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in 2016, Silver Fern International School (SFIS) was established to offer high-
international education within Roi Et, eliminating the need for families to seek
bols outside the region. This vision has resonated with many parents seeking a
ring, globally minded learning environment for their kindergarten and primary-
aged children.
5 is proud to be an authorized International Baccalaureate (IB) World School, offering
e Pre School, Early Years and Primary Years Programme (EYP/PYP). We follow the IB
Programme of Inquiry and ensure alignment with the Thai Ministry of Education
requirements. Our inquiry-based approach equips students with the skills to question,
research, analyze, and think critically—essential abilities in today’s information-rich
world.
For the Middle Years, SFIS has developed a unique and dynamic curriculum tailored to
meet the needs of early adolescents. Our Middle Years 1, 2, and 3 follow a specially
designed Programme that blends the best practices of the International Baccalaureate
(1B), the National Curriculum for England (NCE UK), and the Thai Ministry of Education.
This integrated curriculum emphasizes inquiry-based learning, critical tfllgking, global
perspectives, and local relevance, ensuring that students are well-pr
academically and personally for the challenges of secondary educatio
As of 2025, SFIS serves students across twelve levels, from Preschool th
Years. The school is steadily expanding, adding one grade level each
secondary education is offered.
Dedicated to academic excellence and holistic development, SFIS aspir
leading educational institution in Northeast Thailand, nurturing the pot
in Roi Et and beyond.
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Social-Emotional
Development

¢ Helps children build self-awareness,
empathy, and emotional regulation in
a nurturing environment.

e Fosters strong relationships and
communication skills through
cooperative play and teacher-guided
interactions.

¢ Promotes resilience, confidence, and a

sense of belonging within the

classroom and school community.

Play-Based Learning

e Encourages creativity,
imagination, and problem-
solving through meaningful and
joyful experiences.

e Supports cognitive and social
development by allowing
children to make choices,
collaborate, and explore.

e Provides a developmentally
appropriate foundation for
academic concepts through

hands-on, child-led activities.

Early Literacy & Language
Development

¢ Builds a strong foundation in listening, speaking,
reading, and writing through storytelling, songs,
and conversations.

e Encourages language-rich environments
that support vocabulary growth and
comprehension.

¢ Integrates literacy across all areas of play and

inquiry to promote communication and

expression.

Hands-On Exploration

e Engages children in active
learning through sensory-rich
and practical experiences.

e Encourages inquiry,
experimentation, and discovery
to deepen understanding of the
world around them.

e Bridges abstract concepts with
real-life connections, supporting
meaningful learning outcomes.

Family Partnership

e Encourages open communication and
collaboration between educators and
families to support each child’s growth.

¢ Values families as essential partners in
the learning journey, respecting their
insights and cultural backgrounds.

e Builds a strong, supportive school

community through regular engagement,

events, and shared goals.
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Amphoe Muang, Roi-et 45000 Thailand Term 3: 60 Days
www.SilverFerninternationalSchool.com Total: 181 Days




Homeroom
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Homeroom
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Employment Information

A. General Terms and Conditions of Employment per Thai Labor Law

Silver Fern International School strictly abides by all Thai governmental regulations for employment.
Within this section, staff will find an English translation of relevant Department of Labor, Ministry of
Education, and Immigration requirements and the regulations by which all employees are bound.
Please note that as this is a translation from Thai some portions may seem a bit “awkward”. If there
are any gquestions, please consult the Thai version as this is the legal version. Additionally please

note that in this translation “schedule” refers to one’s salary and benefits as defined within their
employment contract

1 NATURE & TERMS OF EMPLOYMENT

1.1 The Employer hereby appoints the Employee as to the position set out in the Schedule.

1.2 This Employment Agreement will commence on the Commencement Date set out in the
employee’s contract and shall terminate on the Termination Date set out in the employee’s contract
unless terminated earlier or renewed in accordance with the terms of this Agreement.

1.3 The Employee accepts their appointment (as a fixed term contract) and shall undertake to
provide performance that meets the high standard expected by the Employer and outlined in the Job
Description.

1.4 The Employer may at its discretion negotiate a new or renewed contract at any time with the
Employee.

1.5 The Employee must comply with the Employer’s policies, systems and procedures.

1.6 The Employer reserves the right to vary at its individual discretion any policy, system or
procedure which is not expressly provided for in this Employment Agreement. The Employer will
provide the Employee with a written copy of the change or addition.

1.7 If the Employee breaches any of the policies, the Employee may be subject to disciplinary action,
which may result in the termination of the Employee’s employment.

1.8 The clauses in this Employment Agreement may be varied or updated by agreement between the
parties at any time.

2 EMPLOYEE CONDITIONS, QUALIFICATIONS AND EXPERIENCE

2.1 The Employee must provide to the Employer the following documents:

(a) Passport

(b) Degree and transcript

(c) Verification statement of previous employers

(d) Non-Immigrant Type ‘B’ visa for initial entry to Thailand or any; that allow to work in Thailand
(e) Criminal Records , Police Checks & Police Clearance Certificated

() Medical Certificate for work permit



2.2 If the Employee fails to comply with the requirements of Clause 2.1, the Employer shall be
entitled to either:

(a) Adjust the Employee’s salary; or

(b) Terminate the Employee’s employment, with or without notice or payment in lieu based on which
of the said documents have been provided.

2.3 If required by the Employer or the Thai Authorities, the Employee shall arrange at his cost for his
documents to be fully verified and authenticated by a Notary Public or other person approved by the
Employer.

2.4 The employment and ongoing employment is subject to the Employee having and retaining all
professional and educational qualifications which were stated as being necessary on the application
for the position.

2.5 The Employer will be entitled to terminate the employment, with or without notice or payment in
lieu, where the Employer ascertains that the Employee does not have such qualification(s), or where,
irrespective of the reason, the Employee becomes disbarred or suspended from his or her profession
by the relevant disciplinary or regulatory body.

2.6 The Employer shall assist the Employee to open a bank account in Thailand so that the
Employee’s salary can be transferred every month into such account.

3 TEACHING LICENSE, WORK PERMIT AND VISA

3.1 The Employer will assist the Employee in obtaining the necessary Teaching License, Work Permit
and Visa for working in Thailand.

3.2 The Employee must provide and keep current the necessary documents to hold the Teaching
License, Work Permit and Visa as outlined in Clause 2.

4 DUTIES OF EMPLOYEE

4.1 The Employee shall perform the duties set out in the Job Description, which may be modified and
updated by the Employer from time to time following agreement with the Employee.

4.2 The Employee shall adhere to the professional expectations of the Employer outlined in Clause
17.

4.3 The Employee also agrees to perform all other reasonable duties as directed by the Employer.

4.4 The Employee shall attend educational courses organized by the Thailand Ministry of Education
and/or the Employer as and when required.

4.5 The Employee shall at all times,
(a) Comply with the lawful and reasonable instructions of the Employer;
(b) Comply with the laws of the Kingdom of Thailand;

(c) Perform his duties in accordance with the regulations applied by the Thailand Ministry of
Education and with all reasonable skill and diligence;

(d) Devote all his ordinary working hours and best endeavors to performing the duties outlined;
(e) Conduct his duties in the best interests of the Employer and the employment relationship;
(f) Deal with the Employer in good faith in all aspects of the employment relationship;

(g) Comply with all policies and procedures implemented by the Employer from time to time;



(h) Take all practicable steps to perform the job in a way that is safe and healthy for himself and his
fellow employees;

(i) Take all reasonable and prudent steps to raise the level of the Employer; (j) Refrain from taking any
other post or other voluntary position without the written consent of the Employer.

5 HOURS OF WORK

5.1 The Employee shall be required to work such hours and on such days of the week as reasonably
required by the Employer to complete the Employee’s duties which shall include working before,
during and after normal school hours as necessary up to a maximum of forty (40) hours per week.

5.2 Working time at school per day is from 7.30am until 4.30 pm (every Monday-Friday ). This does
not include the holidays according the school calendar.

5.3 The Employee may be required to work such extra hours as may be reasonably required by the
Employer to ensure that work is completed in an efficient and timely manner.

6 PLACE OF WORK

6.1 The Employee shall perform the duties at Silver Fern International School, Roi-Et, Thailand.
7 REMUNERATION

7.1 The Employer shall pay the Employee the salary set out in the Schedule.

7.2 The Employee’s annual remuneration will be paid in twelve (12) equal monthly installments on
the last working day of the month by bank transfer to the Employee’s Thai bank account.

7.3 The Employee shall also receive the additional benefits set out in the Schedule.
8 RETENTION FUND

8.1 In consideration of the expenses incurred by the Employer in recruiting and relocating the
Employee to Thailand, and other such expenses incurred during the contract term, i.e. flights,
recruitment fees, settling in allowance, ongoing visa/work permit processing, accounts outstanding for
electricity, rent and transport at the end of contract, and for the purposes of expenses incurred by the
school where an employee breaches their contract by leaving without notice, the Employer shall
retain from the Employee’s pay each month a deduction up to a maximum retained amount as
detailed in the Schedule. The Employer shall keep an accurate record of the funds retained (the
“Retention Fund”).

8.2 If the Employee terminates this Agreement prior to the Termination Date, then the Employer shall
be entitled to

(a) Retain the Retention Fund and apply it to reimburse the Employer for the expenses it incurred in
the recruitment and relocation of the Employee to Thailand; and

(b) Demand and receive from the Employee a refund of the balance of expenses incurred in their
recruitment, relocation and contract commitments in Thailand (i.e. the difference between the actual
expenses incurred less the Retention Fund).

8.3 If the Employee is employed up to and including the Termination Date then the Employer shall
pay the Retention Fund to the Employee by way of a lump sum in full, less any outstanding accounts
if any as per clause 8.1, by payment to the Employee’s Thai bank account.

8.4 The Employee hereby consents and authorises the Employer to retain part of their salary as
provided by this clause.

9 PROBATION

9.1 The Employee’s employment is subject to a probationary period of ninety (90) days from the
Commencement Date of their contract (“the Trial Period”) with the object of enabling the Employer to
assess whether the Employee is likely to be a satisfactory appointment as a permanent employee.



9.2 During the Trial Period the Employer will inform the Employee of any shortcomings with a view to
helping the Employee to improve.

9.3 If the Employer concludes that the Employee is unlikely to be satisfactory, the Employer may give
the Employee one month’s written notice of termination before the end of the Trial Period.

9.4 In assessing whether the Employee is likely to be a satisfactory appointment to the permanent
staff the Employer may take into account such matters as the Employer sees fit, irrespective of
whether or not any such matter amounts to misconduct on the part of the Employee.

9.5 If the Employer terminates the Employee’s employment during the trial period the Employee shall
not have any further claim against the Employer.

9.6 Nothing in this clause shall prevent the Employer from terminating the employment summarily for
serious misconduct at any time within the Trial Period.

10 ANNUAL LEAVE
10.1 The Employee will be entitled to

(a) Normal school and public holidays as stated in the school calendar based on the Academic Year;
and,

(b) At the sole discretion of the Employer, a call back/Teacher Only day of up to six days (6) may be
required for the purposes of Professional Development.

11 SICK LEAVE

11.1 The Employee shall be eligible for up to thirty (30) days sick leave per annum.

11.2 The Employee shall ensure that notice is given to the Employer as soon as is practicable before
or on the first day of absence. Where sickness or injury has caused the Employee to take sick leave
and been absent from work for at least three consecutive calendar days, the Employer shall be
entitled to require the Employee to provide proof of sickness or injury for sick leave, at the
Employee’s cost. An absence from work related injury does not count as absent through iliness.

11.3 For the purposes of this clause "proof of sickness or injury” means a certificate from a medical
practitioner that

(a) the Employee is not fit to attend work because of sickness or injury; or

(b) the Employee cannot attend work

(i) because the Employee's spouse is sick or injured;

(i) because a person who depends on the Employee for care is sick or injured.

11.4 There shall be no leave entitlement for religious pilgrimage or similar absences without specific
arrangement as agreed in writing between the Employer and Employee.

11.5 Female employees giving birth, the maternity leave entitlement in Thailand was expanded in
2019 from 90 to 98 days of paid maternity leave. The 98 days does include any time off for pre-natal
doctor visits, as well as public holidays during the leave period.

11.6 Female employees giving birth are entitled to maternity leave of forty-five (45) days including
holidays on full pay and another forty-five (45) days unpaid, if required.

11.7 A male employee whose spouse gives birth will be entitled to a paid leave of absence not to
exceed five (5) consecutive working days within the first three months of the baby’s birth.

11.8 The Employer may, at their discretion,

(a) Grant the Employee up to six (6) days of contingency leave during the academic year, not more
than two (2) consecutive days at any one time, for valid and contingency reasons. Contingency days



cannot be linked to school vacation periods and must be requested prior to the event in writing to the
Employer; and

(b) Authorize additional paid or unpaid leave on such terms and conditions.

12 Personal Leave

12.1 The employee is entitled to 3 days of paid personal leave per year.

13 TERMINATION OF EMPLOYMENT

13.1 The Employer may terminate this Agreement with proper and just cause at any time with one (1)
calendar months' notice in writing.

13.2 The Employee may terminate this Agreement before the Termination Date with one (1) full
term’s notice in writing.

13.3 If the Employee terminates this Agreement prior to the Termination Date for whatever reason,
then Clause 8 shall apply.

13.4 This Agreement may be terminated forthwith without notice or payment in lieu of notice and any
compensation or severance pay upon the Employee:

(a) Being guilty of a serious misconduct including but not restricted to:

() Willful breach of your obligations as a professional teacher including but not limited to any serious
breach of ethics or professional conduct.

(ii) Willful breach of the terms and duties expressed or implied in this contract.

(iif) Gross negligence in the performance of your duties under this contract or any other acts or
omissions which in the reasonable opinion of the Employer constitutes serious misconduct or
misconduct which significantly impairs the relationship of trust and confidence between you and the
Employer.

(b) Performing his duty dishonestly or intentionally commit a criminal offence against the Employer.
(c) Intentionally causing damage to the Employer.

(d) Causing serious damage to the Employer as a result of negligence.

(e) Violating regulations governing the code of ethics, etiquette, and discipline according to the
tradition of teachers as prescribed by the Teachers Council.

(f) Violating the Thailand Ministry of Education’s regulations governing the code of ethics, etiquette,
discipline and duties of the school license holder, manager, principal or teachers of private school,
B.E. 2526.

(g) Violating regulations or orders of the Employer which are lawful and just, and after a written
warning has been given by the Employer, except in a serious case where the Employer is not
required to give a written warning.

(h) Neglecting duty without justifiable reason for three (3) consecutive days.

(i) Being sentenced to imprisonment by a final court judgment except for offences arising out of
negligence or for a petty offence

13.5 The Employer may, at its sole discretion and without prior warning or discussion, issue a written
suspension order suspending the Employee on pay, or require the Employee to undertake any
reduced or alternative duties, pending any investigation into alleged serious misconduct by the



Employee or any other employee. Said suspension order shall state the alleged offence and the
period of suspension that shall not exceed seven (7) days.

13.6 If the Employer terminates this Agreement as above and the Employee is paid all the
remuneration and benefits as detailed such amount shall be received by the Employee in full
satisfaction and discharge of all claims and demands whatsoever which the Employee may
otherwise have against the Employer in connection with or arising out of this Agreement but without
prejudice to any claim by the Employer in respect of any of the Employee’s obligations under this
Agreement.

14 TERMINATION OF EMPLOYMENT FOR OTHER REASON
14.1 Where the Employee has been absent from work and failed to carry out his duties for:
(a) More than twenty (20) non-consecutive days; or

(b) Three (3) consecutive days for no valid reason, this Employment Agreement shall automatically
terminate on the expiry of the twentieth non-consecutive day or the third consecutive day (as the
case may be) without the need for notice of termination of employment.

15 EMPLOYEE’'S DUTIES ON TERMINATION
15.1 On termination of this Employment Agreement for whatever reason the Employee agrees to:

(a) On or before the final day of employment, return all property of the Employer to the Employer;
and

(b) Forthwith repay any loans and any other sums due (including utilities outstanding) to the
Employer.

15.2 In the event the Employee fails to comply with clause 14.1, the Employee authorizes the
Employer to deduct from the Employee’s pay whatever monies the Employer may be owed under the
employment relationship (or otherwise) including sick leave taken in advance.

16 HEALTH AND SAFETY

16.1 Both the Employer and the Employee shall comply with their obligations under the relevant
health and safety laws. This includes the Employer taking all practicable steps to provide the
Employee with a healthy and safe working environment. The Employee shall comply with all
directions and instructions from the Employer regarding health and safety and shall also take all
reasonable steps to ensure that in the performance of their employment they do not undermine their
own health and safety or the health and safety of any other person.

16.2 The Employee shall ensure they are familiar with the Employer's health and safety policies, and
any modifications to those policies that may be introduced from time to time.

17 CONFIDENTIALITY

17.1 The Employee will at all times treat all commercially sensitive information obtained through the
course of his employment in the strictest confidence.

17.2 The Employee shall not at any time or for any reason, whether during the term of this
Agreement or after its termination,

(a) Use or disclose to any person any confidential information relating to the affairs, clients, students
or trade secrets of the Employer, except so far as may be reasonably necessary to enable the
Employee to fulfill his obligations under this Agreement; and

(b) Will take all reasonable steps to prevent sensitive information concerning the business, financial
matters, transactions, affairs of the Employer or personal matters relating to any other Employee or
student being used or divulged to any third party or its clients. 16.3 Clauses 16.1 and 16.2 shall not
apply to information which has entered the public domain otherwise than as a result of a breach of
this clause by the Employee.



18 PROFESSIONAL CONDUCT AND EXPECTATIONS

18.1 The Employee shall be aware that they are guests in Thailand and as such behave in a way that
respects the culture and traditions of Thai colleagues, families and community.

18.2 The Employee shall not engage in conduct outside work which could seriously damage the
reputation and standing of the Employer or the Employee’s own reputation or the reputation of other
members of the school community.

18.3 The Employee shall not engage in inappropriate use of social network sites which may bring
themselves, the School, school community or Employer into disrepute.

18.4 The Employee shall use all endeavors to promote and protect the interests of the Employer and
its staff and students and in general advance the mission of the Employer.

18.5 Subject to Clause 4.5 (j), the Employee may undertake work outside school, either paid or
voluntary, provided that it does not conflict with the interests of the Employer nor be to a level which
may contravene the working time regulations or affect the Employee’s work performance.

19 ENTIRE AGREEMENT

19.1 This Employment Agreement records the full agreement between the parties concerning the
Employee’s employment and supersedes any agreements, written or oral, existing between the
parties.

19.2 This Employment Agreement may be varied or amended at any time by written agreement
between the parties and any such amendments should be in writing, executed by the parties and be
compatible with the labor laws of Thailand.

19.3 The provisions of this Employment Agreement are severable and if any provision is held to be
invalid or unenforceable by any court of competent jurisdiction, then such invalidity or
unenforceability shall not affect the remaining provisions of this Employment Agreement.

20 NOTICES

20.1 Any written notice or request given by the Employer to the Employee shall be sufficiently given if
delivered in person to the Employee by the office of the Employer or to the Employee's last known
residential address and shall be deemed to have been received on the day following the day of
delivery.

20.2 Any written notice or request given by the Employee to the Employer shall be sufficiently given if
delivered in person to the office of the Employer or posted by registered letter to the postal address
of the Employer and shall be deemed to have been received on the day following the day of posting.

21 GOVERNING LAW

21.1 This Employment Agreement shall be governed by the laws of the Kingdom of Thailand.

B. Salary and Benefits

Silver Fern International School (SFIS) strives to create a positive working environment that
encourages personal growth and commitment to education. To that end, SFIS provides a
comprehensive package that includes a fair salary and a range of benefits to support the well-being
and financial security of our staff. We follow a set compensation scale based on employees’
educational qualifications and professional experience.

1) Salary
a. Payment Schedule

1. Monthly Payments: Salary is paid in 12 equal monthly installments. Payments are normally
issued on the last business day of each month.



2. Base Salary and Allowances: For tax purposes, the remuneration may be divided into a base
salary plus additional benefits. These benefits may include, but are not limited to, housing allowance,
utilities allowance, transportation allowance, etc.

b. Payroll Deductions

Appropriate taxes and other required deductions will be withheld from the monthly salary in
accordance with applicable laws and regulations.

2) Benefits
a. Medical Insurance
1. Provider: SFIS provides group medical insurance for all staff through our current carrier, AlA.

2. Coverage Details: Full details of coverage and costs are available through the Human Resources
Officer.

3. Family/Dependents Options: Staff may opt to add family members or dependents to the group
plan at their own cost.

3) Additional Benefits

Other benefits and allowances may be provided based on the employee's contract and the school's
prevailing policies. These may include professional development opportunities, paid leave, retirement
plans, etc.

4) Policy Review and Modifications

This policy is subject to periodic review and modifications. Any changes to the salary structure or
benefits package will be communicated in writing to all staff members.

5) Queries and Assistance

All queries related to this policy, including but not limited to, understanding the salary structure,
benefits, and payment schedule should be directed to the Human Resources Officer.

C. Privacy Policy

Introduction

The Personal Data Protection Act B.E. 2562 (2019) of Thailand (PDPA) became effective on 1 June
2022. Silver Fern International School (the "School") is committed to maintaining the privacy and
protection of personal data of our staff, students, and their families. This Privacy Policy outlines the
principles and procedures you as staff members should adhere to when handling such data.

Data Collection

As a staff member, you may be required to collect personal data. The type of information may
include:

- ldentification details, such as names, dates of birth, and contact information. - Details related to
student records, such as enrollment, academic performance, and health data.

Only collect personal information necessary for the tasks you perform and ensure the individual is
aware of the collection, the purpose, and how their data will be used.

Data Use

Use the collected personal data solely for the purpose it was gathered. This may include: - Providing
educational services and support to students.

- Updating and maintaining academic and health records.



- Communicating important information to parents or guardians.

Always respect the confidentiality of personal information and never use it for personal reasons or
share it without proper authorization.

Data Sharing and Disclosure

You may need to share personal data with:

- Other staff members on a need-to-know basis.
- Government bodies if required by law.

- Medical professionals in case of emergencies.

Before sharing any personal data, ensure the recipient is authorized to receive the information, and it
is necessary for them to carry out their duties or for the health and safety of individuals.

Data Security

Handle personal data securely to prevent unauthorized access, loss, or damage: - Store personal
data securely.

- Do not leave personal data unattended in a public area.
- Use secure communication channels when transferring personal data. -
Data Retention

Keep personal data only for as long as necessary. Consult the School's data retention policy or the
administration for guidelines on how long to keep specific types of data.

Respecting Individuals' Rights

Be aware that individuals have rights regarding their personal data. They have the right to access,
correct, or delete their personal data. If someone makes a request regarding their data, direct them
to our Privacy Officer.

Changes to This Policy

We may revise this Privacy Policy as required. Any updates will be communicated to you, and we
expect all staff members to be familiar with and adhere to the current policy.

Your Responsibility
You have a responsibility to respect the privacy of our students, their families, and your fellow staff

members. Failure to follow this Privacy Policy may result in disciplinary action up to and including
dismissal.

D. Conflict of Interest

This Conflict of Interest Policy outlines the guidelines that all employees of Silver Fern International
School ("School") must adhere to in order to maintain integrity and avoid conflicts between personal
interests and the interests of the School.

Policy

1. Definition of Conflict of Interest: A conflict of interest occurs when an employee’s personal,
social, financial, or political interests interfere with their ability to perform their duties impartially and
in the best interest of the School.

2. Disclosure: All staff members are required to disclose any potential or actual conflicts of interest
to the School administration as soon as they become aware of it.



3. Avoidance of Conflict: Staff members are expected to avoid situations where there might be a
real or perceived conflict of interest. This includes, but is not limited to, personal relationships with
students, contracts with vendors in which the staff member has a financial interest, and accepting

gifts or favors that exceed modest value from students, parents, or suppliers.

4. Management of Conflict: In situations where a conflict of interest is unavoidable, the staff
member must refrain from participating in any decision-making process related to the conflict. The
School administration will decide the appropriate course of action to manage the conflict.

5. Confidentiality: Any information staff members receive about potential conflicts of interest must
be kept confidential and must not be used for personal benefit.

Non-Compliance

Failure to adhere to this Conflict of Interest Policy may result in disciplinary action, up to and
including termination of employment. If you are unsure whether a situation constitutes a conflict of
interest, it is your responsibility to seek advice from your supervisor or the School administration.

E. Employment Status and Records

Employment Status: All staff members fall under one of the following employment categories: full-
time, part-time, temporary, or contract. Staff members will be informed of their employment status at
the time of hire and if any changes occur.

Records Maintenance: The School maintains accurate and comprehensive employment records for
every employee. These records include details such as employment date, job description, salary,
performance reviews, disciplinary actions, and any changes in employment status.

Access and Updates: Staff members are entitled to access their personal employment records. It is
the responsibility of each staff member to promptly notify the Human Resources department of any
changes in personal information, including changes in address, contact information, marital status, or
number of dependents.

Confidentiality: All employment records are considered confidential. Access to these records is
restricted to authorized personnel only.

Failure to adhere to this policy may result in disciplinary action. If you have any questions about your
employment status or records, please contact the Human Resources officer.

F. Professional Expectations
A. Roles and Responsibilities

As educators at Silver Fern International School (SFIS), we all play a significant part in shaping our
students' lives and helping them become well-rounded global citizens. Your core responsibilities
include:

1. Teaching: Delivering high-quality, inquiry-based education aligned with the International
Baccalaureate (IB) curriculum.

2. Student Welfare: Fostering a safe, inclusive, and engaging learning environment. Attend to
students' individual learning needs and emotional well-being. 3. Professional Development:
Continuous professional learning and growth. Engage in both internal and external professional
development opportunities that enhance teaching capabilities and understanding of the 1B
curriculum.

4. Community Engagement: Collaborating with parents and engaging with the wider school
community to ensure the holistic development of students.

B. Code of Conduct

All staff members at SFIS are expected to adhere to a professional Code of Conduct that promotes
respect, inclusivity, and integrity:



1. Respect: Treat every student, parent, and co-worker with dignity and respect. Value individuality
and diversity within the school community.

2. Integrity: Exhibit honesty and professionalism in all actions and communications.

3. Responsibility: Demonstrate a high level of responsibility and commitment to the role, to the
school, and to the students we serve.

4. Safeguarding: Ensure the safety and well-being of all students in your care. Any suspicions or
allegations of abuse must be reported immediately to the appropriate personnel.

C. Expected Behaviors

At SFIS, our behaviors help define our shared community values. We expect all staff members to:
1. Display professionalism and commitment in all interactions.

2. Model and promote the IB learner profile attributes, both inside and outside the classroom.

3. Collaborate effectively with colleagues and communicate respectfully and transparently.

4. Demonstrate a positive attitude towards continual learning and self-improvement.

5. Handle conflict with diplomacy and seek constructive solutions.

D. Confidentiality and Data Protection
Staff at SFIS must comply with our confidentiality and data protection guidelines:

1. Confidentiality: Any sensitive information regarding students, families, or staff members should be
kept strictly confidential. Exceptions apply when information pertains to safety risks, in which case it
must be reported to the designated safeguarding officer.

2. Data Protection: Staff members are expected to follow all guidelines for data\ protection, including
using only secure, school-provided platforms for storing and sharing student and employee
information. Always ensure the privacy of personal data in line with Thailand’s Personal Data
Protection Act (PDPA)

Violation of these professional expectations may result in disciplinary action. As staff members of
SFIS, we all share the common goal of creating an exceptional learning environment for our students,
which requires our continuous effort and commitment to uphold these standards.

G. Dress Code
a . General Guidelines

In Thailand, teachers are considered pillars of the community and are held to a higher standard of
presentation. They are expected to present themselves in a conservative and professional manner,
reflecting the cultural norms and values of the country. This standard underlines the respect for
education, traditions, and the influence teachers have on the developing minds of their students. The
dress code emphasizes attire that is modest, neat, and unobtrusive. Acceptable clothing includes
garments such as blouses, dress shirts, skirts or trousers that fall at the knee or below, and closed-
toe shoes. Traditional Thai attire is also embraced, showcasing respect for local customs.

Unacceptable clothing includes anything that may be considered revealing, excessively casual, or
adorned with potentially offensive symbols or words. Bright or neon colors, extreme hairstyles, and
excessive accessories are also discouraged. These guidelines aim to create an environment
conducive to learning, where the focus remains on education and personal development. By adhering
to this dress code, teachers continue the rich tradition of educators as respected figures, maintaining
a harmonious and focused atmosphere in the school.



b. Acceptable Dress Code for Private School Teachers in Thailand

1. Tops:
e Blouses, dress shirts, turtlenecks, polo shirts in solid colors, stripes, or conservative prints.
e Sleeves can be full, three-quarter length, half, or capped; sleeveless tops are not acceptable
e The blouse or shirt must be buttoned to a point that is not revealing.

2. Bottoms:

e Trousers, slacks, or khakis in solid colors are allowed. They should be full length, not cropped.
e Skirts or dresses that fall at the knee or below.

3. Footwear:

e Closed-toe shoes, dress shoes, or conservative, clean sneakers.
e Heels should not be excessively high (maximum 3 inches).

4. Undergarments

e Staff should wear appropriate, supportive undergarments to ensure that clothing fits appropriately
and is well structured. The use of appropriate undergarments helps to maintain the dress code,
helping to prevent any unintentional exposures or clothing mishaps

5. General Attire:

e Traditional Thai attire, such as Pha Sin and Chong Kraben, is also acceptable.
e Colors: No neon or overly bright colors; stick to more neutral or pastel

e shades.

e Accessories: Minimal and professional, should not be distracting or noisy.

6. Grooming:

e Hair must be neat, clean, and styled in a professional manner.
e Makeup should be minimal and natural-looking.

7. Identification

e Staff should wear the staff ID badges/lanyards at all times when on campus or school related
activities

c. Unacceptable Dress Code for Private School Teachers in Thailand
1. Tops:

e No see-through, sheer blouses or shirts.
e Tank tops, tube tops, crop tops, low-cut tops or any tops that expose the
e midriff or cleavage.

2. Bottoms:

e No jeans, shorts, or leggings worn as pants.
e No miniskirts or dresses above the knee.

3. Footwear:
e No flip-flops, sandals, or excessively high heels.
4. General Attire:

e No clothing with potentially offensive images, words, or slogans.
e No clothing with excessive logos, graphics, or brand names.



e No excessively bright or neon-colored clothing.
5. Grooming:

e No extreme hairstyles or unnatural hair colors.
e No excessive makeup or jewelry.

Remember, as a teacher, you set an example for your students. The dress code is designed to
promote a professional, respectful, and focused educational environment. Exceptions may be made
for special events or activities as notified.

d. Special Events/Casual Fridays

Special occasions and Casual Fridays at the school offer opportunities for some flexibility within the
established dress code, while still maintaining the core values of modesty and professionalism.

During specific events such as sports days, teachers may wear appropriate sports kits, including track
suits or athletic weatr, to align with the nature of the activities.

Wearing traditional Thai attire might be encouraged during cultural festivals or celebrations,
symbolizing respect for the local heritage and participation in the community's customs.

Additionally, formal attire may be required for official ceremonies, meetings with dignitaries, or
graduation events, reflecting the significance and solemnity of the occasion.

This might include a suit and tie for men or a formal dress for women. The guiding principle in
selecting attire for special occasions is relevance and appropriateness to the specific event or theme.
All attire, even on casual Fridays or special occasions, should continue to meet the conservative
standards that represent the school's commitment to education and the respected role of the teacher
in Thai society. These occasional variations in dress code serve to enhance the school's communal
spirit, acknowledge special events, and maintain an environment of respect and focus on education.

H. Lesson Planning and Documentation Using Toddle

Toddle is a comprehensive digital platform designed to streamline teaching and learning processes
within the International Baccalaureate (IB) framework. It acts as an all-in-one workspace, integrating
lesson planning, assessment, reports, portfolio creation, and collaborative functions. Teachers can
design and document Units of Inquiry (UOI), aligning them with the IB Learner Profile and curricular
objectives. Its robust analytic tools offer insights into student progress, assisting in differentiation and
personalized instruction.

Toddle facilitates meaningful collaboration, enabling teachers to share resources, reflect on practices,
and strategize effectively during weekly meetings. Moreover, it supports parent- teacher
communication, with features for sharing student portfolios and progress reports.

As a digital platform, Toddle ensures secure, anytime, anywhere access, making it a versatile tool in
modern education. Its usability, features, and alignment with the 1B philosophy make it an invaluable
resource for creating enriched, student-centered learning experiences.

a. Importance of Lesson Planning

Lesson planning is a crucial part of the teaching process, driving instructional decisions, and shaping
students' learning experiences. Using Toddle for lesson planning integrates technology into teaching,
aligns learning activities with educational objectives, and promotes the consistent application of the IB
Learner Profile elements.

b. Guidelines for Using Toddle

1. Access & Security: Each staff member will be assigned access to all classes they teach. Securely
login to Toddle and maintain confidentiality.



2. User Interface: Familiarize yourself with the interface, including tabs for planning, evidencing,
reporting, reflection, and collaboration.

3. Lesson Structure: Utilize the provided templates that align with IB principles, including subject
standards and learner profile attributes.

4. Resource Integration: Embed links, multimedia, and other interactive resources within Toddle.
C. Setting Learning Outcomes within Each UOI

1. Alignment with IB: Ensure that the learning outcomes align with the Units of Inquiry (UOI) and the
IB Learner Profile.

2. Clarity of Outcomes: Clearly articulate how each lesson's activities provide opportunities to
develop elements of the IB Learner Profile.

3. Documentation: Maintain detailed records of each lesson's alignment with the UOI and the
development of IB Learner Profile attributes.

d. Regular Updates and Student Progress Reports

1. Frequent Monitoring: Regularly update and modify lessons according to student needs and
progress.

2. Evidencing learning: Regularly upload evidence of student learning. Examples include photos,
short videos, scans of completed assignments, etc.

3. Detailed Reporting: Use Toddle's analytic tools to produce detailed student progress reports.

4. Reflection: Encourage regular reflection on teaching practices and student progress. Document
reflections within Toddle.

E. Sharing and Collaboration on Toddle

1. Weekly Collaboration Meetings: Engage in collaborative planning during weekly meetings. Utilize
Toddle to facilitate sharing and planning.

2. Shared Units of Inquiry (UOI): Collaborate on UOI development, ensuring alignment with 1B
principles and differentiation according to student needs.

f. Differentiating Activities According to Student Needs

1. Student-Centered Planning: Design lessons with varied activities to accommodate diverse
learning needs.

2. Utilizing Toddle's Features: Use Toddle to create differentiated materials and activities, aligning
them with students' individual learning profiles.

3. Collaborative Strategies: Work with colleagues as well as others within the Toddle community to
share strategies and resources for differentiation.

g. Troubleshooting and Support
1. Technical Support: Contact the PYP Coordinator for any technical issues with Toddle.

2. Pedagogical Support: For assistance in planning or differentiating lessons, consult with the PYP
coordinator or colleagues.

3. Continuous Improvement: Contribute feedback on Toddle's features for future enhancements.



The integration of Toddle in lesson planning aligns with the school's commitment to IB education. It
provides a comprehensive tool for setting learning outcomes, tracking progress, reflecting on practice,
and differentiating instruction. By embracing collaboration and the IB Learner Profile, teachers can
create an enriched learning environment that fosters curiosity, critical thinking, and individual growth.

l. Field Trips

Field trips are an essential part of Silver Fern International School's educational curriculum. They
offer students the opportunity to explore real-world concepts, understand their connection to Units of
Inquiry (UOIs), and facilitate their overall learning experience.

a. Objective Alignment with UOIs

All field trips must be aligned with the respective year level's Units of Inquiry (UOIS). This ensures a
direct connection between classroom learning and real-world experiences.

b. Field Trip Planning & Approval

Teachers planning a field trip must provide the following details for administrative review and
approval:

Location: The destination must be suitable for the grade level and relate directly to
the specific UOIs.

Costs: A detailed breakdown of all anticipated costs, including transportation,
entrance fees, and meals.

Expected Learning Outcomes: A clear outline of what students are expected to learn
from the field trip, and how it aligns with the UOls.

Duration: The time required for the trip, including travel, must be appropriate for

the grade level.

Risk Assessment: An analysis of any potential risks and the measures taken to
mitigate them.

c. Grade Level Appropriateness

All field trips must be grade level appropriate, considering both the location and the time required for
the trip. The complexity and suitability of the trip must align with the students' age and educational
requirements.

d. Parental Involvement & Consent

A field trip consent form must be sent to parents or guardians, including all pertinent details about the
trip. Parental or guardian consent must be obtained before a student is allowed to participate.

e. Supervision

Adequate supervision must be ensured for all field trips, following the school's student-to- teacher
ratio guidelines. Specialized staff or guides may be required for certain destinations.

f. Special Needs Consideration

Teachers must consider any special needs or accommodations required for students and ensure that
the location is accessible and appropriate for all participants.

g. Emergency Procedures

All field trips must have an emergency plan in place, including access to first aid and emergency
contact information for all students. For any trips outside of Mueang Roi Et (Roi Et city), staff leading
the trip must carry with them a copy of the “Permission to Medical Treatment” form for each student
on field trip.

h. Evaluation and Reflection



Upon completion of the field trip, teachers should facilitate student reflection on the learning
outcomes and assess the overall success and value of the trip. Feedback should be shared with the
administration to aid in future planning.

J. Student Well-being
a. Importance of Student Well-being

At Silver Fern International School, we deeply understand the importance of nurturing the overall well-
being of our students. The concept of well-being extends beyond physical health to include emotional,
social, intellectual, and even spiritual wellness. It encompasses factors such as happiness,
satisfaction, development and functioning. It is at the core of their capability to learn, grow and thrive
both in school and beyond. A healthy state of well - being supports cognitive function and contributes
to long-term development and success.

b. Role of Teachers in Fostering Well-being

Teachers play a pivotal role in fostering student well-being. As an educator at Silver Fern International
School, you are not just involved in imparting academic knowledge but are also responsible for
fostering an environment conducive to emotional and psychological growth. Encourage positive
relationships among students, promote active engagement and participation, and cultivate an
atmosphere of empathy and understanding. Your role also includes identifying any potential issues a
student may be dealing with, such as signs of stress, anxiety, or other mental health issues.

c. Procedures for Reporting Student Issues

If you observe any potential emotional, psychological, or physical issues in a student, it is vital that
these concerns be reported immediately. Please follow the below procedure:

1. Document the observed behaviors or signs in detail.

2. Report your concerns to the School Counselor or the Well-being Coordinator as soon as possible.
3. A meeting may be arranged with the concerned parties to discuss a potential course of action.

4. Confidentiality and respect for the student's privacy should be maintained throughout this process.
d. Promoting Inclusivity and Respect

Our school prides itself on being a diverse community that encourages mutual respect and inclusivity.
To foster an inclusive culture, it is important to educate students about the diverse cultures, traditions,
and perspectives present within our community. Promote activities that help in understanding and
appreciating differences, such as multicultural events or projects. Respect should extend beyond
tolerance to active celebration of our diversity. Any form of discrimination, bullying or intolerance must
be addressed immediately.

e. Mental Health Resources and Support

The well-being of our students extends to their mental health. Both our Head of School and Thai
Principal have training in dealing with students mental health issues. Additionally, we maintain a list of
local mental health resources. If you suspect a student may be experiencing any mental health
challenges, you should document your observations/concerns and refer the matter to the Pedagogical
Leadership Team for appropriate follow up.

Remember, as an educator, it's not just about teaching curriculum - you have a significant role in
shaping our students lives, nurturing their potential, and fostering their overall well- being.

K. Attendance and Punctuality

a. Attendance Policy



At Silver Fern International School, we understand the integral role every staff member plays in
fostering our students' educational success. Therefore, we expect all staff members to maintain
consistent attendance during all scheduled workdays, meetings, professional development activities,
and school events. However, we also recognize the need for exceptions in cases of iliness,
emergencies, or designated leave.

b. Punctuality Expectations

The school day starts promptly at 8:00 a.m., and staff are required to be on campus by 7:30 a.m. to
ensure ample preparation time. The school day concludes at 4:30 p.m. Punctuality is essential as it
fosters an orderly environment, ensures efficient operation, and sets a respectful example for our
students. Staff members who have not scanned in by 7:45 a.m., or who consistently scan in after 7:30
may be subject to disciplinary action.

c. Procedure for Requesting Leave
We adhere to Thai labor law regarding leave entitlement and offer the following types of leave:

1. Annual Leave: After a year of service, staff members are entitled to a minimum of six days of paid
annual leave. All academic staff are required to take their annual leave during non-school days
(holidays, summer, etc.). Any exceptions to this must be approved in advance by the Head of School.

2. Sick Leave: Staff members may take up to 30 days of paid sick leave per year. For sick leave
extending three days or more, a medical certificate is required upon return to work.

3. Contingency Leave: Staff members may take unpaid contingency leave for unavoidable matters
that cannot be scheduled outside work hours. However, personal leave may not be taken immediately
before or after holiday leave times.

4. Maternity Leave: Female staff members can take up to 98 days of maternity leave, inclusive of
holidays.

5. Paternity Leave: As per Thai law, male staff members are entitled to up to 5 days of paternity
leave.

All leave requests should be submitted in writing by submitting a completed leave request form to the
Human Resource officer as far in advance as possible. All categories of leave must be approved by
the HR and Head of School.

In addition to the aforementioned leave, staff also receive leave on Thai public holidays and during
designated school breaks, which include summer holidays, fall break, spring break, and winter break.

d. Signing In/Out Procedure

To ensure accountability and safety, staff members must clock in and out daily using the fingerprint
scanner. If you need to leave early, in addition to scanning out, you must sign out at the front desk
and provide a reason for your early departure. If a staff member needs to temporarily leave campus
for any personal reasons during normal business hours, they must receive permission from the Head
of School prior to leaving and scan/sign out before leaving and scan/sign in upon their return.

e. Sickness and Emergency Absence

If unable to attend work due to illness or an emergency, inform the Thai Principal and Human
Resources Officer as soon as possible. For illnesses resulting in three or more days of absence, you
are required to submit a medical certificate upon your return. All academic staff are expected to have
“back-up” learning activities prepared for use by whomever covers their class while they are absent.

Silver Fern International School deeply appreciates your commitment and understanding of the
importance of regular attendance and punctuality. Adhering to these guidelines ensures a smooth,
effective learning environment and sets a positive example for our students.



L. Professional Development
a. Professional Development Policy

1. Objective: To foster the continuous growth and development of all staff members, providing them
with the tools and resources necessary to enhance their skills, knowledge, and capabilities.

2. Eligibility: All full-time teaching staff are eligible for professional development opportunities.

3. Individual Development Plans (IDPs): During the first term of the academic year, each staff
member will meet with a member of the Pedagogical Leadership Team to create IDPs in collaboration
with the PLT to set clear goals and action plans.

4. Assessment: Regular assessments of professional development goals and plans should be
conducted, and any necessary adjustments should be made to ensure alignment with SFIS’
objectives.

5. Funding: A budget for professional development is allocated in each teacher’s contract.
Professional development funding is at the discretion of SFIS based on the specific requirements of
each individual employee. Priority is given to professional development trainings required by the
International Baccalaureate.

6. Time Off: Reasonable time off for professional development activities will be granted as per
institutional policy.

b. Opportunities for Learning and Growth

1. In-House Training: Regular workshops, seminars, and training sessions will be offered on
subjects such as curriculum planning, technology integration, classroom management, etc.

2. Mentoring Program: New teachers will be paired with experienced mentors to provide guidance,
support, and encouragement.

c. External Training and Courses

1. Approval Process: Teachers interested in external training and courses must submit a request
form and receive approval from the Pedagogical Leadership Team.

2. Reimbursement: Up to the amount contained within one’s contract, costs for approved external
training and courses may be reimbursed. Receipts and completion certificates must be provided.

3. Integration: Teachers are encouraged to integrate the knowledge and skills acquired from external
training into their teaching practices.

d. Sharing Knowledge and Best Practices

1. Collaborative Workshops: Each teacher who attends professional development training should
expect to share the knowledge and skills attained with SFIS staff via collaborative workshops.

2. Peer Observations: Peer observations and feedback are encouraged to promote a culture of
collaboration and continuous improvement.

In implementing this policy, the goal is to cultivate an environment that prioritizes ongoing learning,
collaboration, and excellence among the teaching staff. This encourages the constant pursuit of
growth and innovation, ensuring that teachers are well-equipped to provide the highest quality of
education.

M. Performance Reviews and Feedback

Silver Fern International School is committed to encouraging the ongoing professional growth of all
staff members. This section outlines the specific procedures and expectations for performance



reviews, feedback, and how they relate to professional development, alignment with IB pedagogy,
and salary adjustments.

a. Goal-Setting Meetings with the Pedagogical Leadership Team

Each staff member will engage in individual meetings with the PLT during the first term. These
meetings aim to set clear and targeted goals in the following areas:

e Professional Development Training Goals: Personalized professional development plans will
be established to help staff members expand their knowledge and skills within the 1B framework.

e Performance Goals: Specific, measurable, achievable, relevant, and time-bound (SMART)
goals will be set to align individual career paths with the school's overall mission and vision.

b. Class Observations

Class observations will be conducted regularly throughout the academic year to ensure the continual
growth and alignment of teaching practices.

e Strengths and Weaknesses: Observations will pinpoint areas of excellence and opportunities
for development, providing actionable feedback.

e Alignment with IB Pedagogy: Observations will assess how well teaching practices align with
IB standards, with guidance provided to support alignment with global best practices.

c. Evaluation of Professional Behavior
Professional behavior is evaluated across several key areas:

e Attendance and Punctuality: Regular and punctual attendance is expected and will be assessed.

e Classroom Management: Abilities in maintaining a positive, organized, and controlled learning
environment will be evaluated.

e Communication: Effective communication with colleagues, parents, and students is vital and will
be scrutinized.

e Documentation, Evidencing, Reporting: Accuracy and completeness in these areas are crucial for
transparent and constructive student progress assessments.

d. Salary Increases and Professional Advancement

At Silver Fern International School, salary increases and opportunities for professional advancement
are tied to the evaluation process. The assessment will be based on:

e Achievement of Professional Development and Performance Goals: Regular review of progress
towards set goals will occur, impacting potential salary adjustments.

e Performance in Class Observations: Alignment with IB pedagogy, as well as identified strengths
and areas for improvement, will be factored into salary evaluations.

e Adherence to Professional Behavior Standards: Consistency in areas like attendance, classroom
management, communication, and documentation will contribute to salary considerations.

Silver Fern International School's performance review process emphasizes continuous improvement,
alignment with IB principles, and professional behavior. Our comprehensive approach ensures that
each staff member receives the support and guidance necessary to thrive within our learning
community. The clear link between evaluations and salary adjustments reinforces our commitment to
excellence and recognizes the vital contributions of our staff. We are here to support you on this
journey, and we value your dedication and hard work in providing world-class education.

N. Communication

Effective and appropriate communication is vital for the smooth operation and community cohesion of
Silver Fern International School. All staff members are expected to follow the guidelines outlined in
this section.

a. Email Communication Policy



1. Professional Tone: Emails must be written in a professional and respectful tone. Avoid the use of
slang or overly informal language.

2. Timely Response: Staff members are expected to reply to emails within two working days.

3. Appropriate Use: Use your school email address for all school-related communication. Personal
email addresses should not be used for conducting school business.

4. Attachments and Links: Ensure that attachments and links are safe and relevant to the subject
matter.

5. Confidential Information: Do not share confidential information via email unless it is encrypted
and the recipient is authorized to receive it.

b. Parent-Teacher Communication Guidelines

1. Scheduled Meetings: Parent-Teacher meetings should be scheduled in advance and conducted
in a professional manner.

2. Availability: Teachers should clearly communicate their availability for meetings, phone calls, or
emails to parents.

3. Communication Channels: Utilize the school's approved communication channels for
corresponding with parents. Toddle is used for most formal communication, including school
announcements and reporting student progress. Line App is commonly used for informal, daily

communication as needed. Each class will have a Line group set up for informing parents of day-to-
day information such as homework assignments, etc.

4. Concerns and Issues: Address concerns and issues with empathy and understanding, keeping
the child's best interests at heart.

c. Reporting to Coordinators and Administration

1. Regular Updates: Keep coordinators and administration informed about classroom progress,
student behavior, and any other significant issues.

2. Use of Proper Channels: Utilize proper reporting channels as defined by school policy.

3. Escalation of Issues: If an issue is not resolved at the coordinator level, it should be escalated to
the administration according to the school's escalation procedures.

4. Documentation: All significant communications and decisions should be documented for future
reference.

d. Confidentiality and Privacy

1. Student Information: All student-related information must be handled with the utmost confidentiality.
Share only with those who have a legitimate need to know.

2. Staff Information: Respect the privacy of fellow staff members and do not share personal
information without consent.

3. Legal Obligations: Comply with all applicable laws and regulations concerning privacy and
confidentiality, including data protection laws.

4. Breaches of Confidentiality: Report any suspected breaches of confidentiality to the administration
immediately, following the school's established reporting procedures.

0. School Health and Safety Policies



a. General Health and Safety Guidelines

1. Compliance with Regulations: All staff must comply with the relevant local health and safety
regulations. Regular training will be provided.

2. Risk Assessments: Regular risk assessments will be carried out to identify potential hazards.
Staff must report any identified hazards to the Operations Manager.

3. Hygiene: Proper hygiene should be maintained at all times. This includes frequent handwashing
and maintaining a clean working environment.

4. Accident Reporting: Any accidents, injuries, or illnesses occurring on school premises must be
reported to a member of the PLT as soon as possible. Incident report forms are included in the
appendices.

b. Emergency Procedures

1. Emergency Drills: The school conducts emergency/fire drills twice per year to ensure everyone is
familiar with evacuation procedures.

2. Evacuation Plans: All staff must be aware of and follow the evacuation plans posted throughout
the school.

3. Reporting Emergencies: Staff must immediately report any emergencies to the
designated authority and follow the instructions provided.

4. Training: Regular training on emergency response will be provided to all staff.
c. First Aid and Medication Policy

1. First Aid: Designated first aid personnel are available to assist in the event of an injury or iliness.
First aid kits are located throughout the school.

2. Medication Administration: Only the school nurse may administer any form of medication. All
administered medications will be logged accordingly in the medication logbook.

3. Medical Emergencies: In case of a medical emergency, immediate action will be taken, including
contacting emergency services if necessary. Medical emergencies should be reported to a member of
the PLT immediately.

d. COVID-19 Guidelines and Protocols

1. Compliance with Roi Et Ministry of Health: The school will follow the most up-to- date guidelines
from the Roi Et Ministry of Health concerning COVID-19 prevention and control.

2. Compulsory Testing: While Thailand has moved from pandemic to endemic status with regards to
COVID-19, any possible cases (with either students or staff) should be reported to the PLT. The
school maintains a supply of COVID rapid tests in the front office. Staff and students may be required
to take a COVID test at any time deemed necessary by the administration of the school.

3. Social Distancing: Measures to ensure social distancing will be implemented as needed, in
accordance with the latest guidelines.

4. Sanitation: Regular cleaning and disinfecting of surfaces will be carried out.

5. Health Monitoring: Staff and students will be monitored for symptoms of COVID-19, and any
symptomatic individuals must follow the isolation protocols.

6. Travel and Quarantine Guidelines: Staff and students must comply with any travel and
quarantine guidelines as per the Roi Et Ministry of Health regulations.



P. School Property and Resources
a. Respect for School Property

All staff members are expected to treat school property with care and respect. This includes furniture,
equipment, teaching materials, and other property. Any misuse or mishandling may result in
appropriate action, and staff must follow guidelines for the proper use of school resources.

b. Use of School Resources

1. Staff Use of Facilities: School facilities such as the gymnasium and swimming pool may be
utilized by staff members outside of school hours, following the guidelines and schedule set by the
management. Staff must ensure that they sign in and out when using these facilities and comply with
any applicable rules or restrictions. Proper care should be taken, and facilities must be left in the
condition they were found.

2. School Issued Resources: Each year, staff may be issued electronic devices (laptops, iPads,
etc), classroom keys, teacher copies of textbooks, etc. Human Resources will maintain a receipt of
such school resources, which staff will be required to sign when they were received and when they
were returned. Each staff person is responsible for any loss or damage they cause to school
resources.

3. Supervising Student Use of Resources: Staff are also responsible for supervising students in
their use of school resources, such as the library, Chrome Books, sports equipment, classroom
supplies, and other materials. This supervision ensures that resources are used appropriately,
responsibly, and in accordance with school policies. Any misuse by students should be promptly
addressed, and consistent guidelines should be applied to foster a respectful and productive learning
environment.

c. Ordering Resources and Supplies

Staff members needing resources and supplies should complete a purchase request form (an
example is provided in the appendices and also available in the Google drive). The form should
include the item(s) needed, number required, cost, and an online link to the item if possible. This form
should be sent to the Operations Manager for ordering. Please expect a processing and delivery time
of 2-3 weeks. Therefore, materials needed for each UOI (Unit of Inquiry) should be ordered well in
advance during the planning stage, rather than at the last minute.

d. Reporting Damage or Loss

Any damage or loss of school property should be reported immediately to the appropriate authority
within the school. This includes accidental damage or loss, theft, or vandalism. Timely reporting
allows the school to take necessary actions to repair or replace the property, and to investigate the
incident if required.

e. Personal Belongings

Staff are responsible for their personal belongings and should take appropriate precautions to secure
them. The school is not responsible for the loss or damage of personal items. Lockers or storage
spaces may be provided, and staff should utilize them as needed. By adhering to these guidelines,
the school can maintain a respectful and productive environment that supports the educational goals
of Silver Fern International School. If any staff member has questions or concerns about these
policies, they are encouraged to consult with their immediate supervisor or the school administration.

Q. Grievance and Disciplinary Procedures

a. Process for Raising Concerns



Staff members are encouraged to communicate openly and without fear of retaliation regarding any
concerns, grievances, or complaints they may have. The process is as follows:

1. Informal Discussion: Initially, concerns should be raised informally with a member of the PLT.

2. Formal Grievance: If the concern is not resolved, staff members may file a formal grievance in
writing with the Human Resources officer.

3. Investigation: The grievance will be investigated in a timely manner, and the concerned staff
member will be notified of the outcome.

b. Disciplinary Procedures

Silver Fern International School believes in a fair and progressive disciplinary process. The following
steps are a general guideline of the process, in accordance with Thai Labor law and as referenced in
the General Terms of Employment section VIII subsection A of the handbook:

1. Coach and Counsel: An informal discussion to address areas that need improvement.
2. Verbal Warning: If concerns persist, a formal verbal warning may be issued.

3. Written Warning: Further issues may lead to a written warning, detailing the nature of the concern
and expected improvements.

4. Performance Improvement Plans (PIPs): If necessary, a PIP may be created to provide a clear
pathway to improvement.

5. Suspension of Employment Pending Investigation: When appropriate, suspension may be
enacted during an investigation.

6. Termination of Employment: Continued failure to meet expectations may ultimately result in
termination.

Depending on the severity of the issue, SFIS reserves the right to skip steps in the progressive
disciplinary process. This is especially true in cases regarding the safety and well-being of students or
fellow staff members.

c. Termination of Employment

Termination of employment at Silver Fern International School will be conducted in strict compliance
with all relevant Thai Labor Laws. This includes giving proper notice, providing severance pay when
applicable, and following all required procedures. Detailed information can be found in the handbook
section: General Terms of Employment section VIII subsection A. Additionally, copies of Thai Labor
Law in both English and Thai may be obtained from the Human Resources officer.

d. Appeal Procedures

Employees have the right to appeal any disciplinary action taken against them. The process is as
follows:

1. Submit an Appeal: Employees must submit a written appeal to the Human Resources department
within seven (7) days following the disciplinary action.

2. Investigation of Appeal: An impartial committee will review the appeal and conduct an
investigation if needed.

3. Decision: The employee will be notified of the decision in writing. The decision of the appeal
committee is final.



Area

Lesson Planning
& Delivery

Assessment &
Evaluation

Student Support
& Development

Professional
Collaboration

Administrative
Tasks

TEACHERS EVALUATION RUBRIC BASED ON KPIS

KPI

Curriculum
alignment

Differentiation

Student
engagement

Formative
assessments

Summative
assessments

Timely feedback

Report writing

Individualized
support

Parent
communication

Student well-
being

Team
participation

Professional
development

Contribution to
school activities

Record keeping

Lesson
materials &
displays

Meeting
deadlines

Exceeds

Expectations (4)

100% aligned
and creative

Evident in all
lessons

90%+ student
participation

Weekly, with
actionable
adjustments

On time with
rich feedback

90%+ returned
within 1 week

Clear,
comprehensive,
on time

Proactively
supports all
needs

More than 2
times per term

90%+ students
feel safe and
supported

Leads or
enriches
collaboration

4+ activities
attended

3+ school
activities
participated

100% accurate
and timely

Regularly
updated and
high quality

100% deadlines
met

Meets
Expectations (3)

95% aligned

Evident in most
lessons

85%
participation

Weekly

On time with
basic feedback

80%+ within 1
week

Clear and on

time

Supports most
needs

2 times per
term

85% feel safe
and supported

Actively
participates

3 activities

attended

2 activities

95% accurate
and timely

Updated and
adequate

95% deadlines
met

Approaching
Expectations (2)

80-94% aligned

Evident in some
lessons

70-84%
participation

Bi-weekly

Late or minimal
feedback

Often delayed

Minor delays or
missing details

Reactive
support only

Once per term

70-84% feel
supported

Irregular
participation

1-2 activities
attended

1 activity

80-94%
accurate

Infrequently
updated

80-94%
deadlines met

Below
Expectations (1)

Less than 80%
aligned

Rarely evident

Below 70%
participation

Rare or none

Frequently late
or missing

Consistently
delayed

Late or

incomplete

Little/no
evidence

Rare or none

Below 70% feel
supported

Seldom
participates

None attended

None

Below 80%
accurate

Rarely updated

Less than 80%

Score



Homeroom
Environment &
Management

PYP 6 Exhibition
(PYP 6 only)

Stakeholder
Feedback

Behavior
management

Classroom
environment

Exhibition
readiness

Student
leadership

Parent
satisfaction

Student
satisfaction

Peer &
Coordinator
feedback

Highly positive
environment
(>90%)

Highly
supportive and

engaging

All students
exceed
expectations

Strong
independent
inquiry visible

>90% positive

>90% positive

Highly positive

Positive
environment
(>85%)

Supportive

All students
meet
expectations

Satisfactory

inquiry visible

85% positive

85% positive

Positive

Some
challenges

Needs
improvement

Some students
struggle

Limited inquiry

70—-84% positive

70-84% positive

Mixed

Frequent issues

Not supportive

Exhibition is
poorly prepared

Minimal student
ownership

Below 70%

Below 70%

Negative






A. Admission Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

1. Philosophy of Admissions

At SFIS, we believe that every child has the right to a quality international education that promotes
inquiry, intercultural understanding, and holistic development. Our admissions process is transparent,
inclusive, and reflective of our mission to nurture creative and critical thinkers who take action as
internationally-minded citizens.

This policy aligns with the guiding statements of the school, the principles of the IB Learner Profile,
and the statutory requirements of the Thai Ministry of Education (MOE).

(Sources: IB Standards and Practices, 2020; Thai MOE Early Childhood and Basic Education
Act, 2002)

2. Aims and Objectives
The purpose of this policy is to:

Outline criteria for enrollment at each level (Preschool —Middle Years)

Ensure alignment with the school’s vision & mission, IB philosophy, and MOE regulations
Promote inclusion while maintaining academic excellence and student well-being

Clarify expectations for parents, students, and staff

3. Admissions Principles

We believe:

e Every child deserves access to quality learning opportunities regardless of gender, nationality,
race, or religion.

e The school environment should support students’ academic, social, and emotional needs.

e Language acquisition and additional needs are supported through differentiated programs.

e Collaboration between parents and the school is essential for a successful transition and
enrollment experience.

4. General Admission Guidelines



4.1 Age Placement

SFIS follows the Thai MOE guidelines for age-to-grade placement (see Appendix 1). Class
placements are made primarily by age as of August 2025 of the academic year, although academic
history and maturity may also be considered.

4.2 Admission by Division

Early Years (Preschool, EYP1, EYP2)

Minimum age: 2 years old for Preschool (with flexibility in Term 1 based on maturity).
Toilet training is required for entry into PYP1 and above.

English proficiency is not a barrier; immersive language acquisition is supported.

A trial period with observation by the Early Years Coordinator is mandatory.

Primary and Middle Years (PYP1-MY3)

All students complete entrance assessments in English and Math (Year 3+).

EAL (English as an Additional Language) screening is mandatory.

Class placement is based on age, but academic and emotional readiness are considered.
Students may start any time during the year (except final 3 weeks), subject to assessment
completion.

English Language Support and EAL Admissions

English is the primary language of instruction.

Students are admitted with varying levels of English proficiency.

EAL assessments determine support needs and placement.

Mandatory after-school EAL support may be required (additional fees apply).
EAL support is provided through push-in, pull-out, and co-teaching strategies.

(Sources: IB PYP Language Scope and Sequence, 2018; Cummins, J., 2000)

6.

Inclusion and Learning Support

SFIS promotes inclusive education in line with IB and MOE standards.

Students with identified learning needs are considered for admission based on the school’s
capacity to provide appropriate support.

Admissions decisions are based on:

o Assessments and observation trials

o Educational history and medical documentation

o Recommendations from the Pedagogical Leadership Team (PLT)

Students requiring additional support services (e.g., dedicated support teacher, therapist) may be
admitted if families agree to cover the associated costs.

A provisional enroliment of 2 weeks allows the school to assess whether SFIS can meet the
child’s needs.

(Sources: IB Learning Diversity and Inclusion, 2016; Thai MOE Inclusive Education
Guidelines)

7. Application and Registration Process

7.1 Pre-Admission:

Submit school registration form

Pay non-refundable application/waitlist fee

Complete entrance assessments and trial observations
Attend an admissions interview



7.2 Required Documentation:

Birth certificate / Passport

Two passport-sized photos of the student and each guardian

Immunization record

Previous school reports (last 2 terms)

Medical history and special learning needs reports

Signed forms: Media Release, Parent Code of Conduct, Library Agreement, Data Protection

7.3 Enroliment Offer:

e Upon successful application, families receive an offer letter
e Acceptance must be confirmed in writing
e Registration and term fees must be paid in full before starting

8. Provisional Enroliment

All new students are enrolled on a two-week trial basis

Admissions Manager coordinates feedback from homeroom teacher

The Head of School finalizes the student’s full enroliment, extension, or withdrawal
Withdrawal during provisional enrollment is subject to the school’'s Refund Policy

9. Student Start Dates

e Early Years: Entry typically within the first two weeks of term or after half-term break
e Primary/Middle Years: Entry is flexible but not within the final 3 weeks of the academic year
e Minimum 24-hour notice is required between confirmation of enrollment and first attendance

10. Waiting List Policy

A waitlist is maintained for full classes

A non-refundable fee applies

Students who decline three consecutive offers will be removed from the list
Full refunds are provided only if the school chooses not to offer a place

11. Student Visa Policy

International students may apply for an ED visa via SFIS

Required documentation includes passport copies, photographs, and visa application forms
The school submits applications to the MOE, and then issues a letter for embassy submission
Students must report arrival to the school for visa extension procedures within two weeks

(Source: Thai Immigration Bureau Guidelines for ED Visa Applications)

12. Additional Fees

Additional charges may apply for:

After-school programs (e.g., EAL, clubs)
Replacement of lost materials (e.qg., library books)
Learning support services

Visa processing

See SFIS Fee Policy for full details.

13. Associated Policies

e Fee Payment Policy



Fee Refund Policy

Learning Support and Inclusion Policy
Academic Integrity Policy

Language Policy

Assessment Policy

14. Review Cycle

This policy will be reviewed biennially by the Admissions Manager and Head of School in
collaboration with the PLT. Revisions will ensure alignment with:

e |B Programme developments

e Thai MOE guidelines
e SFIS strategic direction and demographics

Appendix 1: Thai MOE Age-to-Grade Placement Chart
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(Student’s age and
Class level) s:ausu

Toddler (1ossuauuia)

EYP1 (§uouuvia 1)

EYP2 (duauuia 2)

PYP1 (Guauuia 3)

PYP2 (Us:audAawUi 1)

PYP3 (Us:audauli 2)

PYP4 (Us:audauln 3)

PYP5 (Us:audauUi 4)

21g

2-30

4.5

7-81

9-10U

tGataalus:zKi1v

15 ForkiAru 2563 — 14
ForiAu 2562

15 August 2020 — 14
August 2019

15 ForxiAu 2562 — 14
JoriAu 2561

15 August 2019 — 14
August 2018

15 Forxiau 2561 — 14
JorkiAu 2560

15 August 2018 — 14
August 2017

15 Forxiau 2560 — 14
ForkiAu 2559

15 August 2017 — 14
August 2016

15 aokiau 2559 — 14
ForxiAu 2558

15 August 2016 — 14
August 2015

15 ForkiAu 2558 — 14
FowiAu 2557

15 August 2015 - 14
August 2014

15 Fowkiau 2557 — 14
JoriAu 2556

15 August 2014 — 14
August 2013

15 ForxiAu 2556 — 14
ForiAu 2555

15 August 2013 - 14
August 2012



PYP6 (Us:aufauln 5) 10-11 15 dokiAu 2555 — 14

Joriau 2554
15 August 2012 — 14

August 2011

MY 1(Us:audAawUi 6) 11-12 © 15 dokiAu 2554 — 14
avkiau 2553
15 August 2011 - 14
August 2010

MY 2(issudauviti 1) 12-13 0 15 dokiAu 2553 — 14
avkiau 2552
15 August 2010 — 14
August 2009

MY 3(issuinuli 2) 13-14 U 15 dokiau 2552 — 14
avkiau 2551

15 August 2009 — 14
August 2008
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Tuition and Fees: 2025 - 2026 Academic Year

Date Adopted: 28/12/2022
Review Date: July 2025

All fees are in Thai Baht and are subject to change

Application Fee: 10,000 THB

The application fee is a one-time non — refundable payment per child. This payment must

be submitted at the same time that the application is made. Submitting an application to

the school does not guarantee a space for a student. If there is no immediate vacancy the

student will be placed on the waiting list and enrolled as soon as possible.



Registration Fee: 50,000 THB
The registration fee is a one-time fee for students who register for a year non — refundable

fee. It is to be paid by new students once they have been accepted for entry to the school.

Registration Fee: 30,000 THB (1 term only)
The registration fee is a one-time for students who register for 1 term non — refundable fee.

It is to be paid by new students once they have been accepted for entry to the school.

Refundable Deposit: 40,000 THB
A one-time refundable deposit is payable for each child and will be invoiced together with
the tuition fees prior to the student’s first term. The conditions of refund are as follows:

Upon the student’s graduation (completion of IBDP) from the school; or
When one full term’s advance written notice is received before the child leaves; or
When school requires the applicant’'s departure for reasons other than disciplinary; and

[ ]
[ J
[ J
e All outstanding fees or charges have been paid.

C. Schedule of Tuition and Associated Fees



Total for the Year Installment 1
Level Total Fees Tuition Meals Stationery Books Total Fees Tuition Meals Stationery Books
EYP 1 267,000 231,000 30,000 6,000 = 89,000 77,000 10,000 2,000
EYP 2 271,000 231,000 30,000 9,000 1,000 91,000 77,000 10,000 3,000 1,000
PYP 1 378,500 333,000 31,500 9,000 5,000 129,500 111,000 10,500 3,000 5,000
PYP 2 378,500 333,000 31,500 9,000 5,000 129,500 111,000 10,500 3,000 5,000
PYP 3 378,500 333,000 31,500 9,000 5,000 129,500 111,000 10,500 3,000 5,000
PYP 4 379,500 333,000 31,500 9,000 6,000 130,500 111,000 10,500 3,000 6,000
PYP5 432,000 378,000 39,000 9,000 6,000 148,000 126,000 13,000 3,000 6,000
PYP & 432,000 378,000 39,000 9,000 6,000 148,000 126,000 13,000 3,000 6,000
MYP 1 432,000 378,000 39,000 9,000 6,000 148,000 126,000 13,000 3,000 6,000
MYP 2 506,000 450,000 39,000 10,500 6,500 166,000 150,000 13,000 3,500 6,500
Installment 2 Installment 3
Level Total Fees Tuition Meals Stationery Total Fees Tuition Meals Stationery
EYP 1 89,000 77,000 10,000 2,000 89,000 77,000 10,000 2,000
EYP 2 90,000 77,000 10,000 3,000 90,000 77,000 10,000 3,000
PYP 1 124,500 111,000 10,500 3,000 124,500 111,000 10,500 3,000
PYP 2 124,500 111,000 10,500 3,000 124,500 111,000 10,500 3,000
PYP 3 124,500 111,000 10,500 3,000 124,500 111,000 10,500 3,000
PYP 4 124,500 111,000 10,500 3,000 124,500 111,000 10,500 3,000
PYP 5 142,000 126,000 13,000 3,000 142,000 126,000 13,000 3,000
PYP & 142,000 126,000 13,000 3,000 142,000 126,000 13,000 3,000
MYP 1 142,000 126,000 13,000 3,000 142,000 126,000 13,000 3,000
MYP 2 166,500 150,000 13,000 3,500 166,500 150,000 13,000 3,500

*families who choose to pay the entire year’s tuition in one installment receive a 5% discount

The current per term fee structure is provided in the table above. Fees are payable for all students
per term in advance. Unless otherwise agreed, payment must be made by the due date stated on the
invoice

Notice of Leaving and Refunds

One full term’s notice, in writing to the principal, is required for any student leaving the school. Notice
must be received by the first day of the term where the student is leaving the school at the end of that
term. Where less than one full term’s notice is provided, the deposit will be forfeited in lieu of sufficient
notice. No refund will be given for students leaving before the end of term, unless one full term’s
notice has been provided.

Late Payment

A late payment fee of 1.5% per month of any overdue balance will be charged. Fees are asked to be

paid by the date indicated. Deadlines may be extended where the latest allowed time for payment will
be one week into the beginning of the term. Afterwards, additional interest will be charged per day, at
a monthly rate of 1.5%.



Sibling Discount
Parents with more than one child in the school will be given a discount on the tuition fees as follows:
e First child will pay full tuition. For the 2nd and 3rd child will receive a 10% discount each term.

Recommendation Incentive

e Families who recommend other families who join our school with students in EYP 1,or EYP 2 and
PYP 1 will receive a one-time referral payment of 10,000 THB.

e Families who recommend other families who join our school with students in PYP 2 or above will
receive a one-time referral payment of 20,000 THB.

Annual Insurance

The student annual insurance fee is included in the first term’s tuition fees.

Additional Expenses

The cost of the uniforms, personal individual tuition, extra-curricular activities (ECAs), compulsory
class trips, additional stationery and transport are not included in the above fees.

English as an Additional Language (EAL) Fee

EAL support will be provided to those students who, in the school’'s judgment, require additional
English language support in the classroom. The goal of the EAL program is to help students acquire
sufficient competence in English to succeed in their studies at a level comparable to those of their
non-EAL peers. If the school considers that your child requires EAL provision then inclusion in the
EAL programme is compulsory and parents must pay the required fees if the student wishes to
remain at the school.

Other Considerations

In being fair to our families, we will follow the following procedures for payment and cases of
withdrawal from school. Parents must abide by a payment agreement signed on Registration. Please
note below.

Payment Procedure

e 1st Notice: Silver Fern will send an invoice for tuition payment one month before the beginning
of term. It will be clearly marked on our academic calendar.

e 2nd Notice: Parents will receive an email to remind them of the payment due date 2 weeks
before.

e 3rd Notice: On the day payment is due, those who have not paid will receive an emailed letter
reminder with invoice.

e 4th Notice: Two weeks after payment is due, parents will receive an emailed letter and invoice.

e 5th Notice: On the day before the term is to begin, families who have not yet paid tuition will
receive an emailed reminder letter and invoice.

e 6th Notice: An emailed letter and invoice will be sent on the first day of the second week of
school reminding families that interest charges of 1.5% per month calculated on a daily rate will
be applied to the outstanding balance.

e 7th Notice: A letter and invoice will be sent on the last day of the second week, reminding the
family that interest has been charged and that they will be given an additional two weeks to make
payment.

e Final Notice: Afinal letter and invoice will be sent on the last day of the fourth week reminding
the family that interest has been charged and that they will be given one additional week to make
payment where additional interest will apply. If payment cannot be settled by the last day of the
following week, the family will have to withdraw their child(ren) from school with a letter of
notification of withdrawal.



Deposit and Fee Refunds

Fee refunds for consumables such as meals and stationary fees are always refunded on a per use
basis. Deposits are refunded ONLY with one full term of notice prior to withdrawal when the child is
still attending classes for a full term. In the case of the new school year, parents must notify the
school before the first tuition is due or the deposit is forfeit.
Tuition Refunds in the event that a student withdraws from school before the academic year begins:
e If notice of withdrawal is given within the first 2 weeks after payment is due, the student will be
eligible for a 50% refund of tuition.
e If notice of withdrawal is given more than 2 weeks after payment is due but before the first day of

school, the student will be eligible for a 25% refund of tuition.
e Beginning the first day of school, there are no refunds of tuition.

D. Attendance Policies and Procedures

Date Adopted: 28/12/2022
Review Date: July 2025

1. Attendance Policy

Purpose: The purpose of this attendance policy is to ensure that students attending SFIS maintain
regular attendance, which is crucial for their academic progress and success. This policy aims to
establish clear guidelines and expectations regarding student attendance and to encourage a strong
commitment to regular attendance throughout the academic year.

A. Attendance Requirement: All students enrolled at SFIS are required to maintain a minimum
attendance rate of 90% for each academic year. This means that students must be present for at
least 90% of the scheduled school days to successfully complete a grade. Failure to meet the
attendance requirement may result in consequences as outlined in this policy.

B. Reporting Absences

1. Parents or guardians are responsible for notifying the school of a student's absence. They should
contact the school's attendance office by phone or email on the day of the absence or provide a
written explanation within three (3) school days of the student's return.

2. In case of planned absences, such as medical appointments or family emergencies, parents or
guardians should inform the school in advance, preferably in writing, to receive proper documentation
and approval.

C. Absence Categories

a) Excused Absences: SFIS recognizes the following as excused absences:

i) Personal iliness or medical condition that prevents the student from attending school.

i) Family emergencies or bereavement.

iif) Religious holidays or observances.

iv) Approved school activities or field trips.

v) Other exceptional circumstances approved by the school administration.

b) Unexcused Absences: The following are considered unexcused absences:

i) Skipping or truancy.



i) Oversleeping or missing the bus.

iif) Family vacations during the school term without prior approval.
iv) Non-illness-related appointments or events.

D. Consequences for Non-Compliance

a) Warning: If a student's attendance rate falls below 90% in any academic term, the school will
issue a written warning to the student and their parents or guardians. The warning will outline the
consequences of continued non-compliance with the attendance policy.

b) Attendance Improvement Plan: If a student's attendance continues to fall below 90% after
receiving a warning, the school will develop an Attendance Improvement Plan (AIP) in collaboration
with the student, parents or guardians, and relevant school staff. The AIP will outline specific actions
and strategies to support the student in improving their attendance.

c) Probation: If a student fails to make satisfactory progress within the Attendance Improvement Plan
or continues to have attendance below 90%, they may be placed on probation. The student and their
parents or guardians will meet with the school administration to discuss the situation and develop a
plan for remediation.

d) Retention or Academic Consequences: If a student's attendance remains below 90% and
satisfactory progress is not made even after the probation period, the student may be subject to
retention in the current grade or other academic consequences, as determined by the school
administration.

E. Appeals Process: If a student or their parents or guardians wish to appeal any decisions made in
relation to attendance, they may do so by submitting a written appeal to the school administration
within ten (10) school days of receiving the decision. The school administration will review the appeal
and respond within a reasonable time frame.

Communication and Review : This attendance policy will be communicated to students, parents or
guardians, and school staff at the beginning of each academic year. The policy will be subject to
periodic review and may be revised as necessary.

By enrolling at SFIS, students and their parents or guardians acknowledge their understanding of,
and agreement to comply with this attendance policy.

2) Arrival and Dismissal Procedures

A. Drop-off and Pick-up Guidelines:

1) Parents/Guardians should park in the parking lot outside the school gate for drop-off and pick-up of
students (except during inclement weather- see procedures below).

2) Please follow the specified time slots for drop-off and pick-up to ensure a smooth flow of traffic.

3) Parents/Guardians may escort their child to class during drop-off times provided they are wearing a
school-issued ID badge. Individuals without proper identification will not be allowed on school

property.

4) Parents/Guardians may proceed to the designated pick-up areas (gym/front lobby/EYP classroom)
at dismissal time, provided they are wearing a school issued ID badge. Individuals without proper
identification will not be allowed on school property.

5) Avoid double parking or blocking entrances and exits to maintain the safety and efficiency of the
drop-off and pick-up process.



B. Inclement Weather Guidelines

1) During inclement weather or special events, the school may adopt “drive up” pickup and drop off
procedures.

2) In these cases, Parents/Guardians will enter the campus via the east gate (nearest the security
booth) and drive their vehicle under the overhang in front of the front lobby.

3) Parents/Guardians should remain in their vehicle. Staff will assist students with entering/exiting the
vehicle.

3. Authorized Individuals for Student Release:

A. The school will maintain a list of authorized individuals allowed to pick up students.
Parents/Guardians should provide the school with a list of approved individuals in writing at the
beginning of the academic year or as changes occur.

B. Any person not listed as an authorized individual will be required to provide proper identification
and receive permission from the school administration before a student is released to them.

C. Parents/Guardians must notify the school in advance if someone other than the authorized
individuals needs to pick up their child. This notification should be provided in writing or through a
formal communication channel designated by the school.

D. The school staff will verify the identity of individuals picking up students by checking their
identification against the approved list or through any other verification process deemed necessary.

E. In case of an emergency or unforeseen circumstances, parents/guardians should inform the school
immediately and provide clear instructions regarding alternative authorized individuals for student
release.

F. Students will not be released to unauthorized individuals unless explicit permission has been
granted by the parent/guardian or the school administration.

4. Late Arrival and Early Dismissal Procedures at SFIS

Late Arrival Procedure:

A. Students who arrive after the morning attendance is taken at 8:30 am are considered tardy for
class. Ten (10) tardies are counted equal to 1 full day’s absence.

B. Late students must proceed directly to the front office to sign in and receive a late pass.
C. In the front office, the student will provide their name, grade, and reason for being late.
D. The office staff will record the late arrival and issue a late pass to the student.

E. The student will then proceed to their respective class with the late pass.

F. The late arrival will be documented in the student's attendance record.

Early Dismissal Procedure:

A. Students who need to leave before the regular dismissal time of 3:30 pm must follow the early
dismissal procedure.

B. Parents or guardians should provide a written request or contact the front office in advance, stating
the reason and the time of early dismissal.

C. When the early dismissal time arrives, the student should report directly to the front office to sign
out.



D. In the front office, the student will provide their name, grade, and reason for early dismissal.

E. The office staff will verify the information and record the early dismissal in the student's attendance
record.

F. Parents authorized individuals picking up the student may be required to show identification.

G. The teacher will ensure that the student receives any necessary assignments or materials for
missed class time.

H. Students should exit the school premises promptly after receiving permission from the front office
staff.

. It is important for students to inform the front office upon their return if they are expected to attend
school later that same day.

Note: It is crucial for SFIS to maintain accurate attendance records for the safety and wellbeing of all

students. The late arrival and early dismissal procedures ensure that proper documentation is
maintained and that students are accounted for at all times.

E . Dress Code

Date Adopted: 28/12/2022
Review Date: July 2025

1. Uniform requirements

General Guidelines:

a. All students at Silver Fern International School are required to wear the school uniform each
Monday through Thursday as specified below. Each Friday will be considered a “casual day” (see ‘e’
below).

b. The uniform must be worn during regular school hours, including any extracurricular activities or
events unless specified otherwise.

c. Students should present themselves in a neat and tidy manner while wearing the school uniform.

d. Any changes or exceptions to the uniform policy require prior approval from the school
administration.

e. Each Friday at SFIS is a “casual day”. On Fridays, students may choose to either wear their correct
school uniform OR they may choose to wear comfortable, “polite” sports clothing. Although it is a
casual day, students should still present themselves in a neat and tidy manner.

Boys Uniform:

a. Shirt: A formal button-down shirt with sleeves with the school logo

b. Shorts: Tailored shorts in the school's designated color, of an appropriate length (not exceeding
knee length).

c. Tie: A school tie that matches the designated colors and patterns.
d. Footwear: Dark-colored comfortable/sport shoes, suitable for school activities.
e. Book bag: Students are required to carry a school book bag that meets the school's guidelines.

Girls Uniform:



a. Dress: A school uniform dress, designed according to the school's specifications, in the designated
color.

b. Footwear: Dark-colored comfortable/sport shoes, suitable for school activities.

c. Book bag: Students are required to carry a school book bag that meets the school's guidelines.
Sports Kit:

Sports Kit: Shorts and a pullover shirt, both provided by the school and suitable for physical activities.
Both boys and girls are required to change into a specific sports kit just before Physical, Sports, and
Physical Education (PSPE) classes. Students must change back into their regular uniform after the
PSPE class.

House Shirts:

a. House shirts should only be worn on days when house competitions or events are scheduled.

b. House shirts should not be worn on regular school days unless instructed otherwise. ID
Requirements:

a. PYP Students (Primary Years Programme): Students are required to wear their ID lanyards at all
times during school hours.

b. EYP Students (Early Years Programme): Students should have their ID attached to their book bags
for identification purposes.

Violations:

a. First and Second Violations: If a student is found not wearing the correct uniform, a letter will be
sent to their parents to inform them of the violation.

b. Third Violation: In case of a third violation, the student will not be allowed to attend classes until
they change into the correct uniform or rectify the uniform issue.

Note: The Silver Fern International School reserves the right to modify or update the uniform policy
as deemed necessary. Parents and students will be duly notified of any changes in advance.

22. Dress guidelines for special occasions
On special occasions, such as International Day or Loy Krathong, students may wear clothing other

than their school uniform. In these cases, notice will be sent in advance advising parents of the
proper attire for the occasion.

F. Discipline Policies

Date Adopted: 28/12/2022
Review Date: July 2025

At SFIS, we are committed to providing a safe, supportive, and conducive learning environment for all
students. In order to promote positive behavior and ensure the wellbeing of the school community, we
have developed a comprehensive discipline policy with clear behavior expectations and
consequences. This policy applies to all students enrolled in our school.

1. Student Code of Conduct and Consequences

Guiding Principles

1. Respect: All students, staff, and community members will be treated with respect and dignity.

2. Fairness: Disciplinary actions will be applied consistently and fairly.



3. Responsibility: Students will be encouraged to take responsibility for their behavior.

4. Support: The school will provide support to students to help them improve their behavior.

Levels of Offenses
Level 1: Minor Offenses
Examples of Minor Offenses:

Disruptive behavior in class
Incomplete homework

Minor dress code violations
Unkind remarks to peers
Minor instances of dishonesty

Disciplinary Measures for Minor Offenses:

Verbal warning

Time-out in the classroom

Loss of privileges (e.g., recess)
Note home to parents
Reflective writing assignment
Meeting with the teacher

Level 2: Moderate Offenses
Examples of Moderate Offenses:

Repeated minor offenses

Disrespectful behavior towards staff or peers
Skipping class

Use of inappropriate language

Damage to school property

Bullying or intimidation

Disciplinary Measures for Moderate Offenses:
Written warning

Parent-teacher conference

Behavioral contract

Detention

Restitution for damages

Loss of extracurricular activity privileges
Counseling referral

Level 3: Serious Offenses
Examples of Serious Offenses:

Repeated moderate offenses

Fighting or physical aggression

Theft

Vandalism

Severe bullying or harassment

Possession of prohibited items (e.g., weapons, drugs)
Threatening behavior

Disciplinary Measures for Serious Offenses:

e Suspension (in-school or out-of-school)
e Meeting with parents and administration
e Behavioral intervention plan



e Referral to external counseling or support services
e Restorative justice measures
e Probationary status

Level 4: Severe Offenses

Examples of Severe Offenses:

Repeated serious offenses

Serious physical assault

Possession or use of weapons or illegal substances

Severe and persistent bullying or harassment

Any behavior that poses a significant risk to the safety of others

Disciplinary Measures for Severe Offenses:

Long-term suspension

Expulsion

Referral to law enforcement

Mandatory counseling or rehabilitation program
Permanent removal from extracurricular activities

Procedures

1. Documentation: All incidents must be documented, including the nature of the offense, the
disciplinary measures taken, and communication with parents.

2. Communication: Parents will be informed of all incidents involving their child and any disciplinary
measures taken.

3. Appeals: Students and parents have the right to appeal disciplinary decisions. Appeals should be
made in writing to the school administration within five school days of the disciplinary action.

4. Support: The school will provide support to help students improve their behavior, including
counseling, mentorship programs, and behavior intervention plans.

Prevention and Support

e Positive Behavior Interventions and Supports (PBIS): The school will implement PBIS
e to encourage positive behavior and prevent misconduct.
e Counseling Services: Counseling will be available to help students address underlying
e issues contributing to their behavior.
e Parent Involvement: The school will work closely with parents to support student
e behavior and academic success.
e Professional Development: Staff will receive ongoing training on effective behavior
e management strategies.
Conclusion

This Progressive Discipline Policy aims to create a safe and supportive learning environment by
addressing student behavior in a fair and consistent manner. By working together, we can help our
students develop the skills and attitudes necessary for success both in school and in life.

2. Anti-Bullying Policy

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.



Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

Rationale

Silver Fern International School (SFIS) is committed to providing a safe, supportive, and inclusive
learning environment for all members of our community. Aligned with the principles of the
International Baccalaureate (IB) and the Thai Ministry of Education (MOE), this policy recognizes that
bullying—whether physical, verbal, social, or cyber—hinders students' academic achievement,
emotional well-being, and social development. SFIS seeks to prevent, identify, and respond
effectively to all forms of bullying behavior to protect the rights and dignity of every learner.

This policy aims to uphold the SFIS mission of nurturing internationally minded citizens who take
action in the community. By fostering respectful relationships and promoting attributes of the 1B
Learner Profile, SFIS prepares learners to thrive in a diverse and inclusive society.

Policy Statement

Bullying is strictly prohibited in any form, setting, or medium within the SFIS community. It is contrary
to the values of the IB and Thai MOE policies on student well-being and discipline.

Bullying is prohibited:

1. During any school-sponsored or school-sanctioned program or activity.

2. On school premises, including school buses or other school-provided transportation.

3. Through the use of any school-owned or personal electronic device, if the behavior disrupts the
educational process.

4. Outside school premises when the act negatively impacts a student’s ability to learn or
participate in school activities.

Definitions

Bullying: Severe or pervasive acts or conduct, physical or verbal, including electronic
communication, that:

Places a student in reasonable fear of harm.

Causes harm to mental or physical health.

Interferes with academic performance.

Limits participation in school services, activities, or privileges.

Cyberbullying: Use of technology to harass or intimidate others. This includes impersonation,
spreading harmful content, or repeated messaging that causes distress.

Forms of Bullying:

Physical violence

Verbal abuse or name-calling
Social exclusion

Sexual harassment or misconduct
Cyberbullying

Theft, intimidation, stalking

Public humiliation or threats



This list is illustrative, not exhaustive.
Reporting Mechanisms
e Students are encouraged to report bullying to any trusted staff member, teacher, advisor, or
school leader.
e Parents should report directly to the Head of School or Thai Principal.
e No disciplinary action will be taken based solely on anonymous reports without corroboration.
Key Contacts:

e Mrs. Rizwana Amin, Head of School (riza.a@silverfern.ac.th)
e Mrs. Thongbai Sawatpon, Thai Principal (thaiprincipal@silverfern.ac.th)

Investigation Process

e All reports will be investigated promptly, ideally within 10 school days.
e Parents and students will be consulted during the investigation process.

e Relevant information will be collected from witnesses, digital evidence, and documentation.
e Confidentiality will be maintained, and privacy laws respected.

Response and Interventions
If bullying is confirmed, SFIS will use developmentally appropriate and restorative strategies:

e Counseling and psychological services
e Conflict resolution or peer mediation

e School social worker support

e Behavioral contracts

e Restorative justice practices

Restorative measures aim to:

1. Promote empathy, accountability, and personal growth.
2. Foster reconciliation and relationship-building.
3. Maintain a safe and productive school climate.

Disciplinary Actions
Consequences may include:

e Verbal or written warnings
e Parent-teacher conferences

e Loss of privileges

e Suspension or expulsion (in serious cases)

e Referral to external agencies when necessary

SFIS reserves the right to intervene in out-of-school incidents that impact the school community.
No Retaliation
SFIS prohibits retaliation against any student or parent who reports bullying. Any such reprisal will be

treated as bullying and dealt with accordingly. False reports made intentionally will also be subject to
disciplinary consequences.

Education and Prevention

e All staff and students will receive orientation and regular training on recognizing and preventing
bullying.

e The school will organize workshops and campaigns that promote respect, empathy, and the 1B
Learner Profile.
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e Regular surveys and feedback will inform future policy improvements.
Policy Review
This policy will be reviewed every year or as needed to align with:

e Updates from the Thai Ministry of Education
e Revisions to IB guidelines

e School community feedback

e New developments in child safety and digital citizenship

References

International Baccalaureate (2019). Programme Standards and Practices.

IB (2018). Learning Diversity and Inclusion in IB Programmes.

Thai Ministry of Education: Student Protection Act and Child Rights Guidelines (2017).
UNESCO (2019). School Violence and Bullying: Global Status Report.

G. Academic Integrity Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

Philosophy

Academic integrity is a cornerstone of our mission to grow principled, internationally-minded learners.
The IB Learner Profile defines a principled learner as someone who “acts with integrity and honesty,
with a strong sense of fairness and justice, and with respect for the dignity and rights of people
everywhere.” We instill these values from an early age to ensure ethical behavior becomes a lifelong
habit.

Definition of Academic Integrity

At SFIS, academic integrity means being honest, completing your own work, and giving credit to
others when using their ideas, words, or images. According to the IB:

“Academic integrity is a guiding principle in education and a choice to act in a responsible way
whereby others can have trust in us as individuals. It is the foundation for ethical decision-making and
behavior in the production of legitimate, authentic, and honest scholarly work.” (Academic Integrity,
IBO)

Key Terms

- Plagiarism: Using someone else’s ideas, words, or work without proper acknowledgment.
- Collusion: Allowing your work to be copied or copying another’s work for submission.
Student Rights

- To be explicitly taught academic integrity in an age-appropriate way.



- To receive modeling and reinforcement from teachers and staff.
Student Responsibilities
e Complete their own work and give credit where it is due.
e Cite sources, even in simple formats starting in Preschool.
e Avoid copying, using online content without credit, or helping others cheat.
School Rights
e Expect students to follow academic integrity when proper instruction has been given.
School Responsibilities
- Model academic integrity themselves.
- Explicitly teach summarizing, paraphrasing, and age-appropriate citation.
- Provide clear guidelines for group work to prevent collusion.
-Communicate consequences of misconduct in upper grades.
- Provide copies of the policy and examples to parents in print or digital format.
Parent/Guardian Rights and Responsibilities
- Right to access the policy and seek clarity when needed.
- Should monitor student work and support the school’s efforts.
- Avoid doing students’ work or tests; help students apply academic honesty strategies.
Examples of Good Practices
- A student creates a project using sources but writes all content in their own words and cites sources.

- A group works collaboratively but each student completes and presents their own part with shared
citations.

Examples of Academic Misconduct

- Copying summaries or book reviews from the internet.

- Submitting work without citing sources.

- Sharing answers or letting another student copy work.

Procedures and Consequences

- Teachers will use suspected dishonesty as a learning opportunity for young students.

- Mini-lessons or reteaching may be conducted as needed.

-In upper grades, violations may impact project grades if expectations were clearly taught.
- Repeated violations will lead to a parent conference. Student participation is expected.

- Purposeful, repeated misconduct after all interventions will be referred to the Principal. A record will
be kept in the student’s file.

Review Cycle



- This policy will be reviewed every two years, or sooner if needed.
Sources

- Academic Integrity, IBO (2019)

- Academic Honesty in the IB Educational Context (2016)

- Academic Honesty in the Diploma Programme

-1B Learner Profile (2013)

1B PYP Academic Honesty Policy (Eagle Valley Elementary, 2014 — for formatting)

H. Health and Safety Policies

1. Student Health and Wellness Policy
Objective:

The primary objective of this Student Health and Wellness Policy is to maintain a safe and healthy
environment for all students, staff, and visitors within the premises of SFIS. This policy aims to
provide detailed guidelines for parents and staff members regarding when children should be kept at
home due to illness and how to handle situations when a child develops symptoms of iliness while at
school. Additionally, it emphasizes the importance of medication administration by the school nurse to
ensure the safety and well-being of the students.

General Guidelines:

a. Parents/guardians bear the responsibility for the health and well-being of their child. It is crucial to
keep sick children at home to prevent the spread of contagious diseases and ensure a conducive
learning environment for all students.

b. The school is committed to maintaining open lines of communication with parents/guardians
regarding a child's health, and it encourages active participation in addressing any concerns or
guestions.

When to Keep a Child at Home:

a. Fever: A child with a fever (temperature of 100.4°F/38°C or higher) should be kept at home until
they are fever-free for at least 24 hours without the use of fever-reducing medications (such as
acetaminophen or ibuprofen).

b. Infectious lliness: If a child has been diagnosed with a contagious iliness, such as chickenpox,
measles, mumps, whooping cough, strep throat, COVID or any other condition that can be easily
transmitted, they should be kept at home until they are no longer contagious and have received a
healthcare provider's clearance to return to school.

c. Vomiting and Diarrhea: A child who has vomited or experienced diarrhea should be kept at home
until they have been symptom-free for at least 24 hours.

d. Severe Cough or Cold Symptoms: If a child has a persistent, severe cough, excessive nasal
discharge, or continuous sneezing that significantly impacts their ability to participate in school
activities, it is advisable to keep them at home until their symptoms improve.

e. Conjunctivitis (Pink Eye): A child with symptoms of conjunctivitis, such as redness, itching,
discharge, or crusting of the eyes, should stay at home until they have received appropriate medical
treatment and are no longer contagious.



Reporting Iliness:

a. Parents/guardians must notify the school as soon as possible if their child is unwell and will not be
attending school. This can be done by contacting the school office or using the designated
communication channel provided by the school.

b. When reporting illness, parents/guardians should provide specific details about the symptoms their
child is experiencing, any diagnosis received from a healthcare professional, and the expected
duration of the absence.

Child Develops Symptoms of lllness while at School:

a. If a child develops symptoms of illness while at school, they will be taken to the designated sick
bay or isolation area under the immediate supervision of a trained staff member.

b. Parents/guardians will be notified immediately to arrange for the child to be picked up as soon as
possible.

c. While waiting for the child to be picked up, every effort will be made to provide them with comfort
and necessary care while minimizing the risk of exposure to other students and staff members.

d. If the child's condition worsens or requires immediate medical attention, appropriate medical
assistance will be sought, and the emergency contact provided by the parents/guardians will be
notified.

e. It is essential that parents/guardians promptly update the school with any changes to emergency
contact details to ensure effective communication during such situations.

Medication Administration:

a. The school strictly adheres to the policy that any/all medications a child is taking, including
prescription and over-the-counter medications, should be administered by the school nurse only.

b. Parents/guardians must provide written consent and complete the necessary medication
administration authorization form, including details of the medication, dosage, and administration
schedule.

c. The school nurse will maintain a log for each medication administration, recording the date, time,
medication name, dosage, and any relevant observations or notes.

d. All medications must be properly labeled, stored, and secured in a designated area, ensuring the
safety and confidentiality of the students' medical information.

Return to School:

a. A child who has been absent for more than 2 days due to illness must present a note from a
healthcare provider clearing them to return to school, especially in the case of contagious illnesses.

b. The school reserves the right to request additional medical documentation or take other
precautionary measures before allowing a child to return to school, depending on the nature of the
illness and the recommendations from healthcare professionals.

Confidentiality:

a. The school maintains strict confidentiality regarding a child's health status, medical information,
and related records, in compliance with applicable privacy laws and regulations.

Note: This Student Health and Wellness Policy is subject to periodic review and may be updated as
necessary to align with current medical advice, guidelines, and legal requirements. It is important for
parents/guardians to thoroughly familiarize themselves with this policy and actively cooperate in
maintaining a healthy environment for all students.



2. Emergency preparedness and evacuation protocols

Date Adopted: 28/12/2022
Review Date: July 2025

Introduction

At SFIS, the safety and well-being of our students, staff, and visitors is of utmost importance.
This Emergency Preparedness and Evacuation Policy outlines the protocols and procedures
to be followed in the event of an emergency, with a particular focus on fire emergencies.
Regular fire drills will be conducted to ensure everyone is prepared and capable of
responding effectively. This policy is designed to minimize risks and ensure a safe
environment for all individuals within the school premises.

Emergency Response Team

The school will establish an Emergency Response Team (ERT) comprising designated staff
members who will receive training in emergency preparedness and response procedures.
The ERT will be responsible for implementing and overseeing all emergency drills,
procedures, and communication.

Fire Drills

e Two fire drills will be conducted each academic year, one during the first half of the year and the
other during the second half of the year.

e The date and time of the fire drills will not be announced beforehand to simulate realistic
emergency scenarios.

e The ERT will work in collaboration with the local fire department to ensure compliance with safety
regulations and to provide guidance and support during fire drills.

Fire Drill Procedures

e The ERT will develop a fire drill procedure that includes clear guidelines for staff and students to
follow during fire emergencies.

e Prior to conducting the fire drill, the ERT will communicate the fire drill procedure to all staff
members and students, including appropriate actions to be taken.

e All fire exits, evacuation routes, and assembly points will be clearly marked and regularly
maintained.

e During fire drills, staff members will be assigned specific roles and responsibilities, such as
ensuring all students are accounted for and assisting with the evacuation process.

e Students will be educated about fire safety and the importance of remaining calm and following
instructions during fire drills.

e Fire drills will simulate various emergency scenarios, including evacuation from different areas of
the school building and testing response times.

Evacuation Procedures

In the event of a fire or any other emergency requiring evacuation, the following procedures will be
followed:

a. All individuals in the school building will evacuate immediately when the fire alarm
sounds or when instructed to do so by the designated staff members.

b. Staff members will assist students in calmly and swiftly exiting the building using
the designated evacuation routes.

c. Students will be instructed to leave all personal belongings behind and proceed to
the designated assembly point outside the building.
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e. Emergency services will be contacted promptly to inform them of the situation
and to request assistance, if necessary.

Communication and Notification

e The school will maintain an efficient communication system to ensure effective coordination
during emergencies.

e Parents/guardians will be informed of the school's emergency preparedness and evacuation
procedures through regular communication channels, such a newsletters and the school website.

e Any changes or updates to the emergency procedures will be communicated promptly to all
stakeholders.

Review and Training

e This policy will be reviewed annually by the ERT to ensure its effectiveness and compliance with
relevant safety regulations.

e Staff members and students will receive regular training on emergency preparedness and
response procedures, including fire safety, evacuation techniques, and first aid.

Conclusion

SFIS is committed to maintaining a safe environment for everyone on its premises. By
implementing this Emergency Preparedness and Evacuation Policy, we aim to minimize
risks, ensure preparedness, and effectively respond to emergencies. Regular fire drills will be
conducted to familiarize staff and students with evacuation procedures and to enhance

their ability to handle emergency situations.

I. Child Protection and Safety Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

1) Rationale

Silver Fern International School (SFIS) is committed to providing a safe, respectful, and nurturing
learning environment that promotes the physical, social, emotional, and psychological well-being of
every child. This policy affirms the school’s dedication to upholding the United Nations Convention



on the Rights of the Child (UNCRC, 1989), as endorsed by Thailand, and reflects the expectations
outlined in the Child Protection Act B.E. 2546 (2003) of the Thai Ministry of Education.

We recognize that safeguarding children is a shared responsibility, and every member of the SFIS
community has a role to play.

2) Aim

e To establish rigorous procedures and a child-centered culture to ensure student safety and well-
being.

e To define roles and responsibilities of staff, students, parents, and visitors.

e To foster a protective and inclusive learning environment that empowers students to speak up.

e To respond swiftly and appropriately to concerns or incidents related to child abuse, neglect, or
exploitation.

3)Scope
This policy applies to:

All SFIS students

All staff members (teaching, non-teaching, administrative)
Volunteers, interns, contractors, and service providers
Parents, guardians, and regular visitors

Anyone representing or working on behalf of the school

4) Guiding Principles

Zero Tolerance for abuse, neglect, exploitation, or discrimination.

Best Interests of the Child as the primary consideration in all decisions.
Confidentiality and protection of personal information.

Cultural Sensitivity and respect for diversity in beliefs, identities, and backgrounds.
Right to Participation: Children will be empowered to express concerns freely.
Accountability and transparency in actions taken to protect children.

5) Key Definitions

e Child Abuse: Physical, sexual, emotional harm or neglect.
e Safeguarding: Measures to protect children from risk of harm.
e Mandated Reporter: All SFIS employees are legally required to report suspected abuse.

6) Procedures and Practices

6.1. Safe Recruitment and Background Checks

e Police clearance and reference checks are mandatory for all staff, volunteers, and contractors.
e Staff sign a Code of Conduct affirming commitment to safeguarding.
e All staff undergo annual child protection training.

6.2. Campus Safety

Surveillance cameras are installed throughout the campus (excluding private spaces).
Visitors are registered and issued ID badges.

Children are supervised at all times during school hours, events, and excursions.
Emergency contact information is updated regularly.

Access control protocols are implemented at entry/exit points.

6.3. Health and Hygiene

e Children with contagious illnesses are not allowed on campus without medical clearance.



e Regular inspection of first-aid kits, extinguishers, eye-wash stations, and emergency showers.
e Safe storage and administration of medication with parental consent

6.4. Emotional and Psychological Safety

e Regular counseling and SEL programs integrated into the curriculum.
e Visiting psychologist available on call.
e Teachers document concerning behavioral patterns and escalate as required.

6.5. Reporting Mechanisms

All staff are mandated to report any suspicion or disclosure of abuse.

A Child Protection Reporting Form is available to log concerns confidentially.
Anonymous reporting mechanisms available via a designated email or drop-box.
Immediate response protocol initiated upon any reported concern.

6.6. Safety Off-Campus

e Written consent from guardians required for any off-campus activity.
e Teacher-student ratios maintained during trips.

6.7. Inclusion and International-Mindedness

e Students are guided to understand and respect global perspectives, identities, and cultural
contexts.

e Zero tolerance for bullying, discrimination, or harassment based on race, gender, ability, or
background.

7)Roles and Responsibilities
7.1 School Leadership

e Implement and monitor policy effectiveness
e Schedule regular safety drills and reviews

e Ensure access to child protection resources

e Coordinate with local child welfare authorities when needed

7.2 Teachers and Staff

Foster a safe classroom environment

Maintain updated records of student well-being

Report incidents or concerns to the Designated Safeguarding Lead (DSL)
Participate in regular professional development on safeguarding

7.3 Students

e Report unsafe behavior or incidents

e Follow safety guidelines and rules

e Be respectful of peers’ rights and differences

e Avoid risky behavior on campus or during school events

7.4 Parents and Guardians

Collaborate with the school to uphold safety policies
Provide relevant health, allergy, and emergency information
Attend scheduled meetings and safety briefings

Support open communication with children

7.5 Visitors and Contractors



e Follow all school safety procedures and sign the visitor code of conduct
e Work under direct supervision if interacting with students
e Wear visitor identification at all times

8) Child Safety and Protection Team

Role Name Responsibilities

Head of School Mrs. Rizwana Amin Designated Safeguarding
Lead (DSL), policy
implementation

Thai Principal Mrs. Thongbai Sawatpon Thai MOE compliance

PYP Coordinator Mr. Alexander Van Beek PYP student welfare

First-Aid Provider Kru Ubon (Nurse) Medical response and safety
checks

9 ) Resources & References

e UNCRC: https://www.ohchr.org/en/professionalinterest/pages/crc.aspx

e WHO Child Maltreatment Factsheet: https://www.who.int/en/news-room/fact-sheets/detail/child-
maltreatment

e Thai Child Protection Act, B.E. 2546 (2003)

Policy Review

This policy is a dynamic document and will be reviewed annually or after any significant incident or
legal update.

J. Language Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

1. Rationale


https://www.ohchr.org/en/professionalinterest/pages/crc.aspx
https://www.who.int/en/news-room/fact-sheets/detail/child-maltreatment
https://www.who.int/en/news-room/fact-sheets/detail/child-maltreatment

Language is central to learning at SFIS. It underpins inquiry, communication, identity, and academic
achievement. Our policy aligns with IB philosophy and supports students in becoming confident
communicators, critical thinkers, and globally-minded citizens.

2. Language Philosophy

We believe that:

-Language is fundamental to constructing meaning and developing conceptual understanding.

- Every teacher is a language teacher.

- Multilingualism enhances cognitive development, identity formation, and cultural appreciation.

- Preserving students' mother tongue strengthens their academic progress and well-being.

These beliefs reflect the IB's emphasis on language as a key component of international education

and holistic development.
(Source: IB Language and Learning, 2011)

3. Aims

Our language policy aims to:

- Ensure equitable access to the curriculum through language support
- Promote multilingualism and intercultural understanding

-Value and preserve students' mother tongues

- Foster proficiency in English as the language of instruction

4. Definitions

-L1: First language or mother tongue

-L2: Second language, often English

-Language A: Primary/home language

-Language B: Additional language

-EAL: English as an Additional Language

- MT: Mother Tongue

-1EP: Individual Education Plan

- Push-in: EAL support within mainstream classes

- Pull-out: EAL instruction in a separate space

(Source: Cummins, J. (2000). Language, Power and Pedagogy)
5. Language of Instruction

English is the primary language of instruction. We provide:
-Immersion in academic English

-Integrated language teaching across subjects



- EAL support through push-in/pull-out models
-Ongoing professional development for teachers

(Source: IB Programme Standards and Practices, 2020)

6. Language of Communication

- English is used for official communication and documentation.

- Thai translations are provided where necessary.

-L1 is used to support comprehension and concept development.
-Community volunteers may assist with interpretation at events.
(Source: Garcia, O. & Wei, L. (2014). Translanguaging: Language, Bilingualism and Education)
7. Mother Tongue (MT) Support

SFIS supports MT development through:

- Thai and Chinese MT programmes

-Encouragement of MT use at home

- Parent involvement during MT celebrations

- Optional extracurricular MT classes based on demand

Maintaining MT supports literacy, cognitive flexibility, and social-emotional well-being.
(Source: IB Guidelines for Developing a School Language Policy, 2008; Cummins, 2000)

8. Additional Language Provision

Thai Language

-EYP 1-2: 4 periods/week

-PYP 1 and above: 5 periods/week

- Required by Thai Ministry of Education

- Supports both heritage and new learners

Chinese Language

- Offered from PYP 1 onward, 2 periods/week

- For heritage learners and new language learners

- Promotes multilingual exposure

(Source: Thai MOE Language Curriculum Guidelines, 2017)
9. English A and Other Language A Options
-English A integrated in Units of Inquiry and discrete lessons.

- Support for other Language A subjects offered where feasible.

- Literacy is developed across reading, writing, speaking, and listening.



(Source: Oxford International English Series; IB Language Scope and Sequence, 2011)
10. English as an Additional Language (EAL)

EAL support includes:

-Identification and placement assessments

- Scaffolded access to academic content

- Differentiated instruction

- Push-in and pull-out models

- Regular monitoring and parent updates

(Source: IB Language and Learning, 2011; Lightbown & Spada, 2006. How Languages are
Learned)

11. Language Learning and Inclusion

- Students with IEPs may be exempt from additional languages based on individual needs.
- Differentiation and inclusive strategies ensure success for diverse learners.

- Assessment data guides EAL exit decisions and instructional adjustments.

(Source: IB Learning Diversity and Inclusion in IB Programmes, 2016)

12. Community Involvement and Recognition

- Parent volunteers support MT events and reading programs.

- Student language achievements are celebrated in assemblies and reports.

- Cultural diversity is honored in school events and displays.

13. Assessment and Review

-Language development is assessed through formative and summative tools.

- EAL students’ progress is tracked using leveled frameworks.

- This policy is reviewed every year or as school needs evolve.

(Source: IB Assessment Principles and Practices, 2018)

14. Roles and Responsibilities

- Leadership Team: Ensures policy alignment and resource allocation

- Teachers: Embed language support in instruction

- EAL Staff: Design and deliver targeted language support

- Parents: Encourage language development at home and participate in school language initiatives

- Students: Actively engage in language learning and celebrate linguistic diversity

15. Alignment with International and National Standards



This policy is aligned with:

1B PYP and MYP Language Scope and Sequence
-1B Programme Standards and Practices

- Thai MOE Language Curriculum Requirements
-UK National Curriculum (NCE)

- Oxford International English and Science Textbooks

Sources and References

1. International Baccalaureate Organization (2008). Guidelines for Developing a School Language
Policy.

2.1BO (2011). Language and Learning in IB Programmes.

3.1BO (2020). Programme Standards and Practices.

4. Cummins, J. (2000). Language, Power and Pedagogy: Bilingual Children in the Crossfire.
5. Garcia, O. & Wei, L. (2014). Translanguaging: Language, Bilingualism and Education.

6. Lightbown, P. & Spada, N. (2006). How Languages are Learned. Oxford University Press.
7. Thai Ministry of Education (2017). Curriculum Guidelines for Thai Language.

8. Oxford International Curriculum Series (Yeomans, Roberts, Danihel, Hudson).

K. Homework Policy
Academic Year: 2025-2026

Philosophy

At Silver Fern International School, we believe that learning continues beyond the classroom but
should not come at the cost of student well-being or family time. Aligned with the IB Primary Years
Programme (PYP) and Middle Years Curriculum (MY) our approach to homework emphasizes
purposeful, age-appropriate, and supported learning experiences that encourage inquiry,
responsibility, and reflection without overburdening students.

@ Aims of the Homework Policy

Encourage students to take responsibility for their own learning.

Inspire cooperation between parents and teachers.

Reinforce classroom learning through meaningful tasks.

Support time management, organization, and independent learning skills.

Give students the tools to involve their families in their learning journey in a natural, holistic way.

-~/ Key Principles

1. Less is More
Homework will be limited in quantity and designed for quality engagement, not repetition or busy
work.

2. Assisted/Home-Supported Learning
Tasks may include shared reading, family discussions, or short reflections that parents can
support without pressure.



3. No New Learning at Home
Homework will focus on reinforcing or extending what has been taught, not introducing new or
complex concepts.

4. Student Well-Being First
Homework will not interfere with play, rest, or extracurricular activities. Students should have
time to relax and recharge.

5. Flexibility and Differentiation
Homework will be tailored to suit the needs, interests, and learning styles of students. Teachers
will be mindful of students with different home support structures.

¢ Types of Homework (Examples)

Grade Level Type of Homework

PYP 1-2 Reading with family, drawing, picture talks,
show-and-tell preparation

PYP 3-4 Short writing tasks, spelling practice, math
games, inquiry reflection

PYP 5-6 Project-based research, reading response,
math reasoning, action-planning reflection

Time Guidelines (Per Day)

Grade Level Maximum Time
PYP 1-2 10-15 minutes
PYP 3-4 20-30 minutes
PYP 5-6 30-45 minutes

Note: These are flexible guidelines. Tasks should never feel overwhelming.
Roles and Responsibilities
Teachers:
e Design purposeful, clear, and achievable tasks.
e Provide feedback or follow-up when appropriate.
e Communicate expectations to students and parents.
Students:
e Complete homework responsibly and on time.
e Ask for help when needed.
e Reflect on what they’'ve learned.

Parents:



e Encourage a positive attitude toward learning.
e Provide a calm and supportive space for learning.
e Communicate any concerns to teachers.

I Assessment and Accountability

e Homework is not formally graded but may be discussed or reflected upon in class.
e Feedback will be constructive, focusing on effort, inquiry, and student voice.

® What Homework is NOT

e Long, repetitive worksheets.
e Stress-inducing or punitive.
e Used as a substitute for classroom teaching.

@ Communication

This policy will be shared at the beginning of the academic year and reviewed periodically with input
from students, teachers, and parents.

L. Extracurricular Activities

Date Adopted: 28/12/2022
Review Date: July 2025

Available clubs and sports

SFIS offers a variety of extracurricular activities (ECAS) designed to enhance a student's
educational and social development throughout the school year. ECAs are age and skill
appropriate activities designed to provide a more well-rounded learning experience for our
students.

ECA offerings throughout the year may include but not restricted to :

Horseback Riding

Pottery

English as an Additional Language (EAL)
Science Experiments and Projects
Cooking

Arts/Crafts

Music

Swimming

Robotics

Media production

Early Years Learning

Each of these activities are designed to allow students to explore areas of interest and expand their
individual areas of inquiry.

5. Participation requirements and schedules

ECAs meet every Monday and Thursday from 3:45-4:30. Each term new ECA offerings are
available. Prior to the beginning of each term, a listing of upcoming ECA offerings will be
sent to parents along with a schedule of fees for each. If a parent wishes their child to
participate in an ECA, they may choose for the listings offered. These are optional activities
available to students at an additional fee, with the exception of students who are identified
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as neeaing aaarional EAL SUPPOIT. STUAENTS WNO are lgenunea as neeaing aaaional EAL
support are required to take EAL as an ECA and the cost of that ECA is included in the EAL
fee already assessed.

M. Parental Involvement and Communication

1) Communication channels (Toddle, Line App, email)

SFIS uses a variety of methods for communicating with parents. Official communications,
major announcements, and routine reporting of student work are sent via the Toddle
platform. It is important for all parents to set up an account on Toddle to ensure that you
are receiving information accordingly.

Informal communication is also sent to parents using Line App. Each class has a Line chat
group where teachers can communicate daily information with parents. Parents are
encouraged to utilize these chat groups to ask questions and/or clarify information with
your child’s teacher(s).

2) Parent-Teacher conferences and meetings

In addition to day-to-day communications, as stated in the SFIS assessment policy, student progress

IS reported via the following methods:

- Written Reports:

e At the end of each semester, grades are forwarded to respective parent(s) /guardian(s) of the

student(s).

e Report cards are designed to highlight the extent to which we included the essential elements of

the PYP curriculum.

e Digital copies of individual report cards are sent to parents and kept on the school’s Toddle

platform.

Parent-Teacher Conferences (3 way Conferences)

e One hour allocated on teachers’ weekly schedule to allow for one- on-one meetings with
individual teachers to discuss each learner’s performance and progress.

e Meetings with individual teachers to discuss student performance and progress are scheduled by

the end of the first semester after report cards are sent home.

e Individual meetings by appointment at any time during the academic year to discuss urgent

matters when needed.

- Student - Led conferences (SLCs):

e At the end of all units of inquiry, students take responsibility for their learning and celebrate it

through various models of conferences.

e Students have the chance to present samples of their work through group presentations or by

individually going through their portfolios with their parents.
e Two units are shared at school with parents and the rest are shared at home.



Early Years Programme (EYP 1-2)
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Curriculum and Instruction

1) Early Years and Primary Years Programme (EYP/PYP)

Date Adopted: 28/12/2022
Review Date: July 2025

Silver Fern International School (SFIS) is proud to be an authorized International Baccalaureate (IB)
World School, offering the Primary Years Programme (PYP) for students aged 3—-11. The PYP
focuses not just on what children learn, but on how they learn and how they apply their learning to the
real world. Our curriculum promotes curiosity, critical thinking, and global awareness, aiming to
develop confident, caring, and capable learners.

What Makes the PYP Unique?
Transdisciplinary Themes

Rather than teaching subjects in isolation, the PYP uses transdisciplinary themes—~broad, real-world
ideas that connect across subject areas. These themes help students explore big questions and
understand how different areas of knowledge relate to one another and to life beyond school. Themes
include:

e Who We Are — Exploring personal identity, family, beliefs, health, and relationships.

e Where We Are in Place and Time — Learning about history, geography, journeys, and how
people and civilizations change over time.

e How We Express Ourselves — Understanding how we communicate thoughts, feelings, culture,
and creativity through different forms.

e How the World Works — Investigating science, nature, and the impact of technology and
innovation on our lives.

e How We Organize Ourselves — Examining communities, systems, rules, and economic choices
in our societies.

e Sharing the Planet — Focusing on the environment, peace, human rights, and how we share
resources responsibly.

Each unit of inquiry is built around one of these themes and invites students to explore a central idea
through questions, discussion, research, and hands-on activities.

Key Concepts

To help guide student thinking and deepen understanding, the PYP uses seven key concepts. These
encourage children to ask thoughtful questions and view learning from multiple angles:

Form — What is it like?

Function — How does it work?

Causation — Why is it the way it is?

Change — How is it changing?

Connection — How is it connected to other things?
Perspective — What are the different points of view?
Responsibility — What is our role and obligation?

These concepts help students become critical thinkers who can analyze, compare, and understand
ideas more deeply.

Approaches to Learning (ATL Skills)



The PYP also focuses on developing lifelong skills that help students succeed in school and life.
These are called Approaches to Learning, and they are:

e Thinking Skills — Problem-solving, creativity, and decision-making.

e Research Skills — Gathering, organizing, and evaluating information.

e Self-Management Skills — Time management, independence, and emotional regulation.
e Communication Skills — Listening, speaking, reading, and writing effectively.

e Social Skills — Cooperating, resolving conflicts, and building relationships.

Students practice these skills every day in class, helping them become confident, capable learners.
Action: Learning That Leads to Doing

One of the most important parts of the PYP is that learning should inspire action. When students
understand something deeply, they are encouraged to do something with their knowledge—whether
it's helping others, starting a project, making informed choices, or advocating for a cause they care
about. These actions can be big or small, but they help students understand that they can make a
difference.

The PYP provides a well-rounded education by blending traditional subjects with modern approaches
to inquiry, creativity, and global understanding. At SFIS, we are committed to nurturing internationally
minded students who are prepared to thrive in a changing world.

2 Middle Years at Silver Fern International School

At Silver Fern International School, our Middle Years (MY) is a dynamic, interdisciplinary curriculum
designed exclusively for our students. Combining the best practices from the International
Baccalaureate (IB), the International General Certificate of Secondary Education (IGCSE), and the
Thai Ministry of Education (MOE), our MY provides a well-rounded, challenging, and globally relevant
education.

Our Approach

The MY at Silver Fern International School fosters academic excellence, critical thinking, and
personal development. Our unique curriculum framework encourages students to make connections
across subjects, develop problem-solving skills, and engage in real-world learning experiences.

Core Features of Our MY

Interdisciplinary Learning — Students explore subjects through interconnected themes, fostering
deeper understanding and critical thinking.

Inquiry-Based Education — Inspired by IB principles, we emphasize student-led learning through
exploration, research, and reflection.

Rigorous Academic Standards — We integrate the structured framework of the IGCSE to ensure
students develop strong subject-specific knowledge and skills.

Thai MOE Compliance — Our program meets all national education standards, ensuring students
are well-prepared for local and international academic pathways.

Global Perspectives — Our curriculum encourages students to think beyond borders, understand
diverse cultures, and engage with global issues.

Holistic Development — Beyond academics, we focus on leadership, service learning, creativity,
and personal growth.

S o

Subjects Offered
Our MY includes a diverse range of subjects:

English Language and Literature

Language Acquisition (Chinese)

Thai Language and Culture

Individuals and Societies (History, Geography, and Global Issues)
Sciences (Biology, Chemistry, Physics, and Integrated Science)
Mathematics

Arts (Visual Arts, Music)



e Design and Technology
e Physical and Health Education
e Independent Studies

Assessment and Progression in MY

Our assessment framework combines IB-style formative and summative evaluations, IGCSE-based
subject proficiency tests, and Thai MOE criteria. This approach ensures students are well-prepared
for further education, whether they choose 1B Diploma, A-Levels, or national university pathways.
Beyond the Classroom

Our MY extends learning beyond textbooks through:

Community and Service Projects

Interdisciplinary Inquiry Projects

Extracurricular Activities and Leadership Programs
Field Trips and Real-World Applications

Pathways After MY
Graduates of our MY are equipped to excel in a variety of academic pathways, including:

The IB Diploma Program (IBDP)

The IGCSE and A-Level Programs

Thai university entrance pathways
International college and career opportunities

Why Choose Our MY?

A balanced blend of global and local education standards

A focus on critical thinking, creativity, and collaboration

A strong foundation for future academic and professional success
A supportive and engaging learning environment

1) Assessment Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: 28/12/2022
Review Date: July 2025

Assessment Philosophy

At SFIS, assessment is central to the learning process. We believe assessment should:

Be ongoing, developmental, and student-centered

Be tailored to individual learning styles and needs

Promote deep understanding through inquiry

Guide teaching, curriculum development, and program evaluation
Support a growth mindset through actionable feedback



We align with the International Baccalaureate (IB) philosophy that assessment should support and
inform learning rather than simply measure it.
(Source: IB, Assessment Principles and Practices, 2018)

2. Purpose of Assessment

Assessment at SFIS serves the following purposes:

For Students:

Inform and enhance learning using diverse tools and strategies
Help identify strengths and areas for growth

Foster reflection, self-assessment, and metacognition
Encourage student agency and ownership of learning

For Teachers and Administrators:

e Determine prior knowledge and tailor instruction
e Inform curriculum development and teaching approaches

e Monitor program effectiveness

e Understand diverse learning styles and provide appropriate support

For Parents/Guardians:
e Communicate learning goals, progress, and challenges
e Foster home-schools collaboration
e Celebrate student achievements

(Sources: Black & Wiliam, 1998; IB, Learning and Teaching, 2021)
3. Assessment Framework at SFIS

Aligned with the IB Primary Years Programme, SFIS implements assessment through four
interconnected dimensions:

1. Monitoring Learning

Ongoing observation and dialogue to track student progress using strategies such as:
Teacher-student conferences

Peer discussions

Class questioning
Reflective practices

2. Documenting Learning
Making learning visible and traceable using tools like:
e Student portfolios
e Learning journals
e Digital evidence (photos, videos, audio)
3. Measuring Learning
Capturing student understanding at a specific point in time using:
e Quizzes, tests

e Rubrics, checklists, anecdotal records
e Selected response tasks and performance assessments



4. Reporting Learning
Communicating progress and achievement with:

Written reports
Parent-teacher meetings
Student-led conferences
The PYP Exhibition

(Source: IB, From Principles into Practice - PYP, 2018)
4. Assessment Types

Pre-Assessment

Used to gauge prior knowledge and misconceptions before new learning begins.
Assessment for Learning /| Assessment as Learning

Ongoing and responsive to guide next steps in learning. Examples include:

Observations and anecdotal notes
Student reflections

Learning journals and graphic organizers
Peer and self-assessment

Assessment of Learning

Conducted at the end of a unit during “Taking Action” week to evaluate understanding. Examples
include:

Written reports

Presentations and exhibitions
Multimedia products

Essays, debates, models

Self-Assessment and Peer Assessment

Encourage ownership, accountability, and collaborative reflection.

(Source: Clarke, S. (2008). Active Learning Through Formative Assessment)
5. Assessment Tools and Strategies

SFIS uses a wide range of strategies and recording tools, including:



Tool
Rubrics
Exemplars
Checklists

Anecdotal Records

Continuums
Portfolios
Observations
Open-Ended Tasks

Performance Tasks

Selected Response Tasks

Purpose
Clarify expectations and performance criteria
Provide benchmarks for quality work
Identify presence of key criteria

Capture observations of student
behavior/performance

Visualize developmental progression
Track student growth over time

Informal and formal evidence of learning
Allow for creative, personalized responses

Measure authentic, skill-based application of
knowledge

Quizzes/tests with fixed answers

(Sources: IB, PYP Assessment Strategies and Tools; Stiggins, R., 2005)

6. Reporting and Communicating Learning

We ensure assessment results are shared regularly, transparently, and meaningfully.

Types of Reporting:

Written Reports: Issued twice a year, based on IB essential elements and subject progress
Parent-Teacher Conferences: Held formally mid-year and informally as needed
Student-Led Conferences (SLCs): Students present learning samples and reflect on growth
PYP Exhibition: Culminating experience in PYP 6 to showcase student inquiry and action

Reports and portfolios are managed through the Toddle platform, with physical copies shared where

necessary.

(Source: IB, Guidelines for Reporting on Student Learning, 2011)

7. Inclusion and Assessment Access Arrangements

In line with our inclusive philosophy, SFIS ensures assessments are accessible to all learners.

e Differentiation: Tailored tasks to accommodate readiness, interest, and learning profile
e Assessment Access Arrangements may include:

o Extratime

Breaks between tasks

Use of assistive technology
Adjusted formats or alternative tasks

o O O



Students with identified learning needs have Individual Education Plans (IEPs) that outline specific
accommodations.

(Sources: IB, Learning Diversity and Inclusion in IB Programmes, 2016; Rose & Dalton, 2009)
8. Academic Integrity

SFIS promotes academic honesty in all assessment practices. Teachers ensure that:
e Tasks are authentic and inquiry-driven
e Students are taught how to reference work properly
e Collaboration and individual responsibility are appropriately balanced

(Source: 1B, Academic Integrity, 2019)

9. Responsibilities

Stakeholder Responsibilities
Students Engage with feedback, reflect, self-assess
Teachers Design assessments, provide feedback,

monitor progress

Coordinators Oversee policy implementation and alignment
Parents Support learning at home, attend conferences
Leadership Team Monitor assessment quality, provide training

10. Alighment with Standards
This policy aligns with:

IB PYP Standards and Practices (2020)

IB Assessment Principles and Practices (2018)
Thai Ministry of Education (MOE) guidelines
UK National Curriculum (NCE) expectations
Oxford International Curriculum standards

11. Sources and References

International Baccalaureate. (2018). Assessment Principles and Practices.
International Baccalaureate. (2018). From Principles into Practice — PYP.

International Baccalaureate. (2021). Learning and Teaching in IB Programmes.
Clarke, S. (2008). Active Learning Through Formative Assessment. Hodder Education.
Black, P. & Wiliam, D. (1998). Inside the Black Box: Raising Standards Through Classroom
Assessment.

Stiggins, R. (2005). Student-Involved Assessment for Learning. Pearson.

Rose, D. H., & Dalton, B. (2009). Learning to Read in the Digital Age. Mind, Brain, and
Education.

IB. (2016). Learning Diversity and Inclusion in IB Programmes.

Thai Ministry of Education (MOE) Guidelines (2017).
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2) Inclusion Policy - Silver Fern International School

Vision Statement of SFIS:
To inspire and empower every learner to thrive as a compassionate, curious, and globally
responsible individual—ready to lead meaningful change in an interconnected world.

Mission Statement of SFIS:

At SFIS, we are a collaborative learning community committed to nurturing internationally-minded
learners. We empower students to become creative and critical thinkers, fostering a spirit of inquiry
and reflection. Through meaningful learning experiences, we support them in becoming
compassionate, knowledgeable, and principled individuals who take responsible action to make a
positive difference in their local and global communities.

Date Adopted: July 2025
Next Review: July 2026

1. Rationale

Silver Fern International School recognizes that inclusive education is essential to realizing the rights
of all learners and is a fundamental principle of the International Baccalaureate (IB) philosophy and
the Thai Ministry of Education (MOE) mandate for equitable access to quality education.

Our school community is enriched by a diversity of cultures, languages, abilities, and backgrounds.
We believe that inclusion is not only about accommodating differences but also about embracing
learner diversity as a resource that enhances academic and personal growth for all. Inclusion
promotes dignity, empathy, respect, and fairness, preparing our students to thrive in a globally
interconnected society.

This policy ensures that every learner at SFIS receives the support they need to access, engage
with, and demonstrate learning. It provides a framework for removing barriers to learning and
outlines the shared responsibility of educators, families, and leaders in fostering inclusive practices. It
reflects our commitment to the IB Learner Profile, which calls for principled, caring, open-minded
individuals, and aligns with the UN Convention on the Rights of the Child and UN Sustainable
Development Goal 4: Inclusive and equitable quality education for all.

By promoting inclusive education, SFIS aims to:

-Uphold student agency and the belief that all learners can achieve success in different ways and at
different times.

- Support academic, emotional, and social well-being through a whole-school approach.
-Ensure compliance with both international best practices and national regulatory requirements.

This rationale drives the development and consistent implementation of the Inclusion Policy across all
levels and departments at Silver Fern International School.

2. Philosophy of Inclusion

Silver Fern International School (SFIS) is committed to cultivating an inclusive, equitable, and
supportive learning environment where all students are valued and respected. In alignment with the
International Baccalaureate (IB) philosophy and the Thai Ministry of Education (MOE), we
believe every learner has the right to access high-quality education and reach their fullest potential,
regardless of their abilities, learning styles, cultural backgrounds, or linguistic needs.

Inclusion is not just a program but a mindset at SFIS. We embrace diversity and provide differentiated
teaching and learning opportunities that support all students in becoming confident, capable, and
compassionate global citizens.

(Sources: IB “Learning Diversity and Inclusion in IB Programmes,” 2010; Thai MOE Basic
Education Act, 2002)



3. Purpose of the Policy

This policy aims to:

Ensure inclusive practices are embedded in the school’'s philosophy, pedagogy, and operations
Provide clarity on the support structures for learners with diverse needs

Ensure compliance with IB expectations and Thai MOE guidelines

Promote a collaborative learning environment where all stakeholders contribute to a culture of
inclusion

4. Definitions

Inclusion: A commitment to provide equitable access to learning for all students by removing
barriers to participation and achievement.

Diverse Learners: Students with varied cultural backgrounds, language abilities, learning styles,
or those with identified exceptionalities (e.g., cognitive, emotional, physical, or behavioral needs).
Learning Support (LS): Targeted academic and behavioral support for students who require
adjustments to meet grade-level expectations.

Access Arrangements: Measures and accommodations provided to enable all learners to
demonstrate their abilities during instruction and assessment.

IEP (Individualized Education Plan): A personalized plan developed for students with specific
learning needs, including goals, strategies, accommodations, and assessment modifications.

5. Inclusion Principles at SFIS

At SFIS, we believe that:

All students are capable of learning and making progress.

Diversity enriches the learning community.

Teachers are facilitators of inclusive learning experiences.

Families and students are essential partners in the learning process.
A whole-school approach is needed for effective inclusion.

(Source: IB Programme Standards and Practices, 2020)

6. Inclusive Admissions and Enroliment

As outlined in our Admissions Policy:

Students with mild to moderate learning differences are welcomed and supported if their needs
can be met through available resources.

A trial period and observation process help determine if SFIS can support the student effectively.
Additional support (e.g., dedicated support teacher , therapists) may be provided at the family’s
expense.

Enroliment may be provisional during an initial adjustment period.

(See: SFIS Admissions Policy)

7. Roles and Responsibilities

Head of School

Ensures resources, staffing, and policies support inclusive practices
Makes final decisions on admissions and accommodations

Pedagogical Leadership Team (PLT)

Coordinates the implementation of inclusive practices
Reviews IEPs and access arrangements
Oversees professional development in inclusive education



Learning Support Coordinator

e Designs and monitors IEPs
e Collaborates with teachers to implement strategies and accommodations
e Communicates with families and external professionals

Teachers

e Differentiate instruction and assessment
e Collaborate with LS and EAL departments
e Foster inclusive, safe, and respectful classrooms

Parents

e Share relevant background and documentation
e Collaborate in developing and reviewing IEPs
e Support learning strategies at home

8. Inclusive Teaching and Learning Practices
SFIS implements inclusive teaching strategies across all grade levels:

Differentiated instruction: Tasks adapted to students’ readiness, interests, and learning profiles
Scaffolding: Step-by-step support to build understanding and independence

Multimodal learning: Use of visual, auditory, kinesthetic, and digital tools

Collaborative learning: Peer mentoring, flexible grouping, and shared inquiry

Flexible assessment: Use of rubrics, portfolios, performance tasks, oral assessments

9. Identification and Support Process

9.1 Early Identification

e Observations, baseline assessments, and feedback are used to identify potential learning needs
as early as possible.

9.2 Learning Support Referral
e Teachers refer students to the Learning Support Team using observation notes and work

samples.
e Parents are consulted, and permission is obtained for additional screening or testing.

9.3 Individualized Education Plans (IEPs)

e For students with diagnosed or observed needs, IEPs are created collaboratively with families,
LS staff, and homeroom/subject teachers.
e |EPs are reviewed at least twice per year.

9.4 Review and Exit

e Students may exit LS when goals are met and consistent progress is demonstrated.
e An exit report is documented, and monitoring continues for a minimum of one term.

10. Access and Assessment Arrangements

SFIS ensures that students with learning differences can participate equitably in assessments by
providing:

e Extra time, breaks, or alternative scheduling
e Use of assistive technology (e.g., text-to-speech software)
e Modified formats (e.g., large print, oral presentation)



e Simplified instructions or translated support
e Reduced workload or alternative tasks

These adjustments are in line with both IB expectations and Thai MOE inclusive guidelines. All
accommodations are documented in the student’s IEP and shared with staff.

(Sources: IB “Access and Inclusion Policy,” 2018; Thai MOE Inclusive Education Framework,
2020)

11. Collaboration with External Professionals
SFIS may recommend or work alongside:

e Educational psychologists
e Speech and language therapists
e Occupational therapists

e Behavioral specialists

Referrals are made with parental consent. The cost of external services is the responsibility of the
family.

12. Inclusion in School Culture

The SFIS community celebrates diversity and promotes equity by:

e Marking International Day of Persons with Disabilities

e Providing IB Learner Profile awards that recognize empathy, caring, and open-mindedness
e Encouraging student-led advocacy through student council and PYP Exhibition

e Integrating SEL (Social-Emotional Learning) in daily classroom practice

13. Thai MOE Alignment

SFIS upholds the Thai MOE'’s inclusive education framework:

Non-discrimination based on physical, intellectual, or emotional differences
Support for students with disabilities in regular classrooms

Collaboration with parents and communities to promote inclusive attitudes
Documentation and reporting of inclusive practices to relevant Thai authorities

(Sources: Thai MOE “Inclusive Education Operational Manual,” 2015; Basic Education Act B.E.
2545)

14. Review Cycle

This policy shall be reviewed every year to ensure it:

e Reflects updates from IB and MOE authorities
e Meets evolving needs of the school population
e Is implemented effectively and consistently across school divisions

The Head of School, Learning Support Coordinator, and PLT will lead the review process in
collaboration with teaching staff and families.

15. Associated Policies

Admissions Policy
Assessment Policy
Language Policy
Academic Integrity Policy
Child Protection Policy



e Learning Support Procedures
16. References and Sources
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3) Physical Education and Sports Activities

Date Adopted: 28/12/2022
Review Date: July 2025

Our Philosophy

At Silver Fern International School, we believe that physical education (PE) is essential to the
development of the whole child, supporting not only physical health but also social, emotional, and
personal growth. In line with the International Baccalaureate (IB) Primary Years Programme
(PYP) and Thai Ministry of Education (MOE) standards, our Physical Education and Sports
Programme is designed to cultivate lifelong fitness habits, teamwork, and responsible citizenship
through structured movement, games, swimming, and PSPE (Personal, Social, and Physical
Education).

Purpose
Our Physical Education and Sports Policy aims to:

Promote physical well-being, motor skill development, and coordination.
Foster positive attitudes toward a healthy, active lifestyle.

Build social-emotional skills such as cooperation, fairness, and perseverance.
Provide inclusive, safe, and developmentally appropriate learning experiences.
Encourage learner agency through choice, challenge, and reflection.

General Guidelines
All students are expected to:

e Participate in all PE, swimming, and sports activities unless excused for medical reasons (with a
doctor’s certificate).

Wear the official SFIS sports uniform and appropriate footwear on PE days.

Bring proper swimwear, towel, and bag on swimming days.

Demonstrate respect, teamwork, and sportsmanship in all physical activities.

Follow all safety instructions and behave responsibly when using equipment and facilities.

Swimming Programme

Swimming is a key component of our PE curriculum. Supervised by certified instructors, it helps
students develop confidence, water safety awareness, and foundational swimming skills.

Safety Measures:

Students must follow all instructions from the swim coach before entering the pool.
No student is allowed in the pool area without direct adult supervision.
Non-swimmers or students with limited ability will use flotation devices, as advised.
Rough play or unsafe behavior in or around the pool is strictly prohibited.



Changing Protocols:

e Students must use designated changing rooms before and after swim sessions.
e Proper school swimwear is required.
e Wet items must be stored in a swim bag and not left around campus.

PSPE (Personal, Social, and Physical Education) Classes

These classes integrate movement with social and personal development in accordance with the 1B
PYP scope and sequence.

Dress Code:

e Students must wear the school PE kit: sports shirt, shorts, and athletic shoes.
e Jewelry and clothing that limit safe movement are not allowed.

Behavioral Expectations:

e Students must treat teachers and peers with respect.
e Full participation and effort are expected unless otherwise excused.
e Equipment should be handled properly, and any issues reported to the teacher.

Supervision and Instruction

All physical education and sports sessions are led by qualified instructors.
Teachers provide differentiated instruction based on student readiness and ability.
Regular observations help identify progress and support needs.

Student safety and well-being are our highest priorities.

Modifications and Inclusion

We are committed to inclusive education. PE activities may be adapted for students recovering from
illness/injury or those with physical disabilities. These modifications are made in consultation with:

e Parents/guardians
e School leadership
e Medical professionals (where appropriate)

No child is excluded from participation; rather, each is supported according to their ability and
circumstances.

Alignment with IB and Thai MOE Standards

This policy upholds the IB’s holistic learning model, emphasizing balance and well-being as
essential components of student development. It also meets the Thai MOE requirements for
physical education hours, safety standards, and health promotion as outlined in the Basic Education
Core Curriculum (2008).

Resources

IB PYP Personal, Social and Physical Education Scope and Sequence
Thai MOE Core Curriculum 2008 (EN version)

Healthy Children — Importance of Physical Activity

UNESCO Quality PE Guidelines

By supporting students’ physical development alongside their academic and emotional growth, SFIS
helps learners build healthy habits, resilience, and confidence for life. We appreciate your partnership
in ensuring students come prepared, stay engaged, and value movement as a joyful and important
part of learning.


https://www.ibo.org/globalassets/publications/become-an-ib-school/pyp-physical-education.pdf
http://backoffice.onec.go.th/uploads/Book/1038-file.pdf
https://www.healthychildren.org/English/healthy-living/fitness/Pages/Why-Exercise-Is-Wise.aspx
https://unesdoc.unesco.org/ark:/48223/pf0000233059







Overview of School Facilities and Resources

Date Adopted: 28/12/2022
Review Date: July 2025

Our Philosophy

Silver Fern International School (SFIS) is dedicated to providing a rich and stimulating learning
environment, supported by a wide range of high-quality facilities and resources. These are designed
to enhance students’ academic, creative, physical, and personal development. All community
members are expected to use these resources responsibly and respectfully.

In his influential work, Last Child in the Woods, author Richard Louv coined the term "Nature Deficit
Disorder" to describe the growing disconnection between children and the natural world, which can
impact well-being, focus, and emotional development. At SFIS, we recognize the importance of
reconnecting students with nature as part of a balanced education. To support this, our campus
features a small school farm and dedicated outdoor learning areas that give students hands-on
experiences with planting, growing, and caring for animals—fostering mindfulness, responsibility, and
a deep appreciation for the environment.

The SFIS campus includes:

Playgrounds — Separate age-appropriate play areas for Early Years and Primary students.
Agricultural Learning Area — Raised garden beds where students learn about planting,
growing, and sustainability.

Animal Learning Area — Chicken coops with hens and native chickens for observing animal life
cycles.

10. Nature Trail — An outdoor trail to explore local plants, insects, and ecosystems.

1. Library — A well-stocked library featuring leveled readers and books suitable for all age groups.

2. Chromebooks — Digital devices provided for student learning under teacher guidance.

3. Music Room — A fully equipped space with keyboards, ukuleles, recorders, and percussion
instruments.

4. Art Room — A creative space dedicated to visual arts and artistic expression.

5. Sports Facilities — A gymnasium, swimming pool, football field, and a variety of sports
equipment.

6. Makers’ Space — A hands-on area for innovation and creative problem-solving using tools and
materials.

7.

8.

9.

Student Responsibilities
As primary users of these resources, students are expected to:

Treat all materials and equipment with care and return them after use.

Use resources only as intended and under staff supervision.

Show respect to all living creatures in the gardens and animal areas.

Follow safety procedures when using sports equipment and the Makers’ Space.
Immediately report any damage, malfunction, or lost items to a teacher or staff member.

Consequences for Misuse

Misuse or damage to school property may result in the student being held responsible for repair or
replacement costs. Additional consequences may apply as deemed appropriate by the school



administration on a case-by-case basis.

A.

Boarding and Homestay Programme

Date Adopted: 28/12/2022Review Date: July 2025

Silver Fern International School offers a well-structured Boarding and Homestay Programme to
support families seeking residential options for their children. This program ensures a nurturing, safe,
and academically focused environment for students away from home.

Key Highlights

1.
2.
3.

10.
11.

12.

13.

14.

15.

16.

17.

Eligibility: Students from PYP 3 and above may apply. Each application is reviewed holistically,

including academic records, health reports, and emergency contact information.

Location & Transport: Housing is located just 5 minutes from campus in Makmai Village, with

daily school bus services provided.

Accommodation:

o Each home accommodates up to six same-gender students.

o Siblings may stay together regardless of gender, where appropriate.

Supervision:

o Every home is supervised by a trained House Parent, who ensures safety, academic support,
emotional well-being, and respectful living.

Meals:

o Lunch and dinner are provided by the school cafeteria.

o Breakfast is prepared and managed by the House Parent.

o Special dietary needs are respected and monitored.

Life Skills Education:

o Students learn self-care, hygiene, time management, and basic household responsibilities
under the guidance of their House Parent.

Academic Support:

o Evening study hours are scheduled and monitored.

o House Parents provide homework assistance and foster independent learning habits.

Safety & Well-Being:

o A 24]7 emergency response system is in place.

o Both House Parents and school administrators maintain regular safety checks and parent
communication.

Student Conduct:

o Students are expected to uphold the SFIS Code of Conduct at all times.

o Disrespectful or harmful behavior may lead to disciplinary actions, including removal from the
program.

Communication with Families:

o Weekly reports on student well-being, academics, and behavior are shared with families.

Recreation & Balance:

o Structured weekend activities and excursions are offered for full-time boarders, promoting
holistic growth and social engagement.

Flexible Options:

o Full-time and part-time boarding available, with meals and services tailored accordingly.

Health Care:

o Students must have updated medical records.

o In emergencies, the House Parent coordinates with the school nurse or local health
facilities.

Privacy & Respect:

o All students are entitled to personal space, and their belongings are respected.

Curfew & Visitation:

o Set curfews ensure proper rest and structure.

o Visitation hours are established and monitored for safety.

House Rules:

o Each home follows clearly communicated rules, aligned with school values and respectful of
cultural and personal differences.

Grievance Policy:

o A confidential process allows students to report concerns to school leadership. All complaints
are taken seriously and addressed fairly.



The SFIS Boarding/Homestay Programme is thoughtfully designed to foster independence,
resilience, and a sense of community, while ensuring each child’'s safety, health, and academic
success. We aim to provide a second home that mirrors the values and care of family, aligned with IB
and Thai MOE standards.

B. Library Policies and Procedures

Date Adopted: 28/12/2022
Review Date: July 2025

Our Philosophy

At SFIS, we view the library as a central hub for inquiry, creativity, and lifelong learning. It supports
the development of the IB Learner Profile, particularly by fostering inquiring, knowledgeable, and
reflective students. By encouraging respectful and responsible use of our resources, we aim to
nurture a love for reading, independent thinking, and academic honesty.

Library Hours

The Silver Fern International School Library is open daily from 7:30 a.m. to 3:45 p.m. Students in
PYP 1 through MY 1 are welcome to visit the library from 7:30 to 8:00 a.m. each morning for book
checkout. Students may also borrow books during their scheduled weekly library session. Teachers
and staff are encouraged to visit the library at any time or may request materials through the librarian
directly.

Library Access and Scheduling

Students from PYP 1 to MY 3 attend library sessions once a week as part of their rotating special
subjects schedule. During these visits, students:

Listen to and read stories

Learn library and information literacy skills

Explore digital resources and technology tools
Check out books for personal or academic interest

Each student may borrow one book at a time for a period of two weeks, with the option to renew if
the title is not on hold for another student. Special permissions may be granted for additional books
as needed for school assignments.

Student Conduct in the Library

All students are expected to maintain a respectful and calm environment while using the library.
Expectations include:

General School Rules:

Follow directions the first time they are given.

Keep hands, feet, and belongings to yourself.

Show respect to all staff, visitors, and property.

Raise your hand and wait to be acknowledged before speaking.
Practice active listening and cooperation.
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Library-Specific Rules:
1. Treat all books and library materials with care.

2. No food or drinks are allowed inside the library.
3. Return borrowed items on time and in good condition.

Book Checkout Guidelines
Students (PYP 1 - MY 3):

e May check out one book per visit.



e Books are due in two weeks and may be renewed for an additional week, unless reserved by
another student.

Faculty & Staff:

e May check out an unlimited number of materials as needed.

e All media, reference, and AV materials must be signed out at the circulation desk if taken out of
the library.

e Items should be returned promptly to ensure availability for others.

Reference and Special Materials

e Reference Books: Students may use reference materials in the library only. Teachers may
borrow these for classroom use as needed.

e Audio Visual Materials & Equipment: These may only be checked out by staff. Students are
not permitted to borrow these items.

e Periodicals (Magazines & Newspapers): Students may read these on-site. Only staff may
check out periodicals. Back issues are available upon request at the circulation desk.

Overdue, Lost, or Damaged Materials

e Overdue Notices: Sent home periodically. SFIS does not charge late fees for overdue items.

e Lost or Damaged Books: Families are responsible for the replacement cost of lost or
damaged items, as stated in the overdue notice.

e If alost book is found and returned in good condition, the fee will be refunded.

e Students with outstanding library fees or unreturned books may lose borrowing privileges and
may not receive their final progress report until the issue is resolved.

C. Nutrition and Wellness

Date Adopted: 28/12/2022
Review Date: July 2025

Our Philosophy

At Silver Fern International School (SFIS), we believe that proper nutrition plays a vital role in
students’ physical health, emotional well-being, and academic success. As a culturally inclusive and
health-conscious school, we are committed to offering meals that are nutritious, safe, and respectful
of the diverse dietary needs and cultural backgrounds of our students.

1. School Meals and Dietary Guidelines
We provide students with:

e A buffet-style lunch
e Two nutritious snacks daily (morning and afternoon)

Meals are planned to include a balanced variety of:

Proteins

Whole grains and carbohydrates
Fresh fruits and vegetables
Dairy or plant-based alternatives

Menus are created with input from nutritionists and culinary staff to ensure age-appropriate nutrition
and energy for learning. Whenever possible, we use locally sourced and seasonal ingredients,
promoting sustainability and supporting local farmers.

2. Cultural and Religious Considerations

SFIS values diversity and is committed to respecting cultural and religious dietary practices. We
provide inclusive meal options for students following:

e Halal, Kosher



e Vegetarian or Vegan diets
e Other specific needs as communicated

Separate preparation areas and utensils are used to prevent cross-contamination, and staff
members are trained in maintaining the integrity of each meal served.

3. Allergy Management and Safety

Your child’s safety is a top priority. We maintain a detailed allergy management system that
includes:

e Identification of students with food allergies or sensitivities

e Staff awareness and training to recognize allergic reactions

e Emergency protocols in place for immediate response
Parents are encouraged to inform the school promptly about any changes in allergy status.
4. Food Safety and Hygiene

Our food services follow strict hygiene protocols in line with international food safety standards
and local health regulations:

e Daily kitchen sanitization

e Proper food storage and refrigeration

e Regular staff training in food handling, safety, and cleanliness
All meals are prepared under closely monitored conditions to ensure freshness and safety.
5. Education and Cultural Appreciation

Beyond nutrition, we see mealtimes as an opportunity for learning and community building.
Students participate in:

e Cultural food days and tasting events
e Nutrition awareness activities
e Workshops for parents and students on healthy eating and global cuisines

These experiences promote respect for different cultures, encourage healthy habits, and build a
shared sense of community.

6. Communication and Continuous Improvement

Transparency is important. Menus, ingredient details, and allergy information are shared through:
e Newsletters
e The school website
e Parent communication apps

We welcome parent feedback and continuously review our meal service based on community
needs. Suggestions and concerns can be shared with the school administration at any time.

At SFIS, we are proud to provide a dining experience that supports every child’s well-being, respects

individual choices, and contributes to a positive, inclusive school culture. Thank you for partnering
with us in ensuring that our students are nourished, safe, and ready to learn every day

School Community

A. Operations Team

Silver Fern International School is led by a team of dedicated professionals with diverse expertise in
education, leadership, and school operations. This team is responsible for overseeing the daily
functioning of the school and upholding our commitment to high-quality, holistic education.



Chairperson: Mrs. Chutima Sutthiprapha

Head of School: Mrs. Rizwana Amin

Thai Principal: Mrs. Thongbai (Neung) Sawadpon

IB Coordinator: Mr. Alexander Van Beek

Operations Manager: Mr. Borvorndham (Nong) Sriyongyos
Human Resources Officer: Ms. Amily Chaiyakhun

The Operations Team ensures that the school aligns with both IB expectations and Thai Ministry of
Education (MOE) regulations, while continuously enhancing the learning environment for all
students.

B. Parent-Teacher Association (PTA)

At SFIS, we value strong family-school partnerships. Our Parent-Teacher Association (PTA) plays a
key role in building community, fostering collaboration, and supporting school improvement initiatives.

e Annual Elections: Each year, one parent representative is elected from each class through a
transparent, democratic process.

e Active Collaboration: PTA representatives work closely with teachers and administrators to
share feedback, plan events, and address student and parent needs.

e Inclusive Representation: The structure ensures that every class has a voice and that diverse
perspectives are considered in decision-making.

e Parent Engagement: Through PTA meetings, workshops, and school events, parents stay
actively involved in enhancing the learning experience for all students.

This partnership strengthens our community and aligns with the IB’s emphasis on collaboration
and open communication, fostering a positive and inclusive environment.

Parent Complaint Procedure

Date Adopted: 28/12/2022
Review Date: July 2025

Our Philosophy

As an IB World School offering the Primary Years Programme (PYP), Silver Fern International School
is committed to fostering a culture of respect, transparency, and continuous improvement. This
complaint procedure aligns with the IB's standards and practices, particularly those that promote a
positive school culture, clear communication, and active engagement of all stakeholders.

Purpose

To ensure that all concerns raised by parents/guardians are addressed fairly, respectfully, and in a
timely manner, and to promote mutual understanding and resolution in alignment with IB expectations
for ongoing reflection, inquiry, and accountability.

IB-Aligned Principles

e Respect for All Voices: Upholds IB’s mission to value each stakeholder’s perspective.

e Open and Ongoing Dialogue: Encourages resolution at the lowest possible level first.

e Transparency and Documentation: Ensures consistent and traceable processes for IB review
and self-study.

e Supportive School Culture: Strengthens parent-school partnerships through reflective practice.

e Compliance with Thai Law and IB Standards

Complaint Resolution Process



Step 1: Informal Dialogue (Teacher Level)

Contact: Homeroom or Subject Teacher

Action: Parents are encouraged to raise concerns directly with the educator involved.
Timeline: Within 5 working days of the issue

IB Connection: Supports Standards C1 and E2 (Promoting a positive culture through
relationships and communication)

e Documentation: Teacher may record outcomes for internal use

Step 2: Programme Level Resolution (PYP Coordinator)

e Contact: PYP Coordinator

e Action: If unresolved, parents may submit a Parent Complaint Form (available online or from
the front office).

e Response Time: Initial reply within 5 working days; resolution targeted within 7 working days

e IB Connection: Standard D1 and E1 (Programme leadership responds and reflects)

e Documentation: Written response and file retained for internal review and IB self-study

Step 3: Senior Leadership Review (Head of School)

e Contact: Head of School

e Action: Written complaints that remain unresolved can be escalated to the Head of School for
final school-level resolution.

e Response Time: Within 7 working days

e IB Connection: Standard A4 (The school has structures for decision-making and conflict
resolution)

e Documentation: All decisions documented and added to school-level complaint records for
accountability

Step 4: Governing Body Appeal (if applicable)

e Contact: Chair of the School Board

e Action: For unresolved or serious matters, a written appeal may be submitted to the School
Board.

e Timeline: Acknowledgment within 5 working days; response within 15 working days

e IB Connection: Standard A3 and E3 (Involving governance and supporting transparency)

e Outcome: Board decision is final; documentation stored for IB evaluation

Special Categories

e Child Protection & Safeguarding: All complaints relating to student welfare will be redirected
immediately to the school’s Thai Principal.

e IB Programme-Related Issues: If the concern is specifically related to PYP delivery, curriculum,
or IB practices, the PYP Coordinator may initiate a review using the school's reflection tools to
inform 1B self-study reports.

e Anonymous Complaints: These will be handled with discretion, considering the credibility and
seriousness of the concern.

Communication Tools

e Parent Complaint Form: Available at reception and school website
e Contact Channels:

o Head of School: riza.a@silverfer..ac.th

o Thai Principal: thaiprincipal@silverfern.ac.th

o PYP Coordinator: alex.v@silverfer.ac.th

o School Office: +66 099 467 1222
e Office Hours: 7:30 am — 5:00 pm

Continuous Improvement

e Complaints are tracked and reviewed periodically as part of the school’s internal review process
and IB Programme Evaluation preparations.

e Trends and patterns (not individual cases) may inform updates to teaching practices, community
engagement strategies, or the school's Self-Study Report.


mailto:riza.a@silverfer..ac.th
mailto:thaiprincipal@silverfern.ac.th

Parent Partnership
Silver Fern International School believes in nurturing lifelong learners through mutual respect and

constructive collaboration. We appreciate the commitment of parents in helping us build an inclusive,
inquiry-driven, and globally minded learning community.

Smart Devices & Gadget Use Policy

Academic Year: 2025-2026
@ Purpose

To ensure the safe, ethical, and balanced use of smart devices (e.g., iPads, smartwatches,
tablets) within the classroom environment, supporting learning while prioritizing student well-being,
digital responsibility, and classroom engagement.

¢ Philosophy

As an International School, we value inquiry, digital citizenship, and learner agency, while
promoting balance and self-discipline. Technology is a valuable learning tool when used
purposefully and ethically. However, it should never become a distraction or disrupt learning.

. Scope of the Policy
Applies to all SFIS students and covers the use of:

iPads and school-approved tablets

Chromebooks

Smartwatches and regular watches

iPhones or other smart phone devices

Other personal digital gadgets or wearable tech (such as audio devices)

Permitted Use in School

Device Allowed For

Schoolwork, research, reading ebooks, differentiated learning assignments,

IPads/Tablets learning apps (approved by teachers/school)
Chromebooks Schoolwork, research, reading ebooks, differentiated learning assignments
Audio Devices Designated reading/listening activities (requires teacher approval)

X Not Allowed During School Hours

Texting, calling, or chatting via smartwatches or tablets.
Taking photos or videos without teacher permission.
Playing games or using social media on any device.

Using gadgets during recess/lunch unless teacher-directed.



e Wearing or using any personal gadget not approved by school.

“, Rules & Expectations

e All devices must be placed in school bags prior to entering homeroom period, including
smartwatches. Students are permitted to wear regular watches (those without smart features)
throughout the school day.

e Devices must be kept in school bags unless a teacher allows usage for a specific learning
activity.

e iPadsl/tablets must be brought fully charged, used only for schoolwork, and handled with
care.

e No personal hotspots, VPNs, or unapproved apps.

e Students should demonstrate responsibility, respect, and integrity when using devices (1B
Learner Profile).

2t Consequences of not following Rules & Expectations

First Violation Verbal reminder and discussion with the student

Second Violation Device temporarily taken and returned at end of the day

Third Violation Parent notified; device kept in school office for 1 week or until meeting
Repeated Violations Device no longer allowed for a period;_disciplinary action may follow

Parent Responsibilities

Discuss this policy with your child and encourage ethical digital behavior.
Ensure devices brought to school follow school guidelines.

Monitor apps, usage, and content installed on your child's gadgets.
Ensure all devices are labeled and insured if necessary.

¢ Privacy & Security
e Students should never share passwords or personal data.
e Devices used in school are subject to monitoring to ensure safety and appropriateness.

e Cyberbullying, misuse of camera or communication apps, or inappropriate content will result in
serious consequences in line with the school’s policy.

Policy Review

This policy will be reviewed annually to reflect changing technology and educational needs, with
feedback from students, teachers, and parents.

Acknowledgement Form
Silver Fern International School - Parent Handbook 2025-2026

I, the undersigned, acknowledge that | have received, read, and understood the Silver Fern
International School Parent Handbook for the academic year 2025—-2026.



| understand that this handbook outlines important information regarding the school’s policies,
procedures, expectations, and programs, including but not limited to:

Academic curriculum and assessment

School timings and attendance policies

Health, safety, and child protection protocols

Digital use and library rules

Behaviour expectations and the code of conduct
Boarding/Homestay guidelines (if applicable)
Physical education, meals, and wellness procedures
IB Learner Profile and philosophy

| agree to support and comply with the school’s guidelines and work collaboratively with the school to
ensure the well-being and academic success of my child.

Student Name:
GradelYear Level:
Parent/Guardian Name:
Relationship to Student:
Signature:
Date:

Please sign and return this form to the homeroom teacher or school office by the first week of
school.






We require all staff members to review and acknowledge the policies,
responsibilities, and expectations outlined in this Staff Handbook. This
ensures that all employees contribute to a safe, inclusive, and professional
environment aligned with the school’s mission and the IB philosophy.

Staff Handbook
Agreement

_______________________________________ , staff member of Silver
Fern International School, have read and reviewed the Staff Handbook for the
2025-2026 academic year. | acknowledge and agree to the following:

| understand and will adhere to the school's code of conduct,
professional expectations, and working hours.

| agree to comply with attendance, punctuality, and leave policies as
outlined.

I will uphold the safeguarding, child protection, and health and safety
protocols at all times.

I will support and implement the school’s curriculum framework,
assessment policies, and inclusive practices.

| acknowledge the dress code and professional attire requirements.

I will maintain respectful, timely, and constructive communication with
students, parents, and colleagues.

| understand and accept the procedures for performance evaluation

and professional development.
| understand that failure to comply with any school policies may result in administrative
review and appropriate consequences in accordance with school and legal guidelines.

0000000

Emergency Contact Information (For Staff File)

Primary Contact: Secondary Contact:
Name: Name:

Relationship: Relationship:

Phone Number: Phone Number:

Note: Any updates to emergency contact information must be submitted in writing to
the HR/Administration Office.

Staff Signature
Staff Name:

Signature:
Date:







