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SCHOOL DEPARTMENTS’ APPROVAL OF THE IRR 
 

 

 
The School Management Team created this Internal Regulation Regime on July 26th, 2011. 

 
It is a general agreement to ensure positive interaction at the school and a public written declaration of the 

general pursuit of a common goal, an educational means of overcoming discrepancies, settling differences 

and achieving a climate of positive interaction and respect that is characteristic of a democratic educational 

centre. 

This document was also designed to be adaptable and cater to the needs of British School 

Alzira/Xàtiva/Gandia, making them an integral part of the Positive Interaction Programme. 
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PREFACE: Principles and objectives of the Internal Regulation Regime 
 

 
The Internal Regulation Regime is a compilation of principles that regulate the functions and organization 

of the school, as well as the relationships held between all elements of the school community. It’s aim is to 

promote a spirit of cooperation between families and the institution, creating an atmosphere that is 

conducive to the teaching/learning process and stimulates the acquisition of values such as solidarity, a 

sense of responsibility, tolerance and respect for others. 

The principles held therein are mentioned in the school’s Positive Interaction Programme. 
 

Our Internal Regulation Regime has the following objectives: 
 

1. To define a general structure and organise the school by means of rules and guidelines that enable 

the management and coordination departments to run smoothly and efficiently. 

2. To be an instrument that encourages positive interaction between all members of the school 

community, regulating their rights and obligations. 

3. To create an atmosphere that encourages a comprehensive education where respect is shown for 

human rights and positive interaction. 

4. To be the basis for each student’s personal development and independence, creating responsible 

citizens who show respect to themselves and others. 

5. To encourage all members of the school community to contribute to its smooth functioning. 
 

This Internal Regulation Regime is always in compliance with current or future laws regarding education 

or any other aspects mentioned therein. 

The school teaching team must programme activities to ensure that all students have an accurate 

knowledge of the internal regulation. 

All aspects mentioned in the internal regulation regime are an inherent part of all measures to improve, 

prevent and re-educate that are mentioned in the Positive Interaction Plan of which it is a part. 

The School Management reserves the right to suspend or expel students who do not comply with the 

fundamental rights of the Educational Community. 

 

 
Article I: Subjects of the Internal Regulation Regime 

 
The Internal Regulation is applicable to all members of the educational community at British School 

Alzira/Xàtiva/Gandia. 



- 6 -  

SECTION I: GENERAL CRITERIA FOR REGULATION OF EDUCATIONAL ACTIVITIES 
 

Article II: Compulsory compliance with legal regulations during the performance of educational 

activities 

All educational activities that are carried out at the centre are subject to current legislation, including 

instructions issued by the School Administration at the start of the year. The education provided by the 

school is regulated by inspections from the National Association of British Schools in Spain and authorised 

through the British Council under royal decree. 

 

 
SECTION I. A: GENERAL CRITERIA FOR REGULATION OF EDUCATIONAL ACTIVITIES 

 
Article III: General regulation of personal elements 

 
Professional members of the educational community are subject to current legislation with reference to 

their rights, obligations, functions, etc. 

Notwithstanding the above, this document has been prepared to establish more precise procedures to be 

followed on a personal basis within the educational community, always in compliance with current 

legislation. 

 

 
CHAPTER I: REGULATION OF TEACHING ACTIVITIES 

 
Article IV: General teaching roles 

 
The general roles of teachers are mentioned in the current legislation. However, in order to contribute to 

the smooth operation of the school, it has been agreed that all these roles must be carried out while 

upholding the following principles: 

All educational tasks must be completed in a spirit of cooperation and teamwork, seeking to pull together 

in order to achieve the educational goals and aims of the centre. 

All teaching must comply with the standards set by the school management and coordination teams, the 

curriculum and yearly plans that are developed. 

Ongoing interim assessment and consequent decision-making are processes that are carried out by the 

school and its teaching team on a permanent basis. 

All members of the teaching community will take care to ensure that they comply with the current 

educational legislation and the standards laid out in the Internal Regulation Regime, working in cooperation 

with the educational aims of the centre. 

All members of the educational community adopt the educational principles and objectives established in 

the current legislation. 
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Article V: Responsibility of Teaching Staff When Working with Groups of Students 
 

All teachers must prepare a syllabus following the curricular requirements for the Key Stage they teach in. 

The syllabus must comply with the conditions, features and deadlines set by the Teaching Coordination 

Boards of each school. 

All teachers must follow the school’s Scheme of Work and Long Term Planning to ensure that the curricular 

requirements for their Key Stage are fully met. The syllabus provided by the school in Schemes of Work and 

Long Term Planning fully covers the requirements of the required curricula. 

All teachers must cooperate with the Pedagogical Coordination Committee and contribute to cooperation 

among the different departments of the school if needed. 

Classroom management and encouraging positive interaction during lessons is the responsibility of class 

teachers or a member of the Department of Educational Psychology. A behaviour policy clearly indicates 

the steps taken at all stages of classroom management. All members of the educational community are 

responsible for this in the common areas of the school. Teachers on duty will have specific roles that will be 

described in detail later on. 

Each teacher is held responsible for developing, managing and assessing their syllabus, as well as behaviour 

management when pupils are under their care. 

When performing their daily duties, teachers must comply with resolutions issued by the coordination team 

for their level, Key Stage and the Pedagogical Coordination Committee. 

Within the framework of their teaching area and level of responsibility, all teachers must contribute to the 

smooth operation of the school in all aspects and management fields. 

All teachers must contribute to good relations and cooperation with pupils and their families while 

respecting their confidentiality and ensuring to keep private aspects of the internal considerations and 

operation of the school that should not be conveyed to our student’s families. 

 

 
Article VI: Responsibilities of Teaching Staff When On Duty Throughout the School Day 

 
1. To endeavour to ensure the smooth operation of the school. 

 
2. To monitor students during the transition from one classroom to another. 

 
3. Attending to groups of students who are without a teacher and guiding their activities. 

 
4. Assist students in the event of illness or accident by transferring them to the school nurse. If 

necessary, the management will be notified so that the appropriate measures can be taken. 

5. Students who have been excluded from lessons must be sent to the corresponding Key Stage 

Coordinator or, in his/her absence, to a member of the School Management team. 
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Article VII: Responsibilities of Teaching Staff on Duty During Break Times 
 

The purpose of being on duty during break times is to ensure that all students stay within the designated 

area, prevent any possible safety issues from arising, supervise interaction among students and resolve any 

small incidents that could arise during break time. 

1. Contribute to order and smooth functioning of the schools. 
 

2. Supervise the students as they enter and leave the playground area. 
 

3. Monitor the playground areas and promote order and safety during recess. 
 

4. Provide medical attention in the event of illness or an accident, notifying the Management and 

health staff if necessary. 

 

 
If inclement weather means students must stay indoors, the teachers who are on duty will ensure that 

facilities are used in a correct manner. 

During break time, teachers who are on duty will take the following positions: 
 

One of them will stay in the building to supervise students as they leave. He/she will also ensure that they 

do not stay in the classroom or corridor areas. Meanwhile, the other teacher will go to the playground to 

supervise the students there. 

Teachers on duty are active and visible and should ensure that all the children are playing safely. They make 

regular checks of toilets and avoid staying in any one place. If there is a problem e.g. wet floors, blocked 

toilet etc., they let the office know immediately. If a teacher has to leave the playground for any reason, they 

ensure that other teachers on duty are aware of this. 

In the event of something happening to a Primary pupil in the care of a Secondary teacher or vice versa, the 

teacher concerned contacts the relevant manager, or the office staff. 

 

 
Article VIII: Leave permission for teaching staff 

 
Leave permission must be requested by means of a written form presented to the Head of school with as 

much notice as possible. The Coordination Team will convey the information to the Management. 

Personal days can be requested one month in advance of the date by handing in a completed proforma to 

the General Director. 

Personal days are not available adjoining to holiday or fiesta dates. 
 

When an absence is foreseen, the teacher will send an e-mail to the head of department to provide prepared 

work material or activities to be carried out by the students in the classes in his/her absence. 

All requests of absence must be approved by the school Management, therefore teachers must await 

confirmation before assuming the permission has been granted. 
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Article IX: Teaching staff absences 
 

In the case of scheduled absences, teachers must notify the head of studies at each school, as well as the 

management team, as far in advance as possible. Both teaching hours and complementary hours must be 

justified. 

The allegation of not being aware of a meeting is not a justifiable reason for not attending. 
 

The Management Team will determine what documented proof is needed for sick leaves of 1 to 2 days, with 

the presentation of a medical certificate being obligatory. For absences of more than two days, it will be 

compulsory to have seen a doctor, who will be responsible for determining and justifying the absence. 

Any absence will be notified as soon as possible to the Headteachers of the corresponding schools, if 

possible, before 7.30 am. 

In the case of unexcused absence, if within three school days of the absence no justification has been 

provided or if it is not sufficiently justified with the documentation provided, the Management will notify in 

writing that the absence is considered unjustified and will proceed as established in the regulations in force 

at that time. 
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CHAPTER II: REGULATION OF ACTIVITIES PERFORMED BY THE 

SCHOOL MANAGEMENT AND COORDINATION TEAMS 
 

 
Article X: Performance guidelines 

 
Current legislation is the main body of guidelines and instructions to be followed by all members of the 

educational community, including the Management and Coordination teams. 

All departments must prepare an annual work plan at the beginning of each year. This program must comply 

with the requirements contained in the Syllabus of their level or Key Stage. The work plan must comply 

with all guidelines including conditions, features and dates that are agreed on by the Coordination Team. 

Each department is responsible for the correct development, supervision and assessment of their annual 

work plan. They are also in charge of revising it regularly. 

To the furthest extent possible, all members of the Management and Coordination teams must cooperate in 

order to ensure the smooth operation of the schools in all areas. 

In Primary under the British Curriculum: 
 

Planning in British School Alzira/Xativa/Gandia is based on the current (2014) National Curriculum orders 

from the United Kingdom. This is supplemented by the previous non-statutory strategies for literacy and 

numeracy. 

Planning at British School Alzira/Xativa/Gandia for Primary Year groups is separated into three stages: 
 

1. Long term planning 
 

The long term planning for each subject and year group allows for progression through the primary school. 

Changes to this long term plan may be suggested by teaching staff but should not be actioned until they have 

been agreed by the Senior Management Team. The long term planning is shared with the directors of the 

school and is available to parents on request. Aspects of the long term planning inform the objective booklet 

that parents are given at the start of each academic year. 

2. Medium term planning 
 

Medium term plans are produced by year group teams at the start of each term. The medium term plan 

provides an overview for a school term and contains the objectives for each curriculum subject. 

3. Short term planning 
 

Short term planning is on a week/day level and includes the objectives for the specific lesson being taught. 

It also specifies the grouping and any differentiation that will take place within the lesson. The short term 

planning should be sufficient for another member of staff to follow if necessary. It should be clearly 

accessible within the classroom and necessary resources should be indicated in the planning. 

For secondary year groups planning is in line with the published Schemes of Work for each subject which 

fully meet the needs of the British National Curriculum and examination specifications. 
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CHAPTER III: REGULATION FOR STUDENTS 
 

 
 

 
Article XI: General Rules for Students 

 
As members of the educational community, all students are obliged to contribute to the smooth operation 

of the school. 

The school has a statement of intention for students and staff: 

- Ready 

- Respectful 

- Safe 

All school rules and processes link to this core commitment. 
 

They Students can do so contribute to this smooth operation by committing to: 

They can do so by committing to: 

1. Show a responsible attitude when completing class assignments or revising, as well as working to 

the best of their personal ability to improve their learning and curricular knowledge. 

2. Show the utmost respect to each and every member of the school community, including their job, 

rights and relationships. 

3. Treat all facilities and materials with respect, whether they belong to the school or another member 

of the school community. This applies to indoor and outdoor facilities. They must follow guidelines 

given by their teachers at all times when using school equipment. 

4. Show a respectful and cooperative attitude towards the principles and educational objectives that 

are set out in the documents that regulate the school community. 

5. Participate in a responsible and respectful way in the management and organisation of school rules. 
 

6. Contribute to the respect for human rights through their attitude and level of effort. Encourage 

social interaction with all members of the school community. 

7. Respect the consciences, social circumstances and convictions of all other members of the school 

community, as well as their right to dignity, privacy and integrity. 

8. It is compulsory to wear the school uniform and not other items of clothing that can replace it, 

including backpacks available in the uniform shop (only Sixth Form students may use their own 

school bags). Uniforms must be marked with the names and surnames of the pupil in order to 

prevent losses. The length of skirts must be in keeping with the decorum required in the school 

context, and may not be shortened beyond the knees. Shirts must be tucked into trousers/skirts, 

trainers and shoes must be purchased from the school shop or, failing this, trainers must be 

completely white. 



- 12 -  

9. Students should be in keeping with the image of the school and the uniform that dresses them and 

represents the school. Therefore, the school uniform code is designed to promote unity and respect 

for the identity of each pupil, ensuring a safe and inclusive school environment, provided that the 

following limits are observed: 

 Pupils must come to school with their hair properly combed and groomed (no shaved, half- 

cropped and/or patterned hair is allowed). Extravagant hair colours that are considered 

inappropriate with respect to the image of the school are not permitted. The interpretation of 

what is considered extravagant is the sole responsibility of the school management. However, 

dialogue and constructive solutions with pupils are welcome. 

 Tattoos and piercings on visible parts of the body are not permitted. 

 The use of accessories and jewellery such as bracelets, necklaces, rings and earrings must be in 

keeping with the educational context. Their size must not be a threat to the safety of the pupil 

or other pupils (small size). The wearing of earrings/rings on parts of the body other than the 

ears is not permitted. 

 The use of make-up will be permitted to conceal any imperfections and in no case may it be 

excessive. 

 Nail varnish is permitted from secondary school upwards provided it is transparent and/or pale 

pink in colour. The size should not be excessive in order to avoid damage and/or interfere with 

the performance of school work/activities. 

 Headbands and/or hair accessories must be in keeping with uniform colours. For example, 

headbands with animal shapes, lights, glitter, etc. are not permitted. 

 

 
The development and classification of student behaviour that must be prevented, corrected and, where 

appropriate, sanctioned will be determined by the Management Team with the intention of facilitating its 

maximum adaptation to the variations and needs that each academic year presents to the Centre of 

reference. 
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CHAPTER IV: REGULATION OF PARENT-SCHOOL INTERACTION 

Article XII: Guidelines to ensure healthy interaction between students’ families and the school. 
 

The annual work plan prepared by the Coordination Team at the beginning of each school year will include 

guidelines, activities, infrastructures and materials to ensure correct parent-school interaction. 

The school must respect the parents’ rights to be informed of their child’s educational projects as well as 

any relevant educational aspects or agreements reached by the Management Team. In line with this, they 

will be invited to meet with their child’s class tutor at regular intervals. 

All teachers must exercise extreme care during their interaction with parents, ensuring they are informed 

of all relevant academic and/or behavioural incidents that arise. 

Families are obliged to support their child’s teacher and cooperate with the learning processes that are lead 

by the school. 

 

 
In the case of conduct that is considered to be a threat to any component of the School, or which seriously 

damages the image of the School or actions that are considered to be aimed at damaging the prestige of the 

School, the Management may decide and communicate the non-continuation of the educational service in 

the School where the pupil has been enrolled. 

 

 
During meetings held with parents at the school a report must be written of what is discussed, after which 

it must be signed by all who are present. This can be a digital report and a digital signature. 
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SECTION I.B: INTERNAL REGULATION 
 

 
 

 
Article XIII: Arrival and departure from school 

 
Students at British School Alzira-Xàtiva-Gandia are obliged to stay inside the school premises during school 

hours. 

In the event that a pupil needs to leave the Centre with family authorisation, at least one of the parents 

and/or an adult with parental authorisation must come and collect the pupil, stating their name, surname 

and ID card number, and the pupil may only leave when this adult is able to accompany him/her. 

Use of classrooms is determined by the lesson timetable approved by the Management Team. 
 

When entering or leaving classrooms, students must obey the following rules: 
 

1. Move from one classroom to another in the most diligent way possible, without blocking the 

corridors or causing unnecessary noise. 

2. Refrain from entering any classroom before the teacher is there to open the door and grant access 

to students. 

3. BSA, BSX and BSG open at 9:00 a.m. (BSA) and at 9:10 a.m. (BSX & BSG) (with the exception of those 

offering a breakfast club service), therefore pupils who do not use the school bus service can arrive 

from that time onwards. The main drive to access the school cannot be used from 9:15 a.m. onwards 

(in British School Alzira) in order to leave space for the school buses to enter and prevent traffic 

jams. School buses leave the centre at 5:00 p.m. (applicable to all three schools) and students who 

use car transport can leave from 5:15 onwards, with the exception of specific situations in which 

the school buses will always have preference over the rest of vehicles. 

 

 
Article XIV: Behaviour in the school corridors 

 
Students are not allowed to stay in school corridors, outside classrooms and/or in the school dining room 

during lessons. 

They cannot stay in the school corridors during break times. 
 

Students cannot be expelled to the corridors or remain in the corridors without control. If it is necessary to 

expel a pupil from the classroom, because if the student remains in the classroom, this would cause serious 

damage to the coexistence of the rest of the classmates, he/she will be sent to the office of the Headtecher 

or to the Headmaster's office. 
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Article XV: Playground rules 
 

Pupils must behave in accordance with the following playground rules: 
 

1. Take care of the grounds, equipment and maintain the cleanliness of the playground area. 
 

2. Use the playground areas for the right purpose: to chat without shouting, to play in the sports areas, 

have a walk, etc. 

3. Refrain from any activities that could cause damage to other people, objects or belongings, as well 

as activities that are against the educational spirit that should characterize everything done at the 

school. 

4. Do not invite people into the school. 
 

5. Respect teachers on duty and comply with their instructions. 
 

6. Respect areas that are reserved for games and gardens that are reserved for other purposes. 
 

7. Respect turns to use the sports facilities (football pitch, basketball or tennis courts…), sticking to 

the list prepared by the coordination team at the start of the year. 

8. At no time are students permitted to leave designated play areas. Fields, mountains and 

countryside surrounding schools are clearly out of bounds. 

 

 
Article XVI: Classroom access rules 

 
Students are not allowed to stay in classrooms unsupervised during break time. 

 
Before leaving the classroom for break time, teachers must ensure they close the classroom door and turn 

off the lights/fans/air conditioning and/or close windows if the heating is on. 

The lesson times are set by teachers, the school bell is just a reminder for teachers and students, not an 

indication that they must tidy up and leave the classroom. 

Students must be punctual in their arrival for lessons and commence their learning activities diligently. 
 

When going from one classroom to the next, students must walk in an orderly, swift and silent fashion in 

order to avoid disturbing other lessons that are in progress. 

 

 
Article XVII: Order and Cleanliness in the classroom 

 
Teachers are in charge of ensuring that the classroom is left clean and tidy after each lesson and checking 

that the furniture is left in the correct position to be used by the next class. 

Regardless of how the classroom furniture is organised, there should be a divisory corridor between the 

rows or groups of desks, leaving sufficient space for a person to walk through. 

Each classroom should have a notice displaying the groups and teachers that use it at different times. 
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Students cannot stay in a classroom without the supervision of a teacher. 
 

If a teacher has to leave the classroom during a lesson, he/she will ask for a teacher on duty to cover 

him/her. 

At the start of break time and the end of the school day, teachers will wait for all students to leave the 

classroom before ensuring the door is left closed. 

 

 
Article XVIII: Use of school facilities and materials 

 
When using school facilities and materials, students are subject to instructions provided by the 

Management. 

In the absence of specific instructions being provided, students are subject to instructions that would be 

approved by the Management for that particular aspect. 

Whenever there are no specific instructions provided, students should uphold good hygiene, treat things 

with care and use different areas of the school and everything they contain in a correct manner. 

The Manager may appoint a person in charge of management and maintenance of school materials and 

other resources belonging to the school. 

During school hours, students are not allowed to use their mobile phones, MP3 players or any other 

electronic devices or objects that could affect his/her performance or that of his/her classmates. Students 

who choose to bring these elements to school do so at their own risk in terms of damage, loss or theft. 

During school hours use of the iPad for learning is controlled by the class teacher. Students should employ 

their iPads only when instructed by the teacher and following the school iPad policy. See Appendix F - iPad 

Policy. 

In order to be in the Centres, the students shall dress appropriately, taking care to maintain hygiene and 

ensuring that their clothing does not offend the sensibilities of other people or may be an element of 

discrimination or humiliation. 

Exemplary behaviour is a standard across all three schools as it encourages an atmosphere of respect and 

a healthy learning environment. 

Facilities that are intended for a specific use must be used for that purpose and not used for other finalities. 
 
 
 

Article XIX: Toilet rules 
 

Except in cases of emergency, students can only use the toilets during break times. Students are not allowed 

to go to the toilet during lessons unless they have been given express permission by their teacher (teachers 

must avoid this as much as possible in order to prevent interruptions and/or incidents in the school 

corridor). 

The Key Stage coordinators will designate which toilets can be used during break times. 
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Article XX: Rules for students using the photocopier. 
 

Students can ask to use the photocopiers in the school admin offices for personal use at a price stipulated 

by the Management. 

Students must always be authorised by their teachers or Key Stage Coordinator in order to use the 

photocopier. 

 

 
Article XXI: Use of the school dining hall. 

 
Students must go to the school dining hall at the designated time. It is completely forbidden to skip lunch 

under any circumstance. 

In the school dining hall, students must adhere to the general rules of hygiene, silence, taking turns, taking 

care of facilities and school objects. 

 

 
Article XXII: Rules school library 

 
A. School library rules: 

 
1. Users of the school library avoid making noise and show respect at all times. 

 
2. No food or drinks are allowed in the library. 

 
3. In Secondary and Sixth Form, computers/iPads must be used exclusively for academic purposes 

(questions, projects,...). 

 
 
 

 
B. Functions and tasks of the teacher librarian: 

 
1. Monitor book lending system. 

 
2. Periodically report to the Management Team regarding the use of the library. 

 
3. Maintain and preserve the book registry system. 

 
4. Catalogue materials and resources. 

 
5. Organise resources that are returned by users. 

 
6. Maintain the environment of the library including keeping the area clean and tidy and preparing 

suitable display materials, ensuring that the library is an attractive and functional environment. 
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C.  Sanctions for improper use of the library service: 
 

The following behaviours in the library, among others, may be subject to a specific sanction: 

○ Delay in returning borrowed books. This is considered a minor offence if the student 

returns the book immediately after being notified by the tutor, librarian, etc., and a serious 

offence when the delay in returning the book is prolonged. as a minimum, the student will 

be sanctioned with the temporary loss of the right to the loan service. 

○ Failure to return borrowed books and the theft of books or any other library material will 

be considered a serious offence. In addition to the corresponding disciplinary report and 

its consequences, the student will lose the right to use the library and will be required to 

pay for the book or materials. 

○ The damage of any specific library material (books, computers furniture, iPads, etc.) will 

also be considered a serious offence. The management team will determine the 

consequences of such behaviour. 

D.  The librarian has the following responsibilities and duties: 
 

1. To be on duty at the library during the set timetable. Punctuality is essential both at the start and 

the end of each session. If the librarian must leave for any reason, all students must leave the library 

and it must be locked. 

2. Assist users with any questions or requests for material they may have. 
 

3. Ensure all users comply with the library rules. Student behaviour should be monitored. 
 

4. Keep a register of books and materials that are borrowed and returned. 
 

5. Ensure that materials that are to be used exclusively in the library or school do not leave the 

designated area of use. 

6. Monitor the use of iPads. 
 
 
 
 
 

Article XXIII: ICT Rooms 
 

Students must occupy the work place assigned to them by their subject teacher, and are held responsible 

for the computer they use, including the hardware, software and its configuration. 

Students must not delete other people's files or customise any aspect of the computer. Therefore, they may 

not modify screensavers, colours, desktop themes, change programme names or icons, taskbar, fonts, 

templates, etc. without the teacher's authorisation and, in any case, return the computer's configuration to 

its normal state. 

When they have finished, they must switch off the computer, unless otherwise instructed by the teacher, 

and leave their workstation clean. 
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In order to avoid breakages and damage to equipment, students must not be left alone in the classroom at 

any time. 

Teachers are not allowed to make personal use of equipment and material while the classroom is occupied. 
 

If any users have questions regarding the use of the ICT room and materials contained therein, they must 

contact the Head of ICT, Antonio Fajardo. 

 

 
Article XXIV: School Nursing Service 
 
 

Objective 
 
The purpose of the School Nursing Service is to ensure the provision of basic healthcare to pupils and school 

staff, to promote healthy lifestyle habits, and to support the prevention of illness and accidents. 

 

Functions of the Nursing Service 

The school nurse will carry out the following functions within the school: 

1. Immediate healthcare assistance: 

o Providing assistance in the event of accidents or emergencies on school premises. 

o Administering first aid in accordance with established protocols. 

2. Monitoring and follow-up of pupils with chronic illnesses: 

o Administering medication with medical authorisation and parental/guardian consent. 

o Monitoring conditions such as diabetes, epilepsy, allergies, among others. 

3. Health promotion and disease prevention: 

o Delivering health education programmes. 

o Organising hygiene, healthy eating and communicable disease prevention campaigns. 

4. Supervision of compliance with health regulations: 

o Verifying the health status of pupils in the event of epidemiological outbreaks. 

o Monitoring the first aid kit and managing the school’s medical supplies. 

5. Coordination with families and healthcare professionals: 
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o Communicating with parents/guardians regarding the pupil’s health status. 

o Coordinating with local health centres and emergency services when necessary. 

 

Operational Procedures 

• Any health-related incident or need will be assessed and recorded by the school nurse. 

 

• In the event of a serious emergency, emergency services will be contacted immediately, and the 

family will be informed without delay. 

 

• Medication will only be administered with a valid medical prescription and written 

parental/guardian authorisation. 

 

• Confidentiality of pupils’ health information will be maintained in accordance with current data 

protection legislation. 

 
 

Rules for Use of the Service 

 

• Pupils may attend the school nurse’s office with permission from a teacher, except in urgent cases. 

 

• No medication will be dispensed without the required documentation. 

 

• Priority will be given to urgent and essential healthcare needs. 

 

• The school nursing service does not replace external medical consultations for conditions requiring 

diagnosis or specialised treatment. 

 
 

Responsibility and Supervision 

The nursing service will operate under the supervision of the School Management, which will ensure 

compliance with established protocols and the availability of necessary resources. 

 
 

 
Article XXV: School bus rules. 

 
Our school buses are an extension of the school and therefore the same rules and the general system of 
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sanctions foreseen in the Coexistence Plan are applicable to pupils using the service. 

At the beginning of the school year, pupils from Pre-Nursery to Reception will have an identification card 

which they must always have at the disposal of the adult in charge of the bus. 

The routes have a departure/arrival timetable at each stop which has been previously communicated to 

parents. Parents may not stop the bus at any of the stops on their route for personal reasons. Nor may they 

board the bus or use the service. 

Any inappropriate behaviour, as established by the regulations governing the means of transport, will be 

sanctioned by the school, which will collaborate to maintain discipline and the proper use of the service. 

The school bus service makes use of an application which allows communication between the bus staff and 

parents as well as facilitating the tracking of the bus location. 

 

 
Article XXVI: Rules regarding the use of lockers. 

 
School lockers must be used exclusively for the storage of school material and clothing. 

 
Locker contents are the sole responsibility of students and the school cannot be held responsible for any 

theft or damage to lockers. 

Students are responsible for keeping the locker in perfect condition and for emptying and cleaning the 

locker at the end of each course. 

Students must allow their locker to be inspected by their class tutor or any member of the Management 

Team who may require it. 

Students are obliged to report any incident related to their assigned locker. 
 
 
 

Article XXVII: Extracurricular activities. 
 

The same behaviour rules apply during extracurricular activities as those required at school; the general 

system of sanctions foreseen in the Coexistence Plan is applicable to the students. 

 

 
Article XXVIII: Pupil attendance policy 

 
Class tutors will complete the attendance register first thing in the morning, and will ensure that the 

pupils' absences are duly recorded. 

Parents should inform school by telephone or email of the reason for any absence. 

The school secretaries must check the pupil attendance register daily and contact parents in the event of an 
unexplained absence. 

Each school’s Administration Department must inform the School Management Representatives of any 
pupil absence lasting more than three days, as well as of any cases of hospitalisation, bereavement, or 
similar circumstances. 
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Article XXIX: Assessments and school reports. 
 

School reports are prepared by teachers using a combination of formal and ongoing assessments. The 

school supplies a detailed report to parents each term. If a parent or student wishes to obtain clarification 

for the grade awarded the school will offer a tutorial in which the assessment data that led to the grade 

award will be shared. The psychology department, working with the management and teaching team, are 

able to adapt examinations or access to exam contents for students with specific needs. These adaptations 

are available in Spanish subjects throughout the school and in English curriculum subjects up until Y13. 

In Year 10 and Year 11, students are assessed using iGCSE requirements. In Year 12 and Year 13, they are 

assessed according to A Level requirements within the British curriculum. These examinations already 

cover a wide range of levels and, in accordance with the regulations of the examining board, they cannot 

be modified, except for access arrangements, which will fall under the responsibility of the 

Psychopedagogical Department. 

For special arrangements for official iGCSE and A Level examinations, the school applies on the students’ 

behalf to the examination board and is obligated to follow their instructions for any special allowance to 

be applied. Special arrangements cannot be applied according to examination board regulations without 

an official diagnosis and those arrangements are already being in place in the school’s internal 

assessments. These details are available in a published guide from each examination board which the 

examination coordinator of the school is able to share with parents on request. 

Students are entitled to appeal their grades as long as they do so in compliance with the law and in a 

justifiable manner. 

In order to ensure that students exercise this right in a correct manner, teachers must: ………... 
 

In order to resolve any appeals received by students, all teachers must keep the academic documents used 

to set the grades. 

 
 
 

 

SECTION II: POSITIVE INTERACTIONS WITH THE SCHOOL COMMUNITY. 
 

 

 
ArticleXXX. Student rights and obligations. 

 
Our Centres adopt within their Internal Regulations and their Coexistence Plan all the articles of the 

regulations approved by the BSA/BSX/BSG School Management. 

Article XXXI: Student misbehaviour and consequences. 

 
The Coexistence Commission is empowered to interpret the regulations of the Coexistence Plan and to 

proceed according to the regulations in force. 

Article XXXII: Behaviour management procedure in cases of misbehaviour. 
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If a disciplinary offence or any other situation that has arisen is to be recorded, the teacher and the pupil 

will complete and sign the corresponding Incident Report form. Sample forms can be found in the school 

plan. 

The record of the disciplinary offence and any allegations made by the pupil must be completed in the 

presence of the interested parties. 

If the pupil has to leave the classroom, he/she will be asked to do some work and will be sent to the office 

of the Cycle Coordinators or the Headmaster's Office. 

The record sheets of coexistence incidents will be attached to the pupil's personal file. 
 

The Coexistence Plan defines the types of behaviour that are contrary to the rules of coexistence of our BSA/ 

BSX / BSG schools and the corrective measures to be taken. 

SECTION III: SCHOOL EVACUATION POLICY 
 

 
 

 
Article XXXIII: Objectives of this policy 

 
The school will have plans for prevention and intervention in situations of risk that require the participation 

of agents outside the school. 

These plans will be drawn up by a committee of teachers and approved by the BSA/BSX/BSG school 

management. 

School management will be responsible for drawing up and periodically reviewing the plans and 

coordinating their development and evaluation. 

 

 

FINAL PROVISIONS 
 

 
 

 
FIRST: The Coexistence Commission is empowered to oversee the application and interpretation of these 

Regulations with regard to pupils and families. 

 

 
SECOND: The Coordinators of the Centres are empowered to ensure the application and interpretation of 

these Regulations with regard to the teaching staff and other personal elements involved in the centre. 

 

 
THIRD: The Coexistence Commission is empowered to annually review the following Internal Regulations 

and to establish the appropriate modifications according to the needs of the BSA-BSX-BSG Centres. 
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ANNEX A 
 

 
Behaviour contrary to the rules of coexistence of the BSA/BSX/BSG Educational Centres. 

 
Classification 

The following are considered to be conduct contrary to the rules of coexistence of the Educational Centres: 

a) Unjustified lack of punctuality. 

b) Unjustified lack of attendance. 

c) Acts that disrupt the normal development of the activities of the educational centre, especially those that 

disrupt the normal development of classes. 

d) Acts of indiscipline. 

e) Acts of impropriety or inconsideration, insults and offences against members of the educational 

community. 

f) Theft or intentional damage to property, materials, documentation or resources of the Centres. 

g) Theft or intentional damage to the property or materials of members of the educational community. 

h) Actions that may be detrimental to the integrity and health of the members of the educational community. 

i) Systematic refusal to bring the material necessary for the development of the teaching-learning process. 

j) Refusal to transfer information between the family and the school. 

k) Alteration or manipulation of the documentation provided to parents, guardians or tutors by the school. 

l) Impersonation of members of the school community. 

m) The inappropriate use of information and communication technologies during activities carried out in 

the school or outside the school and which negatively affects the proper functioning of the educational 

centres. 

n) The use of mobile phones, sound devices and other electronic devices unrelated to the teaching-learning 

process during the activities carried out at the educational centres. 

o) Acts that hinder or impede the right and duty to study of their classmates. 

p) Incitement to commit a misdemeanour contrary to the rules of coexistence established in the Coexistence 

Plan. 

q) Refusal or obstruction to collaborate in the resolution of conflicts that affect the coexistence of the 

Centres. 

r) Refusal to comply with the corrective measures adopted in the event of conduct contrary to the rules of 

coexistence. 

s) Refusal to attend meetings requested by the School Management. 
 
 

 
t) Inappropriate use of the infrastructures and material goods or equipment of the Centres. 

u) Disobedience in the fulfilment of the rules of the Centres. 
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Remedial Educational Measures 

1. In the event of conduct contrary to the rules of coexistence of the Educational Centres, as defined in the 

previous article, the Coexistence Plan and the Internal Regulations of the Centres may contemplate 

intervention measures that specify, adjust or modulate the corrective educational measures set out in this 

article, which are as follows: 

a) Verbal reprimand. 

b) Immediate appearance before the Management Team or Centre Coordinators or Guidance Department. 

c) Written warning. 

d) Confiscation of mobile phones, sound devices or other electronic devices not related to the teaching- 

learning process, used repeatedly during the activities carried out at the Educational Centres. They will be 

confiscated, switched off and returned to the parents or legal guardians in the presence of the pupil. 

In the event that the pupil is of legal age, it will be returned to him/her once the school day is over. 

Notwithstanding the above, the use of electronic devices on the premises of the Educational Centres may 

be prohibited, provided that they are not necessary for carrying out teaching tasks. 

e) Deprivation of recess time for a period of time established by the Management Team, Cycle Coordinators 

or Guidance Department. 

f) Inclusion in the Convivencia Classroom. 

g) Performance of educational tasks by the pupil during school and/or non-school hours. 

h) Suspension of the right to participate in extracurricular or complementary activities programmed by the 

Centres. 

i) Suspension of the right to attend certain classes. During these classes, and in order to avoid interrupting 

the student's training process, students shall remain at the corresponding Educational Centre carrying out 

the academic work assigned to them by the teaching staff. The Cycle Coordinator of said Centre will organise 

the attention given to these students. 

j) Immediate and permanent suspension of the right to attend school. 

 
2. For the application of corrective educational measures, it will not be necessary to previously carry out 

disciplinary proceedings, except in those cases in which the Management Team and/or the Coexistence 

Committee so establishes. 

 
3. The corrective educational measures imposed will be immediately enforceable. 

 
Communication with parents or legal guardians of students who are subject to corrective 

educational measures. 

 
All the corrective measures foreseen in the previous article must be formally communicated to the parents, 

guardians or tutors of the minor students. 
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Competency for the application of corrective educational measures. 
 
 

1. It is the responsibility of the Director of the Centres and the Coexistence Commission, within the scope of 

their competences, to promote coexistence and facilitate mediation in the resolution of conflicts. The Head 

of the Centres is also responsible for imposing the corresponding corrective educational measures on 

students, in compliance with the regulations in force, in accordance with the provisions of this decree, the 

Internal Regulations of the Centres and the corresponding Coexistence Plan. 

 
2. Notwithstanding the above, in order to speed up the application of the corrective educational measures 

and to ensure that these are as formative as possible and conducive to Coexistence in the Centres, the Cycle 

Coordinator, classroom teacher, by delegation of the Director, may impose the corrective measures 

contemplated in this document. 

 
Written record and register of educational corrective measures 

 
All educational corrective measures applied must be recorded in writing at the Centres, with the exception 

of those provided for in letters a), b) and d) of Article 36 of this Decree, including a description of the 

behaviour that has caused it, its classification and the educational corrective measure adopted. 

Subsequently, the Head of School or the person delegated by him/her shall register it, if appropriate, in the 

Central Register in accordance with the provisions of the Order of 12 September 2007, of the Regional 

Ministry of Education, which regulates the notification by schools of incidents that alter school coexistence, 

within the framework of the Plan for the Prevention of Violence and Promotion of Coexistence in the schools 

of the Valencian Community. 

 
 
 

 
Prescription 

 
 

1. Conduct contrary to the rules of coexistence shall be subject to the statute of limitations within one month 

of the date on which it was committed. 

2. Corrective educational measures adopted for conduct contrary to the rules of coexistence shall be time- 

barred within one month of their imposition. 
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Reiterated conduct that hinders coexistence and lack of cooperation from parents, guardians or 

tutors. 

 
1. In those cases in which, once the appropriate correction has been carried out, the student or family 

continues to repeatedly present behaviours that are disruptive to coexistence in the Centres, in addition to 

applying the corresponding corrective educational measures, the need to adopt measures aimed at 

modifying those personal, family or social circumstances of the student that may be a determining factor in 

the appearance and persistence of said behaviours will be reported, after informing the parents, guardians 

or legal tutors in the case of minors, to the public institutions that are considered appropriate. 

 
 

 

 

 
2. In cases when actions and corrective educational measures are taken and direct involvement of the 

student’s family is requested by the school but rejected by his/her parents or legal guardian, the centre will 

inform the Education Administration, so that the appropriate measures can be adopted to guarantee the 

rights of the pupil contained in Section II of Article XXXV of this Decree and the fulfilment of the duties set 

out in Section I Article II of the aforementioned title. The Education Administration, if it considers that this 

conduct causes serious harm to the educational process of their son or daughter, will inform the competent 

public institutions, following a report from the Education Inspectorate. 
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ANNEX B 

REPORT FOR SERIOUS BEHAVIOUR INCIDENTS 
 

 

 
T 

 
 

This report has been opened to leave a written record of the facts that have given rise to it and it is 

communicated to the Management Team for its appropriate inclusion in the student's file. 

These events, which are considered to be serious in accordance with the Coexistence Regulations of our 

schools, are as follows: 

 
 Disobeying the teacher’s instructions 

 Being disrespectful to a teacher 

 To annoy, insult, assault or show disrespect towards fellow students. 

 Intentionally damage the school facilities or equipment. 

 Other: 

 
With the aim of correcting the student’s behaviour, he or she has been given the following punishment: 

 
 

 Extra educational project to complete(please turn over to find further details) 

 Moved to another place in the classroom to complete work individually. 

 Repair damage or the consequences of misbehaviour 

 Break Time detention for .................. (specify period) 

 Complete a social task 

 Other: 

 
Finally, we would like to make you understand the seriousness of these facts and that the accumulation 

of reports may lead to the opening of disciplinary proceedings against the student. 

We ask you to try to make your son or daughter reflect on the importance and negative consequences of 

this behaviour for him or her and for the rest of his or her classmates. 

Should you wish to contact a teacher or the school's management team, you may request a tutoring 

session. 

Please sign this document as proof that you have received this information. 

 
………………………... (place),   de 20  (date) 

Parent/Legal Guardian’s signature: 

tudent's name Year group bject 

eacher’s name ate Time 

 



- 29 -  

ANNEX C 

 
DOCUMENT FOR REFLECTING ON SERIOUS BEHAVIOUR INCIDENTS 

 

 

 

 
Student’s name: Year group. Subject. 

Teacher’s name: Date. Time. 

 
The purpose of this document is to encourage you to reflect on your misbehaviour that hinders to a great extent 

the normal development of lessons. 

The information provided will be taken into consideration in the search for a solution to the problem and 

will also serve to inform your family of your interest in resolving the problem. 

 
REFLECTING ON MISBEHAVIOUR 

 
 

1. Description of the problem: What happened? 
 
 

2. Why did it happen? 

 
3. ALLEGATIONS: What do you claim to justify your behaviour? 

 
 

4. What were the consequences, the results, of your behaviour today? (in relation to your classmates, the 

teacher and yourself). 

 
5. What could be the consequences of your behaviour for you in the future? 

 
 

6. What solutions do you propose to resolve the conflict? 
 
 
 
 
 

… ...............(place),,  , 20  (date) 
 
 
 

 
Teacher’s signature: 

Student’s signature: 
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ANNEX D 

BEHAVIOUR THAT IS SERIOUSLY DETRIMENTAL TO 
COEXISTENCE AT THE SCHOOL 

 

 

 
Classification 

 
 

The following conduct is considered to be seriously detrimental to coexistence in the centre: 

 
a) Serious acts of indiscipline and insults or offences against members of the educational community that 

go beyond the impropriety or inconsideration provided for in Article XXXVI of this Decree. 

 
b) Physical or moral aggression, threats and coercion and serious discrimination against any member of the 

educational community, as well as serious disrespect for personal integrity and dignity. 

 
c) Harassment and humiliation of any member of the school community, particularly if they have a sexist or 

xenophobic component, as well as those carried out against the most vulnerable students due to their 

personal, social or educational characteristics. 

 
d) Bullying. 

 
 

e) Impersonation in teaching activities. 

 
f) Falsification, deterioration or theft of academic documentation, or the dissemination of distorted 

information that seriously harms any member of the educational community. 

 
g) Serious damage caused to the premises, materials or documents of the centre or to the property of 

members of the educational community. 

 
h) Unjustified acts that seriously disrupt the normal development of the centre's activities. 

 
i) Actions that may seriously damage or harm the health and personal integrity of the members of the 

educational community. 

 
j) The introduction into the school of dangerous objects or substances harmful to the health and personal 

integrity of the members of the educational community. 
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k) Conduct classified as contrary to the school's rules of coexistence if there are collective circumstances or 

intentional publicity by any means. 

l) Incitement or encouragement to commit a misconduct that seriously affects coexistence in the centre. 

 
m) Repeated refusal to collaborate with the corresponding Centre in the process to promote coexistence in 

accordance with the Coexistence Plan of the same. 

 
n) Repeated refusal to comply with the corrective educational measures adopted in the face of conduct 

contrary to the rules of coexistence. 

 
o) Refusal to comply with the disciplinary measures adopted in the case of misconduct that seriously affects 

coexistence in the school. 

 
p) Improper or unauthorised access to the school's files and servers. 

 
q) Acts that violate the Internal Regulations, as well as the very nature of the centre. 

 
 

 
Remedial educational measures 

 
 

1. In the event of the conduct described in the previous article, the Coexistence Plan and the Internal 

Regulations of the Centres may contemplate intervention measures that specify, adjust or modulate the 

disciplinary measures set out in this article. 

 
2. The disciplinary measures that may be imposed for incurring in the conduct typified in letters h), m) and 

n) of the previous article are the following: 
 
 

Performance of educational tasks for the pupil, during non-school hours, for a period of more than five 

school days and equal to or less than fifteen school days. 

 
Suspension of the right to participate in extracurricular or complementary activities programmed by the 

school. 

 
Change of group or class of the pupil for a period of more than five school days and equal to or less than 

fifteen school days. 

 
Suspension of the right to attend certain classes for a period of between one and fifteen school days. During 

these classes, and in order to avoid interrupting the student's training process, the student shall remain at 

the educational centre, carrying out the academic work assigned to him/her by the teaching staff. 
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The Head Teacher shall be in charge of the academic work assigned to him/her by the teaching staff. The 

head of studies of the centre shall organise the attention given to these students. 

 
3. The disciplinary measures that may be imposed for incurring in the behaviours typified in the previous 

article, except for letters h), n) and o) included in the previous section, are the following: 

 
a) Suspension of the right to attend school for an indefinite period established by the Coexistence 

Committee. In order to avoid interruption in their educational process, during the time the suspension lasts, 

the pupil must carry out the academic work determined by the teaching staff. The Cycle Coordinators will 

determine the mechanisms that make it possible to adequately monitor this process, specifying the person 

in charge of carrying it out and the timetable for visits to the centre by the suspended student. 

 
b) Change of Educational Centre. In the case of applying this disciplinary measure, the Education 

Administration will provide students of compulsory school age with a school place in another publicly 

funded educational centre, with a guarantee of the necessary complementary services, without which this 

measure cannot be carried out. 

 
Behaviour that is seriously detrimental to coexistence in the corresponding educational centre may only be 

subject to disciplinary measures after the corresponding disciplinary proceedings have been carried out. 

 
It is the responsibility of the Director of the corresponding School to initiate, on his/her own initiative or at 

the proposal of any member of the school community, the aforementioned disciplinary proceedings against 

students. 

 
4. The introduction and/or consumption of tobacco will be sanctioned with a written warning/community 

work and, in the case of a repeated offence, with expulsion for an indefinite period of time. The introduction 

and/or consumption of alcohol and/or narcotics shall be punishable by expulsion for an indefinite period 

of time and in the event of a repeat offence by permanent expulsion. 
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ANNEX E - Parent-School Agreement 

British School Alzira/Xàtiva /Gandia is committed to providing services in compliance with the centre’s 

Educational Project and Internal Regulation Regime. Your signature indicates you have read and agree with 

the terms outlined in these documents. 

Parents or legal guardians are under obligation to cooperate with the Centre’s educational work and settle 

the corresponding fees that are due for this work. The amount of the fees will be established during the 

month of July each year. 

All payments must be made by direct debit. Any other method of payment must be consulted at the school 

office, and expressly authorised in writing by the School Management. 

Monthly fees are charged in your bank account in advance (around the 15th of each month). The fees cover 

the full month and are non-refundable if the student voluntarily ends his enrollment before the end of the 

month. 

Payment of monthly tuition and school dinner fees is compulsory from September to June, regardless of the 

pupil’s school attendance. School bus users can only cancel this service at the end of the month. The centre 

will not be able to guarantee the availability of this service if users try to subscribe again at a later date 

during the same school year. 

Failure to pay two months of school fees will result in suspension of the services provided by the School, 

including student attendance, until the outstanding amount is paid in its entirety. 

By signing this mandate form, you (Parent/Legal Guardian of the enrolled student at British School Alzira, 

Xàtiva and Gandia) authorise British School Shop - Vuela Alto ARM, S.L. to debit your account for concepts 

relating to school uniform, textbooks and other school materials. 

This document shows that the student’s parents have paid the corresponding enrollment fees to the school 

(“Annual fees”). If for any reason the student does not join the school, this amount belongs to the school and 

no reimbursements will be made. 

In addition, the student’s parents authorise the school to charge the “Annual fee” every year during the 

month of July throughout their child’s enrolment at the centre. 

The duration of this contract is one school year, and will be automatically renewed on a yearly basis without 

the need for any of the parties to sign any further documents, unless an enrolment cancellation form is 

signed to indicate the student decides to leave British School Alzira/Xàtiva/Gandia. Both parties have the 

right to unilaterally end the contract during the school year in compliance with the disciplinary measures 

outlined in the centre’s IRR (Internal Regulation Regime). 

Suspensions and expulsions. Enrolled students are expected to adhere to school rules and regulations. No 

reimbursements will be made if a student is suspended or expelled by the BSA/BSX/BSG Management Team 

due to a failure to comply with the rules and regulations of the school. 
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ANNEX F - British School Alzira-Xativa-Gandia iPad Policy 
 

 
This policy was reviewed in July 2024 and will be reviewed annually. 

Aim: Students at British School Alzira/Xativa/Gandia are provided with an iPad from Year 7 
onwards. This iPad is used both in class and at home to support learning. This policy 
communicates the systems in place for managing the technology and the expectations in 
place for iPad use in school and at home. 

Rationale: This policy is provided to ensure consistency across our three schools. All students 
should have equal opportunities and support in using their iPads to enhance the learning they 
receive. 

Control of use of iPads 

MDM control – control of unauthorized applications 
 

 Teachers responsible for the MDM: 
 BSX - Jose  Tortosa 
 BSA - Antonio  Fajardo 

BSG - Antonio Fajardo 
 Staff listed will make regular checks using the MDM to monitor student usage 

of ipads 

Role of tutors in supporting this process: 

 Tutors support this role by physically aiming to check 4/5 iPads in their tutor group 
a week. 

 Tutors check the following on the students ipad: 
o Browser history 
o Photos 
o Apple ID 
o Profiles and VPN´s 

 Tutors record students' iPads that have been checked on the iPad tracker 
document. See “Ipad supervision document” for instructions on how to do this 
quickly and effectively. 

 If an unauthorised app is found on the iPad the MDM control staff for that school is 
informed and deletes the application. 

 Tutors reinforce appropriate use of iPads in lessons (see “Student presentation for 
appropriate use of iPads in class”) 

 

 
Expectations of Ipad usage in class (responsibility of classroom teacher) 

 
 Students have iPads face down on their desk unless asked to use the 

iPad by their teacher. 

 Students can only access content as permitted by the teacher. 
 Students are only permitted to use headphones if watching or listening to lesson 

content as instructed by the teacher. 
 Teachers check using the Apple Classroom monitoring app and by 

circulating the room that students are using ipads appropriately 
during lessons. 
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Student iPad use 

Minor misuse of the iPad  

 Accessing websites not instructed by their teacher 
 Messaging others in class 
 General distraction 
 Taking a photo of the board or classwork without permission 

Teachers should follow the behaviour policy (Level 1, 2, 3 etc.). 
At the discretion of the headteacher, minor misuse may result in an iPad being left at 
school for a designated period. 

 
Serious misuse of the iPad  

 
 Repeated minor misuse of ipad in lessons 
 Visiting unauthorised and/or inappropriate websites 
 Inappropriate messaging – offensive or inappropriate language or topic 

of conversation 
 Unauthorised photo/video taking 
 Downloading of apps outside of the MDM 
 Attempting to bypass MDM system 

 

 
If there is a serious incident involving a student a 3 warning system will be put in 
place: 

1. Email home and meeting with student to understand appropriate use 
of ipad. (Jose Tortosa, Allison Pierce, Barbara Ortiz). 

2. Communication/meeting with parents to reinforce appropriate use 
expectations. 

3. Ipad to be left at school over the evenings and weekends for a period 
of 2 weeks. 

If a student violates any part of the “Acceptable Use” policy, they could face the following 
disciplinary procedures, depending on the offence and its severity. For example: 
1st offence - Student will check in/check out the iPads from Secondary Office daily for two 
days. 
2nd offence - Student will check in/check out the iPads from the Secondary Office daily for 
one week. 
3rd offence –Three weeks of iPad privilege suspension, meaning that they will not be 
allowed to use his/her iPad,(student still responsible for all required work). 
Further offences - Loss of iPad privileges for a length of time determined by the Commision 
de Conveniencia. 

If incidents continue to happen, further restrictions will be put in place for that particular 
student. 

 
Acceptable use 

 
The school provides a document for students clarifying the acceptable use of the iPad. 
This ends with a contractual agreement that all students sign prior to being issued their 
iPad. 
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Technical issues 

Technical issues are passed to the headteacher who reports them to the IT team. The 
school has a bank of iPads that can be loaned if a student has technical issues with their 
own iPad. 

 
Other documents of interest: 

iPad Program shared with parents and students: 

https://docs.google.com/document/d/1wWz4zHWYONfYSfZPZMCoiyE9FNikatdXlmO  
mfmbLTCo/edit?usp=sharing 

https://docs.google.com/presentation/d/1jlSHi5TWygiJobyj_npuf_wpdOCdYviSIk1cQs 
HJIN0/edit?usp=sharing 


