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AISM History & Overview

The American International School of Monrovia AISM, formerly known as the American Cooperative
School, has a rich history on the continent that dates as far back as the 1960s. The school was
formed as a partnership between the American Embassy and the Liberian Community. AISM has
been a stable educational institution that has provided a safe and high achieving academic
environment for students for generations. We continue to expand the school and build on this
solid foundation.

Liberia has had its challenges with civil war and serious public health concerns, however, through
it all, the country has maintained a resilience and a community spirit that endures. The American
International School of Monrovia is a modern air-conditioned facility that, in the future, could once
again enroll well over 600 students. Presently, there is ample classroom space for all of our
students. In addition to the main school building, our facilities include a basketball court,
gymnasium, and a soccer/baseball field. The school curriculum is American that utilizes AERO
standards that are aligned with the Common Core. AISM is accredited by the Middle States
Association of Colleges and Schools for Grades K-9 with plans to expand to K-12 in the upcoming
year. AISM is synonymous with learning, legacy, and leading. We welcome you to work with us as
we continue this tradition.

Vision, Mission, & Beliefs Statements

Vision

With a strong history, community partnership and given the right tools and support, every student
is capable of succeeding and exceeding their expectations.

Mission

The American International School of Monrovia’s mission is to offer its present and ever-changing
student population a challenging curriculum (designed to meet or exceed U.S. standards), while
enabling AISM’s student body to achieve their full social, intellectual, emotional and physical
potential. Our intellectual community teaches values and good manners, is dedicated to
academic excellence, demands responsibility and promotes the power of collaboration, creativity
and critical thinking.
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Philosophy
The American International School of Monrovia is committed to providing a high quality English
language education, rooted in an American oriented curriculum for students from a wide range of
nationalities and cultural backgrounds, within the city of Monrovia, Liberia.

The School pledges to maintain educational excellence and, in order to reach this goal, will:
● Provide a safe, nurturing and friendly environment for all students.
● Recognize the uniqueness and worth of each child.
● Teach the information, skills and processes that prepare students to function effectively in a

rapidly changing world.
● Encourage students and cultivate in them an inquisitive nature as well as the love of

learning so that both become life–long activities.
● Teach students the methods and disciplines necessary to be able to utilize

effective study habits for the rest of their lives.
● Provide instructional programs that stimulate and challenge students, providing for their

present and future needs, while consistently stretching the limits of their abilities.
● Help and encourage students to develop personal values, which enable them to be

responsible members of society and as such to make their own decisions as informed
individuals.

● Impart an understanding of the complexity and interdependence of people, cultures and
the environment.

● Take advantage of the cultural diversity within the School and the community.
● Make full use of the opportunities and resources available to the school in any country.
● Be aware of the often-transient nature of our pupils and prepare them to transfer

successfully to any other of similar level and quality educational institution.
● Encourage and recognize the importance of cooperation and communication between

home and school

Teacher Commitment

Teachers are committed to the following valued behaviors:

● Having  a student-centered learning environment
● Providing a safe, supportive, stimulating learning environment for all students
● Being open minded and sensitive to cultural diversity
● Being punctual to class and to supervisory responsibilities
● Having timely and open communication with parents
● Being loyal to their colleagues and to their school
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Parent Partnership
In order to help students develop to the best of their potential, AISM believes that a home-school
partnership is vital. To assist us in this partnership, parents can:

● Communicate directly with the teacher when there is a question or problem
● Support school and classroom rules and expectations
● Take an active interest in what students are doing in class
● Provide necessary supplies and materials
● Attend Open House and Parent Conferences
● Become an active, positive member of our AISM community
● Embrace and support the school’s Mission, Values, Philosophy and Strategic Plan
● Respect and abide by the school’s policies, rules and procedures
● Support the school’s curriculum and programming efforts
● Support the fundraising efforts of the school, which help enhance the school’s programs

and will support future endeavors as deemed necessary by the Board of Trustees

Student Responsibility
Students are responsible to:

● Attend school regularly,  be punctual, and abide by school and class rules
● Be prepared to learn and do your best
● Meet academic expectations
● Be kind, respectful of people, property, and  the rights of others
● Cooperate with school staff at all times

Governance and Accreditation

The American International School Of Monrovia is governed by a nine member Board of Trustees
and has responsibility for all matters related to the governance of the American International
School of Monrovia. In implementing its primary legislative function the Board shall establish such
policies and Bylaws as may be required for the proper and efficient operation of the School. The
school's director and a representative of the U.S. Ambassador, are ex-officio members of the
board. The board works through a variety of committees, which include Finance, Building and
Grounds, and Policy.

AISM is fully accredited by the Middle States Accreditation (MSA), MSA is a voluntary,
non-governmental membership association that defines, maintains, and promotes educational
excellence across institutions with diverse missions, student populations, and resources. To
continue accreditation, AISM must maintain all standards specified by the accrediting agencies.
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Administration and Educational Team

The school is administered by the director, who is responsible for the organization, operation, and
overall  management of the total school program. The administrative teams are listed below:

Administration

Dr. Bobbi McDaniel Director

Allison Mallory Middle & High School Counselor &
Administrator

Serdia Holcombe Elementary School & IT Administrator

Administrative Office Team

Nyemah Gbonyea Administrative Assistant

Randulf Barrosa IT Support Coordinator

Business Office

Arun Gopalan Finance Manager

Operations & Maintenance Team

Renjith Haridas Facilities Manager

George Sando Maintenance Supervisor

Felicia Weeks Custodian Supervisor & Procurement
Officer
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Student Services

Viola Johnson Learning Support & Student
Information Systems Administrator

Andre Parchment Elementary Guidance Counselor

Allison Mallory MIddle & High School Guidance
Counselor

Elken Gondea Nurse

Faculty and Staff

Elementary Teachers Position

Sara Metwary Pre-Kindergarten & French

Najja Harding Kindergarten

Rosia Snow Grade 1

Kirpa Rai Grade 2

Gabriela Cabrera Grade 3

Kerry Kay Rowe Grade 4

Xena Nam Grades 5 & 6

Aicha Kaba Art

Matsue WIles Physical Education

Lama Hajj French

Middle & High School Teachers Courses

Siji Binoy Pre-Algebra, Algebra, Geometry

Anne Cirelli English Language Arts & Spanish

Kirpa Rai Pre-AP English
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Andrae Parchment AP Psychology & World History

Xena Nam Biology

Suba Srikumar Integrated Science

Lama Hajj Theatre

Sajida Moussa Art

Maia-Joi Headley Physical Education & Athletics Director

Lily Edinam Botsyoe Instructional Technologist

Admissions
General Admissions Guidelines

Students are admitted to AISM after parents complete the necessary Admission Form that
includes the students’ former report cards, health and vaccination records, recommendations,
and other pertinent information. Admittance is subject to final approval by the Director and/or
Admission Committee. The full application procedure can be found at
https://aismonrovia.openapply.com/

The following policies are in effect concerning admission to AISM: Students must be 3 OR 4 years
old on or prior to October 31sr the year they enterPre-Kinder and students must be 5 years old on
or prior to October 31st the year they enter Kindergarten.

Students who are entering the Pre-Kindergarten Program must provide the school with
vaccination records.

Other Admissions Guidelines

The admittance of children from the diplomatic community will take precedence over children of
non-diplomats when the class limit of twenty has been reached.

Students who come from a local Liberian institution (on a different academic calendar) will be
evaluated over a two-month period. At the conclusion of this time period, a determination will be
made as to the placement of the child and the acceptance of credits from the previous school.
The children will be placed in the appropriate grades based on their age and academic level.
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The school is presently not staffed to meet the needs of children with moderate to severe
disabilities. A child will not be admitted if they require an Individualized Education Program that
our present staff is not able to fully and adequately meet.

Students who have a record of disciplinary problems will not be admitted, and current students
can be dismissed for similar reasons as per school policy.

The medium of instruction at AISM is English. In order for students to progress academically, they
must be able to communicate in the English language. Parents of students who are admitted with
an English proficiency below what is needed in class may be asked to provide additional tutorial
support after school.

Learner’s Profile
An AISM Learner demonstrates:

A - Academic Achievement: AISM encourages meaningful teacher-student relationships that will
inspire students to possess a positive mental attitude about learning. Coupled with engaging
students in active learning, students are challenged to perform and achieve their full academic
potential.

I - Integrity: At AISM we recognize that our students will become the leaders of tomorrow and as
educators we are aware that our future leaders must lead with integrity. Teachers make integrity
the norm in their classrooms by establishing and modeling a clear set of values and acting in
ways that support those values.

S - Service: At AISM we foster the relationship between school and the community. Service is an
incredible way for students to learn about fundamental concepts such as giving and
collaborating. It not only prepares students in the classroom, but gives them valuable insights into
the community and practical application of their knowledge in the real world.

M - Motivation: AISM strategy is to help students discover personal connections between their
lives and what they are learning. Teachers walk students through making the link between
important aspects of their lives by thinking about their interests, hobbies, and personal goals and
what they are learning at school to increase their motivation.

Attendance
In order to be successful in their educational program, students need to attend classes every day.
While an occasional absence will not affect a student’s development, repeated or extended
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absences may. It is expected that parents plan holidays around the school calendar in order to
convey the message to students and teachers that you, as parents, value their work and efforts.

Absences

When your child is absent from school, please call the school early in the day to inform us that this
is the case. For security reasons we want to ensure that your child is safe and not unattended
between home and school.

Tardiness: Parents must ensure that students arrive at school no later than 7:55 a.m. for grade
level homeroom.  Classes begin at 8:00 a.m. promptly.

Planned Absence: Planned absences while school is in session are highly discouraged. If the
necessity arises, parents are asked to give the office and teachers several days notice.

Vacations and Other Extended Absences: Parents are encouraged to arrange their vacations to
coincide with the school’s calendar. When this is impossible, parents are asked to notify the office
and teachers immediately to arrange assignments for the expected time of absence. It is the
responsibility of the students and parents to ensure that any material missed during the absence
is covered. Teachers are not required to take more than normal time to assist the student in
make-up work. When a student is absent due to sickness, arrangements can be made with a
sibling or another student to take the assignments home to the sick student. Please review policy
7.030 for absences greater than 10 days.

A student will not be readmitted to school following an absence without an email from the parents
to the office manager or student’s homeroom teacher. When a child is tardy they will also need to
report to the office first or they will not be admitted to the classroom.

School Day
The school day for students is 8:00 a.m. to 2:45 p.m. The After School Activities Program runs from
2:45 p.m. until 3:45p.m.

After School Activities Program (ASAP)
The school organizes an After School Activities Program for students in EYP and higher. These
activities are scheduled each afternoon from 2:45 p.m.-3:45 p.m. Most activities change on a
quarterly basis, and students are encouraged to change activities in order to experience a
wide-range of opportunities.
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Parent-Teacher Association
The PTA is an organization that supports the operation of the school and serves as a liaison
between the school and the parent community. The PTA also organizes several yearly
activities in order to:

● Bring the community together
● Raise funds to help improve the school programs and facilities

School Policies
Dress Code

● The AISM dress code is based on the AISM school uniform of traditional student polo shirts
with dark slacks or skirts. Jeans are also acceptable.

● Students may wear any color athletic shoes or the traditional black or brown shoes.
Sandals (flip-flops) or bare feet are not acceptable.

● Dark shorts may be worn. However, they must be of appropriate length (no more than 6
inches above the knee)

● Students are expected to have appropriate clothing for physical education classes.
Students are also expected to exhibit good hygiene.

● Hats may not be worn in the building.

Arrival and Departure

Upon enrollment all parents will receive a hanging tag for their vehicle rear view mirror. This
indicates to security to allow entry to our campus to drop off or pick up students.

School Dismissal and Pickup

● Please make certain that your child is picked up from school at the appropriate dismissal
time.

● Please keep in mind that young children may become upset if they are not picked up on
time.

● Kindly call the school’s office if you will be late.
● All Pre-Kindergarten students must be picked up from our campus by a registered adult.

Older siblings (under 18 years old) may not pick up Pre-Kinder students.
● No students of any grade level are permitted to go home with another student unless the

parent has sent in written permission beforehand or called the school’s office to inform the
Administrative Assistant or class teacher.

● Students are not permitted to make calls from the School Office at dismissal time to make
their social plans. All students are told to go home first and then make their plans with their
parents.
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Students who are on campus must be supervised at all times. Only students registered for and
participating in an activity may remain on campus after 3:30 p.m. All other students must either
be picked up by their parents or take the Embassy bus service home.

Cell phones, Personal Laptops, & Electronics

The use of cell phones, personal laptops/electronics are prohibited in the school buildings at all
times. Students may carry a cell phone, but it must be turned off during class time. Cell
phones/laptop/electronics not issued by the school are not authorized to be on the school’s
content filter. Parents are asked to remind students to keep cell phones in a safe place. AISM
cannot be responsible for lost/stolen/misplaced electronics.

Classroom Events

Activities other than those considered part of the curriculum will be kept to a minimum. For
example, birthday parties during academic hours are prohibited. AISM must maintain the integrity
of the curriculum. It is asked that classroom events be approved in advance by the Teacher and
Director.

Field Trips
AISM may offer field trips to a variety of locations throughout the school year. These trips are
extracurricular activities and are not mandatory. Students are encouraged to attend whenever
possible. Students who plan to attend a specific event must make a prior reservation and provide
a completed permission slip. Parents may be responsible for costs incurred while attending a
sponsored event, including, but not limited to: transportation, where provided, and meals.

● Students must meet the following criteria before they are permitted to attend a field trip:
● The student must comply with all school policies
● The student must not be under any conduct restrictions
● As always, students are expected to dress appropriately. It is inappropriate for students to

wear immodest, suggestive, unclean, vulgar, obscene, or distracting attire

Students should remember that when they are on a field trip or in any other public place in a
school related capacity, they are representatives of the AISM community. They should conduct
themselves in an appropriate manner at all times, as their conduct is a direct reflection on
themselves, their families, and their school. Students must comply with all school policies and
must follow the direction of the school staff supervising the event.
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Closed Campus/Emergency Closure

The AISM campus may be closed occasionally or for extended periods due to health or public
safety protocols or government mandates. The decision to close school shall be made by the
AISM Director or designated person who will provide information and public announcements to
the AISM school community.

The Director is authorized to announce the closing of School if actual or potential hazards
threaten the safety and well being of students or employees. The Director will use his/her best
judgment to also consult professional staff and/or other community agencies responsible for the
safety and well being of the community. The Director will, in addition, either inform and/or consult
with  the Chairperson of the Board of Trustees.

Instructional days lost due to emergency closings will be rescheduled through virtual learning
days, extended days or an extended year if necessary to ensure that the minimum number of
teaching days is met. The Board of Trustees will, with the recommendation of the Director, make
such a decision.

Academics

The American International School of Monrovia (AISM) is an independent, English-medium
international school which offers, in a nurturing environment, a rigorous, international, PK-12
curriculum enriched to reflect the needs and diversity of its international student body and
faculty.
AISM is fully accredited by the  Middle States Association of Colleges and Schools (MSA).

Instructional Language

AISM instructional language is in English with the exception of French or Spanish during Foreign
Language classes. In order for students to progress academically, they must be able to
communicate in the English language. Parents of students who are admitted with an English
proficiency below what is needed in class may be asked to provide additional tutorial support
after school.

Learning Support & Special Education Program

AISM does not have a full Special Education Department and can only accept students with mild
disabilities. The school is presently staffed to meet the needs of children with mild disabilities. A
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child will not be admitted if they require an Individualized Education Plan (IEP) that our present
staff is not able to fully and adequately meet. AISM is not currently equipped to provide
identification of students with special needs.

The goal of the AISM Learning Support program is to provide support to students experiencing
academic difficulties who are identified with mild learning difficulties or special needs, who may or
may not have an IEP. Academic support may be provided in the classroom or through pullout
sessions that match individual student needs appropriately. Pull out learning sessions may be
provided individually or in small groups depending on the needs of the students.

Curriculum & Course of Study

AISM consists of three academic divisions. Those divisions are divided into three distinct divisions:
Elementary division consists of the Pre-Kindergarten program to Grade 6. The middle and high
school school divisions consist of grades 7-8 and grades 9-12.
Elementary School.

Elementary School-PreK-6

Pre-Kindergarten

AISM offers a half day Pre-Kindergarten which combines a combination of classroom and
play-based curriculum for ages three and four year old students. Our program is designed to
prepare young students for kindergarten by teaching them to interact with peers and adults
appropriately, language and communication skills, early literacy and math skills, as well as
problem solving skills and understanding the nature of science. Students are given the
opportunity to express themselves creatively through art and exercise regularly through physical
education.

Kindergarten

AISM full day Kindergarten program is offered to students between the ages of five and six.
Students learn literacy, math, science, social studies, as well as art and physical education utilizing
AERO standards.

Grades 1-6

AISM Elementary Curriculum is a standards based curriculum using the AERO standards in
English/Language Arts, Math, Science, Social Studies, and exploratory subjects. All students in
grade 1-6 have classes in French, the Arts, including visual arts and drama. All students are
required to participate in  physical education.
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Middle School-Grades 7-8

The AISM middle school curriculum prepares students for high school. The curriculum uses the
AERO standards as a framework for all subjects.

High School-Grade 9-12

AISM high school is a college preparatory program for grades 9-12. Its curriculum guidelines
reflect the following goals:

● The curriculum will be standards-based (AERO) http://www.projectaero.org/ curriculum
with an international perspective.

● The curriculum will utilize Pre AP and AP classes in core classes whenever possible.
● The curriculum will provide a rigorous, challenging, and consistent program that will

capture students’ interests but will also prepare them for lifelong learning.
● The curriculum in each subject will reflect a coherent, orderly progression through the

grades with vertical and horizontal alignment.
● The curriculum will be reviewed and modified continuously by the professional staff.

For more information about the AISM curriculum, please see AISM High School Parent and Student
Handbook.

Class  Size

AISM class size is limited to 20 students or less. The AISM director will have the final decision
regarding classrooms with more than twenty students.

Academic Support

AISM does not have a full Special Education Department and can only accept students with mild
disabilities. The school is presently staffed to meet the needs of children with mild disabilities. A
child will not be admitted if they require an Individualized Education Plan (IEP) that our present
staff is not able to fully and adequately meet. AISM is not currently equipped to provide
identification of students with special needs.
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The goal of the AISM Learning Support program is to provide support to students experiencing
academic difficulties who are identified with mild learning difficulties or special needs, who may or
may not have an IEP. Academic support may be provided in the classroom or through pullout
sessions that match individual student needs appropriately. Pull out learning sessions may be
provided individually or in small groups depending on the needs of the students. In addition to
providing pullout sessions to identified students, the Learning Support administrator may provide
academic support to students experiencing academic difficulties or failing.

AISM will utilize a student-study team approach and follow a written  referral process for
identifying  students who will benefit from learning support. This team will include the classroom
teachers, elementary or secondary school administrators, and  the learning support administrator
who will discuss students of concern,  personal education plans and future actions. Teachers and
parents are encouraged to seek out the  assistance and resources provided by the teacher and
learning support administrator whenever learning questions arise.

Jupiter-Ed SIS and Learning Portal

The American International School of Monrovia, uses Jupiter Ed Student Information System and
Learning Portal ( Jupiter Ed) that allow parents to stay informed about their children’s progress
and students, about their performance.  All parents, and students, are expected to use Jupiter as a
communication tool between the home and school.

At the beginning of the school year, Jupiter Ed administrators will  email and post registration
information to parents and students new to AISM.

Chromebooks

AISM is a Bring your Own Device BYOD school. We recommend Chromebooks, which run Google
operating systems, were chosen for the American International School of Monrovia because of our
use of their applications for education. Google Apps is also GDPR compliant.  Parents are urged to
purchase  Chromebooks  to assist their students’ learning, both at home and at school.

We recommend Asus and Acer brands and a screen size no larger than 11.6 inches.  Chromebook
models have an automatic update expiration date of 5 years from the manufactured date.
Please make sure you buy the current year’s model to get the longest life out of your device.

Virtual Learning

When AISM is closed for health, safety reasons, or teachers’ professional development, our Virtual
Learning Protocol will be activated. Students will continue the learning process while at home.
Teachers will notify students and parents of their Virtual Class schedule and activities. Lessons
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may include on-line meetings and class activities, home assignments, and on-line assessments.
Students will be expected to submit assignments on-line.

Assessment Philosophy

Assessment is fundamental to improving student learning. It is the systematic collection of
information about student learning and the use of that information to create a continuing cycle of
improved teaching and learning. This process allows educators to gather information that reflects
levels of student achievement, and to give effective feedback to students regarding their learning.

The primary objectives of assessment at the American International School of Monrovia are to:

● Improve student learning
● Inform instruction
● Provide a tool for communication of student progress

At the American International School of Monrovia, student assessment is a key component of the
curriculum. It is geared toward improving rather than simply documenting student performance.

● We believe that teaching, learning and assessment of learning are interdependent, and are
essential to the learning process for students, teachers, administrators, and parents.
Therefore, all assessments are fundamental in improving student learning. It is a process
that allows educators to gather information that reflects levels of student achievement so
as to give effective feedback to students regarding their learning.

● We understand that standards and benchmarks - in terms of not just subject materials, but
also academic and personal skills - should be explicitly stated for all the courses that we
teach and the assessments we give. Moreover, we recognize that the standards are the
central element to unit design and implementation.

The following assessments are an integral part of information gathering at AISM

● Pre-assessments are given at the beginning of instruction to find out what students already
know, in order to plan the next stage of learning.

● Formative assessments (ongoing) provide feedback and information during the
instructional process, while learning is taking place. They are useful in making instructional
adjustments and interventions during the learning process.

● Summative assessments give students opportunities to demonstrate what they have
learned, by providing information and feedback at the end of the teaching and learning
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process. They can be written or oral, and used to evaluate the overall effectiveness of
instruction, school improvement goals, and student placement.

● Student self-assessments are interwoven throughout the daily learning to engage the
students in reflection and assessment on their own learning. The students are given
adequate time to reflect on their progress in all subject areas, including the attributes
expressed in the learner profile.

Grading Scale

Elementary School Division-Grade PK-6 Standards Based Grading

The AISM grading system for grade PK-6 is  based on teachers measuring the student’s progress
and mastery relative to specific learning standards. Our grading scale is measured from 5-1 with 5
rated as the top of the scale. Citizenship marks are given on the semester and final report cards.
The grading scale and citizenship key is below:

5 90-100 Outstanding proficiency and skill

4 89-80 Advance Proficiency and Skill-Consistently
demonstrates mastery of curriculum

3 79-70 Proficient-Regularly grasp and applies key concepts,
processes, and skills

2 69-60 Emerging proficiency: Beginning to comprehend and
apply key concepts, processes and skills

1 59-Below Novice: Insufficient progress toward proficiency
toward standard based concepts, processes, and skills

Citizenship Key

E Excellent
G Good
S Satisfactory
NI Needs Improvement

Pre-Kindergarten- Standards based grading. The report reflects three areas of growth:
intellectual, social and emotional.
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Grades K – 6

The AISM grading system for grade K-6 is  based on teachers measuring the student’s progress
and mastery relative to specific learning standards. Social and emotional growth is also reflected
in Kindergarten. Our grading scale is measured from 5-1 with 5 rated as the top of the scale

Middle and High School Grading

The AISM middle and high school grading is based on the traditional grading system which is
percentage based on a
100-point scale:

A+ 100-97% C+ 77-79.9% F 50-59.9%

A 96.9-93.% C 73-76.9%

A-  92.9-90% C-70-72.9%

B+ 89.9-87% D+ 67-69.9%

B 83-86.9% D 63-66.9%

B- 80-82.9% D- 60-62.9%

Citizenship Key for middle and high school divisions are the same as the citizenship key for
elementary divisions.

Progress Reports

There are two semesters of approximately weeks in length each. Report cards are available
on-line at the end of each semester. Reporting students’ progress is enhanced by parent
conferences throughout the school year.  Progress reports are available on-line to all students at
the midpoint of each quarter regardless of how the student is performing in class. Parents as well
as students may view their progress at any time on Jupiter Ed.

Honor Roll/Awards

Students in AISM may receive recognition throughout the school year and formal awards at the
end of the year. The criteria for all awards will be announced and posted to parents and students.
Each grade division shall establish an honor roll to publicly recognize high academic
achievement. Standards for selection to the honor roll and procedures for computation of
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averages are the responsibility of the director and should be developed so the same criteria and
standards are used throughout the school. The honor roll lists are to be published in school and
community newspapers when possible. Examples of recognition and awards may include but are
not limited to:

● AISM Awards- Achievement - Integrity - Service - Motivation
● Principal Award Honor Roll
● Director Award Honor Roll
● Teacher Award

Citizenship Code

The American International School of Monrovia promotes an environment where everyone is
expected to be a global citizen and is appreciated regardless of race, religion, personal beliefs, or
individual differences. All members of the school community are expected to be respectful at all
times.

Credit Accumulation (High School) (See High School Handbook for further information)

The following credits are required for graduation:

Course Requirement for AISM

English 4 units

Math 4 units

Science 3 units
Social Studies 3 units

Foreign Language 2 units

Physical Ed. 1 unit
Fine Arts 1 unit

Practical Arts 1 unit

Electives 5 units

Total Credits 24 units of credits
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Graduation Requirements

Students graduating from AISM High School are required to complete a minimum of twenty-four
(24) units of credits.
Participation in commencement is a privilege and not a right. Participants must meet all AISM
requirements for graduation. Additionally, those seniors who wish to participate must be paid in
full for school fees and without discipline obligations.

Standardized Testing

Standardized testing is administered each semester for students in Grades 2-10 using the
Measure of Academic Progress (MAP) Test. The MAP test is an adaptive test, taken on the
computer, with results available within a week of the closing of the test period. Results are sent to
parents shortly after the school receives them. Students in high school may take PSAT, SAT, ACT,
and end of course exams, which we use to measure student progress and evaluate our
programs. In Grades K-5, data is also gained reading, writing, and math assessments, and other
diagnostic tools.

Homework Guidelines

Homework is defined as preparation for class carried out independently by the student. It is
important for all students to do regular homework as well as special projects. The ability to work
successfully without supervision is valuable for intellectual development. Homework may be
designated by the teacher as no more than ten percent of the overall course or subject grade.
Student, teacher, parent, and administrative responsibilities regarding homework are listed below:

● Pre-Kinder/Kinder - may have homework on occasion
● Grades 1-3: 15 - 30 minutes per night
● Grades 4-5: 30 - 45 minutes per night
● Grade 6: 45 - 60 minutes per night
● Grade 7 : 1 hour 30 minutes a night
● Grades 8 & 9: 1 hour  30 minutes  - 2 hours a night
● Grades 10 : 1 hour 40 minutes a night
● Grades 11 & 12: 2 hours a night
● Advanced Placement Courses: 1 hour per night, per course

Student Responsibilities

Students need to be aware that keeping up with assignments is often crucial for success in their
courses. Reflection, practice, and synthesis of classroom material are essential for growth.
Students must take it upon themselves to fully understand each teacher’s expectations, with
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respect to assignments, at the beginning of a course and proceed to use assignments as a tool to
increase understanding and progress.

Students should:
● familiarize themselves with each course syllabus
● expect homework each night
● plan homework time
● use a planner to organize assignments
● turn homework and assignments in on time
● thoughtfully do their own work and not copy assignments
● reassess returned assignments and note all feedback
● makeup all assignments missed

Parent Responsibilities

Parents have a special responsibility to ensure that students prioritize schoolwork and complete
homework and other assignments. Additionally, parents maintain a vital connection between
home and school by contacting teachers, counselors, and administrators when their student is
experiencing difficulty with assignments.

Parents should:
● read course syllabi to learn about course requirements, individual teacher’s grading of

homework and frequency of assignments
● provide appropriate time, materials, and space
● contact teachers with questions and concerns
● contact school when a student has been absent three days or more to get homework

assignments
● ensure a balance between schoolwork and other activities

Parent-Teacher Communications

Conferences

Conferences are scheduled following the distribution of the first and third quarter progress
reports. Students are encouraged to lead the academic conference. This is a time for parents,
students, and teachers to talk about student progress and to plan strategies to help students be
more successful. Parents are also encouraged to schedule conferences at any time during the
year if they feel there is a need to do so. Conferences may be scheduled virtually or in-person
depending on health restrictions in place.
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Open House

Open House is scheduled at the beginning of the school year and is a time for parents to visit the
school on a less formal basis. Open House may be virtually if health restrictions have been
mandated. Teachers will have children’s work on display as well as materials used for daily
instruction. Open House is not a time for parents to discuss their own children and their progress.
Individual conferences may be scheduled with the teacher at any other time to meet this
objective.

In order to maintain a parent-school partnership for the students, it is important for all of us to
maintain good communication.

Promotion and Retention

Students will normally progress annually from grade to grade. Exceptions may be made when, in
the judgment of the professional staff, such exceptions are in the best educational interests of the
students involved. Exceptions will always be made after prior notification and explanation to each
student's parents/guardians, but the final decision will rest with the school Director. In High School,
courses will be looked at separately. If a required course has not been completed satisfactorily,
then the course will have to be taken again.

Academic Dishonesty (See also AISM High School Handbook)

Optimum learning takes place only when students approach their work with intention and
integrity. It is vital, therefore, that students are aware of situations that may arise whereby they are
tempted to act dishonestly, and of the consequences that these acts will result in. In order to
prevent situations where cheating or plagiarizing may take place; students will acquire skills with
respect to documentation of sources (bibliography, endnotes, and quotations) and studying.
Academic dishonesty including plagiarism will result in the student receiving a zero for the
assignment. Additional issues of plagiarism and academic dishonesty will result in a zero as well
as additional consequences, including the possibility of expulsion.

Plagiarism

● Plagiarism is the representation of the words or ideas of another as one's own in any
academic work. Examples of plagiarizing in an online course include, but are not limited to:

● Using unauthorized aids on an assignment, essay, quiz, or test
● Having someone, other than the student, complete an assignment, essay, quiz, or test
● Submitting another person’s work

25



● Submitting the same work for more than one course or assignment without prior written
approval from the instructor(s)

● Using copyrighted material without appropriate citation or copying software or media files
(such as music, movies, etc.) without permission

● Signing in to a live session for another student who is not present and/or leaving a session
without logging off or without indicating that you have “stepped away”

To avoid plagiarism, every direct quotation must be identified by quotation marks, or by
appropriate indentation, and must be cited properly according to the accepted format for the
particular discipline. Acknowledgement is also required when material from any source is
paraphrased or summarized in whole or in part in one's own word. Information that is common
knowledge, such as names of leaders of prominent nations, basic scientific laws, etc, need not be
cited; however, the sources of all facts or information obtained in reading or research that are not
common knowledge among students in the course must be acknowledged. In addition to
materials specifically cited in the text, other materials that contribute to one's general
understanding of the subject may be acknowledged in the bibliography.

Sometimes, plagiarism can be a subtle issue. Students should be encouraged to discuss any
questions about what constitutes plagiarism with the faculty member teaching the course. All
instructional staff is required to post an announcement on the plagiarism policy in their course of
study. The educators responsible for monitoring the student’s coursework can help to clarify any
confusion concerning the topic of plagiarism. Students that are found to be in violation of the
matter may be subject to failing the course.

Specific High School Policies

Students enrolled in grades 9-12 may have specific policies related to high school only. To view
specific high school policy, you are encouraged to view AISM’S High School Manual.

Discipline Policy

The purpose of the Discipline Policy is to create an effective learning environment in which the
rights of everyone are respected and the needs of all are fulfilled. The goal of the disciplinary
system at AISM is to stimulate self-discipline through reflection on how individual actions affect
others and to establish procedures on dealing with breaches of expected conduct.

General Conduct

Students enrolled in the school shall conduct themselves in a manner, which will bring credit to
themselves and the school. Conduct expectations have been established with the intent to
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guarantee the welfare and safety of everyone. Guidelines are designed to help promote
responsibility, reasonable order, and the good citizenship skills of each student.

Citizenship Code

The American International School of Monrovia promotes an environment where everyone is
expected to be a good citizen and is appreciated regardless of race, religion, personal beliefs or
individual differences. All members of the school community are expected to be respectful at all
times.

AISM strives to provide a safe and supportive environment for all of its students. Therefore, the
following behavioral expectations have been established:

● It is inappropriate to fight and/or physically abuse another person
● It is also always inappropriate to harm another person verbally
● To use language which is considered offensive on campus
● To take something that belongs to someone else
● To cheat, copy, and/or plagiarize
● To vandalize the school environment

Students’ Rights

Each student has the right to the following:

● A meaningful education based on high academic standards which meet the individual
needs of the student within the limitations of the American International School of Monrovia

● Physical safety and protection of their property, including the right to practical school
facilities

● Appropriate dialogue with teachers, counselors, administrators and other School personnel
● Protection from discrimination and harassment
● Due process procedures regarding their alleged involvement in an incident of misconduct

Disciplinary Actions

When students are disciplined in the classroom or are referred to the office for disciplinary
reasons, the student shall be advised as to the particular misconduct and the basis for
accusation and be given an opportunity to explain his/her version of the situation prior to any
action being taken  All staff, including the director, will apply these procedures.
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Corrective Action

Corrective actions are at the discretion of the Director but generally will follow the following steps:

● First offense: verbal warning, and possible further consequences as deemed necessary by
the teacher and/or director.

● Second offense: meeting with the director, and parents contacted.
● Third offense: one-day suspension.
● In the event of cheating, a student will not receive credit for the assignment or test.

Repeated misbehaviors will be treated more seriously.

Parent Notification

A parent or guardian will be contacted in a timely fashion, informing them when corrective
measures have been taken that involve loss of privileges, time outs, in school suspensions or other
similar actions. If a child is to be suspended from school, notification to the parent is required prior
to implementation.

Exception to the Procedures

Understand that immediate removal from the school premises without benefit of the above
procedures may be initiated by school personnel, should a student’s continued presence in the
school pose a danger to persons or property, or be an ongoing threat of disruption to the
academic process. The parent or guardian shall be so advised as soon as practical.

Student Affairs

Counseling Services

AISM employs a full time counselor for the high school division and a counselor that serves
students in the middle and elementary divisions. The counselors are available to students who
may have issues associated with academics, social, or emotional. Parents may contact their
children’s homeroom teachers to schedule an appointment for their children with the counselors.
Teachers may refer students to meet with counselors for conflict resolutions.
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Safety

Student safety is of primary concern toAISM teachers, staff, administration, and the board of
trustees. Regular maintenance of building facilities and play equipment, as well as routine school
maintenance all aim to make AISM a safe, nurturing environment for students of all ages. If you
have a safety concern, please contact the AISM office, your children’s homeroom teachers, school
nurse, the school administrator for elementary, middle/ high school division, or the director.

Unfortunately, accidents do happen at a school and students do get hurt. When this occurs, AISM
staff follow procedures to address the situation as best they can, which may include taking a
student to the school clinic, contacting the school nurse, or transporting to the hospital if parents
have signed the permission slip allowing for this.

Scheduled and unscheduled safety drills occur several times during the school year including fire
drills, intruder drills, and Safe Harbor drills.

Child Protection

Child abuse and neglect are concerns throughout the world and AISM is no exception. Child abuse
and neglect are violations of a child’s human rights, and are obstacles to the child’s education, as
well as to their physical and psychological development. We, at the American International School
of Monrovia, endorse the UN Convention on the Rights of the Child, of which our host country,
Liberia, is a signatory.

These two key articles are important, and we wish to draw your attention to them:

● Article 19 Protection from abuse and neglect
The State shall protect the child from all forms of maltreatment by parents or others
responsible for the care of the child, and establish appropriate social programs for the
prevention of abuse and the treatment of victims.

● Article 34 Sexual exploitation
The State shall protect children from sexual exploitation and abuse.

All staff employed at the American International School of Monrovia are required to report
suspected incidents of child abuse or neglect, whenever the staff member has reasonable cause
to believe that a child has suffered, or is at significant risk of suffering from abuse or neglect.
Reporting and follow up of all suspected incidents of child abuse or neglect will proceed in
accordance with administrative regulations, respective to this policy. Furthermore, cases of
suspected child abuse or neglect may be reported to the appropriate employer, to the respective
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consulate in Monrovia, to the appropriate child protection agency in the home country, and/or to
local authorities.

The American International School of Monrovia seeks to be a safe haven for students who may be
experiencing abuse or neglect, in any aspect of their lives. As such, the American International
School of Monrovia

● Will update and post AISM Child Protection Policy annually to our school’s web-site
● Will communicate this policy annually to students
● Will provide training for all staff
● Will make every effort to implement hiring practices to ensure the safety of children
● Will review the policy annually for compliance and effectiveness.

In the event of a staff member reported as an alleged offender, the American International School
of Monrovia will conduct a full investigation, following a carefully designed course of due process,
while keeping the safety of the child as the highest priority.

Nurse

AISM has a full-time school nurse on staff. In the event of illness or injury during school, the school
nurse will provide appropriate assessment and care of the student; will contact
parents/guardians concerning their child; and will recommend a referral to outside medical
personnel when necessary. In addition to being involved with health education classes and other
issues of public health in the school setting as they arise, the AISM school nurse may be involved
in coordinating health screenings for students and staff as necessary.

Student Dismissal for Health Reasons

Parents will be contacted and students may be may dismissed early if a student exhibits the
following symptoms:

● Temperature of 37.8°C (100°F) or above
● Diarrhea
● Vomiting
● Physical injury that needs further, immediate medical attention
● Persistent illness/discomfort that prevents normal participation in class activities

To be dismissed for medical reasons, a student must be assessed and given approval for
dismissal through the nurse’s office. Students may not simply call a driver to go home if feeling
unwell. If your child has been feeling ill or calls you complaining of illness, please refer him/her to
the nurse’s office. If you have particular concerns, feel free to call the nurse during school hours to
discuss the situation.
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Students may be excused from Physical Education if:

● They become ill or injured during the school day and the nurse determines they should
not participate
● They present a note from a parent/guardian or medical certification that explains
clearly the  reason, nature and duration of exclusion from PE

Parent-Guardian Contact

It is vital that parents submit all changes to parent contact information to the AISM office and
your child’s homeroom teacher to update the information in school records.

Medical Emergencies

First Aid for minor scratches, cuts, bruises, etc. will be administered by the AISM nurse. In the case
where a student is injured, but it is not a medical emergency, parents will be contacted to come to
school and take the child home or to a doctor and/or a clinic for further evaluation.

It is very important that parents make sure that emergency contact numbers are current.

Medications

If it is necessary for your child to take medication while at school, please do the following:

● Send a written note to the office informing us that this is necessary.
● Give the precise medication, time, and amount that should be taken.
● State that you are giving school personnel authorization to administer the medication.

Otherwise, students should not be taking any kind of medication at school.

Head Lice Procedure

Any students found to have head lice in school will be dismissed until head lice have been
eradicated. The student’s family will be contacted via  a phone call and they’ll be advised to treat
the condition promptly when their child arrives home. All classmates of a student found with lice
will receive a notice asking parents/guardians to check  everyone in the household and treat
those found with lice.
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Likewise, head lice discovered by the family should be reported to the school nurse so that
classmates can be advised to do head checks within their families. It is only with complete
community cooperation and good communication that we can quickly tackle the problem.

Privacy

AISM recognizes that all people have the right to privacy and will post privacy statements on the
school’s websites and communication sites for staff, students, parents, and site users. AISM will
obtain informed consent to publish photos, videos etc. before publishing. Consent forms will be
sent to parents at the beginning of the school year and to new parents as students enroll
throughout the school year.

AISM may receive information about students from previous schools. We will use this personal
data to:

● Support our pupils’ learning
● Monitor and report on their progress
● Provide appropriate pastoral care
● Protect and safeguard our pupils
● Assess the quality of our services

The personal data AISM collects includes contact details, national curriculum assessment results,
attendance information, any exclusion information, data regarding their next school or
educational institution, and personal characteristics such as ethnic group, any special
educational needs and disabilities  they may have, and relevant medical information. Information
will not be released without consent or to relevant persons.

AISM will not hold personal data for longer than necessary for the purpose for which it was
obtained. It should be noted that, if someone has a concern regarding the way in which the school
is handling data, this concern should initially be raised with the school by contacting the Director
or designated person.

Technology

Policy Context

Information technologies and resources are essential tools which can be used effectively to
support learning and creativity. They also bring opportunities for staff to be more creative and
productive in their work.  All users should have an entitlement to good, safe access to AISM ICT
and the internet. The computer network, Internet access facilities, computers and other ICT
equipment/devices bring great benefits to the teaching and learning programs at AISM and to the
effective operation of the school. The ICT equipment is for educational purposes appropriate to
this environment, whether it is owned, leased either partially or wholly by the school, and used on
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or off AISM campus The overall goal of AISM is to create and maintain a cyber-safety culture that
is in keeping with our values and with professional obligations. The Use Agreement includes
information about your obligations, responsibilities, and the nature of possible consequences
associated with cyber-safety breaches that undermine the safety of the school environment.

All students will be issued with a Use Agreement. Once a signed consent is returned to AISM,
students will be able to use the school ICT equipment and service.

Material sent and received using the network may be monitored and filtering and/or monitoring
software may be used to restrict access to certain sites and data including e-mail. Where a
student is suspected of inappropriate use, this will be reported to the staff. Where a personal
electronic device such as a mobile phone is used to capture inappropriate images, the device will
be confiscated and handed to AISM staff, or an investigating authority.

While every reasonable effort is made by AISM staff to prevent children’s exposure to
inappropriate content when using the AISM ICT system, it is not possible to completely eliminate
the risk of such exposure. In particular, AISM cannot filter Internet content accessed by your child
from home, from other locations away from school or on mobile devices owned by your child.
AISM recommends the use of appropriate Internet filtering software. Please contact the AISM
Director, if you have any concerns about your child’s safety in using the Internet and AISM ICT
equipment/devices.

Student Cyber-Safety Agreement (Strategies to Help Keep AISM Children Safe)
Parents/caregivers play a critical role in developing knowledge, understanding and ethics around
their child’s safety and safe practices regardless of the time of day. Being cyber-safe is no
exception and we invite you to discuss with your children the following strategies to help them
stay safe when using ICT at school and after formal school hours:

● I will not use school ICT equipment until my parents/caregivers and I have signed my Use
Agreement Form and the completed form has been returned to AISM.

● I will use the computers and other ICT equipment only for my learning.
● I will go online or use the Internet at school only when a teacher gives permission and an

adult is present.
● If I am unsure whether I am allowed to do something involving ICT, I will ask the teacher

first.
● If I have my own username, I will log on only with that username. I will not allow anyone else

to use my name.
● I will keep my password private.
● I will use the Internet, e-mail, mobile phones or any ICT equipment only for positive

purposes, not to be mean, rude or offensive, or to bully, harass, or in any way harm anyone
else, or the school itself, even if it is meant as a joke.
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● While at school, I will: attempt to search for things online that I know are acceptable at our
school. This would exclude anything that is rude or violent or uses unacceptable language
such as swearing. report any attempt to get around, or bypass, security, monitoring and
filtering that is in place at our school.

● If I find anything that upsets me, is mean or rude, or that I know is not acceptable at our
school, I will: not show others, turn off the screen and get a teacher straight away.

● Only with written permission from home and the school will I bring any ICT
equipment/devices to school. This includes things like mobile phones, iPods, games,
cameras, and USB/portable drives.

● Only with written permission from the teacher will I connect any ICT device to school ICT, or
run any software (eg a USB/portable drive, camera or phone). This includes all
wireless/Bluetooth technologies.

● The school cyber-safety strategies apply to any ICTs brought to school.
● To ensure my compliance with copyright laws, I will download or copy any files such as

music, videos, games or programs only with the permission of a teacher or the owner of the
original material.

● While at school, I will ensure it is safe before I put any personal information online. Personal
identifying information includes any of the following: my full name, my address, my email
address, my phone numbers, photos and tags of me and/or people close to me.

● I will respect all school lCTs and will treat all ICT equipment/devices with care. This includes:
not intentionally disrupting the smooth running of any school ICT systems, not attempting
to hack or gain unauthorised access to any system following all school cyber-safety
strategies, and not joining in if other students choose to be irresponsible with ICTs reporting
any breakages/damage to a staff member.

● If I do not follow cyber-safety practices the school may inform my parents/caregivers. In
serious cases, the school may take disciplinary action against me. My family may be
charged for repair costs. If illegal material or activities are involved or e-crime is suspected,
it may be necessary for the school to inform my parents and hold securely personal items
for potential examination.

Users who lose school equipment (including theft) will pay replacement costs. Users who damage
school equipment while acting irresponsibly or neglectfully, will pay repair or replacement costs.

Chromebooks

Students in grades 1-12 are required to have  approved Chromebooks .  Chromebooks are used at
school to  access information, communicate, and create content for their classes. The use of the
school device  varies based on the teacher and the specific learning activity. Students are
expected to bring the  devices (not the charger) to school fully charged and report technical
problems to the IT coordinator or IT administrator immediately.Take the time to  educate yourself
about the tools and resources that students are using and to talk with them about what is  done
online. Stay updated about internet safety. AISM has access to and actively monitors all student
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usage of resources  provided by the school. Please be reminded that students are held
responsible for what they post online to or about other members of the AISM community, even
when not on campus.

Communications

Emergency Information

In case of emergency, the Director is authorized to announce the closing of school if actual or
potential hazards threaten the safety and well being of students or employees. The Director will
use his/her best judgment to also consult professional staff and/or other community agencies
responsible for the safety and well being of the community. The Director will, in addition, either
inform and/or consult with the Chairperson of the Board of Trustees. Emergency announcements
may also be sent by the director or designated person, by other electronic mediums to the AISM
community. The following messaging systems may be used: Jupitered messaging system,
Whatsapp, email, or text messaging system.

Website & Social Media

The AISM Website, www.aismonrovia.org, will provide up-to-date information about events at
school, school policies and procedures, curriculum, etc. You can also find links on our website to
the Open Apply https://aismonrovia.openapply.com/ admission system, Jupitered student
information system https://login.jupitered.com, through the link bar. AISM currently has a social
media presence. Students' photos may also be on those outlets with permission.

Student Images on Website/On-Line

Before a student’s photo, video, or work can be published on-line, parents will have agreed to
allow publishing of student photos and  work.

Director’s Newsletter

The AISM director may publish the Director’s newsletter from time to time with information. The
intent of the Directors news feeds is to keep parents informed about school activities,
announcements, calendar changes, and general school news.
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Communications Protocol

If you have a complaint, comment, or concern about an event, activity, grade, report regarding
your child, please communicate directly with your child’s teacher first. The teacher is the first line
of communication to answer questions that you may have. If you find that you did not receive a
satisfactory answer from the teacher, you may communicate directly with the Elementary School
administrator or the Middle/High School administrator. If however you find that you did not
receive a satisfactory answer from the teacher or division administrator, you may contact the
director. If, in the unlikely event that you are still displeased with how a situation has been
handled by the director, you may appeal to the Board of Trustees in a written letter to the board
chair.

Finances

School Fees

The American International School of Monrovia is a non-profit organization that has the sole
purpose of providing a quality educational program for enrolled students. Student tuition fees
comprise over 90% of the revenue required to run the school’s short and long-term operations.
The school board sets the tuition fee for the school on an annual basis. The tuition and fee
schedule for the following academic year will be established according to estimated student
enrollments, available financial resources and budget requirements, no later than April 1st.

Before a student is admitted, parents/guardians will be advised of the current fees and procedure
for payment: The capital levy fee is paid once, at the time a student is accepted for enrollment at
AISM. All students will be assessed a full term’s tuition regardless of when they enroll in the school
for the academic year. Tuition may be assessed on an annual or biannual basis.

The school fees include the costs of classroom instruction, participation in the After School
Activities Program, the costs of basic classroom materials such as textbooks, workbooks,
construction paper, and any school required assessments. Students are required to provide their
own notebooks, pencils/pens, and other specialty items required by the individual teachers.

Withdrawal from AISM
Parents need to formally withdraw their children from school when they move, in order to receive
report cards and transcripts. Please present the school with a request stating the date the child is
to be withdrawn at least two weeks in advance. This will provide enough time to prepare
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transcripts and departure documents. Failure to give advance notice will delay these documents,
which will be necessary to enroll your child in the next school.

Upon a child’s withdrawal from school, the school will provide the parents with the original
documents in the student’s file, if requested. These documents include any parent deposited
documents or school generated documents. Please note that the school is not responsible for
providing any documentation that involves the Liberian Ministry of Education or other institutions.
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