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Our Mission

At the American International
School Vienna, we empower
each student with the skills and
character strengths necessary
to be positively impactful global
citizens who strive for personal
growth and excellence in an
ever-changing world.

Our Vision

A community of innovative
learners realizing their chosen
futures with courage, curiosity,
and joy.

Our Values

Respect
We will be kind, considerate,
inclusive, and thoughtful in our
interactions with others and the
environment.

Aspire
We will pursue our passions,
imagine possibilities, and make
them real.

Achieve
We will apply ourselves to the
best of our ability with effort
and ingenuity, and strive for
personal growth.
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Letter from the Director

Dear AIS Vienna Family Members,

AIS Vienna offers an exemplary American/IB Diploma Programme education. For over 60 years, AISV graduates have
departed our school prepared to successfully navigate the demands of university, meet the challenges of their time and
contribute to a better world.

Our school’s legacy of success has been built upon our wholehearted commitment to the AIS Vienna Mission, Guiding
Principles, and Core Values. These Guiding Statements set the expectations for our entire community and safeguard our
learning environment.

Our program is characterized by purposefully designed and relevant standards-based curriculum, impactful
student-centered instructional practices, and a nurturing and inclusive learning environment. Within this rich and
supportive context, our students find unique pathways to shine and succeed.

We challenge students to take responsibility for their own learning, strive for academic excellence, take risks in exploring
new and existing passions, embrace safe and healthy practices, and demonstrate respect and compassion for others and
our community.

Within our standards-based learning approach, students demonstrate proficiency of curriculum standards, work habits and
behaviors, and are expected to take greater ownership and responsibility for their own learning at each grade level.
To fulfill our promise to provide each student with an exemplary education, we expect a healthy partnership between the
school and families, built on care, trust, and personal integrity. As true partners with you, faculty and staff remain
committed to keeping you informed and engaged throughout the year.

Your child will benefit greatly from our shared responsibility and partnership for their learning, growth and development.
Open communication enables us to engage our parents as partners in understanding and meeting your child’s needs as a
learner.

The Family Handbook provides families with a framework of important tools, information and expectations relevant to
supporting your child’s success as a student and member of the AIS Vienna community. Please review carefully as many
sections have been updated.

In seeking how to best support your child’s learning, the classroom teacher(s) will be your primary resource. You may also
reach out to the divisional assistant, counselor, principal and to the director for additional support. Please don’t hesitate to
reach out for more information and communication when needed.

This school year holds exciting possibilities for teaching and learning. We warmly invite you to be an active and engaged
member of the AIS Vienna community and a partner in the learning journey ahead.

Kathryn Miner, D.Ed.
Director
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Whom to Call
Topic Person/Contact Information

Director’s Office Dr. Kathy Miner � Director
K.Miner@ais.at �43 1 40132 2121

Johanna Leary � Administrative Assistant
J.Leary@ais.at �43 1 40132 2121

General Inquiries Caleb Siems � Receptionist & Administrative Assistant to the Business Office
Receptionist@ais.at �43 1 40132 �0� / 2111

Absences &
School-related
Questions

Zita Hutta � ES Admin Assistant
esoffice@ais.at �43 1 40132 2731
Bobbi Stienmetz � MS Admin Assistant
msoffice@ais.at �43 1 40132 2391
Elena Kryuchkova � HS Admin Assistant
hsoffice@ais.at �43 1 40132 2491

Athletics, Activities &
Events

Andy Harrison � Director of the Events Office
A.Harrison@ais.at �43 1 40132 2401
Nick DeForest � Assistant Director of the Events Office
N.DeForest@ais.at �43 1 40132 2961

Admissions Kilian Kröll � Director of Admissions
Admissions@ais.at �43 1 40132 2531

Lindy Steele � Admissions Assistant
Admissions@ais.at �43 1 40132 2531

Budget, Business &
Operational Questions

Benjamin Kuscher � Business Manager
B.Kuscher@ais.at �43 1 40132 2501

Community
Engagement &
Advancement / Alumni

Steffi Hilliard � Community Engagement & Advancement Coordinator
S.Hilliard@ais.at �43 1 40132 2163
Zeynep Gürkök-Müllner � Manager of Alumni Affairs
Z.Guerkoek@ais.at / Alumni@ais.at �43 1 40132 2721

Counseling Christina Guliadis � ES Counselor for PK � 5
C.Guliadis@ais.at �43 1 40132 2411
Nemanja Arandelovic � MS Counselor for Gr. 6 � 8
N.Arandelovic@ais.at �43 1 40132 2351
Amy Carey � HS Counselor for Gr. 9�12
A.Carey@ais.at �43 1 40132 2481
Jim Barekman � HS Counselor for Gr. 9�12
J.Barekman@ais.at �43 1 40132 2311
Jourdan Dixon � HS Social & Emotional Counselor for Gr. 9�12
J.Dixon@ais.at �43 1 40132 2485

Division Programming Brian Donaldson � ES Principal
B.Donaldson@ais.at �43 1 40132 2191
Jacob Dibbert � MS Principal
J.dibbert@ais.at �43 1 40132 2441
Jarret Lambie � HS Principal
J.Lambie@ais.at �43 1 40132 2231

Finance Questions Susanne Püls � Chief Accountant
s.puels@ais.at �43 1 40132 2141

Food Service &
Cafeteria

Sabine Frankl � SV Group Manager
ais@sv-group.at �43 1 40132 2211

Health Concerns &
Questions

Clara Kluckner � School Nurse
C.Kluckner@ais.at �43 1 40132 2131 or �43 6991 401 3213

Human Resources Michaela Sattlegger � Human Resources Manager
HR@ais.at �43 1 40132 2150

Nina Stevens � HR Assistant
HR@ais.at �43 1 40132 2150

IB Diploma Program Bridget Schroeder � Dean of Curriculum & IBDP Coordinator
B.Schroeder@ais.at �43 1 40132 2621

Individual Student
Concerns

Classroom Teachers
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Libraries Jan Jones � ES Librarian
J.Jones@ais.at �43 1 40132 2602
Mischele Jamgochian � Secondary School Librarian
M.Jamgochian@ais.at �43 1 40132 2202

Marketing and
Communication

JT Hilliard � Marketing & Communication Manager
JT.Hilliard@ais.at �43 1 40132 2081

Melanie Smith � Marketing &
Communication Assistant
M.Smith@ais.at �43 1 40132 2082

Payroll Questions Eda Celaj � Payroll & Payment Manager
e.celaj@ais.at �43 1 40132 2451

Substitute Coordinator Melanie Smith � Marketing & Communication Assistant
M.Smith@ais.at �43 1 40132 2082

Teaching and Learning Beth Dagitses � Director of Teaching & Learning
B.Dagitses@ais.at �43 1 40132 2471

Teodora Raykova � Administrative
Assistant
t.raykova@ais.at �43 1 40132 2471

Technology Bryan Wiedeman � K�12 Instructional Technology Director
B.Wiedeman@ais.at �43 1 40132 2633 / �43 699 1 4013263

Transportation Andy Harrison � Director of Events Office
A.Harrison@ais.at �43 1 40132 2401 / �43 699 1 4013240

Tuition Invoices Melanie Sevcik � Accountant Receivables
M.Sevcik@ais.at �43 1 40132 2171

Please visit www.ais.at/about/contact-us for the most current contact information.
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Mission & Profile

Our Mission
At the American International School Vienna, we
empower each student with the skills and character
strengths necessary to be positively impactful global
citizens who strive for personal growth and excellence in
an ever-changing world.

Our Vision
A community of innovative learners realizing their chosen
futures with courage, curiosity, and joy.

Our Values
Respect� We will be kind, considerate, inclusive, and
thoughtful in our interactions with others and the
environment.

Aspire� We will pursue our passions, imagine
possibilities, and make them real.

Achieve� We will apply ourselves to the best of our ability
with effort and ingenuity, and strive for personal growth.

AIS Vienna Environmental Ethics
Statement & Goals
The AIS Vienna community is committed to developing
an environmentally friendly school by:

● Raising environmental awareness.
● Making environmentally-friendly decisions.
● Including environmental action and education in

the 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 and

electronic equipment when not in use.
● Reducing use of plastic bottles and bags.
● Reminding one another to conserve our

resources.

Source: Procedure 1.7.10.P Environmental Ethics

Governance
The Governance at AIS Vienna is designed to ensure that
the ongoing operations of the school are the shared
responsibility of the Director and School Administration.
Issues of policy and strategy are the responsibility of the
Executive Board. Operational authority rests largely with
the Director and the Senior Leadership Team �SLT�. The
school’s Auditing Committee provides oversight for
financial stability and compliance with procedural
guidelines. Parents share the responsibility and
opportunity to contribute to the school’s overall success.
All parents of AIS Vienna students are automatically
voting members of the Association of the American
International School Vienna. The Association convenes
twice a year for the General Assemblies. Each General
Assembly is the platform on which parents can exercise
their rights and responsibilities by being part of the
decision making process of the school.

Regular General Assemblies take place twice a year.
During the Winter General Assembly, Association
Members ratify the budget for the following academic
year. The Spring General Assembly marks the election
and announcement of new members of the Executive
Board and Auditing Committee. Times and dates of
meetings are listed on the school calendar and in the
school eNewsletter, Scoops. Minutes of Executive Board
meetings are posted on the AIS Vienna Parent Portal.

The agenda of all General Assemblies includes the
chance for parents to call on the Executive Board to
study new initiatives and report on them in the future.
Furthermore, Association Members have the right to
bring motions or petitions to the General Assembly. For
more information on the General Assemblies, please see
the By-Laws.

History
The American International School Vienna �AISV� was
founded by the ambassadors of the United States and
Canada in 1959 as a successor to the Vienna
International Community School, which succeeded the
U.S. Army Dependents' School. AIS Vienna is proud to
have served the international schools community for 60
years and counting.

The two embassies have played a very important role in
the origin and development of the school. In 1959, with
the assistance and legal counsel of the embassies, an
association �Verein) with local legal status was organized
to hold title to land, and the present site was purchased
with Marshall Plan counterpart funds. Public Law 480
�Surplus Agricultural Commodities Disposal Program)
provided funds for construction.
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A condition of the PL 480 grant was that the school
serve as a model of American curriculum and educational
methodology. Over the years, the school has displayed a
distinctively American orientation in its philosophy and
educational programs and enjoyed the unique
advantages of an Austrian setting and international
student body.

Classes are conducted in modern buildings located on an
attractive campus at the edge of the Vienna Woods.
Aside from the Villa, the earliest building was
constructed in 1964. The campus includes classrooms,
science laboratories, two libraries, three gymnasiums, a
multi-purpose cafeteria, a theater, an outdoor
amphitheater, and an outdoor classroom. The Villa, which
commanded the estate purchased by the school for its
campus, houses rooms for fine arts, regular classrooms,
and administrative offices. The 45,000 square meter
campus provides for team sports and individual play and
includes a sports field with artificial turf, three indoor
hard-surface tennis courts, outdoor basketball court and
batting cage, a hard-surface play area, and one large
playground.

Today, AIS Vienna continues to reflect an American
philosophy of education: focused on critical thinking,
problem solving, collaborative learning, and the
development of skills to help students sort through and
reflect upon the content that is learned in their classes.
While the school is based on an American-style
education, it draws upon the best practices from other
programs around the world to ensure that our students
benefit from the most current and relevant materials and
educational methodologies.

Admissions
Please visit the Admissions section of the AIS Vienna
website for current Admissions information.
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Security & Safeguarding

Campus Access
The American International School Vienna offers quality
educational programs in a city rich in history, culture, and
the arts. Our educational programs have attracted both
students and staff from all over the world. Such diversity
has required AIS Vienna to carefully assess the security
of our campus and provide adequate protection during
the school days, after-hours, holidays and during events.

The security checkpoints located at the entrances on
Keylwerthgasse and Salmannsdorfer Straße are staffed
from early morning until late evening on school days. On
weekends, only the Main Gate is monitored by a guard.
All campus entrances require the presentation of a
government-issued or AISV-issued identification card. All
employees, students, and parents should possess an
AISV-issued identification card, except for Elementary
School students, whose ES ID cards remain in the
possession of ES employees. Checkpoints are able to
verify all ID cards issued by AIS Vienna. All persons are
subject to verification of identity before being allowed to
enter the campus. All vehicle traffic is screened before
authorization to enter is granted.

After classes start, any student wishing to enter campus
must present identification and receive confirmation of
being enrolled as an AIS Vienna student. The guards
have access to the data to confirm enrollment. All
students departing the campus prior to the end of the
school day must present authorization from the
respective divisional office and sign out with the
checkpoint staff.

Visitors will be directed to the Checkpoint or location
convenient to their destination: the Villa, Main Gate, or
Elementary School. Entrance to the Villa requires ringing
a bell. All locations require the presentation of proper
identification. Visitors are issued a badge from the
location of entry and the badge must be worn visibly
while on campus. The badge should be returned to the
point of entry, at which time the identification document
will be released.

During evenings, weekends, and holidays, if no activities
are scheduled, the campus is closed to all visitors
without authorization to enter. The security guards are
required to report and detain anyone, including AIS
Vienna students and parents, who attempt to climb over
fences or force entry to the campus.

The campus is under constant surveillance by the
Austrian Police Department for added protection. In
addition, security cameras are used to monitor the

campus. Every attempt has been made to ensure the
safety and security of the AISV campus.

Source: Procedure 6.1.1.2.P ID Cards & Campus Access

Child Protection
AIS Vienna fully recognizes its moral and legal duty to
promote and uphold the right of every child to be
protected from harm, abuse, and exploitation. The
welfare of students is our overriding focus. AIS Vienna
aims to provide a caring, positive, safe and stimulating
environment that promotes the holistic development of
the individual child or young person. All adults, including
temporary staff, administrators, faculty, volunteers and
Board members, have a full and active part to play in
protecting children from harm.

AIS Vienna has adopted the definition of child abuse and
neglect as defined by the World Health Organization:
“Child abuse or maltreatment constitutes all forms of
physical and/or emotional ill-treatment, sexual abuse,
neglect or negligent treatment [including failure to act to
prevent harm] resulting in actual or potential harm to the
child’s health, survival, development or dignity in the
context of a relationship of responsibility, trust or power.”

It is our collective attention to shared ethics of
responsibility, accountability, and student success which
supports The American International School Vienna as a
safe, remarkable place for students, families, and staff.

Source: Procedure 1.7.2.P Safeguarding Handbook &
Code of Conduct

AIS Vienna aims:
● To support the student’s development in ways

that will foster security, confidence and
independence;

● To provide an environment in which children and
young people feel safe, secure, valued,
respected, and confident, and know how to
approach adults if they are in difficulties,
believing they will be effectively listened to;

● To raise the awareness of all teaching and
non-teaching staff of the need to safeguard
children and young people and of their
responsibilities in identifying and reporting
possible cases of abuse;

● To provide a systematic means of monitoring
children and young people known or thought to
be at risk of harm, and ensure the school
contributes to assessments of need and support
packages for them.

● To emphasize the need for good communication
between all members of staff; and

● To develop a structured procedure within the
school which will be followed by all members of
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the AIS Vienna community in cases of suspected
abuse.

In this regard, all AIS Vienna's employees must report
suspected incidents of child abuse or neglect to no less
a senior position than one of the Principals, or division
counselor whenever the staff member has reasonable
cause to believe that a child has suffered or is at
significant risk of suffering abuse or neglect. Reporting
and follow up of all suspected incidents of child abuse or
neglect will proceed in accordance with administrative
regulations derived from this Policy Manual. Furthermore,
cases of suspected child abuse or neglect may be
reported to the appropriate employer or parent as the
case requires, or to the appropriate child protection
agency in the home country, and/or to local authorities.

In the case of an employee reported as an alleged
offender, the AIS Vienna will conduct a full investigation
following a carefully designed course of due process,
keeping the safety of the child at the highest priority,
while maintaining the rights and privacy of the employee.

AIS Vienna will set up a program so that staff members
are regularly trained about child and young people
protection and their responsibilities therein.

AIS Vienna will run complete Austrian reference and
background checks permitted under law as a
precondition of employment. Background checks shall
require police records from each country of residence in
the previous 10 years. AIS Vienna will complete new
background checks of all current employees every five
years. A written record will be maintained in each
personnel file to document that the checks have been
completed.

The Director will review this Child Protection Policy
annually for compliance and effectiveness, and the
results of this review will be reported to the Board
annually.

Source: Policy 1.7.3. Child Protection Policy

Human Relations
AIS Vienna commits itself to active respect for the dignity
of all members of the AIS Vienna community. The
individuality, physical well-being, and possessions of
each member of the AIS Vienna community shall be
accorded full respect. This includes protection of all from
discrimination on the basis of race, national or ethnic
origin, color, religion, gender, gender identity, sexual
orientation, mental and physical ability, and political
affiliation; and from any attitudes or behavior towards
others which reflect lack of respect for the inherent

dignity of any individual. The hallmark of all interactions
shall be mutual respect and understanding.

Source: Policy 1.7.1. Respect and Anti-Discrimination
Policy

Harassment, Intimidation &
Bullying
The School will not tolerate harassment, intimidation or
bullying by any member of the community, student,
Teacher, Staff, Administrator, parent, school, Board
member, contract employee or visitor at school, or at
events sponsored by the school, and including all such
behavior conducted via electronic devices
(‘cyber-bullying’).

The School will have in place in each division an age
appropriate program that teaches students what
constitutes harassment, intimidation and bullying; why
such behavior will not be tolerated; disciplinary and
criminal consequences that may follow from it; and what
steps students can take to prevent such behavior from
occurring.

Teachers and Staff will be trained to recognize the signs
of bullying, to understand the steps to take, and to
commit to act immediately when encountering or being
made aware of such behavior.

Source: Policy 3.4.3. Harassment, Intimidation, and
Bullying

Harassment is an unwanted hostile or offensive act or
expression against an individual or a group relating to
color, race, religion, nationality, ethnic or national origins,
age, ideology, physical or mental handicap, gender or
sexual orientation.

Harassment creates a hostile environment through
inappropriate speech or conduct. Not all unpleasant
speech or conduct constitutes harassment; however,
conduct or communication, whether oral or written, that
creates an intimidating, hostile or offensive environment
constitutes harassment. The behavior need not be
intentional and will be considered from the point of view
of the person being harassed.

Anyone who witnesses or is informed about conduct that
may constitute harassment must report it to the division
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 be informed so
that relevant facts can be gathered and appropriate
action taken.
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The division Principal, Dean of Curriculum/IB Coordinator,
and/or Counselor will promptly investigate all complaints
regarding harassment. A determination based on all the
facts and surrounding circumstances will then be made.
If the allegations are substantiated, a record of the
incident will be placed in the student’s file and the school
will take appropriate action. These actions may include,
but are not limited to, counseling, detention, suspension,
probation or expulsion.

If employees are found to have violated this provision,
appropriate discipline will be applied.

Source: Procedure 1.7.1.P Harassment Reporting &
Complaint Procedure

ID Cards for Parents/Guardians
All parents are required to obtain an AIS Vienna ID card
that should be presented to the security guard when
entering campus. Parent ID cards can be issued at the
Main Office/Villa Reception. Parent ID cards are printed
on the spot, upon presentation of a government-issued
photo ID. ID cards for non-guardians (such as relatives or
nannies) require a letter of authorization signed by a
guardian.

Source: Procedure 6.1.1.2.P ID Cards & Campus Access

Visitors
Students not enrolled in school must have special
permission to be on campus when school is in session.
Permission to bring a guest should be obtained from the
division Principal at least one day in advance and passes
must be obtained from the divisional office. Parents
wishing to visit the school or a particular classroom
should contact the division Principal. Visits should be for
one day at a time and are permitted for only one visitor
per student.

The Admissions Department arranges campus tours for
prospective new families. The Alumni Office arranges
campus visits for alumni.

Visitors will be required to leave if they interrupt the
educational process or teaching in any classroom.
Visitors may pay for lunch in the cafeteria, for which they
will require sufficient cash on hand to cover their lunch
costs.

Visiting students sign in at the security checkpoint and
receive a visitor’s badge. The person must have a
government-issued photo ID to exchange for the visitor’s
badge.

Source: Procedure 6.1.1.2.P ID Cards & Campus Access

To arrange a campus tour for a prospective new family,
please contact the Admissions Office. To arrange a
campus visit for alumni, please contact the Alumni
Office.

Private Car Transportation
Parents providing transportation for AIS Vienna students
must be aware of the following:

● The speed limit on the streets surrounding the
school is 30 km/hour.

● Street parking on Salmannsdorfer Strasse,
Keylwerthgasse, and Waldrandweg requires a
parking permit (Parkpickerl) for the 17th or 19th
district or paid short-term parking
(Kurzparkzone, paid via paper parking voucher
or mobile HandyParken service).

● Parking is prohibited where traffic cones are
present and in parking spaces reserved for AIS
Vienna employees.

● Parking on Keylwerthgasse is not permitted
within 5 meters of the pedestrian crosswalk or 5
meters of the intersection with
Maulbertschgasse.

● Cars must stop when pedestrians approach or
enter the crosswalk.

● Parents must adhere to the AIS Vienna Student
Drop-off and Pick-up Procedures so that the
process is as safe and efficient as possible.
There is an Elementary School Route and a
Middle and High School Route.

● Traffic on Maulbertschgasse has right of way
over traffic on Keylwerthgasse.

● Parking is prohibited between the posted signs
in front of the Elementary School between
8�00�8�30 a.m. and 3�00�3�30 p.m.

● Making U-turns in front of the Main Gate during
drop-off and pick-up disrupts the flow of traffic
and causes problems for the school buses
entering and exiting the campus, as well as
blocks designated emergency access points.

● Turning off the car instead of letting the motor
run while waiting lessens our impact on the
environment.

● Be mindful that our neighbors also use the roads
around our campus to take their children to
school and go to work.

Source: Procedure 6.2.2.P Private Car Transportation

Use of Facilities
The responsibility and coordination for all activities at AIS
Vienna rests with the Events Office. Should you have any
questions, please contact Andy Harrison �Director of
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Events Office) or Nick DeForest �Assistant Director of
Events Office).

Smoke-Free Campus
AIS Vienna recognizes the dangers created by active and
passive smoking, e-smoking, and the use of any tobacco
products. To protect the health of our students and
community, AIS Vienna is a smoke-free campus. The
prohibition against smoking extends to the buildings and
grounds, whether or not school is in session.

Source: Procedure 6.1.P Smoke-Free Campus
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Emergencies

Emergency Procedures
In the event of an emergency, AIS Vienna will send SMS
and emails. It is critically important that parents /
guardians keep their household information up to date. In
addition, SMS and emails will be sent.

To prepare for an emergency, parents should:
● Ensure the school has up-to-date contact

information, including mobile phone numbers
and emergency contact numbers.

● Ensure the school has current medical history.
● Establish emergency procedures for home and

outside of school. This includes procedures on
how students should react or behave if an
emergency occurs off campus.

● Carefully follow any school-issued information
updates during potential emergencies.

● Remain current on the local situation
(demonstrations, etc.).

During an emergency, parents should:
● Understand that student safety is the first

priority in any emergency.
● Be aware of school communication, including

the AIS Vienna website, email, and SMS.
● Avoid driving to the school. School officials and

security staff will ensure students are moved to
a safe location and will contact
parents/guardians through SMS, the AIS Vienna
website or other communication.

● Share information with the school's Emergency
Response Team if believed to be credible or
helpful.

● Not spread rumors or unsubstantiated
information.

After an emergency, parents should:
● Monitor children for signs of stress and the need

for counseling.
● Provide feedback to the school on the

effectiveness of the emergency procedures.

Blackout Emergency
● A blackout is an emergency situation that is

activated when there is a cross-regional
breakdown of electrical power.

● During a blackout emergency trains and trams
would stop operating, cell phones, internet
and/or email may not work.

● Students will stay in the school until the end of
the school day.

● Students in all grade levels require a blackout
“release” permission signed by parents in order

to walk home independently after school;
otherwise they remain on campus until they are
picked up by a guardian or family member.

AIS Vienna has an Emergency Response Team �ERT�
whose primary function is to ensure all emergencies are
handled properly.

Source: Procedure 1.7.6.P Emergency Response

Communication
In the event of an emergency, AIS Vienna will send SMS
and email messages. It is critically important that we
have your correct household information. Please log into
the AIS Vienna Parent Portal to verify or update your
Family Profile at any time. Step-by-step instructions can
be found here to update your Family Profile. Please be
sure to provide updates during the school year should
any information change.

In addition, the AIS Vienna website, www.ais.at, will
generally provide the most up-to-date information.

Frequently Asked Questions
What circumstances might require an early departure
from school?
A severe snowstorm, fire, bomb threat, or other types of
threats that the administration deems credible.

Who decides when students are sent home early from
school for a weather-related or other emergency?
The Director will consult with an administrative team to
determine if circumstances dictate sending children
home early. Should the Director be unavailable, the
Business Manager will make the decision.
Representatives from the US Embassy Regional Security
Office may recommend evacuation in response to a
serious threat to the health or safety of our students.

Which authorities will be notified when an early
departure is to take place?
The Vienna police will be informed and, if appropriate,
police escorts provided for buses. The bus company will
be requested to provide buses immediately.

How will parents be informed?
Parents will be informed in the following manner:

● The AIS Vienna website.
● An SMS sent to all parents’ mobile phones.
● An email message to all parents, employees and

students.

My child rides the bus. Where can I pick him/her up?
Please wait at the regular bus drop-off location to pick
up your child if buses are able to safely transport
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students. If your child has been evacuated to another
location, you will be notified by SMS, email, or the AIS
Vienna website.

I drive my child to school every day. What should I do?
The SMS, email or the AIS Vienna website will provide
guidance on whether it is safe to pick up students at the
school. Remain in your vehicle when you arrive to collect
your child. Younger students will be accompanied by a
teacher or staff member to your car.

My child walks or normally takes public transportation.
Will he/she be allowed to come home?
Students in grades 4�12 will be allowed to go home if
they walk to take public transportation. Children in PK�3,
who walk home unaccompanied, should be met at the ES
entrance by their parents. Teachers will stay with the
children until they are picked up.

Are there procedures in place for students to be
evacuated from the school?
Evacuation drills are conducted to ensure students and
staff are prepared to respond in an orderly manner if
there is an emergency. AIS Vienna has specific
instructions in place for the purpose of responding to
emergency situations. Each classroom has posted floor
plans which give specific instructions on evacuating the
school. Designated members of staff have been
appointed and given duties to complete to ensure the
safety of all of our students during an evacuation.

Snow Days
Generally, school will be held when the school buses can
safely transport students to school. When weather
conditions are such that transporting students safely is
not possible, school will be delayed or canceled. The
Director will consult with the Events Office Team and the
bus company to determine whether school should
convene. If school is in session, the Emergency
Response Team will assist in making a decision about
closing school early. Once the decision is made to cancel
or close school for the day, it will be posted on the AIS
Vienna website and sent via email and SMS.

If school has not been canceled or scheduled for early
dismissal, parents are encouraged to make individual
decisions whether school attendance is a priority. An
SMS will be sent out by 6�30 a.m. to all parents and
employees that a snow day is declared, and a message
will be posted on the AIS Vienna website.

Source: Procedure 1.7.6.1.P Manuals & Scripts

Accident Insurance
The school maintains an accident insurance policy that
covers all AIS Vienna students for injuries sustained
during school hours, during AISV events off-campus and
abroad, and at AISV activities when supervised by an AIS
Vienna employee. It pays up to EUR 1,500 for medical
costs that are not covered by personal insurance. In
order to claim from this insurance, the accident must be
reported to the School Nurse, who must file an accident
report. In addition, a report to AUVA may be required to
establish that the claimed amounts are not covered by
any other insurance policy. Claims are submitted to the
Business Office.

Source: Procedure 5.11.P Accident Insurance
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Parents & the AIS Vienna
Community
Parents are essential partners in their children’s
education. Parents are treated with respect and, in turn,
are expected to treat all school employees with respect.
Parents are encouraged to reach out directly to their
student’s teachers and administrators to discuss
student-specific issues, and to utilize community
resources such as the Parent-Teacher Forum �PTF�.

Transitions
The nature of international schools is that every school
year there is a reality of a high student turnover. At AIS
Vienna, we actively work towards creating an
environment that is sensitive to the needs of families in
transition. We understand that the transition process for
our students is not only about coming to AIS Vienna, but
also includes the act of saying goodbye. It is not always
easy for students to move around the globe and be
faced with the sometimes daunting task of making new
friends and adjusting to different school environments
and expectations. Nor is it easy for the students who
leave, or feel left behind by those who have moved on to
another school. Our community embraces the transient
nature of the international school system and strives to
create a safe, comfortable and inviting environment for
our students.

AIS Vienna supports families in transition by offering a
number of structured programs and events. Some
examples of what we encourage newcomers to take part
in include buddy programs and orientations for both
parents and students and newcomers events hosted by
the PTF. The school distributes welcome and starting
school information so that no family feels left behind. For
students who withdraw from AISV, goodbye parties are
thrown to offer classmates, faculty and staff the
opportunity to formally say goodbye and exchange gifts.
Saying farewell is a difficult yet important process and
allows students to gain a sense of closure while also
preparing them for their next destination.

Source: Procedure 3.2.7.P Transitions

Parent-Teacher Forum
The Parent Teacher Forum �PTF� exists for the purposes
of:

● Facilitating unity between parents, teachers and
the rest of the school community, thus fostering

and enriching the lives of students and their
families.

● Supporting the educational environment through
open communication and building a close
relationship between home and school.

● Organizing events and activities to enhance the
unique family feeling and the “Spirit of the
Community”

● Providing a parent-teacher forum perspective to
the board

Source: Policy 8.1.4. Parent Teacher Forum �PTF�

All parents whose children are enrolled at AIS Vienna are
automatically members of the Parent-Teacher Forum
�PTF�. The PTF uses approved family contact information
to welcome new families into the community, offer
contacts and information (as often as possible in the
parents’ mother tongue/language) and periodically
update families on community activities and events.

PTF meetings take place monthly, as noted on the AIS
Vienna Calendar. All parents are welcome. Contact
PTF@ais.at.

Booster Club
Booster Club �Boosters) is an independent organization
established in 1977 to support athletes and athletics at
AIS Vienna. It is run by volunteers and governed by a
five-member board. It has steadily grown to become an
integral part of the athletic program and the school.
Boosters' principle goals are to promote enthusiasm and
support for AIS Vienna athletic programs, to provide
financial aid to athletic programs, to ensure that AIS
Vienna athletes are competitive, and to recognize AISV
athletes for their contributions and participation. To
accomplish this, Boosters raises funds in a variety of
ways, including sales of food, drinks, and clothing.
Volunteers are welcome and essential to the success of
the Club.

Source: Procedure 8.1.3.1.P Booster Club

Link: Boosters

Language & Religion Classes
After-school classes for mother-tongue language or
religious instruction may be arranged by interested
parents or various religious denominations.

Source: Procedure 6.4.1.P Language & Religion Classes

The responsibility and coordination for all activities at AIS
Vienna rests with the Events Office. Should you have any
questions, please contact Andy Harrison �Director of

American International School Vienna Family Handbook �Revised February 14, 2023� Page 18

mailto:PTF@ais.at
https://www.ais.at/athletics/boosters
mailto:A.Harrison@ais.at


Events Office) or Nick DeForest �Assistant Director of
Events Office).

Giving
AIS Vienna is a non-profit school. Our school fees cover
the cost of staffing, facilities, and purchasing most
school supplies. To keep tuition as low as possible and
continue to offer our students special enhancements to
their educational experience, AIS Vienna relies on
additional income sources other than tuition, such as
gifts to the Annual Fund.

Your gift to the Annual Fund directly benefits current and
future students. As an American-curriculum school, we
recognize that not every student is alike, and our
approach offers a holistic range of opportunities for
students to develop and explore their individual interests
and talents. Our Annual Fund helps make possible the
wide range of opportunities we offer our students at
every level of education, keeping pace with current
trends in education and supporting educator-driven
innovative ideas.

The AIS Vienna Foundation exists to support
international schools, including the American
International School in Vienna. The Foundation is a
nonprofit, section 501(c)(3) organization as defined by
the US Internal Revenue Code. Gifts made to the AISV
Foundation are tax-deductible for US taxpayers to the
full extent of the US tax code.

We are grateful to everyone who supports our school
through their generous gifts and donations at any level;
no gift is too small. It is our sincere hope that AIS Vienna
families will make AISV their highest philanthropic priority
while their children are enrolled here and that this
support will continue after they leave the school.

Click here to see options for making your gift today.

Financial Assistance
AIS Vienna offers temporary financial assistance to
families of currently enrolled Students, exclusively in the
case of an unforeseen life event (most likely to be loss of
employment, or death of breadwinner). If the applicant’s
financial circumstances improve, AIS Vienna has the right
to discontinue financial assistance and may claim
reimbursement.

Source: Policy 5.4.1.2. Fees: Financial Assistance

An application for financial assistance may be obtained
from the Business Manager. The application must be
completed by the parent/guardian of the student and

returned to the Director by October 1 for second
semester or April 1 for the following school year.

All information and supporting documents will be kept in
strict confidence.

The applicant will be notified of the decision within four
weeks of application.

Distribution of Financial Assistance is based on the
following criteria:

a. Financial need as demonstrated by information
provided on the application form.

b. Evidence of the student’s satisfactory
performance at AIS Vienna.

c. Priority will be given to students in the High
School as well as students with the greatest
financial need.

The decision and amount of the award will be based on
the recommendation of the Finance & Risk Management
Committee �FIRMCO� and the division Principal.

Financial awards will not exceed one year.

Source: Procedure 5.4.1.2.P Application Guidelines for
Financial Assistance

Cash Payments
AIS Vienna does not accept cash payments/deposits or
donations above EUR 500. All payments exceeding this
amount must be made via bank transfer or electronic
transfer.

AIS Vienna does not accept cash payments for tuition
fee, application fee, enrollment fee, reservation fee,
Capital Assessment Fee or Summer Camp fees.

Exceptions to this procedure can be granted by the
Finance & Risk Management Committee �FIRMCO� on
written request. Such a request must include rational,
supporting information as to why an exception should be
granted.

Source: Procedure 5.12.4.P Cash Payments
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School & Home
Communications

Parent Concerns
When a student is having difficulty, AIS Vienna wishes to
correct the problem as soon as possible. If a parent has a
concern about a student, the parent should first take
that concern to the classroom teacher (if the difficulty
relates to instruction) or to the division counselor (if the
difficulty relates to social relationships). If after
consultation at this level the concern is not addressed,
the parent should make an appointment to see the
division Principal to discuss the concern. Finally, if
consultations with the division Principal and teacher
have not resolved the issue, the parent should contact
the Director.

Source: Procedure 8.1.2.9.P Parent Concerns

Parent-Teacher Conferences
Parent-Teacher Conferences �PTCs) are scheduled twice
per year to discuss student progress. The dates are
published in Scoops and on the main calendar. Parents
are also encouraged to meet with teachers whenever
they have concerns about their children.

PTCs are one of the most important means of reporting
pupil progress and sharing information. Parents can bring
to the conference invaluable information concerning their
child's physical, social, and emotional development,
which help teachers better understand each student.

Source: Procedure 8.1.2.10.P Parent-Teacher
Conferences

School Publications
AIS Vienna aims to provide as much appropriate
communication about school and community events as
possible, while respecting the views of those who do not
wish to be deluged. We believe that it is important to
distinguish between school-related and
non-school-related communication.

Source: Procedure 8.1.2.P Information & Communication

Scoops
AIS Vienna facilitates the sending of school-wide
information in the weekly eNewsletter, Scoops. Scoops is

sent to all parents/guardians, Middle and High School
students, and all employees via the School Information
System. Announcements in Scoops should be short and
are limited to events and activities directly supported by
AIS Vienna , which includes school activities, scouting,
sports programs, instructional classes offered on
campus, etc. Back issues of Scoops can be found in the
Employee and Parent Portals.

Parents/guardians and employees receive Scoops on
most Thursdays when school is in session at 1�00 p.m.,
with rare exceptions depending on school vacations or
public holidays.

Source: Procedure 8.1.2.2.P Scoops

Please contact Scoops@ais.at with any inquiries or
questions.

School Website
The AIS Vienna website (www.ais.at) contains a wealth
of information, including an up-to-date calendar. Knights
is the password on password-protected pages.

Source: Procedure 8.1.2.1.P School Website

Community Advertisements
Community Advertisements �Community Ads) may be
viewed or submitted via the AIS Vienna Community Ads
Facebook Group. This group is intended to help facilitate
the buying or selling of items or services to members of
the AISV school community. There is no charge to post
an ad in the Community Ads Facebook Group.

Source: Procedure 8.1.2.4.P Community Advertisements
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Student Life

School Hours
The school day begins at 8�15 a.m. and ends at 3�15 p.m.
Students should not arrive prior to 8�05 a.m., since there
will be no teacher supervision until that time. On those
rare occasions that students must arrive prior to 8�05
a.m., they will be expected to remain in the main hallway
until it is time to go to the classroom.

Supervision for students on campus exists during the
week from 8�05 a.m. to 3�30 p.m.. Students may remain
on campus only when engaged in a scheduled and
supervised activity. On weekends, parents are expected
to ensure proper supervision for their children if they are
on the school premises. Students are not allowed to play
on the playgrounds after school hours without parent or
guardian supervision.

Source: Procedure 3.4.7.1.P School Hours

Day Rotation
Grade level schedules are based on an 8-day rotation.
This means that each school day (including early-release
days) is numbered in sequential order on the calendar.
Weekends, national, and school holidays are not counted
as school days. The classes rotate through the Day
Rotation cycle to ensure that each class meets in each
time block.

Note: After School Activities are based on a
Monday-Friday schedule.

Source: Procedure 3.4.7.2.P 8�Day Rotation

Attendance
AIS Vienna believes in the importance of students
attending school regularly. Each school division has
established attendance guidelines that take the various
needs of their student population into consideration.
Students are expected to be in attendance each day of
the official school calendar, unless illness or unforeseen
circumstances prevent their presence in school.

For unplanned absences, parents should notify the
school by contacting the respective school division
office before 9�00 a.m..

Excessive absences may result in a student losing credit
for a course. In extreme cases, the student may be
unenrolled or required to repeat the school year. An
appeals process is available for students when

extenuating circumstances exist that should be taken
into account before penalties are imposed.

Source: Procedure 3.4.7.3.P Reporting Attendance

Leaving Campus
Students are not allowed to leave campus during school
hours unless they have a specific appointment (e.g.
doctor’s appointment or government office visit) and
parent permission communicated directly by the
parent/guardian to the school. Students are required to
stay within the boundaries of school property.

Any student who leaves school with permission during
school hours must sign out with the Division Office. Any
student who returns or arrives late during school hours
must sign in with the Division Office. ES students may
only leave using the Elementary School Entrance; MS/HS
students may only leave using the Main Gate.

Exceptions may be made for Grade 12 students who may
leave campus when they are not in class and who have
written permission from their parents. All school rules
apply when a student is off campus.

Source: Procedure 3.4.7.4.P Leaving Campus

Behavior Guidelines
Students are expected to treat each other and all
members of the community with respect. When they are
on trips or engaged in school-related activities, students
are considered ambassadors of the school and expected
to behave accordingly. Parents and students must be
familiar with the behavior guidelines for each division.

Dress Guidelines
AIS Vienna does not have a school uniform, however
students are expected to dress in a manner respectful to
the multi-age and multicultural learning environment of
AISV. Students must dress in a way that does not cause
distraction from learning. Clothing with offensive
language, drug, alcohol or tobacco references, and
excessively ripped or torn clothing, is not allowed.
Clothes should not be overly revealing. Spaghetti straps,
low cut blouses or shirts, short shorts or skirts, bare
midriffs, and low hanging pants are not considered
appropriate attire. Undergarments should not be visible.
Appropriate footwear should be worn at all times and
should allow for safe evacuation if the need arises.It is
fine to wear a hat to school for sun protection or to keep
warm. However, hats should be kept in student lockers
during the school day and may not be worn in class.
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Source: Procedure 3.4.2.4.P Dress Guidelines

Guidance & Counseling
Services
In all three academic divisions, students are offered
counseling and academic guidance services. The
counseling program supports the educational, emotional,
and behavioral needs of each student. The goal is to
build resilience and self-esteem in students at all grade
levels. The counselors offer a range of services from
prevention to intervention. College counseling is also
provided for students and families to discuss the college
selection and application process.

Throughout the year, counselors hold parent meetings
and workshops. Counselors are also available for
individual meetings with parents.

Students may request appointments with any of the
counselors or on a drop-in basis if a situation arises that
needs to be addressed immediately. Parents are
encouraged to speak with one of the counselors if they
have any concerns about the social, emotional, or
educational health of their child.

Identification Cards
The AIS Vienna student identification card qualifies as an
Austrian Student ID Card (Schülerausweis). However,
Elementary School students must leave their ID cards at
AIS Vienna, in which case they can request an alternate
Schülerausweis if needed. A passport-size photo should
be presented to the AIS Vienna Receptionist or
Elementary School Administrative Assistant, who will
issue the Schülerausweis. This ID card must be
re-validated each school year. Student ID cards may be
used for gaining reduced entrance fees to museums and
other sites throughout Austria as well as public
transportation.

Source: Procedure 3.6.P Student Identification Cards

Lost Items & Personal Property
All school divisions maintain a Lost & Found box. The
Lost & Found boxes are located near each division’s main
office. Items left for a lengthy period of time are donated
to charity. Personal property that is brought to school is
the full responsibility of the owner. The school is not
insured against and will not assume responsibility for any
damage or loss to such property. Items of value, such as
jewelry, cameras, large sums of money, expensive
electronic items, etc. should not be brought to school.

Source: Procedure 3.7.P Lost Items & Personal Property
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Student Services

Technology

Acceptable Use Policy For
Technology �AUP�

Definitions
● User refers to any student, employee, or

community member to whom AIS Vienna issues
a device.

Principles
AISV devices are provided for educational use and
remain the property of AIS Vienna. Users may only use
these devices in ways that enhance the learning process
(as determined by the teacher).

The school provides internet access for school-related
use. Use of the school network must align with the
school Mission and Core Values. Users are expected to
represent themselves honestly online and treat others
with respect and empathy using their AIS Vienna
accounts when communicating, creating and
collaborating for school.

As responsible digital citizens, users must conduct
themselves online using technology in a manner that
aligns with the principles of the Mission and Core Values.
By treating others with respect and kindness, we can
create a positive and inclusive online community. Use of
technology and online actions that do not align with the
Mission and Core Values, as interpreted by AISV
administrators and teachers will be addressed in
accordance with divisional behavior guidelines.

Downloading of files is only permitted when the material
is copyright free and is required for class. Downloading
of copyrighted materials without permission is illegal,
and programs or websites designed to enable such
action are prohibited at AIS Vienna. This includes viewing
copyrighted TV shows and movies online.

Students should not make financial transactions using
the school’s Internet.

Source: Procedure 7.5.P Acceptable Use Policy for
Technology �AUP�

Internet Filtering, Monitoring and Privacy
All internet activity at AIS Vienna is monitored and
filtered. While on campus, students should only connect
to the Internet via the school network. Additionally,
computer and internet activity is monitored to identify
instances of misuse, security issues such, or hacking
attempts.

AIS Vienna views the primary purpose of filtering as
helping to protect students from accidental exposure to
inappropriate material, and to help students to focus on
educational activities. Filtering can be circumvented and
is not always accurate or reliable – it should be
considered an aid to proper self-discipline and
supervision. Any attempt to circumvent the school’s
filtering or monitoring is prohibited.

School-owned student devices contain software that
filters device activity off-campus:

● Grade 6�12 devices filter pornographic and
some non-educational sites both on and off
campus.

● iPads do not have filters and are configured to
be used in a supervised environment like a
classroom with teacher or IA supervision. They
are filtered when used with AISV’s internet
connection.

Parents/guardians will be given their children’s login
name and password upon request. Users do not have the
right or expectation of privacy for any use of school
devices or network. Technology support needs to be
able to easily access all online activity/content, and
reserves the right to monitor and filter internet usage at
all times.

Teachers may use software to monitor individual internet
access and view students’ screens during class time.

Source: Procedure 7.5.4.1.P Internet Filtering and Privacy

Hacking
Hacking is the deliberate attempt to circumvent
protection measures, gain access to unauthorized files or
computers, or alter or disrupt the proper functioning of a
computer system. Such behavior will be treated
seriously, even if the intent was not malicious, or if the
system was not adequately protected. Disciplinary action
will be taken if any software is found on a student laptop
that is aimed at hacking, circumventing web filtering,
VPN, p2p �Torrent) downloading or other activities that
are inconsistent with the Acceptable Use Policy for
Technology �AUP�.

Source: Procedure 7.5.4.2.P Hacking

American International School Vienna Family Handbook �Revised February 14, 2023� Page 23



File Storage and Backing Up
AIS Vienna uses Google Drive for secure and institutional
retention storage. Users are responsible for managing
the organization and backup of their files, folders, and
documents. All files should be saved in Google Drive

Routine maintenance sometimes involves formatting the
hard drive, and the Technology Department may do so at
any time without notice.

Source: Procedure 7.5.4.3.P File Storage & Backing Up

Loss or Damage Liability
A flat fee is charged for loss or damage to school
laptops, regardless of how it happened.

● iPads - total damage or loss €300, Keyboard
Rugged Folio Case €140

● Macbook Air � Replacement or Loss €900,
Repairable damage €300, Charger €80, Always
On Protective Case €40

Users are advised to check if these items can be
covered on their household insurance. When a user
departs or at the end of the life cycle of the device, it
should be returned in good condition. Any items that are
missing or show any type of defect, damage, or flaw
beyond normal wear and tear will be charged to the user
regardless of the reason for the loss or defect.

Source: Procedure 7.5.4.4.P Loss or Damage Liability

Departing/Graduating Student Access to
AISV Accounts

Departing students will lose access to their AISV
provided school accounts on their final day of
attendance. Graduating students will lose access to their
accounts at the end of July in the year they graduate. To
prepare for this, all departing students should move
subscriptions to personal accounts and make copies of
any learning materials they wish to keep. Anyone who
requires access after the deadline must appeal to
support@ais.at and requests for access will be reviewed
on a case-by-case basis, and access may be granted,
but not guaranteed. In case of any issues or queries,
students can contact IT support for assistance.

Students must:

● Keep their computers in their padded cases
at all times when not in use.

● Not remove the protective cover.
● Keep their devices in a secure place at all

times when not in use.
● Bring their laptops to school 100% charged

and monitor battery usage.
● Not have food or liquid of any kind near the

laptop at any time.
● Not mark, write on, or put stickers on the

device or case.
● Not pry off keys.
● Not loan or borrow laptops.
● Notify the Technology Department

immediately in case of any damage or loss
(especially protective items such as cases).

● Monitor SSD space and be responsible for
their own backups.

● Obtain permission before recording a person
on video or audio.

● Bring their own set of headsets (headphones
with a microphone).

Source: Procedure 7.5.4.5.P Device Expectations

Health Services
AIS Vienna employs a full-time registered School Nurse.
In the event of any emergency requiring special care, the
School Nurse immediately contacts the
parents/guardians before recommending medical
attention or referral to a medical facility. In the event that
a parent/guardian cannot be reached, a severely injured
child will be taken to an appropriate hospital,
accompanied by an employee.

Source: Procedure 3.3.P Student Health

Medical Records
It is a requirement upon admission to AIS Vienna that
each student has completed the medical history/record
of immunizations along with a physical examination
performed by a physician or nurse practitioner. The
documents may not be older than 6 months from the
time of entry into school. Students may not be able to
start classes until the completed medical form is
received. There is information in the School Nurse’s
Office and on the Health Information page of the AIS
Vienna website about physicians, dentists, and other
health care resources in Vienna. Mandatory updates of
medical records (vaccines, medical history, and
physician exam) are due for returning students entering
Grade 6 and Grade 9.

Source: Procedure 3.3.1.P Medical Records
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Updated Medical Records � Grade 6
& Grade 9
All students are required to submit an updated medical
history and physical exam before they resume school as
Grade 6 or Grade 9 students. Those who have not
submitted the medical updates will not be permitted to
practice or participate on sports teams or class
excursions until the medical form has been received. The
form for these updates is available from the School
Nurse or may be printed from the Health Information
page of the AIS Vienna website and must be submitted
to the School Nurse ideally at the end of the Grade 5 and
Grade 8.

Source: Procedure 3.3.1.P Medical Records

Immunizations
The ultimate goal of immunization is the eradication of
disease. The immediate goal is prevention of disease in
individuals or groups. Families within the AIS Vienna
community come from varied backgrounds or countries
with different immunization policies. They may have
different perspectives regarding immunizing children
against communicable diseases. However, it is important
to recognize that isolated cases of disease can put other
members of the community at risk, especially other
students and pregnant employees or parents.

Austria does not have a policy of mandatory
immunization for a child's admission to school. In
accordance with Austrian customs and sensitivity to the
diversity of cultures at AIS Vienna, up-to-date childhood
immunizations are not mandatory for school admission
but strongly recommended and encouraged.

Recommended immunization schedule for
infants and children

● Birth: Hepatitis B �3 shot series)
● 02 months: DTaP, Polio IPV, HIB, Rotavirus,

pneumococcal
● 04 months: DTaP, Polio IPV, HIB, Rotavirus,

pneumococcal
● 06 months: DTaP, HIB, Polio IPV, Rotavirus,

pneumococcal
● 15 months: MMR, Varicella #1 �Chickenpox),

Hepatitis A �2 shot series)
● 15 �18 months: DTP, Polio IPV
● 04 � 06 years: DTP, Polio IPV, MMR#2, Varicella

#2 �Chickenpox)
● 11 � 12 years: MMR (if not at age 4�6�, TdaP, HPV

(girls and boys: 2 shot series), Meningococcal C,
Meningococcal B �2 doses)

● 14 � 16 years: Tdap (tetanus) if not received at
age 12; Meningococcal booster �MCV4�

● HPV 2 shot series before age 12, 3 shot series
after age 15

● Meningitis B schedule different if given before
age 6 mos. �Austria)

● All Ages: Annual flu vaccine
● COVID�19 vaccine

Because of the prevalence of ticks in Vienna (the Vienna
Woods) it is also strongly recommended that all students
receive and stay current with their tick �FSME�
immunizations.

AIS Vienna reserves the right to exclude students who
do not have immunizations up to date (according to the
American Academy of Pediatrics � AAP schedule and
Austrian Vaccine schedule) during an outbreak of a
vaccine-preventable disease at the school. The decision
to exclude students will be made by the Director in
consultation with the School Nurse and, when necessary,
local public health officials. The length of time out of
school will be determined by the disease and the
recommendations of the AAP and Austrian Health
Authorities.

Source: Procedure 3.3.2.P Immunizations

Nuclear Emergency
AIS Vienna participates in the Austrian government's
program of keeping a stock of potassium iodide to give
to students and adults at school in the event of a nuclear
emergency. Parents must sign a consent form for their
child to be given this protective medication.

Source: Procedure 3.3.3.P Nuclear Emergency

Click here for details of the program; the consent form
�Medical Form A� is available on the Health Information
page of the AIS Vienna website.

Communicable Diseases
Parents are required to inform the School Nurse if a child
is diagnosed with Measles, Mumps, Rubella,
Tuberculosis, Diphtheria, Pertussis, Tetanus, Polio,
Scarlet Fever, Hepatitis (all forms), Chickenpox, Scabies,
Head Lice, COVID�19, Sexually Transmitted Diseases
�STDs) including HIV or any other illness which requires
reporting in Austria.

Source: Procedure 3.3.4.P Communicable Diseases

Exclusion Procedures for Communicable
Disease/Illness
A student displaying any of the following symptoms must
stay home and follow up with a family physician as
needed:
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● Uncontrolled diarrhea
● Vomiting more than once in the previous 24

hours
● Mouth sores, unless a healthcare professional

determines it is not from a communicable
disease

● Rash with fever or behavior change, unless an
okay is given by health care professional

● Pink eye (conjunctivitis) with white or yellow
discharge until 24 hours after treatment is
started

● Scabies, head lice, or other infestation until 24
hours after treatment is started and with a
doctor’s note from the treatment center

● Impetigo
● Chickenpox
● Pertussis
● Oral herpes with uncontrolled discharge

(primarily in very young children)
● Tuberculosis
● Strep throat or other streptococcus infections
● Hepatitis A
● Measles
● Rubella �German measles)
● Mumps
● Shingles

This list is subject to change based on recommendations
of government health authorities.

Source: Procedure 3.3.4.P Communicable Diseases

Return to School After Communicable
Disease
Students must be approved for return to school by the
family doctor in accordance with the requirements listed
in appendix K of Model Child Health Care Policies:
American Academy of Pediatrics. Details of these
requirements can be obtained from the School Nurse.
Please send all documentation, release letters or sick
notes to the School Nurse.

Source: Procedure 3.3.4.P Communicable Diseases

Staying Home from School
A student must stay home if they:

● Cannot energetically participate in all classroom
activities, recess, PE without use of
fever/symptom-reducing medicine �Paracetamol,
Ibuprofen, cough syrup, etc.)

● Have a fever (temperature of 37.8° C/100° F or
higher)

● Have symptoms of COVID�19 (cough, shortness
of breath/difficulty breathing or at least two of
these symptoms: fever, chills, repeated shaking

with chills, muscle pain, headache, sore throat,
new loss of taste or smell)

● Have symptoms of vomiting/diarrhea
● Have cold symptoms (coughing/sneezing/sore

throat) that would be disruptive to the
classroom environment or require cold medicine
throughout the day.

● Have any of the communicable diseases listed
above.

Source: Procedure 3.3.5.P Staying Home from School

Sending Home from School
A student will be sent home if they:

● Have a temperature of 37.8° C/100° F or higher.
They should not return to school until they are
fever-free for 48 hours without the use of
fever-reducing medicine �Paracetamol,
Ibuprofen, cough syrup, etc.)

● Display symptoms of COVID�19, communicable
diseases listed in 3.3.4.P Communicable
Diseases, and/or vomiting and diarrhea.

● COVID�19 specific: Parents or an appointed
guardian must be available to pick up their ill
child within 30 minutes after call from the
School Nurse due to limited quarantine facilities.

Source: Procedure 3.3.6.P Sending Home from School

Return to School After Fever/Illness
Students will be checked by the School Nurse before
returning to the classroom. Students must:

● Be fever-free �37.8° C/100° F� for at least 48
hours without medications.

● Be fit enough to participate in classroom
activities, recess, PE without use of
fever/symptom-reducing medicine (paracetamol,
Ibuprofen, cough syrup, etc.)

○ Exception: If there is a restriction from a
specific activity (recess, PE, etc.) there
must be a doctor’s note explaining the
reasons and duration. Activity
restrictions longer than three days
require the child to remain home until
physically able to return.

Source: Procedure 3.3.7.P Return to School After
Fever/Illness

Lice Infestation
Lice infections have become epidemic in schools
worldwide. The key to lice control in the classroom is for
parents to check their children regularly (twice monthly)
for signs of lice or nits. If persistent itching is noted, but
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no lice can be found, please send the child to the School
Nurse.

A child sent home for lice or nits must be treated at the
Hygiene Center or in coordination with a physician.
Before returning to school, the student must present the
certificate from the Hygiene Center or physician
certifying their treatment. This certificate is submitted to
the School Nurse.

Source: Procedure 3.3.8.P. Lice Infestation

Link: Hygiene Center Vienna

Hygienezentrum der Stadt Wien, MA 15 �
Gesundheitsdienst der Stadt Wien
Rappachgasse 40, 1110 Wien
Opening Hours: Monday-Friday: 7�00�12�30 a.m.

Vision, Hearing, and Scoliosis
Screening
The School Nurse supervises a program of health
screening that includes vision and hearing checks
(mandatory in grades K�5; Middle and High School upon
request) and scoliosis checks upon request.

Source: Procedure 3.3.9.P Vision, Hearing, and Scoliosis
Screening

Library Services
The AIS Vienna Libraries support the school's mission by
facilitating the effective, creative, and ethical use of
information and technology as well as the pursuit and
appreciation of a wide variety of literature. Both libraries
are staffed with full-time librarians as well as library
assistants. Students, parents/caregivers, and the wider
community are encouraged to visit and take advantage
of our resources.

Librarians co-teach and collaborate with classroom
teachers to:

● develop and provide information literacy
instruction and integrate relevant technology
across grade levels and subject areas

● foster and nurture students’ independent
reading lives, endowing them with a lifelong love
of reading and an appreciation of a wide variety
of diverse literature in a host of formats

● curate both physical and virtual resources to
support the curriculum and the needs of our
community

Source: Procedure 2.3.4.P Library Services

Please visit our AIS Vienna Libraries page for opening
hours and to discover our diverse and vast collection of
resources.

Food Service
AIS Vienna outsources food service and operates a
full-service cafeteria during lunch hours, as well as a
coffee shop during non-lunch school hours. Students
and employees can use their school IDs to put money
into their accounts.

Source: Procedure 6.3.P Lunch Program

Extensive information on menus, services, and payment
is available on the Food Service page of the AIS Vienna
website.

School Bus Service
AIS Vienna, in partnership with one of Austria's top bus
companies, Blaguss, provides a daily bus service to and
from school.

Students who periodically use other forms of transport
to school do not receive any rebate for the times they do
not use the school bus service.

Students are required and expected to observe the
student Code of Conduct laid out in the divisional
Student Handbooks when using the bus service.

Source: Procedure 6.2.1.P Bus Service

For more information, please visit the Bus Service page
of the AIS Vienna website.

Public Transportation
Vienna has an excellent public transportation system
consisting of buses, trams, subway (“U�Bahn”), and
regional trains (“Schnellbahn”). The system operates
from 05�00�24�00 Monday through Thursday and
24-hour service Friday through Sunday (reduced
frequency). This is often the most efficient way of
getting around the city. Tickets can be purchased online
at http://shop.wienerlinien.at (offering services in
English) or by using the Wien Mobil app on a mobile
phone. Tickets can also be purchased directly from a
ticket machine on the tram (exact change
recommended), in advance (Vorverkaufsscheine) from a
tobacco store (Tabak Trafik) or from machines at the
subway stations. Certain transportation hubs also offer
staffed Wiener Linien ticket counters. Further details of
using public transportation can be found at
www.wienerlinien.at.
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Children travel free up to age six. School children (ages
six and up to the day of their fifteenth birthday) pay
half-price on multi-fare tickets. Students can use the
public transportation system up to their nineteenth
birthday, paying the student fares as long as they carry
their student ID card.

The “Top-Jugendticket” enables students to use all
public transportation in Vienna, Lower Austria and
Burgenland in conjunction with a valid student ID �AISV
ID card or Schülerausweis) throughout the entire school
year for a fee of €79.00.

The “Jugendticket” enables the child to take public
transportation only to and from school and home in
conjunction with a valid student ID �AISV ID card or
Schülerausweis) for an annual fee of €19.60.

MS/HS Students may use their AIS Vienna ID card as
their student ID. ES Students: A paper student ID card
may be obtained only for ES students who leave their
AISV ID cards at school.
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Elementary School
Reference Guide

Attendance Guidelines
The Elementary School Starts at 8�15 a.m. and parents
are responsible for informing the school about any
planned absences in a timely manner. For unplanned
absences, please email the classroom teacher or contact
the Elementary School Office at �43 1 40132 2731 or
ESOffice@ais.at before 9�00 a.m.

Parents are expected to respect the established school
calendar and hours of instruction from 8�15�3�15 p.m.
After school activities for children need to be scheduled
after 3�15 p.m. To maximize your child’s learning, family
vacations should be scheduled during established school
holidays so children attend school every school day.

In an effort to facilitate your child's learning success at
the Elementary School, the ES Principal periodically
reviews student absence records. As you know, a
student's presence and active participation in the
classroom is critical to school performance.

For this reason, the Elementary School Office tracks and
records students who are late to school or absent. If
students miss 10% or more days in a trimester, the
student’s family is notified and a letter is sent home as a
reminder. Extended medical absences will be addressed
on an individual basis. Children who miss more than 25%
of the school days in a trimester may receive grades of
Not Assessed �NA� on their report cards. Students who
miss more than 25 days of the school year may not be
eligible to be promoted to the next grade level.

Parent Drop-Off & Pick-Up

Parent Pick-up
Due to space restrictions and heavy traffic at the end of
the day, we ask that parents wait for their children
outside of the Elementary School entrance at the
established locations for arrival and dismissal.. The
delivery of children to parents is supervised at all times.

Walking to and from School
The safety of our students is always our first priority, and
we want to ensure safe passage to and from school.
Students Grade 3�5 may arrive at and depart from
school independently if parents have given their consent
using our Walking to and from School Permission Form.

AIS Vienna recommends students from PK to Grade 2 to
be accompanied by an adult. Students in
Pre-Kindergarten to Grade 2 may go home with a sibling
who is in Grade 3 and above with parental consent and
principal approval.

Taxi Rules
Once students are in school, it is the responsibility of AIS
Vienna to ensure the safety of all students. Therefore,
students below Grade 3 will not be sent home by taxi.

Communicating Change of Plans
If you have changes to your child's schedule which affect
bussing and After School Activities, we kindly ask that
you communicate with your child's homeroom teacher
and copy in the ES Administrative Assistant and the
Events Office Director regarding the changes in your
child's plans.

Please be aware that all communication must be sent
before 2�00 p.m. to make sure the email has been read
prior to dismissal. If you do not receive a reply from your
child's homeroom by 2�00 p.m., please assume the email
has not been read and contact the ES Administrative
Assistant directly.

Please click the link for the Events Office Team contact
information.

Assessment / Evaluation

Reporting Dates
All Elementary School students will receive a report card
at the end of each Trimester �3 times per year).

Elementary School Report Card Goal
The purpose of our Elementary School report card is to
clearly communicate student performance against AIS
Vienna learning and behavioral standards to parents,
students and other educators.

Achievement
Indicator

Descriptor

Exemplary �E� The student consistently and
independently demonstrates an
in-depth understanding of the
standard. The student applies and
extends the key concepts,
processes, and skills. Performance
is characterized by high levels of
quality and complexity.
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Meeting �M� The student consistently
demonstrates a full understanding
of the standard, meeting grade
level expectations. The student
applies the key concepts,
processes, and skills. Performance
is characterized by quality and
consistency.

Progressing �P� The student demonstrates partial
understanding of the standard, but
does not yet meet grade level
expectations. Performance is
inconsistent and varies in quality
and accuracy.

Needs Support
�N�

The student does not yet
demonstrate understanding of the
standard. Student is well-below
grade level expectations.
Performance is inconsistent even
with additional teacher support.

Behavior & Academic
Conditional Status
Students who continue to have behavior issues and/or
academic grades that do not meet minimum standards or
whose needs are beyond the scope of our school's
program and support may be placed on Conditional
Status. Terms of the Conditional Status will be
determined at the time of the decision, which will include
but not be limited to, student performance, attendance,
behavior, and parent engagement.  When a student is
placed on Conditional Status, a more comprehensive
behavioral and/or academic support plan will be created
to support the student in collaboration with the student's
parents. Students whose behavior and academics
continue to not meet minimum standards or whose
needs are beyond the scope of our school's program and
support despite interventions while on Conditional Status
may be non-enrolled for the following academic year.

Source: Procedure 3.4.2.1.P Conduct & Discipline in the
ES

General Homework Guidelines
Students are regularly assigned homework in the
Elementary School. Homework is mainly independent
reading at home and math and/or writing or word study
assignments. Students may be assigned an average of
ten minutes of homework multiplied by their grade level
per night.

If your child is experiencing stress or significant
challenges in completing homework assignments, we
strongly encourage you to talk with your child’s
classroom teacher.

Learning Support Programs
Elementary School students may access resource
support following the recommendation of the Student
Support Team at three different levels based on
individual need:

● Maximum Support: One-on-one or small group
support with the resource specialist for 40
minutes per day.

● Moderate or Small Group Support: Flexible
groupings of one or more students working on a
specific skill. Students who do not formally fall
within the resource program may benefit from
short-term small group support. Small groups
may be hosted by the learning support teacher
or an Instructional Assistant under the direction
of the primary classroom teacher and/or the
Learning Support Specialist. Any student who is
identified as needing three or more instances of
small group support within a year may be
considered for formal evaluation and Learning
Support program support.

● Minimum or Push-in support: Push-in support
may be offered by the Learning Support
Specialist or the Learning Support Instructional
Assistant as often as the schedule allows. The
primary planning for the lesson remains the
responsibility of the primary classroom teacher.
The role of the push-in teacher is to support the
ongoing program in the class with assignment
accommodations as necessary and agreed upon
with the primary classroom teacher.

Through these differing levels of overlapping support the
school is able to offer early intervention within a
response to intervention model philosophy.

Source: Procedure 2.8.P Student Support Services.

Field Trips
Each elementary grade level normally has two excursions
or field trips per school year. The General Field Trip
Permission (signed during the �Re-)Enrollment process)
allows your child to participate in planned school
excursions and field trips during the whole school year,
provided that

● You are informed by the teacher about the
details of the trip at least five days in advance.

● The trip takes place during regular school hours.
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After School Activities
The After School Activity �ASA� program is fee-based
and offers a wide variety of activities for all students but
is aimed at Elementary School students. AIS Vienna
offers approximately 30 different activities, some with
multiple opportunities to attend. Registrations are done
online and generally many students take part in the
program. Many of the instructors are AIS Vienna
employees. Instructors are paid directly by families with
a portion of the revenue being paid back to the school.

Students must be supervised at all times while on
campus; therefore, Elementary School students may not
stay after school without a parent/guardian present.

Source: Procedure 2.3.2.P After School Activities

For more information about the courses we offer, please
visit the After School Activities page on the AIS Vienna
website. Please note that some of the courses fill up very
quickly, and you are advised to sign up online as soon as
registration is open.

Cafeteria / Lunch / Snacks

School Purchased Lunch
Student IDs serve as lunch cards. It is important that
students who choose a school lunch maintain a positive
balance. Current card balances may be accessed
through the AIS Vienna Parent Portal.

Lunch menus may be found in Scoops to assist in making
the best choice for your children.

Home Lunch
When sending in a home lunch, it is important to know
that we are not able to heat food for student lunches. For
this reason, home lunches need to be sent ready to
serve and eat.

Snacks
Students need a lot of energy to learn throughout the
school day. For this reason, snack time is very important.
To facilitate learning, we encourage healthy snacks that
are easy to eat in a short period of time. While students
may like potato chips and sweet treats, these snacks do
not provide sustainable energy, so please provide your
child with healthy snacks.

Problem-Solving
School is a place to learn and practice appropriate social
behavior. At AIS Vienna, all students are responsible for
their decisions and actions. Making positive choices is
encouraged and modeled in all classrooms and play
areas. While we expect students to make the right
choices, we also understand that sometimes we all make
mistakes and it is our job to help students understand
how poor choices can be improved for the future.

Source: Procedure 3.4.2.1.P Conduct & Discipline in the
ES

Playground Rules
All students enjoy recess throughout the day to exercise
and provide opportunities for social engagement.
Age-appropriate recess rules have been developed by
the school administration and faculty to ensure student
safety. Students are informed of all recess rules and
playground supervisors are present to monitor
adherence to rules and to support positive social
engagement. If rules are not followed and a pattern of
negative behavior emerges, students meet with the ES
counselor and/or the Principal to assist in conflict
resolution.

Source: Procedure 3.4.2.1.P Conduct & Discipline in the
ES

Sports Hall Rules
● Equipment must be left alone unless a teacher

or Instructional Assistant gives students
permission to use it.

● Students may not hang on the basketball rim,
nets, or fences

Winter Rules
● Students should always wear jackets, snow

pants, snow boots, hats, mittens or gloves, and
scarves.

● Students may not throw snowballs.

Winter Clothing
When it snows, the playground can be covered for
several days or even weeks. Children like to slide, run,
and have fun in the snow, but if they are not dressed
properly, they will get wet and have to sit in class all day
long in wet clothes. For this reason, children are not
allowed to play in the snow unless they have jackets,
snow pants, snow boots, and mittens or gloves. If they
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do not have appropriate snow gear, they can go outside,
but must stay in a designated area that does not have
snow. This can be very disappointing for students, so
please send your children to school with the proper
winter clothing.

Electronic Communication
Devices
Mobile phones, smart watches, and personal electronic
communication devices may not be used during school
and must be kept in backpacks or lockers. If students
need to make a telephone call, they may call from the ES
Office.

Teacher Assignments
The Elementary School administrators and teachers
make every effort to match children with a teacher who
matches their needs and learning style. Parents can help
with that process by providing information about their
child and how the child learns. Neither students nor
guardians are allowed to choose a specific teacher.
Decisions for class placement will be based on balancing
gender, academics, behavior, language needs, and other
factors.

Student Government
The Elementary School Student Council serves to
develop leadership and communication skills of students
while giving the student body a voice on school
governance issues. Student Council representatives are
selected from Grade 4 and 5 students through classroom
elections.
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Middle School Reference
Guide
The goal of the Middle School faculty and staff is to
provide a healthy, nurturing atmosphere in which
students can develop self-esteem while participating in a
program that meets their intellectual, emotional, physical,
and social needs. To ensure every student has the
opportunity to develop his/her potential, students shall:

● Respect themselves.
● Demonstrate courtesy and respect for others, to

include their right to express their opinions,
dress preferences, attitudes, values, and
character.

● Communicate honestly and appropriately with
other students and adults.

● Respect the property of others.
● Be supportive and considerate of others,

particularly while working on classroom
activities.

● Contribute to the establishment of a safe
environment which supports each student’s right
to learn.

Attendance Guidelines

Attendance Requirement
A significant part of the educational experience at AIS
Vienna takes place every day in our classrooms, and
students need to be present to benefit from those
experiences. Of course, there are times when students
need to miss school, and students may be excused by a
parent or guardian up to 5 times for each subject studied
per trimester. Students who miss more than 5 classes of
a given course may receive an incomplete report card for
that course during the trimester in question. Official
school-related absences are not counted towards the
total number of absences for a given reporting period.

Notifying the school of an Excused
Absence
When students are not at school as expected, AIS Vienna
follows up to ensure that students are safe and parents
are aware of their whereabouts. To help with this,
parents must notify the school as early as possible
(preferably before 9�00 a.m.) when a student is absent,
will be late to school, or will leave school early. Parents
notify the school in one of two ways:

1. A telephone call to the Administrative Assistant
to the MS Principal � 40132�2391.

2. An email sent to the Administrative Assistant to
the MS Principal - msoffice@ais.at.

Late Arrival to Campus/Early
Departure
A student arriving after the start of the school day must
report to the MS Office to sign in before going to class
and receive a "late pass". Students must report in and
out of school at the Middle School Office when leaving or
returning to campus for any reason. As in other instances
of absence, a telephone call or written note/email from
parents is necessary to excuse the lateness.

Planned, Excused, or Official
Absence
When a student knows in advance that they will miss
school for any reason, they must complete an Advanced
Notification of Absence Form signed by each teacher
and the MS Principal. The MS Office must receive the
completed form no later than one day prior to departure.

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 may be difficult
to make up. When appropriate, alternative assessments
may be used.

Any extended planned absence of more than 5 school
days must be approved by the Middle School Principal.
Requests for extended planned absences can be made
by contacting the MS Office.

Recording Attendance
● Daily attendance is taken electronically each

morning during the first block class.
● Students arriving late to school must report to

the Administrative Assistant to the MS Principal
when they arrive. If a student is tardy to class
�1�20 minutes late), the teacher will change the
absence to tardy accordingly.

● The Administrative Assistant to the MS Principal
monitors students with excessive
absence/lateness and reports these to the
Principal.

● Parents are contacted by telephone in the event
that they have not informed the Administrative
Assistant to the MS Principal that their child's
absence exceeds 3 days.

● If any student is absent from class and is not on
the daily absence list, teachers should email the

American International School Vienna Family Handbook �Revised February 14, 2023� Page 33

mailto:msoffice@ais.at


Principal or Administrative Assistant to the MS
Principal during the missed class (block).

● Students must attend a full day of school in
order to participate in any after school activity.

Types of Absences
Excused Absences: Require parent communication and
are counted towards the maximum of 5 per trimester.

Unexcused Absences: Absences not approved by AIS
Vienna or parents and are counted towards the maximum
of 5 per trimester.

Tardy Excused: Late arrivals to class.

Academic Field Trips, Sports trips, and AIS Vienna
testing-related absences: Official School-related
Absences are not counted towards the maximum of 5
per trimester.

The Daily Planner
The Daily Planner plays an important role in Middle
School. Students must develop the habit of using the
Planner to record homework assignments, projects, tests
and quizzes, and other important information for each
class. The Planner helps students stay organized and
makes their life at school easier. Students are instructed
to write the complete assignment information down so
they don’t have to rely on their memory for detailed
information at the end of the day. They must bring the
Planner to all classes every day.

Evaluation of Academic
Progress
The Middle School at AIS Vienna implements a
standards-based grading and reporting program.

MS Assessment & Grading
Philosophy
Assessment drives the cycle of teaching and learning.
Teachers provide a variety of quality assessments for
students to demonstrate their progress toward mastery
of standards and benchmarks. These assessments are
designed to gather information about individual students
in order to inform, enhance, and improve the teaching
and learning cycle. This is also necessary in order to
communicate clearly on each student’s progress towards
the learning goals. Student learning and grading is based
on criteria or standards for performance rather than
through comparison with other students. Students are
given a clear understanding of expectations for

performance through the provision of examples, rubrics,
checklists and other indicators. Students are active
participants in the process.

MS Report Cards
Report cards are issued each trimester and are used to
evaluate academic progress. Grades are reported on
Measurement Topics in each subject area, based on
evidence of proficiency towards meeting the standards.
“Meeting”, “Approaching”, “Beginning”, “Extending” and
“Insufficient” are used to indicate student performance
against the standards.

Proficiency
Level

Descriptor

Meeting The student demonstrates a
thorough understanding of the
concepts, skills, and/or processes
within the standard.

Approaching The student demonstrates a partial
understanding of the concepts, skills,
and/or processes within the
standard.

Beginning The student does not yet
demonstrate an understanding of the
concepts, skills, and/or processes
within the standard.

Extending The student demonstrates an
understanding of the concepts, skills,
and/or processes that extend beyond
the standard.

Insufficient There is not enough evidence of
student learning available for
evaluation at this time.

MS Late Work Policy
Assigned work is due at the beginning of class; late
submissions will result in low assessments in the Life
Skills measurement topics. A teacher will expect that
work is still submitted and may, through communication
with parents, create a mandatory completion session for
the student or request the student to attend a regularly
scheduled H.O.T. session. When teachers record the
assignment in Veracross, missing assignments will
indicate that an assignment has not been submitted.
Late work will be accepted for academic credit up until
the time the teacher judges that the academic integrity
of the assignment would be compromised (e.g. when the
assignment is handed back or the class has thoroughly
reviewed the learning). After this time, the grade in
Veracross will turn to ISF �Insufficient). Students who do
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not have sufficient graded work completed by the end of
the grading period and/or eligibility check in a
measurement topic will be given an ISF on the report
card.

MS Retake Policy
A student may request a retake on a summative
assessment or be recommended to do so by a teacher. A
teacher may turn down a request if there is insignificant
new conceptual learning that can be demonstrated
through a retake (i.e. if the student has demonstrated
mastery on first assessment). A student can only take
one retake per summative assessment. Before a retake is
granted, the student must demonstrate an improvement
mindset by:

● Conferencing with the teacher.
● Showing evidence of good class work habits

(complete notes, formative assessments).
● Showing evidence of good study habits (e.g.

complete homework assignments).
● Completing test corrections, further review or

further preparation work as requested by the
teacher.

Homework Opportunity Time
Homework Opportunity Time �H.O.T.) is a structured time
scheduled from 3�30�4�30 p.m. Monday through
Thursdays. It is an intervention to help students
complete homework, complete assessments, or to study.
It is not meant to be a one-on-one tutoring session or
detention. An adult from the Middle School or High
School Learning Resource Department is present to
support students.

Academic Alert
The purpose of the Academic Alert is to support student
academic progress and to help maintain academic
standards. Consequences for being placed on Academic
Alert 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. Unfortunately, in very
rare cases, despite our significant support, a student's
continued struggles may mean that AIS Vienna is not the
best school for the student.

A student will receive an Academic Alert at the end of
each grading period if the student receives four or more
Measurement Topic grades of “Beginning” or
“Insufficient”. The student and their parents are notified
of the Academic Alert from the MS Principal.

Support Structures: The support structures put in place
for students on Academic Alert are decided on an
individual basis with input from faculty, counselors, the

Director of Events Office, and the MS Principal. Support
includes:

● Student may be assigned a supervised study
time or H.O.T.

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

● Student may be recommended to meet with
their counselor or advisory teacher to develop
time management or organizational skills.

● Student may not be allowed to travel/participate
in an extracurricular activity for a period of time
or may be removed from the activity or team
entirely.

A student who does not improve their performance
enough in the subsequent trimester will be referred to
the MS Principal to develop a more comprehensive
academic support plan.

Life Skills

Life Skills Descriptors and Criteria
Life Skills are measured in four areas: Participation,
Behavior, Work Completion and Group Work. The criteria
for measuring each Life Skill are listed below. Teachers
spend time reviewing the expectations with each class
early in the school year. The four descriptors for whether
or not a student has met the expectations are:

● Consistently �CON�
● Usually �USU�
● Occasionally �OCC)
● Rarely �RAR�

Expectations for Participation
● Asks questions in class
● Offers answers and comments when called upon
● Engages in the lesson
● Positive attitude towards learning

Expectations for Classwork &
Homework Completion

● Follows instructions
● Brings required materials to class
● Completes class work and homework

assignments
● Submits assignments on time

Expectations for Behavior
● Arrives on time for class prepared to learn
● Uses class time wisely
● Shows respect for others and their views
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● Follows established classroom and school rules,
including using technology responsibly

● Perseveres to work independently

Expectations for Working in Groups
● Actively engages in class work / discussion
● Listens to other group members
● Is respectful and kind to other group members
● Contributes fully to group research and

presentations

Other Grading Codes
Pass �P� is used with students new to English Language
Learning and in some support classes.

Insufficient Evidence �ISF� is used when assessments
were not completed in time for a Trimester grade to be
given. Work must be completed in an agreed upon time
between the student and teacher with the MS Principal
being informed. Typically, two weeks are given to
complete the work.

Homework Guidelines
● Homework has a clear academic purpose, such

as practice, checking for understanding, or
applying knowledge or skills.

● Homework extends educational opportunities
beyond the walls of the classroom.

● Homework efficiently demonstrates student
learning.

● Homework promotes ownership by offering
choices and being personally relevant.

● The task instills a sense of competence – the
student can successfully complete the task
independently.

● The task is aesthetically pleasing – it appears
enjoyable and interesting.

● Teachers provide timely feedback for all
homework assigned.

● Homework provides feedback to both teachers
and students about student understanding,
which enables teachers to adjust instruction

● Independent reading and instrument practice
are not included in this formula.

● No homework will be assigned over extended
school breaks.

● Based on the research, students should be
assigned approximately ten minutes of
homework multiplied by their grade level per
night. �Example; Grade 6 multiplied by ten
minutes should give a Grade 6 student
approximately 60 minutes of homework). The
teacher should be informed if a student is
consistently spending more time than AIS

Vienna guidelines suggest to complete their
work.

Homework completion and timeliness is documented as
a Life Skill �Work Completion). Points will not be
deducted for late work, though the teacher response to
missing homework may include:

● Office hours
● Parent communication
● Appointments at lunch or after school
● After-school support
● Requiring attendance at H.O.T.

Source: Procedure 3.4.2.2.P Conduct & Discipline in the
MS

Academic Honesty
In the Middle School, we believe that it is important for
students to think for themselves and to turn in work that
is their own unless it is clearly stated that it was done by,
or with, someone else. It is NOT acceptable to:

● Copy phrases, sentences or ideas from a book,
magazine or off of the Internet and claim them
as your own. Students must give credit to the
source or else this is plagiarism.

● Hand in someone else’s work as their own or get
the answers for a test, quiz, or homework
assignment from another student or notes.

● Give or share their work with another student so
that they can turn it in as their own.

Should this situation occur, the consequences are:
● First offense: The student will be given a

warning and a clear explanation of the problem.
The student may re-do the assignment. The
teacher will inform the student’s parents and the
principal.

● Second offense: The student may re-do the
assignment. The student will meet with the
teacher, the parent/guardian, the principal and
the counselor to discuss the incident. The
student will serve a lunchtime detention.

● Third offense: The student may re-do the
assignment. The student will meet with the
teacher, the parent/guardian, the principal and
the counselor to discuss the incident. The
student will receive a one day in-school
suspension.

● Fourth offense: The student may re-do the
assignment. The student will meet with the
teacher, the parent/guardian, the principal and
the counselor to discuss the incident. The
students will be suspended from school for up to
three days. The principal will determine whether
to recommend expulsion to the Director.
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These guidelines apply for any violations in all classes
throughout the time spent in Middle School. Each
incident will be recorded and will be on file with the MS
principal.

Adapted and compiled from the International School of
Prague Middle School Handbook and AIS Vienna High
School Handbook.

Source: Procedure 3.4.2.2.P Conduct & Discipline in the
MS

Co-Curricular Activities &
Athletics
The responsibility and coordination for all activities at AIS
Vienna rests with the Events Office. Should you have any
questions, please contact Andy Harrison �Director of
Events Office) or Nick DeForest �Assistant Director of
Events Office).

Academic Activities
The fundamental purpose of the AIS Vienna
extracurricular program is to support, promote, enhance,
supplement and complement the regular curricular
program of the school.

A variety of academic clubs and activities are offered.
For more information please visit the Activities and Clubs
List in the Activities sections of the AIS Vienna website.

Athletics
The athletics program at AIS Vienna is divided into three
seasons. The coach is responsible for selecting the team
after holding tryouts. Every student is encouraged to try
out. The sports available are listed below. Details of the
athletic program can be found on the Athletics page of
the AIS Vienna website. Student-athletes are expected
to read and be familiar with the Athletics Handbook also
found there.

● Fall season: Soccer, Cross-Country, Tennis
● Winter season: Basketball, Swimming
● Spring season: Track & Field, Softball, Golf,

Volleyball

Selected team members will often travel outside of
Austria to compete against other international schools.
Each team member is also required to house students
from other international schools visiting Vienna during
athletic competition.

Lockers
At the beginning of the school year, students are given a
locker and a lock combination. This locker is used to
store personal items, and the student is expected to take
care of it. Students are strongly advised to keep the
locker combination confidential in order to maintain the
security of the locker. Students are not to write on or
stick items on the outside of lockers.

Lunch
Lunchtime is for eating and recess. Students may bring
lunch or purchase it from the cafeteria using a student ID
card. Lunch should be eaten in the cafeteria or café area
and not in other parts of the building. After eating lunch,
students are free to socialize or play and get some
exercise in the designated areas. These areas will
change depending on the weather but include the library
and café for socializing and the Mike Maloy gym or
soccer pitch for active games. Students should not use
their computer during lunch time unless they are working
with a teacher. The High School is in class during our
lunch so be quiet and support the HS students walking
through the high school area. We encourage students to
drink water and to have a reusable bottle to rehydrate
during the day.

Lunch Duties
As part of our community service program, students are
assigned duties in their Homeroom and will be expected
to perform such duties on a rotating basis. These duties
include cleaning the Cafeteria tables, sweeping the
Cafeteria floor and collecting paper in the recycle bins in
the Middle School. With students taking turns helping
out, there is less work for the cleaning staff at the end of
the day.

Electronic Communication
Devices
Students are welcome to bring their mobile phones,
smart watches, and other personal electronic
communication devices to school. However, during the
school day �8�15 a.m.�3�15 p.m.), devices should be
stowed safely in the locker. There may be times when
you allow your students to use a phone or another
electronic device in class. If so, you may ask students to
bring it to class for academic purposes. Grade level
teams may adjust this guideline to fit their academic
expectations.
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Students are welcome to come to the Middle School
Office if they need to make a phone call during the day.

Middle School Behavior
Monitoring and redirecting student behavior is aligned
with the values of responsibility and personal growth
outlined in the AIS Vienna Mission and Middle School
Philosophy. Behavior expectations for students are
outlined in the AIS Vienna Middle School Handbook.
Students are expected to follow these expectations in
support of a positive school climate.

To this end, AIS Vienna believes that students are
individuals and are responsible for their choices and
actions. We also believe that students learn from their
choices, and consequences are a way for students to
reflect on their behavior. In order to support students to
make positive choices, teachers provide redirection to
help students learn and reflect.

Furthermore, restorative approaches are often used to
address incidents effectively and are developmentally
appropriate in a middle school environment. Parental
support and ongoing communication between the school
and home essentially reinforce students’ positive
behavior choices. Faculty strive to support students to
“live” these expectations during the school day and in
their daily life. To this end, individual student behavior is
redirected mainly by teachers in the classroom setting.
Recurring or severe behavior is referred to administration
for appropriate consequences which may include
detention, suspension, or referral to the Director.

The behavior policy extends to all AIS Vienna events,
both on campus and when traveling. In addition, groups
may have their own set of consequences for violations of
the Behavior Policy.

Source: Procedure 3.4.2.2.P Conduct & Discipline in the
MS

Behavior Consequences
Teacher Redirection: A teacher meets with a student to
assist in identifying undesired behavior, remind the
student of expectations, and reach agreement about
more positive behavior expectations for the future. It is
expected that most Level 1 student behavior infractions
will be resolved in this manner. Teacher redirections can
occur during lunch or at any time appropriate with the
teacher, where detentions occur after school at a
designated time with a designated teacher.

Infraction: A formal written notice regarding an
unacceptable behavior that has not been resolved
through teacher redirection. The teacher informs the
student of the infraction and issues an infraction to the

student. This is a formal documentation of the undesired
behavior. Both the student and his or her parents are
notified of all infractions via email from the issuing
teacher. Students who accumulate three infractions over
the course of a trimester will qualify for a detention. A
subsequent three infractions will lead to a second
detention and a meeting with the Principal to develop a
behavior plan.

Detention: A detention is issued by a teacher or an
administrator when the student has accumulated three
infractions, or has exhibited an undesired behavior that
warrants a detention. The purpose of a detention is for
the student to take time to reflect on his or her behavior
and create a plan for making positive choices in the
future, and/or to take restorative action. Detention
involves a reflective conversation with a teacher about a
behavior concern as well as a written reflection by the
student. Both the student and his or her parents are
notified of the assigned detention session via email.
Three detentions in a semester warrant a meeting
between the Principal and the student and his or her
parents to determine if Level 2 consequences are
necessary in redirecting the student’s behavior. Students
who skip or miss detention will serve a make-up
detention and be assigned an additional detention.
Exceptions will only be made under rare circumstances
and by prior approval from Administration.

Level 2 Consequences: Level 2 Consequences include,
but are not limited to, in-school or out-of-school
suspension and is for behavior that is deemed serious,
disruptive, unsafe or that has been addressed previously
and not corrected. It is a redirection reminder to the
student for a behavioral change. The type and length of
suspension will be determined by administration based
on the circumstances of the incident(s) and the student’s
willingness and ability to make restitution. The student
and the parents will be informed of the length of the
suspension by phone call or meeting at school. The
student is not allowed to participate in school activities
during the days and evenings of the suspension. The
administration will decide if additional activities should
be included in the suspension.

Behavior Probation: A student will be placed on behavior
probation if the student is frequently in violation of
school rules and regulations or if the severity of the
student behavior warrants further attention, but not to
the degree of expulsion. The student will reflect on his or
her behavior and identify goals for improving behavior,
highlighting how the student will take corrective action.
These goals will be reviewed and signed by the student,
administration, and the parent. The administration will
decide the length of the probation on a case-by-case
basis. Students placed on behavior probation are
normally prohibited from participating in co-curricular
activities and their behavior is reviewed regularly before
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participating in school sanctioned activities. The parents
and students will be informed of this in writing and with a
conference.

Referral to the Director: Referral to the Director will be
enacted only as a last resort after other means of
motivation, intervention, and correction have failed
and/or the severity of the incident necessitates
additional disciplinary action. The student and their
guardian will appear at a meeting with the Director to
discuss the history of behavior incidents and plan for
behavior improvement.

Source: Procedure 3.4.2.2.P Conduct & Discipline in the
MS

Bullying Prevention in the
Middle School
Bullying defined: When someone repeatedly and
intentionally says or does mean or hurtful things to
another person who has a hard time defending themself.
AIS Vienna expressly forbids all forms of bullying,
including cyberbullying.

Direct bullying involves a direct confrontation with a
person and can include pushing, hitting, name calling,
and taunting:

● Verbal bullying is any type of communication
that causes harm to another (taunting, teasing,
name-calling, extortion, threats).

● Physical bullying is harming a person or property
(shoving, hitting, tripping, damaging a person’s
property).

Indirect bullying is a more subtle and covert act such as
social isolation, spreading rumors, or exclusion:

● Relational aggression is harmful to someone’s
self-esteem or group acceptance (rumor
spreading, intentionally excluding someone).

● Cyberbullying is defined as using electronic
information and communication devices to
willfully and repeatedly harm either a person or
persons through the medium of electronic text,
photos, or videos. Examples of cyberbullying
include but are not limited to:

○ Sending or posting cruel messages or
images

○ Excluding or attempting to exclude
others

○ Starting or passing on rumors about
others

○ Sending angry, rude or vulgar messages
directed at a person or persons
privately or to an online group

○ Posting a picture of a student without
their permission

Three key components of bullying behavior are:
1. Bullying involves an aggressive behavior.
2. It involves a pattern of behavior repeated over

time.
3. There is an imbalance of power.

AIS Vienna Middle School Anti-bullying rules:
● We will not bully others.
● We will try to help students who are bullied.
● We will try to include students who are left out.
● If we know that somebody is being bullied, we

will tell an adult at school and an adult at home.

Olweus Bullying Prevention Program

Should it be reported that a student is bullying others,
the consequences are:

First Offense: The teacher will inform the counselor and
the principal. The student will meet with the counselor,
principal and his/her parents will be contacted to discuss
the incident. The incident will be documented and a
behavior contract may be developed for the student.
There may be further consequences such as lunch or
after school detention.

Second Offense: The student will meet with the parent,
principal and counselor to discuss the incident. The
student will receive a one day in-school suspension. The
suspension will be documented and the behavior
contract will be written or reviewed and changed as
needed.

Third Offense: The student will meet with the parent,
principal and counselor and will be suspended from
school for up to three days. The principal will determine
whether to recommend expulsion to the Director.

Due to the nature of the event, the consequences may
begin at any level at the determination of the MS
Principal. These guidelines will apply for any violations
throughout the time spent in the Middle School.  The
school recognizes that parents and guardians provide
students with digital access off campus. However, if
conduct that should be monitored by parents or
guardians occurs off school grounds, and causes or
threatens to cause a substantial disruption at school or
interferes with the rights of students to feel safe and
secure, the school administration may impose
consequences.

Middle School Parent Alliance
The Middle School Parent Alliance meets regularly
throughout the school year and is organized by the
Middle School Principal and Guidance Counselor. Early in
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the year, we meet to make sure parents are adjusting to
the transition for Middle School and to answer questions
and address concerns. Later in the first semester, we
hold book discussion groups focused on books focused
on the middle grades child. All Middle School parents are
welcome to participate.

Student Government
The Middle School Student Council is the forum for
student leadership, empowerment and school-wide
decision making which affects the student body and
student-led activities. The Student Council meets every
Monday at lunch with the advisors to plan activities and
build Middle School spirit. Student council members also
lead the Tuesday morning assemblies. All Middle School
students are welcome to join the student council and
commit to weekly meetings to enrich the Middle School
experience for all.
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High School Reference
Guide

Attendance Guidelines
Attendance at school matters. Academic progress and
regular, prompt attendance at school are closely related.
Time in class with peers and a teacher is fundamental to
school learning and missing class has educational
consequences. Students are expected to be in
attendance each day of the official school calendar,
unless illness or unusual circumstances prevent their
presence in school. For a full description of attendance
policy and consequences for excused and unexcused
absence, please see the High School Student Handbook
and Planner, a copy of which can be found in the AIS
Vienna Parent Portal.

Parent Procedures � Notifying the
school of an Excused Absence
When students are not at school as expected, AIS Vienna
follows up to ensure that students are safe and parents
are aware of their whereabouts. To help with this,
parents must notify the school as early as possible
(preferably before 9�00 a.m.), when a student is absent,
will be late to school, or will leave school early. Parents
notify the school in one of three ways:

● A telephone call to the High School Office �01
401 32 2491�.

● An email sent to the High School Office
(hsoffice@ais.at).

● 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, or sent
in with a sibling.

Note: During Examination Sessions, please notify the
High School Office by phone prior to the scheduled exam
or as early as possible. When students return to school,
they must have a Doctor’s Note excusing them from the
exam in order to sit an alternative exam.

Student and Parent Procedures –
Late arrival to campus
In the event that a student arrives after the start of the
school day, they must report to the High School
Administrative Assistant to sign in before going to class
and receive a "late pass". Students must report in and

out of school even if they have a free block when they
arrive or leave.

As in other instances of absence, a telephone call or
written note/email from parents is necessary to excuse
the lateness.

Student Procedures � Planned,
Excused, or Official Absence
When a student knows in advance that they will miss
school for any reason, they must complete an Advanced
Notification of Absence Form signed by each teacher
and the HS Principal. The HS Office must receive the
completed form no later than one day prior to departure.

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 may be difficult
to make up. When appropriate, alternative assessments
may be used.

Recording Attendance
Attendance is an important part of ensuring student
safety and accountability. In order to do so effectively, it
needs to be accurate and timely.

● Period attendance is taken by teachers within
the first 15 minutes of every class block.

● If a student is late to class, the teacher may
mark the student as Tardy.

● If a student arrives after attendance has already
been submitted, the student should arrive with a
signed note from the HS office. The student
must return this note, signed by the teacher, to
the HS Office in order for the absence to be
changed to a tardy in the system. The Hig
School Administrative Assistant will make this
change upon receiving the teacher-signed note.

● If a student is more than 20 minutes late for
class, this is recorded as an absence, not a
tardy.

● When a student misses class for
school-sponsored reasons (field trips,
athletic/activity trips, etc.), these are recorded
as official absences and do not count against a
student’s total absence count.

Attendance Requirement for Course
Credit
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. Students who miss
more than these amounts may not receive course credit
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in that course. Each case exceeding these values will be
handled individually.

Definitions and Codes
Excused Absences - requires parent communication
(counted towards the maximum of 6 per semester):

● Absent � Excused
● Absent � Illness

Official School-related Absences (not counted towards
the maximum of 12��

● Absent � Nurse
● Absent � Field Trip
● Absent � Sports Trip
● Absent � Counseling
● Absent � Excused by School

Late arrivals to class:

● Tardy
● Tardy � Excused

Senior Privilege
In early September, Grade 12 students are provided with
a parent permission form for "Senior Privilege". With
parental permission, this privilege allows seniors to arrive
at school after the school day has started, if they do not
have a class during the first block. They may also 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, the
Senior Privilege form must indicate parental permission
and must be on record with the High School Office.
When leaving or arriving on campus seniors must sign in
and out in the High School Office and at the Main
entrance on Keylwerthgasse. Seniors who violate any of
the expectations of this privilege may lose it temporarily
or permanently. Senior Privilege is awarded to students
after they have completed important senior class
requirements.

Class Schedule

Lab-Block Guidelines
All HS students remain in class during lab blocks.

Lab Block takes place after the second block of each
school day. Occasionally. a Lab Block is partially or
completely replaced by an assembly or homeroom
meeting.

Lab Block is a continuation of the second block in the
day's 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, at the discretion
of the teacher.

Students are to come to Lab Block prepared to work. The
second block teacher has priority in determining the
work for that Lab Block.

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 (the
teacher from whom the 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 in advance of the day the Lab Block
meets.

● Students must obtain notes in advance of the
Lab Block from which they need to be excused
and may not arrive late to a class.

● Students must remain in the Lab Block they
attended for the entire period.

● Students are to bring materials to work on after
completing make up work in the Lab Block to
which they have been excused.

● The Secondary Library is not an alternative
venue for students to use during Lab Block.

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

Academics
All students at AIS Vienna must fulfill requirements for
the U.S. Diploma, and may, in addition, prepare for the
full IB Diploma or IB subject courses (formerly known as
certificates).

Credit Requirements
1. All full-year courses that meet for 4 blocks per

rotation earn 1 credit.
2. One-semester courses earn a 0.5 credit.
3. Students must earn 24 credits based on the

distribution 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.

4. Students in grades 9 and 10 must take a
minimum of 8 courses per year. Ninth and tenth
grade students do not have free blocks without
extenuating circumstances.
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5. Juniors must choose 7 courses. IB Diploma
candidates are to enroll in an additional
semester course first semester. One of the
seven courses, only for full IB Diploma
candidates, may be an IB language tutorial
course, which is part of the student’s diploma
program and taught outside of the regular
school curriculum.

6. Seniors, to be considered full-time students,
must enroll in 6 courses. One of the 6 courses,
only for full IB Diploma candidates, may be an IB
language tutorial course, which is part of the
student’s diploma program and taught outside of
the regular school curriculum. IB Diploma
candidates are to enroll in an additional
semester course, second term upon completion
of Theory of Knowledge �TOK�, if they need to
ensure 6 classes.

Required Credits & Grade Level
status
Students advance to the next grade level upon
completion of 6 credits per year. For example, to be
enrolled in Grade 11, a student must have completed 12
credits in teacher-taught High School classes. In rare
cases, a student with less than 18 credits may be
provisionally placed in Grade 12, if courses needed for
graduation can be scheduled.

Graduation Requirements
Students must attend AIS Vienna for the full academic
year of Grade 12 in order to graduate from AISV.

Transfer of Credits
Students may receive credit towards AIS Vienna
graduation for High School courses the student passed
at other schools. A maximum of 8 (eight) credits per
school year will be awarded for work completed at other
schools. Because grading criteria and systems vary from
one school to another, grades earned at other schools
are not included in the calculation of the AIS Vienna
Grade Point Average �GPA�.

Credits Towards Graduation
The following are the requirements for earning an AIS
Vienna U.S. Diploma. While these are minimum
requirements, students are encouraged to take courses
beyond the minimum in order to complete a
well-rounded, rigorous, academic program.

Subject Credits Notes

English 4 Students must take one

English course each year.

Modern
Language

● German
● French
● Spanish

2 At least two years of a
Modern Language are
recommended. Grade 9
students who are Austrian
citizens are required by
law to take German. 3
years recommended.

Social Studies 3 2 of the 3 credits of the
Social Studies must come
from history courses. 4
years recommended.

Science 3 4 years recommended.

Mathematics 3 4 years recommended.

The Arts 2* Includes Visual and
Performing Arts.

Physical
Education

2 All P.E. classes include
Health.

Electives 5 All courses beyond the
required distribution listed
above earn elective
credit.

Total Credits 24

* Students new to AISV in grade 10,who are attempting
to earn the full IB Diploma, are required to complete a
minimum of 1 credit in the Arts. If, at any time, a student
drops the full IB Diploma program, he/she becomes
responsible for meeting the standard AIS Vienna
graduation requirements to the extent still possible.

For more information concerning academic credit as well
as the individual credits needed for the IB Diploma
program, please see the High School Course Description
Book found in the High School section of the AIS Vienna
website. Alternatively, contact our High School
Counseling Office or the Admissions Office.

Independent Study
Students may study a course as an independent study
under exceptional circumstances. A contract will outline
the requirements and workload for the course. The
contract must be agreed upon by the student, parent,
counselor, and supervising teacher. As a rule,
independent studies are not permitted when the course
is offered at AIS Vienna. Independent study courses are
typically graded on a Pass/Fail basis and are not
included in GPA calculation.
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Auditing
Under special circumstances, a student may audit a
course with the instructor’s and counselor’s permission.
An agreement shall be formalized between the student,
parent, teacher, and counselor. Audits must be
determined at the start of the course. A grade of AUD
will appear on the report card. No grade point value or
credit will be awarded for audited courses.

Summer School Courses
Students may apply for summer courses towards AIS
Vienna credit only for the purpose of credit recovery. The
following conditions must be met:

● Prior to starting the course, the course must be
pre-approved for AIS Vienna credit by the High
School Principal.

● Upon completion of the course, official
transcripts must be submitted to the High
School Office, verifying successful completion.

The original failing grade remains on the student's
transcript along with the credit recovered through the
summer 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.

The International Baccalaureate �IB�
AIS Vienna offers the International Baccalaureate �IB�
Diploma Program - a demanding two-year course of
study designed to provide international students with a
diploma recognized by many universities throughout the
world. The IB Diploma Program grew out of the need for
an acceptable curriculum that would meet the
requirements of diverse national systems.

The International Baccalaureate Diploma consists of six
examinations; three of these are normally completed at
Higher Level �HL� and three at Standard Level �SL�.
Students typically take all six examinations in their final
year of the IB program. Students must select courses
from each of the "Groups" 1�5 and a sixth course, either
from Group 6 or a second course from Groups 1�4.

Additionally, IB Diploma students must also complete:

● The Theory of Knowledge �TOK� course (two
semesters)

● The Extended Essay - approximately 4,000
words in one of the student's IB subjects

● Demonstrable commitment over a two-year
period in "CAS" (creativity, action, service)
activities, including a long-term service project
lasting at least one semester.

Special testing accommodations are available for
students with documented special needs. The IB
Organization requires psycho-educational assessments
detailing the needed accommodations. This must be
arranged and applied at least 6 months in advance of the
examination dates.

Advanced Placement �AP�
Though AIS Vienna is an IB World School, students may
elect to take an AP examination while enrolled in an IB
course. Students are responsible for obtaining the AP
syllabus, discovering and learning any necessary
supplemental knowledge or activities, and securing a
recommendation to take the exam from their teacher.
Course descriptions and sample exam questions are
available online at the College Board website.

AIS Vienna offers AP Statistics and AP Computer Science
(online course).

AIS Vienna only administers AP exams on site for
courses taught at AISV during that school year or as
required by an AISV teacher. AP exams not offered at AIS
Vienna may be taken at other schools in Vienna. It is the
student’s responsibility to confirm whether taking those
exams are available at other schools (typically ICS �
Vienna).

Course Registration
Registration for courses takes place during the Spring
semester and is managed by the High School Counseling
Office. Counselors along with the Dean of Curriculum &
IB Coordinator will work with students to determine next
year's courses as well as a strategic four-year academic
plan. Every effort is made to schedule students into the
courses that they request. It is possible that a student
might not get all requested courses. Priority is given to
the IB Diploma subjects that a student needs, but this
occasionally conflicts with other elective courses. For
specific information about schedule changes please see
the High School Course Description Book.

Grading & Reporting

Grading Policy
For AIS Vienna, grades from D� to A�, and P, are passing
grades and earn credit towards graduation. �For Matura
Nostrification through the Austrian authorities, grades
below C� are unacceptable by the Ministry of Education
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and therefore considered "failing" by Matura standards
though they still earn AIS Vienna credit.)

A student who earns a grade below C� in the early levels
of a modern language sequence �German, French, or
Spanish) should study over the summer and pass a
placement test before the start of the next academic
year in order to advance to the next level.

Grades are cumulative through a semester. At the end of
each semester final assessments are given in the
appropriate subject areas. These assessments  can
count for up to 20% of a student's semester grade. A
final semester grade is awarded and stored at the end of
each semester.

AIS Vienna Grading Scale

Grade Percent Weight IB Weight

A� 97�100 4.33 4.67

A 93�96 4.00 4.33

A� 90�92 3.67 4.00

B� 87�89 3.33 3.67

B 83�86 3.00 3.33

B� 80�82 2.67 3.00

C� 77�79 2.33 2.67

C 73�76 2.00 2.33

C� 70�72 1.67 2.00

D� 67�69 1.33 1.67

D 63�66 1.00 1.33

D� 60�62 0.67 1.00

F � 60 0.00 0.00
Letter grade, percent values, and grade point average
�GPA�

IB courses are awarded an added weight of .33 on the
GPA.

Academic Progress and Grading
Systems

● Report Cards are completed at the end of each
semester.

● Letter grades are used to evaluate academic
progress.

● Online gradebooks are accessible at any time.

Other Grading Codes
Pass �P�� Used when a course is not taken for a grade.
Requires administrative approval. Credit awarded. Not
calculated in GPA.

Audit �AUD�� Under special circumstances, a student
may audit a course with the instructor’s and counselor’s
permission. AUD is typically used when a student joins a
class late in the term. Students attend all classes and
complete all assignments for the learning benefits. No
credit awarded. Not calculated in GPA. Audits may only
be arranged before starting a course.

Incomplete �INC�� Used when assessments were not
completed due to unexpected circumstances. The work
must be completed within an agreed upon time as
determined by the teacher and principal (typically two
weeks). After this time, If work is submitted, then the
teacher will assign a replacement grade. If work remains
missing, a grade of IE will be assigned for the course.

Insufficient Evidence �IE�� Used when there is insufficient
evidence to determine a student's grade. This carries the
same weight as failing a course. No credit awarded.
Calculate in the GPA as 0 points.

Withdrawal �WP� �WF�� Students must have permission
from a counselor to withdraw from a course. A
withdrawal must occur before September 30 �February
28 for semester 2� in order for a grade not to appear on
the transcript. After these dates, the transcript will show
either a withdrawal pass �WP� or a withdrawal fail �WF�
depending on the student's grade at the time of
withdrawal. Students are not permitted to withdraw from
a class after October 31 �March 31 for semester 2�.

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

Repeat �REP�� A student may repeat a course and
replace the grade earned the first time the course was
taken. REP is listed next to the original occurrence of the
course and credit is only awarded along with the
subsequent grade. Credit may not be earned twice for
the same course, unless it is an elective that students
may take more than once (e.g. Yearbook).

Honor Roll
Students with high academic achievement are
recognized on the Honor Roll each semester. Students
qualify for the Honor Roll according to the criteria listed
below. GPA's are rounded to the nearest hundredth.

Grades 9 & 10 (effective starting 2014�15 and not applied
retroactively)
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● Honor Roll: B� average or better �GPA equal or
higher than 3.3�

● High Honor Roll: A� average or better �GPA equal
or higher than 3.7�

Grades 11 & 12
● Honor Roll: B� average or better �GPA equal or

higher than 3.3�
● High Honor Roll: A average or better �GPA equal

or higher than 4.0�

GPA calculations include weightings for IB courses as
described in "Grading System for IB Courses" in the High
School Course Description Book. Due to the lack of IB
weighting on most Grade 9 & 10 courses, the criteria for
High Honor Roll is different than for Grade 11 & 12, when
all students have weighted courses. Students earning a
grade in the C range or lower, or students with
"Incomplete" or "No Credit" grades are ineligible for
Honor Roll recognition.

Academic Support
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. Unfortunately, in very
rare cases, despite our significant support, a student's
continued struggles may mean that AIS Vienna is not the
best school for the student.

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.

Support Structures: The support structures put in place
for students on Academic Warning are decided on an
individual basis with input from faculty, counselors, the
athletic director and the principal. Support includes:

● 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.

● 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.

Support Structures: The support for students on
Academic Probation is decided on an individual basis
with input from faculty, counselors, and the principal.
Support includes:

● 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.

● Without further improvement, and after
discussions with parents, the student, the
counselor, teachers and the principal, a student
may be advised to seek other educational
options and to withdraw from the school.

Counseling & Advising

High School Counseling Office
AIS Vienna High School counseling services include the
following: academic and career advisement, personal
counseling and college counseling. Counselors work
individually with students on academic choices and
course selection, personal issues, and coordinate college
selection and application meetings, and our substance
abuse prevention program involving the Freedom from
Chemical Dependency �FCD� organization. AIS Vienna is
also the testing site for PLAN, PSAT, SSAT, SAT, and
some AP examinations. Please visit the Counseling page
of the AIS Vienna website to learn more about the
programs offered and the timeline for each program.
Students are also encouraged to visit the Counseling
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Center, located on the third floor of the High School, at
any time.

High School Dean of Curriculum & IB
Coordinator
The Dean of Curriculum & IB Coordinator 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
AIS Vienna students are required to sign an agreement
contract located inside the High School Student
Handbook and Planner, provided to each student. This
handbook contains student rights and responsibilities,
school expectations for behavior, the Honor Code and
school policy on academic honesty, the Technology
Acceptable Use Policy and typical consequences for
behavior not within guidelines. For specific details on
these expectations and school policy, please see the
High School Student Handbook and Planner, a copy of
which can be found in the AIS Vienna Parent Portal.

High School Honor Code
Being a student at the American International School •
Vienna, 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
Vienna 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.

Academic Honesty
Academic honesty continues to be a cornerstone of
schools and the pursuit of learning. When students
submit their own work, teachers are able to accurately
assess and provide meaningful feedback to students
that can lead to improvement. When work is not a
student's own, the learning process is hindered.

Teachers and students at AIS Vienna determined the
following guidelines for 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. Footnotes and citations must accurately
reflect the source of each quote, figure, opinion
or piece of information

Detecting 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 be suspect. The rushed handing in of
work late is sometimes a red flag for possible academic
dishonesty. Teachers and students 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 other sources,
including past essays. Additionally, the internet can be
searched for similar writing. Information that is
inaccurate, but cited to a source is also a red flag.
Generally, any work that does not match with the
teacher's formative assessment of the student may be
an indicator of academic dishonesty.

Discipline Consequences for
Academic Dishonesty
Teachers and the administration are very serious about
disciplining academic dishonesty. It is better that the
student learn immediately that academic dishonesty is
unacceptable, rather than later in university or
professional life, when consequences are often
immediate and severe. In most cases, "intent" does not
weigh into determining academically dishonest work. It is
the responsibility of the student to do his/her own work
and ensure proper citation. Students should ensure
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honest behaviors, rather than look for ways to avoid
dishonest behavior.

Instances of academic dishonesty (including collusion)
are "counted" cumulatively throughout a student's High
School career at AIS Vienna.

Substance Abuse

AIS Vienna Substance Policy
AIS Vienna does not permit the use or possession, with
the intent to use, tobacco, electronic cigarettes, or
alcohol on school grounds, school events and school
trips. High School students are role models for younger
students. For these reasons, smoking by students is not
permitted in “sight of the school.” AIS Vienna does not
permit the possession, use or transfer of drugs on school
grounds, school events, and school trips. AIS Vienna is
committed to providing education and guidance for
students to prevent the use of alcohol, tobacco, and
drugs.

Self-Referral of Alcohol and Drug
Abuse
The teaching and administrative staff, as well as the
School 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 employees to
assist the student with prevention and recovery. Parents
will be notified and recommendations will be made
concerning support options and next steps.

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, additional school
employees may need to be informed.

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

Source: Procedure 3.4.5.1.P Self-Referral of Alcohol and
Drug Abuse

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 file a notification with the school nurse for
the treatment and medication.

Consequences for Using Tobacco,
Alcohol, or Drugs at AISV or AISV
Events
Consequences range from conferencing with the student
to parent notification. In cases of repeated and/or
serious offenses suspension or expulsion may be
warranted. For a full explanation of the consequences,
please see the High School Student Handbook and
Planner, a copy of which can be found in the AIS Vienna
Parent Portal. Each case is handled individually, with
sensitivity and in the best interest of the health of the
student.

Electronic Communication
Devices
Students are welcome to bring their mobile phones,
smart watches, and other personal electronic
communication devices to school. In general, these
devices should be stowed away during class. There may
be times when a teacher allows students to use a phone
or another electronic device for academic purposes in
class. Teachers may adjust this guideline to fit their
academic expectations.

Off-Campus Conduct

AIS Vienna Code of Conduct,
Respect & Responsibility for School
Trips & Off-Campus Events
When AIS Vienna students are off campus on
school-sponsored trips, they are ambassadors of our
school and representative of our community. Students
concerned about the welfare and conduct of students on
trips developed a code of conduct for all school-related
trips. This AIS Vienna Off-Campus Code of Conduct is
included in the High School Student Handbook and
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Planner and is agreed upon when the students and
parents sign the contract inside.

Co-Curricular Activities &
Athletics
The fundamental purpose of the AIS Vienna
extracurricular program is to support, promote, enhance,
supplement and complement the regular curricular
program of the school.

Extracurricular activities & athletics are coordinated by
the AIS Vienna Events Office. Should you have any
questions that are not answered in the following
paragraphs, please contact Andy Harrison, Director of
Athletics, Activities and Events �06991 401 3240�.

Activities
The HS offers academic teams in Robotics, Knowledge
Bowl, Math, and Speech & Debate. The MS offers
Robotics, Math, Digital Broadcasting, Mock United
Nations �MUN�, and Speech & Debate. The teams meet
weekly during their two-month season and take part in
end-of-season competitions. The coaches receive a
stipend based on the amount of time required in each
season, and all teams are coached by AIS Vienna
employees.

Source: Procedure 2.3.3.P Academic Activities

For an up to date list of current activities, please refer to
the Activities and Clubs List in the Activities sections of
the AIS Vienna website.

Athletics
The athletics program at AIS Vienna is divided into fall,
winter, and spring seasons. Each season, AIS Vienna
offers competitive programs for Middle and High School
students. AIS Vienna competes in the International
Schools Sports Tournaments �ISST� with Varsity teams,
the Sports Council for International Schools �SCIS� with
Varsity, Junior Varsity, and Middle School teams, and the
Danube Valley Athletic Conference �DVAC� with Middle
School ‘B’ teams. Students interested in playing on a
team attend a tryout, which is held for each sport at the
beginning of the season. Many coaches are AIS Vienna
employees, however, outside coaches are also
contracted to fill in the gaps.

Source: Procedure 2.3.1.P Athletics

Details of the athletic program can be found on the
Athletics page of the AIS Vienna website.

Student-athletes are expected to read and be familiar
with the Athletics Handbook also found there.

● Fall season: Soccer, Cross-Country, Volleyball
● Winter season: Basketball, Swimming
● Spring season: Track & Field, Tennis, Golf,

Softball (girls), Baseball (boys)

Selected team members will often travel outside of
Austria to compete against other international schools.
Each team member is also required to house students
from other international schools visiting Vienna during
athletic competition.

Service Learning
The AIS Vienna Mission Statement cites our commitment
to preparing "our students to become responsible adults,
demonstrating respect for different cultures and beliefs".
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 Vienna
students become contributing global citizens.

Service Learning at AIS Vienna is most clearly illustrated
in the IB Diploma program, where performing service to
others is a mandated component of the Creativity,
Action, and Service �CAS� requirement. Service learning
also occurs throughout the school, through the many
service activities available to our students. Clubs and
activities raise awareness, take action, and raise funds to
support numerous causes. Service clubs assume major
projects, serving others in tangible and significant ways
with the encouragement and support of faculty members
and the community.

Service clubs include Habitat for Humanity, Amnesty
International, Cancer Awareness Club, Rainbow Club,
Anti-Bullying Club and many more. A full range of service
opportunities at AIS Vienna is described on the AIS
Vienna website. Service Learning is a priority at AIS
Vienna and a vital part of accomplishing our mission.

Student Government
The High School Student Council is the AIS Vienna 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 AIS Vienna website.
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