
   
   
   

   
   

Student / Parent Handbook  

   
   
   
   
   

2009 - 2010  

   
   
   

  

   
   
   
   
   
   
   
   

The American School of Tangier  

 

   
Rev: Thursday, February 11, 2010 



 2 

   
   

Our Idea of Excellence  
   

The American School of Tangier was founded on several 
immutable principles, namely respect for classical education, 
determination to provide relevant and active learning in all 
subjects, a belief in one’s potential, and a respectful 
cooperation with the community. These principles have 
guided us since our founding and are deeply imbedded in 
our curriculum, way of life, and interactions with one 

another. While we may enjoy certain classroom autonomy 
and always cherish our independence, we must also always 
keep in mind our commitment to these founding principles.  
   
We believe in our students’ potential for growth. From its 
founding, the American School of Tangier devoted itself to 
developing each student’s individual potential to its fullest. 
We believe that each student can achieve personal 
greatness as human beings, leaders and professionals.  
   

From our inception, we have been a school of honorable 
behavior and ethical relationships. We work hard, teachers, 
students, administrators, members of staff, and board 
members but always fairly and with honor. We maintain 
continual respect and care for one another, value in and for 
the traditions of The Kingdom of Morocco, and attention to 
the best aspects of American culture.  
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Note from the Head of School  
   
AST Students and Parents:  
   

Since its foundation in 1950, the American School of Tangier has been a special 
place in which the best values of various cultures come together in a unique fashion, 
in an exceptional environment. We are proud of our school! Like Tangier itself, AST 
accepts the mixture of backgrounds and beliefs in a spirit of tolerance and tradition.  
   
A humanistic outlook based on the axiom that people are basically good and capable 
is our motto. We must operate in an atmosphere of trust, keeping rules to a 
minimum. In that way our school will spring to life organically from our guiding 
principles and rest on good decisions made by thoughtful people. As a learning 
community we must have faith in one another, and contribute daily to the opening of 
spirits towards a universal and harmonious worldview, without loosing one‟s own 
personality or culture.  
   
Every day offers us a new chance for respect of one another, just behavior and hard 
work. Just as small acts of dishonesty or discourtesy undermine our community, 
small actions of respect and trust strengthen and invigorate our school.  
   
We are happy to welcome you to the new school year at the American School of 
Tangier.  
   

Dr. Brian Horvath  

Head of School  
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A Brief History of the American School of Tangier  
   
From its founding in 1950, The American School of Tangier has stood for cultural diversity, open-
mindedness and harmony between nationalities and backgrounds, and for an enlightened 
education. From a small house in the Marshan, the school later moved to larger buildings 
downtown, before being built on its present location. Over the years, more buildings and sports 
facilities were added, while the natural beauty of its large campus has been further enhanced to 
make it one of its kinds in Tangier and Morocco.  
   
Our history is also unique. Joseph McPhillips III, Headmaster at AST for thirty-five years, brought 
with him his vision of a prestigious institution to serve Tangier and Morocco, and to expose its 
students to the best in American education. The combined efforts of teachers, parents, staff, 
administrators, board members, students, and friends of the school have made his dream come 
true. World famous American artists and other international celebrities have shared our school‟s 
history: Paul Bowles, Tennessee Williams, William Burroughs, and Bruce Webber, French designer 
Yves Saint-Laurent, Chilean painter Claudio Bravo, and American painter Marguerite McBey have 
all worked on projects with our students.  
   
Inspired by AST ideals of open mindedness, dedication and professionalism, alumni have shown 
their talents in all walks of life, both in Morocco and abroad. Some have joined the Board of 
Trustees.  The interest our Board members have taken in the American School of Tangier testifies 
to the School‟s commitment to excellence in American education, within a multicultural and socially 
diverse context, thus providing our student body not only with a superior academic education but 
also with a privileged, unprejudiced world view.  
   
The Administration and Faculty of the school have crafted a holistic approach to education that 
emphasizes integrity, creativity, and intellectual curiosity. The diverse and academically rigorous 
atmosphere of the American School of Tangier challenges students to discover new perspectives 
in the classroom and beyond, and encourages them to respect their own individuality and cultural 
background, while showing the same regard for others.  
   
   
   



 6 

School Administration 

   
                                                                                                   
Head of School  
   
The Head of School is responsible for the effective operation of all aspects of the School program. 
Parents and students who have any questions or concerns relating to the general conduct of AST 
or matters pertaining to academic life should contact the Head of School. He chairs the Curriculum 
Committee, the Discipline Committee and all faculty meetings.  
He ensures the success of student organizations, clubs, publications, student advising, and other 
educational activities. He works to ensure that life at AST reflects the school‟s commitment to 
diversity and the understanding of other ways of life. He ensures that the organizations of the 
School promote and reflect its ethical aspirations.  
He oversees the scheduling of students and the successful advance of students through AST and 
onward to college and university.  
   
Head of Lower School  
   
The Head of Lower School ensures the successful functioning of the Elementary School and works 
closely with the Head of School and Business Manager. She oversees the daily program of Grades 
Kdg.1 to 6, organizes activities, maintains discipline and sees to the development of an age-
appropriate curriculum.  
Parents and students who have any questions or concerns relating to the general conduct of the 
Lower School, or matters pertaining to academic life in grades Kdg.1 to 6, should contact the Head 
of Lower School.    
She is a member of the Curriculum Committee and Discipline Committee.  
   
Homeroom Teacher  
   
Each grade has a homeroom teacher who supports students in meeting the expectations of the 
school and guides them during their time at AST. The homeroom teacher organizes the taking of 
daily attendance and helps with the coordination of class meetings, grade-specific issues as they 
arise, and the promotion of professional exchanges among grade-level teachers. The homeroom 
teacher is free to use his or her discretion in fulfilling the responsibilities listed above, since the 
ability to connect with students and a willingness to take initiative are important elements of the 
position.    
All homeroom teachers sit as members of the Disciplinary Committee.  
   
Business Manager  
   
The Business Manager is responsible for the fiscal management and control of the school, 
purchasing of supplies, and personnel matters such as issuance of payroll checks and 
administration of insurance. To ensure that the needs of the school and its students are met in an 
orderly and efficient manner and within budgetary allowances, parents and students are requested 
to respect the integrity of the Business Office and to attend to all financial obligations.  
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Student Life  

   
Attendance  

   
The school day begins at 8:25. Attendance at all classes is compulsory. Any student who has to 
miss a class for any reason other than illness must receive permission in advance from the Head of 
School or Head of Lower School; such permission will be granted in only the most pressing cases. 
Students who miss classes or other required school functions without a proper excuse may face 
disciplinary action.  
   
AST has long approached attendance seriously. Our policy demands that students be in class, on 
time, on task, with few allowable exceptions.  
   
The school does not condone any absence caused by a student‟s leaving early for vacation or 
returning late from vacation.  
   
Absences                                                         
   
For safety reasons, parents must call the School office (039 939827/28) before 9:00 am to notify us 
on the day a student will be absent. If a student is ill in the morning, he or she will only be admitted 
to school with a doctor‟s note.  A student who is absent during the instructional day may not 
participate in after school activities.  
Assignments and Class Notes  

   
A student absent from school for whatever reason is responsible for all assignments and notes for 
the days on which he/she is absent.  
   
Break, recess and lunch (Required behaviour)  
   

1.           Students are responsible for picking up and throwing away trash, left over 
from eating, in  
the trash containers provided on campus.  
2.           Students should not enter the playground with food and should never 
attempt to run or play while eating.  
3.           Students may not run in the hall, stairs, or balconies at any time.  
4.           Elementary students may not enter the high school grounds and vice versa.  
5.           Students may not throw stones, or other articles on each other, pour liquids 
from the balconies, or spit anywhere on campus, regardless of the fact that they may 
feel they are “only playing”. Balls are forbidden on the upper lawn, in the entrance or 
the corridors.  
6.           Elementary students must wear a hat on the soccer field during 
recess.                                                             
7.           Students must not climb on walls, sit on ledges, or lean over balcony 
railings.  
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8.           Students must be responsible for their property and respect other people‟s 
and the school‟s property.  
9.           Students are not allowed to wander about when they should be in classes, 
in study hall, during sports or other extra curricular activities.  
10.       Students are not allowed off campus during lunch time. Seniors may have 
the privilege to go off campus, if their parents sign a permission letter. This privilege 
will be lost if the student comes back late or does not return after lunch time.  

 
Early Departure  

   
A student leaving school before the end of the day for any reason, including illness, must sign out 
in the School office. In the case of illness, a student should inform the Receptionist, who will 
determine whether she needs to call the parents. No Upper School or Middle School student is to 
leave campus without previous permission from the Head of School, and no Lower School student 
is to leave without previous permission from the Head of Lower School.  
   
Field Trips  

   
Students will, from time to time, be required to attend field trips away from school. Parents will 
always be required to fill out permission forms. If a field trip is required by the teacher, then 
students must attend the trip.  
   
Language  

   
Students are not to swear or raise their voices. They are to speak respectfully to one another and 
to adults. Students are to speak English in the classroom at all times, unless they are in Arabic or 
French classes. Students are encouraged to speak and practice their English at break, recess and 
lunch times.  
   
English is the language of instruction at AST excepting French and Arabic classes.  
   
Lunch  

   
In the Lower School, parents are encouraged to provide their child with a balanced healthy lunch, 
which should be brought in a lunchbox labelled with each child‟s name and grade at the beginning 
of the day.  
   
The following items may not be brought to school:  
   

a.    chewing gum, candy, soda, flavoured water, sunflower or other seeds;  
b.    glass containers of any type;  
c.     knives or other cutting instruments.  
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Make-up Tests  

   
Make-up tests, if given, must be taken immediately upon the student's return. It is the prerogative 
of the teacher to choose whether to give a make-up test for an absence due to reasons other than 
illness. If the student has to miss a test for any justified reason, it is the student‟s responsibility, as 
soon as he-she comes back to school, to explain his-her absence to the teacher and to arrange for 
a make up test within 2 school days.   
 

Personal Electronics  

   
Students may not use their personal electronic devices at school during the school day. Portable 
phones, or any other electronic devices, will be confiscated by the teachers and taken to the Head 
of School.  
                                                                                              
Returning to School after an Absence  

   
Students who are absent from school must bring a note from their parents on the day of their return 
to the School office. If the absence exceeds three days, or if previously announced tests or papers 
were missed, the student must bring a doctor‟s certificate.  
   
Tardiness  

   
A student arriving late for school must go immediately to the School office to sign in before 
proceeding to class. Students are expected to be at their desks when a class period begins. Those 
who are repeatedly late to class undermine their own learning and disrupt that of other students in 
the course. Repeated lateness will have disciplinary consequences.  
   
Clubs  

   
Clubs are episodic student groups that arise out of student interest. They may change from year to 
year. Clubs are approved and sponsored by the Headmaster or Elementary Headmistress, and 
every club requires an adult adviser.  
   
Community Service Expectations  

   
All students are expected to participate in some voluntary community service activity during each of 
their high school years, in consultation with their parents.  
   
Head of School’s Advisory Council  
   
The Head of School‟s Advisory Council is made up of select students in Grades 7 - 12 who have 
expressed a desire to participate in a forum for discussion of Middle and Upper School issues.  The 
Head of School appoints members of the Council after submission of a petition and an essay. The 
Head of School chairs the Council.  
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Student Leadership/Student Government  
   
The student leadership groups, supervised by the Head of School or Head of Lower School, are 
made up of students either nominated or elected from each grade. These groups meet to discuss 
matters of general concern to the student body, to discuss student activities and to plan student 
events.  
   
 

Visitors  

   
Students may not have guests in school without the prior permission of the Head of School. With 
permission, Upper and Middle School students may invite guests to after-school activities such as 
sports events and theatrical performances, as long as the visitors sign in, wear the visitor‟s badge 
when on campus, and sign out and return the badge when leaving.   
   
Academic Affairs  

   
AST runs on a trimester system. The academic day begins at 8:25 am and ends at 3:35 pm.  
   
Typical Daily Schedule 
 
Exemple d’emploi du temps quotidien  

Homeroom   08:25 – 08:35  

1.    First Period   08:35 – 09:25  

2.    Second Period    09:30 – 10:20  

3.    Third Period    10:25 – 11:15  

4.    Fourth Period     11:20 – 12:10  

Lunch  12:10 – 12:50  

5.    Fifth Period    12:55 – 01:45  

6.    Sixth Period    01:50 – 02:40  

7.    Seventh Period     02:45 – 03:35  

Kindergarten I & II have shortened departure times of 1PM and 2:30 respectively. 
 
During Ramadan the school goes on the following schedule:               

Homeroom  09:25 - 09:35  

1.                First Period     09:25 - 10:10  

2.                Second Period     10:15 - 11:00  

3.                Third Period     11:05 - 11:50  

4.                Fourth Period     11:55 - 12:40  

Lunch    12:40 – 01:05  

5.                Fifth Period      01:10 - 01:55  

6.                Sixth Period     02:00 - 02:45  

7.                Seventh Période    02:50 - 03:35  

  

Kindergarten I & II have shortened departure times of 1PM and 2:30 respectively.  
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Grades and Examinations  

   
Report cards are issued at every midterm and the end of term. Parents can pick them up at the 
office, or consult them on the school site: www.ast.ma (INTRANET). The symbols used in 
grading are as follows:  
   

A              Excellent  
              The student‟s work embodies a creative spirit, exhibits exemplary command of the 
content, and is nearly technically flawless.  
B              Very Good  

              The student‟s work exhibits strong understanding of the content and clear 
communication of the ideas discussed.  
C              Satisfactory  

              The student‟s work exhibits basic understanding of the content and satisfactory 
communication of the ideas discussed.  
D              Passing  

              The student‟s work reveals minimal understanding of the content and weak 
communication of the ideas discussed.  
F              Unacceptable  

              The student‟s work exhibits little or no understanding of the content and a failure 
to communicate the ideas discussed.  

   
A to D grades may carry a “+” or “-” sign indicating greater or lesser success in meeting the criteria 
for that grade.  
   
One of the most important jobs a teacher has is to assess the quality of work done by the student. 
Only the teacher is in a position to assess that work in the contexts of the class, the discipline, the 
school, and the teacher‟s experience. The teacher must always feel free to go beyond what may be 
represented quantitatively in the grade book in order to make his or her statement about quality to 
the student. The teacher‟s assessment of the student‟s work should be accepted as authoritative.  
   
Members of the faculty must never feel pressure to negotiate and change grades. Each faculty 
member has the right and responsibility to exercise his or her best judgment about the quality of 
the work done by each student. We are committed to this longstanding educational tenet. Our 
policy, following from this commitment, is that we will not negotiate grades. A grade will be 
changed only when we discover a computational or clerical error.  
   
It is the responsibility of faculty members to explain both the school‟s standards and their own 
policies and decisions. Discussing the teacher‟s evaluation of a student‟s work is a chance for the 
student to learn. But those conversations are very different from arguments about the number of 
points awarded or whether a paper deserves an A- rather than a B+.  
   
Concerns should be addressed to the Head of School or the Head of Lower School.  
   
In Middle and Upper School, AST may ask that a student who fails a courses or receives a D, or D- 
for the year not be allowed to advance to the next level in that subject. In certain cases, a student 

http://www.ast.ma/
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may be allowed to attend a course of summer study approved by the Head of School. Under 
normal circumstances, a student receiving an incomplete must finish all work so that a final grade 
may be given at the end of the next marking period, following the one for which the incomplete was 
received. An incomplete means that the student, for reasons of illness or other emergencies, was 
unable to finish all of the required work for the class. A student given an incomplete at the end of 
an academic year must finish the work in time for a final grade to be entered by the end of the first 
two weeks of the following academic year. Those seeking exceptions to these policies may present 
a formal request to the Headmaster explaining the special circumstances that have prevented the 
student from completing the work for a course.  
   
Final examinations are held after the end of each trimester for Middle and Upper School students, 
although 6th grade may also sit examinations. Not all courses give exams, and the weight given to 
the exam grade varies from class to class. Any student who misses an exam without permission, 
for any reason other than illness, will receive an F. After the final examination period, a morning is 
set aside for students to review corrected exams with their teachers at the beginning of next term.  
   
Unsatisfactory Record and Academic Counseling in Grades 9 – 12  

An unsatisfactory grade record, 9-12, is one F, two D-„s or worse. Our ordinary response to such a 
record is Academic Probation for the next grading period, or requirement to withdraw if the 
student‟s record has been unsatisfactory for two grading periods in a row. The student will be 
required to withdraw at the earliest reasonable time.  The Head of School may adapt this policy as 
he sees fit.  

A grade record of three C-„s, or worse, will trigger a counseling conversation with the student and 
his or her family about the situation. Wherever appropriate, this conversation will propose a plan for 
remediation. It may include discussion about whether AST is the correct learning environment for 
the child. If the student sees no improvement in this grade record at the next grading period, the 
Head of School or Head of Lower School may decide, in consultation with the faculty, to place the 
student on Academic Probation. If placed on Academic Probation, the student will ordinarily be 
expected to improve his or her grade record within a specific stated period of time or be required to 
withdraw.  

Because AST wishes to enable all students to work to their highest capabilities, to join as fully as 
possible in the intellectual opportunities of the community, and to become independent learners. 
We actively support students who experience difficulty. Our support is offered with the knowledge, 
however, that our curriculum demands that students be comfortable in a competitive academic 
atmosphere and have strong abilities and good motivation.  Requirements in the Upper School 
involve challenging courses, and we do not have the resources available to serve students who 
cannot meet our demanding reading, writing, and analytical requirements.   
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Graduation Requirements  

   
In order to graduate from AST a student must satisfy each of the following minimum requirements:  
   
English     4 successful years  

French    2 successful years (4 if Moroccan)  
Arabic    4 successful years if Moroccan (less if repeating some courses)  
History     3 successful years  

Mathematics    3 successful years  
Science    3 successful years  

Physical Education  4 successful years  

   
Students must be enrolled in a minimum of 5 full-time courses each term.  
                                           
We ask that students complete all four high school years at AST.  Exceptionally a student may be 
admitted to the 10th or 11th grade if his previous record shows a level equivalent to AST 
standards. No student will be admitted only for the 12th grade. Our academic program is not 
designed to allow for year-away programs. The student who decides to leave for a year, cannot be 
guaranteed a place when he or she returns.  
   
  

Homework  
   
Students should expect to have homework, and they should expect the amount and type of 
homework to increase with each grade level. By the time a student is in Grade 9th grade, he or she 
should spend approximately 40 minutes per day on homework for each subject.  
   
Any student with two tests and one major paper or two major papers and a test due on the same 
day may request to turn in one paper a day late without penalty. It is the student's responsibility to 
arrange the extension with the teacher in advance of the due date. In the event a student 
encounters difficulty in arranging an extension she/he should see the Head of School. No 
assignments will be scheduled over winter and spring holidays.  
Assignments prepared outside the classroom should be the work of the individual student. When a 
student collaborates with fellow students or receives assistance from a parent, tutor, internet, or 
other source, it is the student's responsibility to disclose such assistance to the teacher. Should the 
teacher discover that a student has not disclosed such assistance; the matter may be referred to 
the appropriate homeroom teacher as a breach of academic integrity.  AST has very limited 
tolerance for such acts.  
   
Honors and Prizes  

   
The school offers a variety of academic prizes and nominates students that offer a commencement 
address at graduation.  
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Preparation for Standardized Tests  

   
We believe that conscientious application to AST‟s curriculum is excellent preparation for 
standardized tests. All 9th and 10th grade students take the Preliminary Scholastic Aptitude Tests 
in October. All 10th grade students take their first SAT in May, and repeat the SAT testing in 
November of their 11th grade year. AP tests are taken by the students in May, and may be taken 
by 10th, 11th and 12th graders. Students and parents will receive timely advice on sign-up for SAT, 
subject area tests, and AP tests.  
    
Tutoring in the Middle and Upper School  
   
AST believes in close interaction between students and classroom teachers; thus, faculty members 
are readily available to assist students needing additional help. In special circumstances, the 
school may recommend tutoring in individual subjects after a thorough review of the situation. On-
campus tutoring may not be undertaken without the permission of the Head of School or the Head 
of Lower School.  
   
Tutoring in the Lower School  
   
AST does not recommend tutoring for the Lower School students, unless their teacher thinks it is 
absolutely necessary. Teachers who feel a student would benefit from tutoring should inform the 
head of Lower School and the student‟s parents. Parents should consult with the Head of Lower 
School and a suitable tutor will be recommended, who will work conjointly with the teacher in 
helping the student with his or her work. Tutors need to have the knowledge of the Lower School 
curriculum, to respect school‟s expectations, and have an understanding of AST‟s spirit. Thus 
tutors must be approved by the school‟s Administration. Tutoring is not recommended for 
kindergarten children.  
 
Library  

   
The library is generally open daily from 8:15AM – 4:00PM.   
All new students should request library cards from the librarian.   
Middle and Upper School students use the library in an ad hoc fashion and when required by their 
subject-area teachers. During library sessions, appropriate adults will always be in attendance to 
assist the librarian to help students to choose books.  
   
Kindergarten generally has 2 library sessions per week, and Grades 1 through 6 have one library 
session per week where they may take and/or return books and use the library for quiet reading.   
Lower School students are allowed to check out only two books at a time. Good readers will be 
allowed to check out books more often if recommended by the teacher.  
  

Teachers arrange for library books to be returned to the library during 1st period, so that they may 
be re-shelved.  
Students are responsible for taking good care of their library books and returning them on time.  If 
a library book is lost, it will be the responsibility of the student to pay a replacement fee.  
   
Student behavior in the Library is expected to be exemplary.  
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Health Policies                                                                                 
   
Annual Physical  
   
School policy requires that each student have a physical exam annually. A record of this 
examination must be submitted to the Headmaster before the beginning of each academic year. All 
new students must also submit an immunization record. If a student fails to submit a record within 
the defined period, the student will not be allowed to attend school.  
   
Medications  

   
AST does not administer any medication unless approved in advance by the Head of School and 
accompanied by a doctor‟s note.  
   
Substance Abuse Policy  

   
AST recognizes that drugs and alcohol are a potential problem for all young people. Our goal is to 
protect and educate students, identify those in trouble, and work collaboratively with parents. 
However, possession, use, promotion, distribution, or sale of drugs or alcohol while at school, or 
engaged in or attending a school function, will not be tolerated. Those violating this policy will be 
brought before the Discipline Committee and may be asked to separate from AST. Where there is 
suspicion of drug or alcohol use, the school may notify the student‟s parents, search the student‟s 
belongings, and require the student to undergo drug testing (with his/her parent‟s written consent).  
 
   
Discipline at AST  

   
Philosophy and Standard Disciplinary Practices at AST  

   
Discipline at the American School of Tangier is consonant with the school‟s mission and purposes. 
It is educational first and foremost, even in its sanctions and punishments, and recognizes the 
developmental stages of young people with respect to their ability to understand what is at stake 
and assume responsibility for their decisions and actions. The School sees discipline as an 
extension of our teaching; disciplinary instruction improves a student‟s chances for a happy and 
productive life in the school community.  
   
Disciplining students is, of course, a responsibility of the school; but we always strive to make our 
expectations clear and to justify our responses by offering a clear account of their appropriateness. 
Consistency in approach and application is important so that students and their families know what 
to expect. Moreover, we have standards that we do not want to compromise; we also recognize the 
need to tailor discipline to particular students and their circumstances.  
   
We are not a court nor should we try to be. We must, however, behave consistently within a 
system we have described to all members of our community.  
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Incidents that occur outside of school or outside school hours are often the responsibility of 
families, unless we can justify taking jurisdiction because, for example, a student‟s behavior or 
work in school is affected or because the life of the school community is significantly disrupted, or 
when the school itself or its reputation is harmed. An example of this would be cyber-bullying via 
the internet.  
   
Minor issues of misbehavior are handled in a standard and consistent fashion by the homeroom 
teacher, Head of the Lower School, or the Head of School. They do not involve the Discipline 
Committee. Minor disciplinary matters generally include but are not limited to such things as 
attendance, tardiness, dress code violations, violation of other daily work policies, and the use of 
beepers and telephones. A major incident includes but is not limited to such matters as plagiarism, 
cheating, and violence of any sort, disruption of school activities or classrooms, and sexual or other 
harassment.  
   
Major breaches of the discipline code that might result in the probation, suspension, required 
withdrawal, or separation of a student from AST are brought before the Head of School, who 
decides whether or not to convene the Discipline Committee. If convened, the committee considers 
the case and makes a recommendation in accord with its established procedures.  
   
Ordinarily, we inform parents as early as possible in the discipline process. Because disciplinary 
matters involve minors, and in order to respect the rights and reputations of AST students and their 
families, the nature of communication about disciplinary matters will be kept as confidential and 
private as circumstance allows, and will reflect our commitment to protecting all members of the 
AST School community from gossip, rumor or innuendo.  
When a student is required to leave the school, we announce the fact in an extremely truncated 
version of the reasons to the members of the student‟s grade. Ordinarily, we make no wider 
announcement nor do we engage in wider public discussion.  
   
Obviously, as the individual charged with responsibility for the wellbeing of the School, the Head of 
School retains the right to make modifications or alterations to discipline structures when 
necessary. The School will provide the student and his or her parents a letter with a summary of 
the facts, assessment of the facts, the sanction levied and its implications or ramifications. 
Additionally, a copy of this letter is placed in the student‟s confidential file in the School Office, 
noting the sanctions.  
   
Disciplinary matters are normally communicated to colleges and universities during the application 
process only in instances where these institutions request such information. Special circumstances 
may arise, however, that require such communication between the school and colleges. On these 
occasions, discussion of the situation will take place among the headmaster, principal, and college 
counselors.  
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Middle and Upper School  
   
Possible Consequences in the Discipline Process in Middle and Upper School:  
   
Reprimand  

Informal, unwritten and on the spot, a reprimand might involve a visit to the Head of School‟s office.  
Warning  

More formal, a “warning,” either oral or written, is the beginning of the accumulation of a record.  
Detention  

During detention students are held in school in order to reflect, study, or do in-school service. 
Detention and associated sanctions are recorded.  
Probation  

Probation is a stated period, usually a semester or more, in which the student is in specific 
jeopardy because of behavioral or academic issues. If, during the period of probation, the student 
violates our expectations, or standards, the response is likely to be more severe than it might 
otherwise be.  
Suspension  

Suspension is the interruption of a student‟s time in the classroom, ordinarily lasting a day or more. 
Suspension is often accompanied by an exercise in reflective writing supervised by parents or 
teachers. It is sometimes (but not necessarily) the beginning of a period of probation.  
Allowed to withdraw  

Sometimes misconduct by itself does not call for withdrawal, but a pattern of low-level misconduct 
suggests that the student would be better off elsewhere. In such cases, the student can return 
within a specific period under certain clearly mandated conditions.  
Required to withdraw  

Occasionally, a student must remain separated from AST for a specified period, normally a year or 
more. The possibility of return, after a year or more, under certain conditions, is left open.  
Separation  

In certain cases, a student must separate from AST with no possibility of return.  
   
Middle and Upper School Expectations for Student Behavior and Conduct  
   
AST seeks to ensure excellence in the academic, personal, and moral education of its students. 
The school insists that students adhere to high standards of personal conduct. Students, supported 
by their families, must strive to adhere to the written rules, which are defined and upheld by the 
faculty, the administration, and the trustees. AST expects the following of students: to be 
courteous, understanding and caring, and to value the opinions and feelings of others, to 
appreciate individual differences, including race, gender, and religion, to be honest and responsible 
in academic and social endeavors and to refrain from violence, to promote health and safety, and 
to respect the property of others.  
   
Every AST student has the right to a safe, sober, and productive atmosphere within the school; to 
decency and respect in word and action from all members of the community, and to freedom from 
fear of ridicule, insult, intimidation, or bodily harm; to fair and honest competition in the classroom. 
Behavior that denies anyone these rights is unacceptable in the AST School community.  
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Harassment of others is unacceptable; harassment may relate to, among other things, religion, 
race, age, ethnicity, gender, appearance, or personal interests. The term “sexual harassment” 
refers to sexual advances, requests for sexual favors, or physical and expressive conduct of a 
sexual nature that are unwanted, uninvited, or insulting. A student who feels he or she has been 
harassed should report the harassment to his or her homeroom teacher, Head of Lower School, or 
Head of School immediately. After consultation with the student, a determination will be made on 
how to handle the matter.  These matters extend into the world wide web if offensive comments are 
posted on public sites.  
   
Lower School  
   
Any student who fails to follow the Code of Conduct can expect to be disciplined.  Most minor 
breaches of the Code will be dealt with by the teacher in charge without the student‟s parents being 
involved.  However, parents will always be involved in more serious incidents and are always 
encouraged to work with the school in trying to resolve any problems which may arise.  
   
Sequence of Sanctions in Lower School:  
   
Failure to follow the school‟s Code of Conduct may result in the following sanctions being applied:  
   
1.    The student will be told that his/her behavior is unacceptable, given the opportunity to discuss 
the matter and encouraged to change their behavior.  
2.    Disruptive behavior in class may result in a student being temporarily isolated from his 
classmates, through the administration of a “Time Out,” that should not exceed 10 minutes.  
3.    The student may be assigned an extra piece of work to be completed in HIS-HER own time.  
The work will always be relevant to improving the student‟s grades.  
4.    Privileges may be withdrawn.  Sanctions may include exclusion from a particular class, activity 
or trip.  
5.    Failure to improve the standard of behavior may result in:  

a.    the student‟s parents being informed.  
b.    the student being placed on a daily report so that behavior can be monitored by both the 
school and his/her parents.  

6.    Serious misconduct may result in suspension or expulsion by the Discipline Committee (see 
below).  
   
The following are regarded as valid reasons for referral of a student to the Discipline Committee:  
    

       Bullying of a student;  
       physical abuse of any member of the school community;  
       Verbal abuse of any member of the school community;  
       Disruptive behavior in the classroom;  
       Willful neglect of his/her studies;  
       cheating;  
       persistent minor infractions of the Code of Conduct;  
       possession of alcohol and/or drugs;  
       possession of unauthorized medication;  
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       willful damage to school, staff or students‟ property, stealing from school, staff or 
students;  
       persistent tardiness;  
       inappropriate sexual behavior   

   
Lower School Code of Conduct:  
   
       Lower School students have good manners at all times.  They act with courtesy and 
demonstrate consideration for other people, their safety and other people‟s property;  
       Lower School students show respect to everyone they meet, whether in school or outside 
school;  
       Lower School students show respect for student‟s and other people‟s property;  
       Lower School students show respect for the school environment, knowing that to do so 
makes everyone‟s life at school more pleasant;  
       Lower School students take pride in all work they do and always meet deadlines.  
       Lower School students are punctual at school, lessons and other commitments and always 
have the correct school equipment.  
   
AST Elementary students are expected to follow the Code of Conduct at all times.  Failure to do so 
may result in disciplinary action, as set out on page previously.  It is also important to emphasize 
that this code is embraced by all members of faculty, who present a high standard of personal 
appearance at all times as well as respect for all members of the school community.  
   
   
Dress Code   
   
The aim of the dress code is to contribute to a productive learning environment. By tradition, the 
dress code stands to ensure that students show good judgment, self-respect and respect for 
others. The dress code is expected to be followed every school day whether students are on 
campus or off.  In simplest terms, the dress code includes plain white or navy collared/sleeved 
shirts (button-down or polo-style) and khaki or navy slacks, knee-length skirts, or knee-length 
shorts.   

  Undershirts: white only.  

  Pants: worn at the waist (no baggy or saggy pants), no warm-ups or jogging pants, no jeans.  

  Shoes: no flip-flops or high heels.  

  Socks: solid neutral colors only  

  Head Covering: head coverings of any kind are prohibited except during recess or PE.  

  Sweaters: solid colors only; navy blue, red, or white.  

  Jackets, Coats, Raincoats & Sweaters: students will be allowed to wear jackets; coats; raincoats  
during cold weather outdoors only.  
Visit the AST website for more details or contact the AST Office. The Head of School will have final 
say on all dress code interpretations.  
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Academic Integrity  

   
The dialogue between teacher and student is at the heart of the AST way of life. Therefore, a lack 
of integrity in this dialogue represents a most serious breach of trust and merits true censure.  
   
One of the most serious failures of academic integrity is plagiarism: the passing off as one's own 
another person's ideas, overall argument, or actual words. In schools and colleges, plagiarism can 
lead to dismissal not only because it signifies a failure to be able to do one's own report, term 
paper, story or poem, but also because it undermines equity and honesty within the academic 
community. The most common forms of plagiarism are using actual words from an article or critical 
source without giving credit; paraphrasing the ideas of an authority without giving credit; and 
blending one's own ideas with those that come from an outside source without giving credit. It 
should be noted that plagiarism includes submitting all or part of a computer program written or 
designed by someone else.  
   
The student is responsible for giving due credit to the source of ideas in a footnote or in an explicit 
written reference. When in doubt about the appropriate use of a source or about methods of 
incorporating outside ideas, the student should consult a teacher.  
   
Proceeding thus, students will strengthen their own processes of thinking and writing. They will 
also see that while there may be nothing new under the sun, in one sense of the recurring nature of 
academic discovery, knowledge as a whole is a gradually evolving process in which they can begin 
to take a part, faithfully bringing to light the ideas of others and adding to these their own insights.  
   
The student should always provide full citation information (identifying the source of the ideas or 
words) for any material from the Web, discussion lists, online databases, or other online resources. 
Software, many music and image files on the Web, text on Web sites and Internet databases are 
copyright protected and permission of the author may be needed in order to use the work. Ask a 
teacher or the librarian if you have questions about being able to use a work.  
   
Be Prepared: Students who plagiarize or who cheat on assignments face dire 
consequences at AST.   
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Policy on Acceptable Use of Technology for Students  

   
Computer and Internet Resources for Students  

   
AST computer lab provides a range of computer facilities and services to students.  
Les élèves ont accès au centre d‟informatique de l‟école.  

Acceptable Uses  
   
AST facilities and services are intended for educational use related to the academic program of the 
school. The Network and its resources may not be used for entertainment purposes, as a public 
access service or a public forum. Nor may it be used for commercial purposes.  
   
Student Responsibilities and Guidelines  

   
Use of AST resources is a privilege and not a right. All users must respect the rights of others, 
respect the integrity of the physical facilities and controls, and respect all pertinent license and 
contractual agreements. It is the policy of AST that all members of its community act in accordance 
with these responsibilities, relevant laws, and the highest standard of ethics. Failure to comply with 
the regulations may result in suspension of privilege, school disciplinary action, or even civil or 
criminal action under the laws of the Kingdom of Morocco. Guidelines that are applicable to the use 
of AST resources include student codes of conduct; policies on homework preparation, cheating 
and plagiarism; and guidelines for personal safety. More specific guidelines for the use of 
technology and the Internet are listed below.  
   
As a school we do not tolerate blogs that contain speech directed at the community that is 
obscene, libelous or slanderous, that incites students to violence, which invades the rights of 
others, or contributes to the substantial disruption of the orderly operation of AST. Because of the 
transparency of these live journals, including social networking sites, we must take seriously what 
is written on personal websites, live journals, and other forms of electronic written communication 
directed at the community, even if the messages originate off campus. The reason for this is 
simple: hateful, hurtful, or threatening written messages can seriously damage individuals and can 
undermine our community and its safety.   The school administration will react to these postings as 
if they were written during the school day on school grounds.  
   
We do not aim to challenge the free expression of ideas, or to monitor students' Internet or web-
based communications off campus. However, when infractions are brought to our attention, AST's 
policies and consequences will be enforced, in order to maintain a School community where all 
individuals are respected and where intolerance is never accepted.  AST faculty will not police the 
internet – but will react if requested by students.  
   
Safety and Privacy Issues  
   
Personal information, including contact information (address, telephone, school address, work 
address, etc.) for yourself or others should not be posted to public or school Web sites, or provided 
to individuals, organizations, or companies via the Web or e-mail messages. Any message you 
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receive that is inappropriate or makes you feel uncomfortable should be reported to a teacher or 
other appropriate school employee.  
   
Any message that was sent to you privately should not be reposted or forwarded without the 
sender's permission.  
   
Other students‟ files stored in common areas on the network or on the school‟s Web site should not 
be opened, examined, altered, or deleted.  
   
Internet and World Wide Web  

   
AST is not be used to access material that is designated for adults only or is profane or obscene 
(pornography); material that advocates illegal or dangerous acts; or material that advocates 
violence or discrimination towards other people (hate literature). If you mistakenly access 
inappropriate information, you should immediately tell your teacher. This will protect you against a 
claim that you have intentionally violated the School‟s policy.  
   
Illegal Activities  

   
The following activities violate AST's acceptable use policy, regardless if they are done on or off 
campus:  
1.    Attempting to gain unauthorized access to any other computer system through AST’s network.  

2.    Attempting to access another person's files.  
3.    Attempting to log in through another person's account.  
4.    Deliberate attempts to disrupt a computer system or destroy data by spreading computer 
viruses.  
5.    Using AST resources to engage in any other illegal act, or threatening the safety of another.  
   
Consequences of Unacceptable Use  

   
The school cannot guarantee privacy for e-mail messages, personal files, or record of Web 
research activities at AST. Routine maintenance and monitoring of AST usage may require looking 
at student files or activity logs. Searches of student‟s files or activity logs will be conducted if there 
is reasonable suspicion that you have violated this policy, the AST student code, or the law.  
   
The School will cooperate fully with officials of the Kingdom of Morocco in any investigation related 
to any illegal activities conducted through AST Information technology. In the event there is a claim 
that you have violated this policy or THE AST student code in your use of the AST Information 
Network, you will be provided with notice of the suspected violation and will be provided with notice 
and opportunity to be heard in the manner set forth in this handbook.  
   


