's parents and will explain both the incident 
and serious consequences of further violations.  A copy of that letter will be filed with the principal. 

 The principal shall keep a log of reported academic dishonesty in order to cross-reference with any 
reports about the student submitted by other teachers. 

 

Level Two:  Level Two is for a repeated incident of academic dishonesty.  The punishment for a second reported 

incident of academic dishonesty (not necessarily from the same teacher) will result in more severe 

consequences. 

 A student will receive no credit for the assignment, with no opportunity to make up the lost credit. 

 A second letter will be sent to the parents by the principal, with a copy of the first letter attached along 
with the school's procedure for disciplining academic dishonesty. This letter will explain the incident and 
the serious consequences of repeated academic dishonesty.  

http://www.turnitin.com/
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 All teachers will be informed about the student's repeated incident of academic dishonesty. 
 
Level Three:  Level Three establishes serious consequence for any student who continues to be academically 

dishonest. 

 The principal and teacher will meet with the parents to inform them of the latest incident and the 
consequence. 

 The student will immediately be dropped from the course, where the latest infraction took place.  No 
course credit will be given. 

Aiding other students in Academic Dishonesty 

Academic dishonesty can also take the form of one student passing on the answers to homework assignments or 

one student turning in the work of another student.  Teachers feel strongly that a student aiding another student 

to commit an act of academic dishonesty is as guilty as the student committing the offense. Because a student 

can be put under a great deal of peer pressure to aid another student, teachers feel that this should be viewed as 

a mitigating factor that justifies a lighter sentence for a first time offender: 

Level One:  Level One consequence for the first offense in aiding another student to be academically dishonest 

is as follows: 

 The teacher will give a firm verbal warning to both students. 

 The student will not receive academic penalty. 

 The names of both students will be placed in the academic dishonesty log kept by the principal. 
 
Level Two:  See above discussion for Level Two. 

Level Three:  See above discussion for Level Three. 

Code of Conduct 

Discipline 

Students are expected to be courteous in their dealings with all members of the community. 

Inappropriate behavior will be judged as any behavior that is in violation of school rules or hinders the 

educational process of the student in question or of his/her classmates. 

Students will be held accountable for their actions.  Behavior that violates our mission, beliefs and general 

expectations and/or school rules will result in appropriate disciplinary action. 

Disciplinary Advisory Council (DAC) 

The DAC is a committee that meets after a student has been informed of consequences by the principal and that 

student wants to challenge that decision. This committee consists of four teachers and four students (two 11 th 

grade, one 10th grade and one from 9th grade).  The DAC looks into the case and gives the principal a non-

binding recommendation. If the principal agrees, the decision will be changed. If the principal does not agree, the 

consequences remain. If, however, there is a great difference of opinions between the DAC and the principal, the 

case may be brought to the attention of the AIS Director.  

Detention, Suspension, & Expulsion 

Detention:  This consequence is considered for minor infractions and can include, but is not limited to lunchtime 

detentions of 30 minutes in the principal’s office for one to five days.  Detentions will also be held after school 

from 15:30 – 16:30 depending on the issue. Parents may or may not be informed about the detention based on 

the severity of the concern. 



The American International School ⋅ Vienna     High School Student Planner and Handbook 2013-2014 Page 14 

Suspension:  This is a significant consequence and is utilized for serious or repetitive minor infractions.  

Suspensions can range in length from one to five days, although some circumstances may require a longer time 

away from school. In each instance of suspension, the parents of the student suspended will be notified and 

given an explanation for the suspension.  Before the suspended student is readmitted to school, a conference 

between the parents, the suspended student and principal must be held to discuss the reasons for the 

suspension and the conditions that will affect the student upon his/her return. 

All suspensions must be reported to the director.  Please note that many universities ask whether a student has 

ever been suspended and in the event of a suspension, an explanation must be provided.  In the event that you 

are suspended, you will need to provide an explanation for the suspension. 

Expulsion: This punishment is reserved for extreme or repetitive serious acts by a student or students, especially 

when the acts endanger the student(s) or other members of the school community.  The principal only 

recommends expulsion to the director, who makes the decision to expel.  If there is an appeal, the school board 

renders a final decision. 

Harassment 

AIS will not tolerate harassment or bullying by any member of the community, student, teacher, administrator, 

parent, school, staff or visitor on the school premises or at any school sponsored event. 

Harassment creates a hostile environment through inappropriate speech or conduct. Not all unpleasant speech 

or conduct constitutes harassment.  However, conduct or communication, whether verbal or written, such as 

notes, graffiti or email, that is either intended to or reasonably could be expected to create an intimidating, hostile 

or offensive environment and thereby interferes with the goals of the school constitutes harassment.  The 

behavior need not be intended to be harassment to constitute harassment. 

Anyone who witnesses or is informed about conduct that may constitute harassment must take action to stop it 

and must report it to the principal or the counselor.  These reports will be treated confidentially as far as possible 

and will be reported to others within the school community only on a need-to-know basis.  However, in almost 

every circumstance, the alleged offender will have to be informed so that the relevant facts can be gathered. 

The principal, academic dean and/or counselor will promptly investigate all complaints regarding harassment and 

a determination based on all the facts and surrounding circumstances will then be made.  If the charge(s) 

has/have merit, a record of the incident will be placed in the student’s file and the school will take appropriate 

action such as, but not limited to counseling, detention, suspension or probation or even expulsion. 

Substance Abuse 

AIS Smoking Policy 

The American International School recognizes the dangers created by active and passive smoking. AIS is a 

smoke-free campus including both buildings and grounds, during school and school sponsored activities. 

Smoking is not permitted in “sight of the school.” 

AIS Drug Policy 

The American International School does not permit the use or possession, with the intent to use, tobacco and 

alcohol on school grounds, school events and school trips. 

The American International School does not permit the possession, use or transfer of drugs on school grounds, 

school events and school trips. 

The American International School of Vienna is committed to providing education and guidance for students to 

prevent the use of alcohol, tobacco and drugs. 
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Self-Referral of Alcohol and Drug Abuse 

The teaching and administrative staff, as well as the nurse, counselors and parents, must encourage students to 

communicate their concerns or needs regarding the use/abuse of alcohol or drugs.  A student who self-reports a 

problem with alcohol or drugs will be offered all means of support from school personnel to assist the child with 

prevention and recovery. 

This is considered a non-disciplinary situation and confidentiality will be maintained.  In the event that a student 

reports behavior that suggests an imminent risk of personal harm or harm to others, the necessary school 

personnel will be informed. 

In the event of certain serious cases, for instance a threat to commit suicide, the parents will be informed. 

Drugs 

The term “drugs,” for the purpose of this policy, refers to any controlled substances or dangerous drugs as 
defined by either United States or local law, including but not limited to:  

 

 Marijuana, any narcotic drug, hallucinogens, stimulants, depressants, amphetamines, or barbiturates; 

 Pharmaceutical drugs without knowledge of parents and supervising school officials; 

 Glue, aerosol, or other chemical substances for inhalation; 

 Intoxicating or mood, mind, or behavior altering drugs. 
 
Students who take or are to receive medication while in school must notify and file an explanation with the school 

nurse for the treatment and medication in order to avoid incurring sanctions for the violation of this policy. 

Consequences for Using Tobacco, Alcohol of Drugs at AIS or AIS Events 

Tobacco 

A first violation of this policy will result in a conference with the principal.  The parents in question will be notified.  

A second violation of this policy will be a conference with the principal and parents and the student.  A third 

violation of this policy will result in a possible suspension. 

Alcohol 

A student who violates this policy will be suspended immediately for a minimum of two days. In the event of a 

subsequent and related offense, serious consequences including expulsion may be necessary. 

Requirements for Re-instatement 

The administration may require any or all of the following to be met as a requirement for reinstatement: 

a) Alcohol assessment by trained certified abuse/addiction specialist/counselor. 
b) Alcohol detoxification, if needed. 
c) Participation in support group and/or other appropriate action as recommended. 
d) Mandatory documentation follow-through with measures recommended by the certified professional. 

Drugs 

Students who violate this policy will be subject to expulsion from the school. 

Re-admission 

A student may apply for re-admission on a probationary basis, usually after a minimum of one year.  Re-

admission is at the discretion of the director and will be granted only if the director is satisfied that the student 

can and will comply with the school’s policy and regulations. 
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On-Campus Conduct 

Closed Campus 

Students in grades 9-11 are not permitted to leave the school campus during the school day.  They are required 

to stay within the boundaries of school property, as defined by the fence. Any student who must leave school for 

a compelling personal reason (e.g. pre-arranged doctor's appointment) must sign out with the administrative 

assistant in the HS office and sign in upon return.  Students may not leave from the Elementary School or Villa 

exits. 

Seniors and postgraduates may, with signed parental permission, arrive at school later if they do not have a 

class during the first block, or leave school after their last class of the day if they do not plan to return to school 

on that day. In order to do this, they must have written parental permission on record with the High School office 

and must sign in and out in the High School office and at the entrance gate to the school situated on 

Keylwerthgasse. 

Lab-Block Guidelines 

All students, 9-12, are to remain in class during lab blocks. 

Lab block is a continuation of the previous period in the schedule.  There is no break between the end of the 

regular period and the beginning of the lab block.  Breaks may be taken within the classrooms any time during 

the regular period and lab block. 

Strings and Band will be scheduled during the lab block.   

Students are to come to the lab blocks prepared to work.  Students may be excused from lab blocks to make up 

work, under the following guidelines: 

 permission to be excused from a lab block is at the discretion of the lab block teacher (teacher from 
whom student is to be excused); 

 students must obtain a note from the appropriate teacher (teacher for whom work is to be made up) and 
present it to their lab block teacher; 

 students must obtain notes well in advance of the lab block from which they wish to be excused and 
may not make excuses for being late to a class; 

 students must remain in the lab block (block to which they have been excused) for the entire period; 

 students are to bring materials to work after completing make up work in the lab block to which they 
have been excused. 

 
Personal music players may be permitted under certain circumstances, as determined by the teacher, as long as 
students do not disturb other students and are working productively. 

Food Consumption/Zones 

HS students are allowed to have snacks in the lounges and in the hallways as long as they clean up after 

themselves. Students are only permitted to have their lunch in the cafeteria, cafe and the amphitheatre.  No food 

is allowed in classrooms during class time. It is not allowed to have snacks and drinks on the soccer field, the 

black top, the gym and the bleachers. 

Dress Guidelines 

Students are expected to dress in a way that does not cause distraction from the learning environment.  Clothing 

with offensive language or slogans (including alcohol or tobacco advertisements), and excessively ripped or torn 

clothing, is not allowed. Spaghetti straps, low cut blouses or shirts, bare midriffs as well as low hanging jeans or 

trousers are not considered appropriate attire.  Appropriate footwear should be worn at all times. 
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Off-Campus Conduct 

AIS Code of Conduct, Respect & Responsibility for School Trips & Off-Campus Events  

The following rules represent the work of a number of students concerned about the welfare and conduct of 

students on trips. With guidance from their chaperones, the following rules have been developed.  Each student 

must agree and sign the Student Contract on page 3 of the High School Student Planner and Handbook in order 

to participate in any student trip off campus. 

1. AIS community members agree to promote and abide by the AIS Mission Statement, AIS Code of 
Conduct and Respect & Responsibility for School Trips & Off-Campus Events. 

2. AIS community members are considered to be proud ambassadors and representatives of AIS at all 
stages of a school trip or off-campus activity. 

3. AIS community members strive to bring respect, honesty, integrity, tolerance, understanding, a respect 
for other cultures and ways of doing things, enthusiasm, willingness to learn and try new things, open-
mindedness, positive attitude, passion, energy, motivation, creativity, support for each other and 
responsibility to all school trips and off-campus activities. 

4. AIS community members should engage and be part of all activities to the best of their ability. 
5. AIS community members agree to invest themselves in the success of any school trip and off-campus 

event, playing active roles, where appropriate, in the planning, preparation, implementation and clean-
up. 

6. AIS community members agree to take responsibility and be accountable for their actions and behavior 
and the actions and behavior of others. 

7. AIS community members take responsibility for their environment and will take an active part in leaving 
every space they use cleaner than when they found it. 

8. AIS community members agree to abide by any safety and organizational guidelines developed for a 
specific trip or activity including transportation assignments, room assignments, clean-up assignments, 
lights out, wake-up, technology use, meal times, free time and/or organized activities. 

9. AIS Student Council members are expected to set a good example, be aware of and promote the AIS 
Code of Conduct, Respect & Responsibility for School Trips & Off-Campus Events. 

10. AIS community members are expected to cooperate with teachers, advisors, chaperones and leaders of 
school trips or off-campus activities. 

11. AIS community members are expected to be courteous and respectful in their dealings with all AIS and 
non-AIS community members. 

12. In case an AIS teacher or chaperone is not present for an activity, the responsible non-AIS community 
member shall be considered the responsible person and accorded the same respect and cooperation. 

13. A non-AIS community member interacting with AIS community members in the context of an AIS event 
must be made aware of the AIS Code of Conduct, Respect & Responsibility for School Trips & Off-
Campus Events. 

14. AIS smoking, alcohol and drug policy is strictly applied. 
15. AIS honesty policy is strictly applied, in particular in the context of off-campus academic events. 
16. AIS harassment policy applies to all AIS and non-AIS community members. 
17. Violations of the AIS Code of Conduct, Respect & Responsibility for School Trips & Off-Campus Events 

may be disciplined immediately by the trip chaperones with one or more of the following consequences: 

 Being sent home at the community member’s expense. 

 Immediate loss of participation privileges. 

 Future loss of privileges. 

 Alternative form of discipline (apology, clean-up duty, letter writing, workshop). 

 Additional disciplinary action once back at AIS. 

18. Initial consequences are the responsibility of the responsible teachers, advisors and/or chaperones. To 
the best of their ability, the chaperones will apply propriety, fairness, perspective and give credibility to 
all parties involved. 
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19. In the event of an incident involving the AIS Code of Conduct, Respect & Responsibility for School Trips 
& Off-Campus Events, the High School principal and the parents of the disciplined, involved as well as 
affected participants will be informed as soon as possible. 

20. AIS community members may avail themselves of the Disciplinary Advisory Council (DAC) in all cases 
in-line with DAC policy. 

21. The AIS Code of Conduct, Respect & Responsibility for School Trips & Off-Campus Events and related 
guidelines must be made available on all school trips and off-campus activities. 

22. Permission slips should include the AIS Code of Conduct, Respect & Responsibility for School Trips & 
Off-Campus Events. 

Technology – Acceptable Use: 

 Bring your laptop with 100% charge every single morning. 

 Save ALL of your work in your Dropbox folder – laptops may be erased at any time. 

 Always keep the laptop in its case when not in use. 

 You are responsible for costs of loss or damage regardless of how it happened. 

Use of all school technology is bound by the Acceptable use Policy that can be found in the Family Handbook 

linked to the school website. 

Attendance 
Academic progress and regular, prompt attendance at school are closely related.  Students are expected to be in 
attendance each day of the official school calendar, unless illness or unusual circumstances prevent their 
presence in school. 

Attendance Policy 

AIS believes in the importance of students attending school regularly.  Each school (division) will establish 

attendance guidelines that take the various needs of their student population into consideration.  These 

guidelines will be clear and communicated to students and parents.  In the case of a student receiving 

consequences for excessive absences, a well-defined appeals process will be established to take into account 

any extenuating circumstances. 

Attendance Guidelines 

Expectations 

A student may not miss more than a maximum of 12 classes for each subject per year-long course and no more 
than 6 for a semester course. 

Definitions 

 Absence – any class non-attendance 

 Official Absence – non-attendance due to participation in an official school activity (trip, testing, etc).  

Denying “Official Absence” may be determined on a case by case basis, subject to the impact on that 

student’s learning.  Note: Students are expected to attend school on the day prior to an extracurricular 

activity or trip, in order to be eligible to participate in the extracurricular activity or event. 

 Excused Absence – non-attendance due to illness (doctor’s note required for absences longer than 

three consecutive days), medical necessities that cannot be attended to after regular school hours, or 

family emergency (parent note or phone call required). 

 Unexcused Absences – any other non-attendance 

 Tardiness – not being in the classroom at the scheduled time of start-of-class. 

Procedures – Recording Attendance  

a) Period by period, computer generated attendance will be taken by teachers.  
b) A student is absent once the attendance is sent to the High School office.   
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c) Twenty minutes tardy is significant, to be classified as an “absence” in terms of loss of instructional time, 
because the student has missed critical foundations to the lesson. 

d) If a student is tardy to class, but has already been recorded as “absent,” it is the student’s responsibility 
to notify the HS office that the absence should be changed to a tardy. To change the absence to tardy, 
a student must obtain a note from the teacher and present the note to the High School office on his/her 
own time. 

Procedures – Notifying the school of an Excused Absence 

Parents must notify the school when a student is absent during the first 24 hours of the absence.  Parents should 

notify the school in one of three ways: 

a) A telephone call to the receptionist in the Main Office (40 132-0 or 40 132-2101) or the High School 
administrative assistant (40132-2491) before 9:00; or 

b) An e-mail sent to the High School office. 
c) A signed, written note explaining the reason for absence to be given to the High School office as soon 

as the student returns to school, if not sent in with a sibling  
 
Note: During Examination Sessions please notify the High School office by phone prior to the scheduled exam or 
as soon as possible.  

Procedures – Tardiness 

a) In the event that a student is late for school, he/she must report to the HS administrative assistant to 
sign in before going to class.   

b) As in other instances of absence, a telephone call or written note/e-mail from parents is necessary to 
excuse the lateness.   

Procedures – Planned, Excused, or Official Absence 

a) When a student knows in advance that he/she will miss school for any reason, he/she must complete an 
Advanced Notification of Absence Form signed by each teacher and the principal. The HS office must 
receive the completed form no later than one day prior to departure.   

b) While teachers will provide assignments to students absent from their classes, students must realize 
that some experiences, such as science labs, class discussions, demonstrations or lectures are difficult 
to make up. 

Consequences for Excessive Absences of Any Kind 

a) Exceeding the maximum number of absences may incur loss of credit for the course, depending upon 
the reason for the absences and the impact on learning. 

b) The High School principal will notify parents in cases where a student has accumulated 6, 9 and 12 
absences.  Students reaching a 13th absence in any course will be sent a letter by the HS principal 
notifying them of his/her decision regarding loss of credit for the course. 

c) Students wishing to appeal loss in credit for a course due to excessive absences must submit a request 
within two weeks for an appeal to the principal and appear before the Attendance Committee with their 
parents. 

d) An Attendance Committee, comprised of four faculty members and the academic dean, will meet with 
students wishing to appeal the loss of credit and make a recommendation to the principal.  Teachers 
whose classes are affected will be asked to provide their input to the committee. 

e) The principal will make the final determination 

Consequences for Absences of Any Kind  

a) All Absences and Tardies - Excused, Unexcused, and Official - incur educational consequences.  
b) Students are responsible for determining what they missed, utilizing the class Moodle site and 

consulting with the teacher if necessary when they were tardy or absent, and “making-up” missed work 
as required by the teacher.   

c) Scheduling laboratory make-up sessions at the convenience of the teacher is the responsibility of the 
student.   
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d) Teachers may deal with “make-up” work differently for Official, Excused, and Unexcused Absences. 

Consequences for Unexcused Absences 

a) In addition to educational consequences, Unexcused Absences and Tardies are dealt with as a 
behavioral issue.  Separating educational and behavioral aspects of absences and tardies enables us to 
keep the focus on learning for students who have only occasional absences/tardies, travel on official 
trips, or have a one-off serious illness/family emergency and intervene immediately with students who 
are making bad choices regarding their school attendance. 

b) Short Unexcused Tardies will be addressed by the teacher taking immediate action, holding that student 
in the classroom after the end of class for a period of time equal to or greater than their tardy. 

c) Unexcused Absences and repeated Unexcused Tardies will be dealt with by the Principal, in 
consultation with the student and parent in accordance with the school’s Discipline practices. 

STUDENT LIFE 

Extracurricular Activities and Athletics 
The responsibility for all extracurricular activities & athletics at AIS rests with the Events Office. Should you have 

any questions that are not answered in the following paragraphs, please contact Andy Harrison, the Director of 

Athletics, Activities and Events per email at A.Harrison@ais.at or cell phone 0699-1401 3240. 

Activities 

The fundamental purpose of the AIS extracurricular program is to support, promote, enhance, supplement and 

complement the regular curricular program of the school. 

A variety of clubs and activities are offered such as Speech & Debate, Math Team, Honor Music, Drama, Chess 

and many more. For an up to date list of current activities, please refer to the AIS website.  

Athletics 

The athletics program at AIS is divided into three seasons.  The coach is responsible for selecting the team after 

holding tryouts.  Every student is encouraged to try out although it should be remembered that it is a competitive 

program and not everyone who tries out is guaranteed a place on the team.  The sports available are listed 

below.  Details of the athletic program can be found on the AIS website.  Students are expected to read and be 

familiar with the Athletics Handbook. 

 Fall season: Soccer, Cross-Country, and Volleyball 

 Winter season: Basketball, Swimming 

 Spring season: Track & Field, Tennis, Softball, and Baseball 

Service Learning 
The AIS Mission Statement cites our commitment to preparing our students to become responsible adults, 

demonstrating respect and tolerance of others.  A major contributor to that goal is the learning that happens 

when young people serve others – “service learning.”  The program integrates meaningful community service 

and academic learning to help AIS students become participatory global citizens. 

Service Learning at AIS is most clearly illustrated in the IB Diploma program, where performing service to others 

is a mandated component of the CAS requirement.  But service learning occurs throughout the school, evident in 

the many service activities in which our students are involved.  Clubs and activities raise awareness, take action, 

and raise funds to support numerous causes.  Grade levels take on major projects as a whole grade, serving 

mailto:A.Harrison@ais.at
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others in tangible and significant ways.  And, each year inspired individual students initiate worthwhile service 

projects with the encouragement and support of a faculty member. 

The range of service opportunities at AIS is described on the school’s website.  Service Learning is a priority in 

our school and a vital aspect of a full AIS education. 

Student Government 
The High School Student Council is the AIS forum for student empowerment, education on governing and 

governance, and school-wide decision making which affects the student body and student-led activities.  The 

Student Council is driven by an Executive Board made up of four elected student co-managers each with a 

portfolio and grade-level mentoring duties. Details regarding the structure and function of this important 

organization are available on the website. 

MISCELLANEOUS 

Lost/Forgotten ID Cards 

If a student forgets his/her ID card at home, he/she should get a note from the High School office. 

We ask all students to ensure that the cards are brought to school every day.  If an ID card is permanently lost, a 

replacement can be obtained from the Technology Office in a few minutes.  The cost for lost cards is € 10, which 

should be paid in the Business Office. There is no charge for replacement of damaged cards. 

Personal Property on AIS Grounds 

Please note that personal property on AIS premises are here at the owner's risk; the school is not insured 

against, and cannot take responsibility for, any damage or loss to such property.  Students should exercise the 

same caution with personal belongings as they would when moving about in public places outside school. 

Lost and Found 

Students should not bring items of value to school.  Large sums of money or valuables should be left with the 

principal if, for some reason, they are brought to school.  Students should not leave wallets in coats, lockers, or 

school bags.  To prevent problems, students should not give their locker combinations to anyone!  Lockers 

should always be kept locked! 

If a valuable item is lost or missing, the student should report this loss to the appropriate office. Each academic 

division will maintain a lost & found box for items found in its area.  Found items will be kept for a reasonable 

period of time, but unclaimed items will be donated to charity. 

Visitors 

Students not enrolled at AIS must have special permission to be on campus during school hours.  A Visitor 

Permission Sheet should be obtained from the High School office at least two days in advance and a visitor pass 

must be obtained in the High School office. Parents desiring to visit the school or a particular classroom should 

contact the High School principal.  Visits should be for a maximum of one day at a time and only one visitor per 

student, please. 

Making Changes to the Student Handbook 

The High School principal is responsible for maintaining the Student Handbook.  Changes to the handbook are 

sometimes needed to provide an up-to-date representation of the school’s beliefs and practices. 
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Changes can be suggested to the principal in writing in early March.  The principal may discuss suggestions with 

the faculty, especially if the suggested changes require a change in practice for students and/or teachers.  Drafts 

of all changes will be sent to the HS faculty for final review. 

 

NOTES 


