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OUR MISSION

École Jeannine Manuel is an independent co-educational school for students in pre-kindergarten 
through 12th grade, with campuses in Paris and Lille. We are both a bilingual French school and an 
international school. As a French school, we are accredited and subsidized by the French Ministry 
of Education. As an international school, we are a UNESCO school and an IB World School, also 
accredited by the New England Association of Schools and Colleges (NEASC) and by the Council 
of International Schools (CIS).      

Jeannine Manuel founded our School in the wake of the Second World War, with the conviction that 
the fear of others was at the root of violent conflicts. She believed that learning another language 
was the key to understanding each other and to maintaining peace, and gave us our mission: To 
promote international understanding through the bilingual education of a multicultural community 
of students, and to foster pedagogical innovation by exploring best practices in an ever-changing 
global environment.  

Ecole Jeannine Manuel is a dynamic, multicultural learning community that finds strength 
and inspiration in the complex diversity of its students, parents, teachers, support staff, and 
administrators, who hail from over 80 different countries.  We bring life to our mission of advanc-
ing international and intercultural understanding by fostering a learning environment of respect, 
openness, empathy, and inclusion. Through our commitment to Think, Dare, Share, & Care in all 
that we do, we encourage every member of our community to bring their unique perspective to 
this common project. 
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OUR VISION

THINK 
about how school policies, pedagogical practices, and individual words, decisions, and actions 
affect well-being in order to ensure a healthy and inclusive learning environment for every member 
of our community;

about how to encourage a spirit of curiosity, creativity, and collaboration, while constantly challeng-
ing ourselves to advance by integrating innovative cognitive science research into our practices;

about how our individual and collective actions can create positive change beyond our community 
in the face of global challenges and world events.  

DARE 
to stand up for our school’s values and to challenge prejudice, injustice, or discrimination;

to implement innovative and experimental pedagogical approaches that foster a growth mindset 
and a willingness to take risks;

to work towards a more peaceful and sustainable world, by championing student leadership initia-
tives, projects, and engagement at school and beyond our doors.

SHARE 
a common sense of purpose driven by our philosophy and vision, and anchored in a spirit of open-
ness to new and different perspectives and ways of understanding the world;

our ideas by creating opportunities for collaborative, interdisciplinary, and intercultural learning;

our innovative pedagogical approach by reaching out beyond our school.

CARE

about cultivating a sense of empathy so that every member of our community is seen, heard, and 
included;

about creating opportunities for each individual to thrive and to realize their potential by providing 
multiple pathways for success; 

about helping each student achieve their personal dreams and ambitions, as they continue to make 
Jeannine Manuel’s vision of a better world a reality.

At Ecole Jeannine Manuel, we,

Students, Faculty, Staff, and Families,
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AIM OF THIS HANDBOOK

The aim of this Policy Handbook is to provide a common resource for students and families to be 
able to easily find and reference official school rules and policies.   

The rules and policies herein seek to outline the roles and responsibilities of all stakeholders – the 
School, the students, and parents and guardians – as we work together in partnership to ensure 
the wellbeing and safety of every member of our learning community, and smooth and successful 
functioning of our school.  

Rules and policies apply from pre-kindergarten through 12th Grade, at our Suffren, Dupleix, and 
Théâtre Campuses, and are meant to be understood and applied in an age-appropriate manner 
when not specified.  

By enrolling their children in Ecole Jeannine Manuel, parents and guardians commit themselves 
and their children to respecting the school’s values and rules.  Families should be familiar with all of 
the policies compiled in this handbook and support their children in adhering to them at all times.
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SCHOOL RULES

DAILY LIFE AT SCHOOL 

1- POLICY AIMS & OBJECTIVES
Respect for every member of the learning 
community is fundamental to life in our school. 
As such, every member of the learning com-
munity must follow the rules outlined in this 
document, which aim to ensure the smooth 
and harmonious functioning of our school.

The official règlement intérieur, which all fam-
ilies must sign, is a legally binding document 
that explains the rules governing daily life at 
school, and should be understood by students 
as a step along the path towards their future 
responsibilities. 

As per French law, our school observes strict 
political and religious neutrality.

Any infraction of the rules herein will be con-
sidered a serious offense.

2 - ARRIVAL & DISMISSAL
 The following times for presence at 
school must be respected.

2.1   Primary School
MONDAY, TUESDAY, THURSDAY, FRI-
DAY
8:30 am to 3:15pm. Doors open at 8:10 am

WEDNESDAYS 
8:30am to 12:30pm. Doors open at 8:10 am

In order to ensure the smooth functioning of 
arrivals and dismissals, students (including kin-
dergarteners) must go to their classroom on 
their own. The School is not responsible for 
students arriving before the doors open.

2.2  Middle & High School

An individual Student ID card (carte de sor-
tie) is provided to each student at the start of 
the school year, indicating parental permission 
for accompanied or unaccompanied dismissal.  
For security reasons, students must carry 
their student ID card with them at all times.  

Any attempt to lend, borrow, trade or falsi-
fy this card is strictly forbidden.

An individual timetable is also provided to 
each student on Orientation Day, and remains 
available for consultation on Pronote through-
out the school year.  The School is responsible 
for each student within the limits of their in-
dividual timetable.  Parents must familiarize 
themselves with their child’s timetable, and 
note their arrival and dismissal times for 
each day of the week.  

Temporary changes to the timetable may oc-
cur in the case of absent teachers, field trips, 
closed sports facilities, etc.  In this case, par-
ents will be notified by email or through Pro-
note and parental permission for early dismiss-
al requested as necessary.

In the case of an unanticipated teacher ab-
sence, Middle School students will not be al-
lowed to leave school before 3:30 pm. 

2.3  High School Only
2.3.1 10th Grade

Students in grade 10 may leave campus for 
their lunch period, and must return in time for 
the start of their next class.  The School retains 
the right to require students who are repeat-
edly late for the class following their lunch pe-
riod to remain at school for lunch.  

In the event a class is canceled, students may 
obtain permission from their Division head to 
leave campus, providing the canceled lesson 
is around their lunch hour or at the end of the 
day.

Under no circumstances will 10th graders be 
allowed to leave campus between classes or 
during a study period.  

In the case of an unanticipated teacher ab-
sence, 10th grade students will not be allowed 
to leave school before 2:30 pm. 

2.3.2  11th and 12th Grade

Eleventh and Twelfth Graders have classes at 
two distinct sites:  70 rue du Théâtre and 65 
rue du Théâtre, and have access to the library 
at 52 rue de Lourmel and the College Coun-
seling Office at 49 rue de Lourmel.  Their pres-
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ence at each site is required as indicated on 
their individual timetable.

Because they have classes on two sites, 11th 
and 12th graders are allowed to leave one 
site to cross the street to enter the other site.  
They must do so by using the marked cross-
walks provided and in full respect of the traffic 
signals.

Students are also allowed to move between 
the two sites in order to fulfill other aspects of 
the High School Program, including personal 
projects, research, and meetings with teach-
ers.  Individual trips off-campus may also be 
necessary, and will be organized under the su-
pervision of a teacher.

3 - LUNCH & RECESS

3.1  Primary School
Monday, Tuesday, Thursday, and Friday, the 
Lunch & Recess period for Primary School 
students is from 11:45 am to 1:15 pm.  On 
Wednesdays, students on Lunch Plan or Lunch 
Box eat from 12:30pm to 1:15pm.

Recess takes place outdoors.  Students may 
be excused from outdoor recess for specific 
health reasons, with an explanatory note from 
their parents or doctor, dated and signed, and 
delivered to their classroom teacher.

3.2  Middle School
Middle School students are not allowed to 
leave campus during the lunch period and 
must be enrolled in either “Lunch Plan” or 
“Lunch Box”.

3.3  High School
All High School students are allowed to leave 
campus during their lunch period, unless their 
parents have specifically requested otherwise 
in writing.  Students must be on time for their 
afternoon classes.  In the case of repeated tar-
diness, the School may require that the stu-
dent remain at school for lunch.

4 - LATENESS 

4.1  All Grade Levels
Parents must inform the appropriate office of a 

student’s lateness for school and provide a val-
id reason.  Repeated tardiness is unacceptable 
and will result in age-appropriate disciplinary 
action, including possible non-reenrollment.

4.2  Middle & High School 
Students arriving late should go directly to 
their class.  The lateness will be indicated on 
Pronote by their classroom teacher.  A student 
who is late to class must assume full responsi-
bility for missed information, instructions, and 
course content.  

5 - ABSENCES

5.1  All Grade Levels
Academic success requires assiduous atten-
dance.  Attendance is taken at the start of 
each class.

Because all classes are required, outside ap-
pointments during class time are not permit-
ted.  

Parents must inform the appropriate office of 
a student’s absence on the same day, by email 
or by phone, and provide a valid reason for 
their absence within 48 hours.  The School is 
required to inform the academic authorities of 
unexcused absences.  An absence will be con-
sidered excused if a valid reason is provided.  
Absences are required to appear on the stu-
dent’s report card, whether or not they have 
been excused.

In the case of absence due to contagious ill-
ness, in accordance with the Ministry of Educa-
tion directive n° 2004-054 of March 23, 2004, 
a medical certificate (doctor’s note) is required 
upon the student’s return to school.

School Vacation dates are provided at the start 
of the school year and must be respected.  
Early departures or late returns are not accept-
able.  The School reserves the right to refuse 
re-enrollment for the following school year to 
any student whose parents have not respected 
the official school vacation dates.

In the event of a prolonged absence that is not 
the result of illness, no work will be provided 
by teachers.

http://www.education.gouv.fr/bo/2004/14/MENE0400620C.htm
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5.2  Middle and High School
Families will be immediately informed of unex-
cused absences or latenesses.  If no valid rea-
son can be provided, disciplinary action will be 
taken, up to and including possible expulsion 
at any point in the school year.  The appropri-
ate authorities will be contacted as necessary.  
Repeated, unexcused absences may result in 
immediate expulsion. 

6 - PHYSICAL EDUCATION REQUIRE-
MENT

6.1  All Grade Levels
Dress Code 

Students must dress appropriately for PE. 
Sports shoes suitable for a wide range of activ-
ities are required for safety reasons.  Students 
must follow the instructions provided by their 
PE teachers at the start of the year.

Attendance

Official government guidelines regarding 
Physical Education are intended to protect its 
status as a required subject.  Outside appoint-
ments during PE are not permitted.

As indicated in the Academy of Paris directive 
of May 14, 2011,

“PE contributes to the instruction, training, 
and education of each student.  As such, fol-
lowing the official subject program and the 
common core, PE class content aims to build 
skills that are organized into knowledge, capa-
bilities, and attitudes.

A student who is incapable of participating in 
PE must attend the PE class, except in specif-
ic and exceptional circumstances to be deter-
mined at the local level (eg., inability to access 
the sports facility…)”

In the event that a student is completely or 
partially unable to participate in PE, they must 
present a specific medical certificate (Certificat 
d’inaptitude à la Pratique de l’Éducation Phy-
sique et Sportive) to the appropriate office, 
which will be transferred to the PE teacher.  
A template for the official medical certificate 
may be found in Eduka and/or Pronote.  The 
student will be given an appropriate activity, 
depending on their situation, to allow them 

to participate in the PE class.  The presiding 
physician of the Ministry of Education will be 
informed if a student is unable to participate in 
PE for three or more consecutive or accumu-
lated months.  

Regarding the medical certificate,

“This certificate is established by either the 
student’s family physician or by the physician 
of the Ministry of Education.  By mentioning 
the specific or partial nature of the temporary 
disability, it allows all students to continue to 
attend PE without excluding those who are ill 
or disabled.  The PE teacher will adapt their 
lesson to take into account the instructions of 
the family physician, with the guidance of the 
physician of the Ministry of Education, as nec-
essary.

As a result, certificates “excusing” a student 
from a sport entirely may not result in the au-
tomatic approval of an absence [...] Please be 
reminded that no medical certificate may be 
retroactively dated.”

6.2  Middle School Only:  Return from 
Sports Facilities
At the end of a PE class held at an outside 
facility, students must return directly to school 
with their PE teachers.

6.3  High School Only:  Arrival & Dis-
missal from Sports Facilities
In the High School, students are required to 
find their own transportation to and from their 
assigned sports facilities.

In the case of an unforeseen problem upon 
arrival at the sports facilities (absent teacher, 
closed facility, etc.), students should call the 
School from the nearest telephone and await 
instructions from their Division Head or Depu-
ty Division Head.  If they are unable to reach 
the appropriate office at school, they should 
return to school immediately and explain the 
problem.

At the end of the PE class, the students are 
dismissed on their own and should return ei-
ther to school or home according to their 
timetable.
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7 - LIBRARY ACCESS

The Library at 70 rue du Théâtre is open to 
all Middle and High School students, as a 
space for reading and research.  Students are 
encouraged to read and respect the rules of 
the School Library (Centre de documentation 
et d’information - CDI).

The Library Annex at 52 rue de Lourmel is 
open only to students in 11th and 12th grade.

8  - HEALTH & SAFETY

8.1  School Nurse
Should a health concern arise during the 
school day, students should see an adult.  On 
the Théâtre campus, students may be brought 
to the nurse’s office.  The School Nurse will de-
cide on the appropriate measures to take and 
will call the student’s family as necessary.  If 
the School Nurse is not in the Infirmary at the 
time, the student must go to the appropriate 
Administrative Assistant for their grade.  Un-
der no circumstances will a student be allowed 
to leave campus or to contact their parents 
without the permission of an adult on Staff.

8.2  Drop-Off and Pick-Up Safety
In order for Drop-Off and Pick-Up to run 
smoothly, and to ensure the safety of our en-
tire community, anyone dropping off or pick-
ing up a student must keep school entrances, 
sidewalks and nearby crosswalks clear, and 
park their vehicles in an appropriate space and 
for a limited period of time.

Students must cross the streets within the 
school perimeter using the marked pedestrian 
crosswalks.

Please be reminded that owners of any type of 
vehicle (bikes, scooters, motorcycles, cars…) 
are responsible for accidents involving a third 
party.  In Paris, helmets are required when us-
ing bicycles and scooters.  It is against the law 
to transport passengers on the baggage rack 
of bicycles.  The School will not be held re-
sponsible if a vehicle is loaned to a third party.

8.3  Personal Belongings & Playground 
Safety
Students are allowed to bring in personal ob-
jects (toys in Primary, images, books, etc.) as 
long as they are put away during class time.  
Any personal object that is taken out during 
class time without the permission of the teach-
er may be confiscated.  Personal objects 
brought to school are the responsibility of the 
student and their parents.

The School is not responsible for any money 
brought to school by a student.

All personal belongings, especially clothes, 
should be labeled with the student’s name.  
Any unclaimed items left in the lost and found 
at the end of the semester will be given to 
charity.

Balls of any size are not permitted on campus, 
except during the lunch period, and only if 
they are made of a soft, sponge-like material.

Skateboards and scooters are not permitted 
on campus.

Objects that pose a potential danger to the 
student or to others are not permitted on cam-
pus (weapons, real or fake, knives, self-defense 
sprays, etc.)

8.4  Mobile devices, Cameras, & Video 
Cameras
Numerous studies have shown that the emer-
gence of smartphones correlates strongly with 
a rise in mental health concerns among ado-
lescents.  In order to promote healthier inter-
actions among students, and to limit access to 
sources of anxiety and distraction, the School 
has decided to provide students in grades 
6 through 12 with magnetic Phonelocker™ 
pouches, inside which telephones and/or 
smart watches must be locked throughout the 
school day.

In accordance with the Code of Education (ar-
ticle L.515-5), students may be in possession 
of a mobile phone or a smart watch, as long 
as the device remains turned off and locked in 
the Phonelocker™ pouch that has been pro-
vided for this purpose.

Any damage to or loss of the Phonelocker™ 
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pouch will result in disciplinary measures.  Par-
ents are financially responsible for any neces-
sary replacement or repair of a lost or dam-
aged Phonelocker™ pouch.  The School bears 
no responsibility for the loss of any of these 
devices on or off campus.

Possession of a magnet that may be used to 
open the Phonelocker™ pouch is forbidden 
and will be considered a violation of school 
rules.

Mobile phones or smart watches used without 
permission for any purpose - to communicate, 
take photos or videos, show photos or videos, 
to access the internet, etc - will be immediately 
confiscated for the rest of the school day and 
the student will be sanctioned.  This rule ap-
plies on campus, as well as on any school-re-
lated trip, including the bus rides to and from 
sports facilities. 

Cameras and video cameras are not permitted 
on campus without special permission.  Gen-
eral Data Protection Rules in Europe prohibit 
the use of a person’s voice or image for any 
reason without the written permission of the 
concerned individuals.  It is therefore also for-
bidden to take photos or to record audio or 
videos of any individual on campus, using any 
type of electronic device, without their express 
written consent.

Students in possession of a School-owned 
tablet must adhere strictly to the Acceptable 
Use Policy for Tablets below.  

Middle School students are not allowed to use 
their tablets during the lunch break.

Any device used without permission for com-
municating, for taking or sending pictures or 
video, or for accessing inappropriate websites, 
will be confiscated for the rest of the school 
day, notwithstanding other sanctions that may 
be imposed.  

8.5  Smoking & Vaping
In accordance with current legislation and as 
a means of prevention, smoking, vaping and 
e-cigarettes are not allowed on campus, within 
the walls of the school, or within the surround-
ing perimeter, bound by the following cross 
streets:  Avenue Emile Zola, Rue Violet, Rue 

de Théâtre, and Rue de Lourmel.

9 - RESPECT FOR SCHOOL 
MATERIALS, FACILITIES & 
SURROUNDINGS
The School and its students must respect the 
rules of good neighborship, including respect 
for passers-by, for parked cars, and for neigh-
boring buildings.

Students are not allowed to loiter in groups in 
front of the school entrances.

The School grounds and facilities belong to 
the entire learning community.  Any damage or 
degradation of school property is considered 
a serious offense and will result in disciplinary 
measures.  Parents are financially responsible 
for any damage or degradation caused by 
their children.

Access to Staff meeting rooms and lockers is 
forbidden to students unless they are accom-
panied by an adult. Access to technical/me-
chanical spaces and to school storage areas is 
forbidden to students at all times.

Students are expected to keep their school 
and its surroundings clean and to use the 
proper trash and recycling bins.  Empty drink 
containers and other trash must be put into 
the proper bins on the streets surrounding the 
school.  Students should take proper care of 
the lavatories and other common spaces.

For hygiene reasons, food and drink may be 
consumed only in designated classrooms and 
in the courtyard, and should not be consumed 
in the hallways.  

Objects that may contribute to the deteriora-
tion of school facilities are forbidden:  chewing 
gum, sticky pastes or liquids, etc.

10 - SPECIFIC RULES FOR 
STUDENTS AT 65 RUE DU THEATRE 
& 52 LOURMEL

10.1  Entrance and Exit
65 Rue du Théâtre is open to students from 
8:15am to 6:00pm.  You must show your stu-
dent ID card to the personnel at the door in 
order to enter at 70 Rue du Théâtre and 115 
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Avenue Emile Zola. Make sure you always 
have it with you and do not let any strangers 
enter the premises. If you forget this card you 
will need to see the Administrative Assistant of 
your grade level. 

52 Rue de Lourmel is a work space dedicat-
ed to students in 1ère and Terminale. It’s open 
from 9:00am to 6:00pm; computers and WiFi 
access are available to use for research, and 
an on-site librarian is there to support you. 
You must respect the rules for this area. The 
building at 52 is divided into two rooms: one 
dedicated to personal work, and the other to 
group work. Food is prohibited. Please make 
sure the place remains clean, quiet and condu-
cive to work. 

10.2  Class Time
There is no bell signaling the beginning and 
end of the periods. It is the student’s respon-
sibility to manage your time between lessons 
and make sure you’re on time. 

10.3  Breaks Between Lessons
As a safety measure, please keep your bags 
with you and don’t leave them in the hallways.

We ask that you remain quiet in the building 
and not disturb surrounding classes: please 
use your lockers quietly, and when you are 
between lessons, please work in Studio 65 or 
leave the building.

Please make sure to remain respectful and 
considerate of the neighborhood, allow pe-
destrians to pass, and be sure to keep entry-
ways to neighboring buildings clear. It is strict-
ly forbidden to hang around or smoke on the 
sidewalk of the rues du Théâtre and Lourmel, 
between the « Bar Rhinocéros » and « Chez 
Darius ». Doing so is subject to sanctions and 
possibly legal proceedings.

10.4  Respect for School Facilities
Studio 65 : you may eat there between 
11:30am and 1:30pm, on the condition that 
the premises remain clean. Outside of these 
hours, Studio 65 is a work space: please keep 
quiet.

The school must remain clean, which is why 
we remind you to use the trash bins and make 

sure the toilets stay clean. No drinks or food 
are allowed in the hallways nor in the class-
rooms, unless you are exceptionally specifical-
ly authorized to have them. Please throw away 
any wrappings and/or empty cans in the Stu-
dio trash cans. 

10.5  Personal Belongings
We ask that you bring no valuables or large 
amounts of money to school. We advise that 
you always keep important objects on your 
person: student ID card, key card, money, 
computers, etc.

10.6  Saturday Testing
Starting in 1ère, Saturday mornings are ded-
icated to written tests and other exams (SAT, 
COREP, etc.). These exams take place at the 
70, rue du Théâtre. 

11 - ACADEMIC WORK & 
ASSESSMENT

11.1  All Grade Levels
All student work, whether done in class or 
at home, must be the product of person-
al, individual reflection and work and follow 
the fundamental rules of intellectual hones-
ty and integrity, which are outlined in both 
the ACADEMIC INTEGRITY POLICY and the 
ASSESSMENT POLICY.

11.2  Middle and High School
In Middle School and High School, students 
are assessed: 

- formatively, through homework, class-
work, and quizzes

- summatively, through longer tests 
and common exams (compositions 
groupées and mock exams) 

- holistically, through continued observa-
tion by their teachers 

Accordingly, student attendance and engage-
ment are also evaluated. 

In 11th and 12th Grade, all students are eval-
uated in accordance with the Predicted Grade 
Policy, and in the Baccalauréat français inter-
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national (BFI), in accordance with the Charte 
du contrôle continu as well.

Practice written tests (devoirs sur table - DST) 
and practice oral exams for 11th and 12th 
graders are organized throughout the school 
year at regular intervals, often outside of class 
time, including on Saturdays.

12 - PARENT-SCHOOL COMMUNICA-
TION

12.1  Primary School 
The School Year is divided into two semesters 
in the Primary School.

Notebooks

Every Friday, students must bring their note-
books home in order for their parents to fol-
low their schoolwork.  These notebooks must 
be signed and returned to school on Monday 
morning.

Mid-Semester Reports (Bilans intermédiaires)

Halfway through each semester, a report is 
sent to parents through email for students in 
1st through 5th grade.

Semester Report Cards (Bilans semestriels)

At the end of each semester, a report card is 
sent to parents by email.

Parent-Teacher Meetings

Parent-Teacher Meetings are held once a 
year on a date announced in advance.  Other 
meetings are also planned to allow parents to 
follow various educational activities at school.

Individual Parent-Teacher Meetings

Individual meetings with teachers may be re-
quested by parents by email.  These meetings 
must take place outside of drop-off or class 
time.

Meetings with Division Heads

Division Heads are always happy to meet with 
parents upon request.  Appointments may be 
made through email or by telephone.

12.2  Middle School
The School Year is divided into two semesters 

in the Middle School.

Mid-Semester Reports

Halfway through each semester, a mid-semes-
ter report composed of teacher comments on 
student progress and effort with regards to 
overall learning objectives in each subject is 
published through Pronote.

Semester Report Cards

An official Semester Report Card signed by 
the Division Head is sent to families by email, 
following a Faculty Meeting (Conseil de classe) 
with the Division Head.  The Semester Report 
Card is composed of teacher comments and 
their evaluation of the student’s progress and 
effort with regards to specific learning objec-
tives in each subject area, followed by an over-
all comment by the Division Head and the sig-
nature of the Head of School.

In 9th grade, student delegates, elected un-
der the supervision of their Homeroom teach-
er, attend the start of Faculty Meetings at the 
end of each semester.

12.3  High School
The School Year is divided into three trimes-
ters in the High School.

Mid-Trimester Reports

Halfway through the first trimester, a mid-tri-
mester report composed of teacher comments 
on student progress and effort with regards to 
overall learning objectives in each subject is 
published on Pronote.

Trimester Report Cards

An official Trimester Report Card signed by the 
Division Head is sent to families by email, fol-
lowing a Faculty Meeting (Conseil de classe) 
with the Division Head.  The Trimester Report 
Card is composed of teacher comments and 
their evaluation of the student’s progress and 
effort with regards to specific learning ob-
jectives in each subject area, followed by an 
overall comment by the Division Head.  Stu-
dents are assigned grades out of 20 maximum 
points.  Decisions made by the Conseil de 
classe follow the Code of Education.
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“Livret scolaire du lycéen” (LSL)

In the High School, within the French Nation-
al Curriculum, the Livret scolaire du lycéen, is 
an electronic record of student progress from 
10th through 12th grade.  This record includes 
grades, teacher comments, an indication of the 
student’s progress and effort in relation to spe-
cific learning objectives for each subject area, 
pertinent information regarding the school or 
the student’s grade, and, in 12th grade, the 
recommendation of their teachers as they pre-
pare for their baccalaureate examinations.  

Further details can be found in the 
ASSESSMENT POLICY.

Grades on formative or summative assess-
ments, or on Trimester Report Cards, are de-
termined by the subject teacher and the Divi-
sion Head, and are non-negotiable.  

In 10th grade, student delegates, elected un-
der the supervision of their Homeroom teach-
er, attend the start of Faculty Meetings at 
the end of each trimester.  In 11th and 12th 
grades, elected student delegates attend the 
entire Faculty Meeting.

REMINDER: Teacher comments and grades 
from 10th and 11th grade, baccalaureate re-
sults from 11th grade exams, and the first two 
report cards in 12th grade may be requested 
by universities.  

13 - SANCTIONS
Disciplinary measures (Sanctions) are imposed 
by the School Administration, which, following 
the pertinent directives (R 442-39 du Code de 
l’Education), is responsible for student life at 
school and therefore for disciplinary measures.

13.1  All Grade Levels
Make-Up Work (Réparation)

Assigned work that has not been completed 
or that has been poorly completed may result 
in a réparation.  In the Middle School, répa-
rations often take place on Wednesday after-
noons, while High School students may be re-
quired to come to school on a Saturday.

Serious Warning (Avertissement)

At all levels, an avertissement may be given 

for

- infractions of the School Rules

- a serious offense

- repeatedly not doing assigned work

- any other kind of behavior that is inap-
propriate in a school setting

Three avertissements result in an automatic 
24-hour suspension from school.

A fourth avertissement results in an automatic 
48-hour suspension and the possibility of ex-
pulsion

Any serious infraction of the School Rules may 
result in immediate suspension or expulsion, 
or a Disciplinary Hearing may be called that 
may result in these sanctions

Any infraction of the Law, on or off campus, 
will be taken into consideration by the School. 

The School  reserves the right to refuse to 
re-enroll a student who has received three 
avertissements over the course of a single ac-
ademic year. 

Please be reminded that in all situations the 
School Administration makes the final deci-
sion regarding re-enrollment.

13.2  Middle School and High School 
Only
First Official Warning (Mise en Garde)

In the Middle School and High School, teach-
ers and staff may request that a student be 
given a mise en garde, or first official warning 
for inappropriate behavior.

Two mise en gardes result in an automatic 
avertissement.

In the High School, an avertissement may re-
sult in disqualification from the High School 
Diploma.

Community Service (Travail d’intérêt géné-
ral)

In the Middle School and High School, the Ad-
ministration may decide to require the student 
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to perform community service, as a stand-
alone sanction or in addition to an avertisse-
ment.

Sanctions for the Use and/or Distribution of 
Illicit Substances

Once the School becomes aware of a stu-
dent using an illicit substance (illegal drugs, or 
abusing/misusing prescription medications), 
the student must immediately end their use 
of the substance and begin treatment with a 
medical professional (physician, therapist…), 
if they wish to remain enrolled in the school.  
Distributing illicit substances to other persons 
- for profit or free, on or off campus - will be 
considered trafficking and will result in the im-
mediate expulsion of the student, accompa-
nied by the filing of an official complaint with 
the local authorities.
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TECHNOLOGY & MOBILE 
DEVICE POLICY

1- POLICY AIMS & OBJECTIVES
The School provides students with access to 
technology and digital tools in order to pro-
vide them with the best possible learning sit-
uation.

This Policy is intended to inform and protect 
students in order to help them learn to use 
these tools safely and effectively. 

2 - ACCESS TO INFORMATION 
TECHNOLOGY & DIGITAL TOOLS

2.1.  On campus, students have access 
to

- classroom sets of computers or tablets, 
with teacher permission

- computers in the Library

- the Internet, with specific content fil-
tered

2.2  On and Off campus, students have 
access to

- a school email address (@ejm.org)

- Google Drive

- a Pronote account

- in the Middle School, a school-owned 
and -issued tablet with preinstalled ap-
plications

- in the High School, their own personal 
device (BYOD), to be used with teacher 
permission

2.3 On campus, students are not per-
mitted to use

- classroom computers connected to the 
projectors, which are reserved for teach-
ers, unless requested by the teacher

- computers found in staff offices

- classroom projectors and sound sys-
tems

- their personal mobile phones or smart 
watches, unless authorized by a mem-
ber of staff.  These must be turned off 
and locked at all times in the Phonelock-
er™ pouch provided while students are 
on campus (at all sites: 52 rue Lourmel, 
65 and 70 rue du Théâtre, Dupleix andt 
Suffren).

3 - STUDENT RESPONSIBILITIES & 
EXPECTATIONS

3.1  Respect for School Property & Ser-
vices Provided
Technology and Digital Tools provided by the 
School remain the property of the School and 
must be treated with respect :

- Students are expected to take proper 
care of and refrain from damaging or 
degrading devices and tools.

- Students are not allowed to make any 
changes to the configuration of devices 
or services.

- Students are not allowed to install any 
applications or software that would 
grant access to any content or resourc-
es that fall outside of the activities and 
assignments organized by their teach-
ers.

- Students should contact the IT depart-
ment if they have any questions, con-
cerns, or requests.

- Students must not attempt to circum-
vent the School’s security network or 
filters.

3.2  Respect for Others 
In accordance with the INCLUSION POLICY, 
all members of the learning community are 
expected to use technology in a way which is 
respectful of others.

As in their real-life interactions, in their online 
communications, students are expected to:

- use respectful and polite language 
and refrain from vulgar or injurious lan-
guage;

http://ejm.org
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- respect the privacy of others; 

- not engage in cyberbullying of any 
kind, including the spreading of false 
information or rumors intended to harm 
others.

- Outside of school hours, every individ-
ual has the right to disconnect.  After 
7pm, school is closed and emails sent 
after this hour should not expect a re-
sponse before the following work day.  

In 6th, 7th and 8th grades, school-issued tab-
lets will be blocked remotely at the following 
times:

- between 8 pm and 7 am in 6th and 7th 
grade

- between 9 pm and 7 am in 8th grade

After these hours, the tablet must be put away 
and charged for use the following day.

3.3  Respect for Image Rights & Intel-
lectual Property
As outlined in the ACADEMIC INTEGRITY 
POLICY, an individual’s work is their intellectual 
property and may not be reproduced without 
their permission.  If it is impossible to request 
permission from the author of a text, the text 
must be properly cited.

As outlined in the General Data Protection 
Regulation (GDPR), an individual’s image and 
voice are their personal property and may not 
be shared or published without their permis-
sion. 

No attempt should be made to access or alter 
information belonging to other users.

Students who are either witness to or victim 
of any infractions of this policy should imme-
diately notify their Division Head or another 
member of their administrative team.

3.4  Identity Protection & Online Safety
Students are expected to:

- adhere to the ACADEMIC INTEGRITY 
POLICY

- use their critical thinking skills to deter-
mine whether information is authentic, 
true, or confidential and diversify their 
sources of information, understanding 
that information found on the Internet 
is not always reliable or up-to-date and 
may present a danger to users. 

- ask an adult for help if they are faced 
with suspicious or dangerous content 
online. 

- rely primarily on official institutional 
websites and avoid frequenting web-
sites that incite violence, crime, hatred, 
or racism, or that provide access to any 
type of illicit activity.  Not only may this 
type of content be dangerous or inap-
propriate for their age, contact with the 
authors of such contact may expose 
them to legal risks.

- protect their personal usernames and 
passwords.  The IT department should 
be contacted regarding any suspicion 
of identity theft or password theft.

- obey French law prohibiting any indi-
vidual from assuming the identity of 
another person, including online, or to 
mask one’s identity in online communi-
cations.

- ensure that any content stored in their 
account complies with all school rules 
and policies.  If necessary, the IT de-
partment may be asked to track and 
identify the owner of any activity that 
takes place through a school-issued ac-
count (email, Google Drive, Pronote…) 
or on a school-issued device.

4 - ACCEPTABLE USE POLICY FOR 
SCHOOL-ISSUED TABLETS (MIDDLE 
SCHOOL ONLY)
For each student in the Middle School, Ecole 
Jeannine Manuel provides 

- a personal tablet

- a charger and cable

The tablet is a tool for work.  It remains the 
property of the School throughout Middle 
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School and follows a specific fee schedule.  

We expect students to take great care of this 
equipment, which is their responsibility from 
the moment they receive it until the end of 
their time in Middle School.  In order for this 
tablet to fulfill the pedagogical objectives that 
the School has established, we ask that stu-
dents read the following Acceptable Use Pol-
icy carefully, sign it, and adhere to it faithfully.

4.1  Expectations
1. The use of the tablet is subject to the 

School Rules (règlement intérieur) of 
Ecole Jeannine Manuel.

2. The tablet is reserved for educational 
use and is thus restricted to the appli-
cations installed by the School.

3. While on campus, the tablet must be 
used only in the classroom, per the 
teacher’s instructions.  It should not be 
taken out of student bags in the hall-
ways or the courtyard.

4. The tablet will remain connected to the 
School’s Wifi network under the super-
vision of teachers who will verify that it 
is being used appropriately.

5. Teachers may guide students in the 
use of their tablet, have access to their 
screen, or lock their screen through a 
specific application.

6. Each student is expected to use their 
tablet in a responsible manner both in-
side and outside of school.  

7. Only devices set up by Ecole Jeannine 
Manuel are authorized to connect to 
the School’s network.  Students are not 
allowed to replace the school-issued 
tablet by a personal device for use in 
class (personal tablet, smartphone, lap-
top…).

8. Any damage to a school-issued tablet 
must be reported to and repaired only 
by the School’s IT department.  

4.2  Use of the School-issued Tablet
1. Each student should create a personal 

access code, and activate their TOUCH 
ID in order to prevent outside parties 
from accessing their data without per-
mission. 

2. Each student is responsible for saving 
their own documents and important 
data.

3. The tablet charger and cable should 
remain at home so as to avoid loss or 
damage.

4. Each student is responsible for bring-
ing their tablet to school sufficiently 
charged for a full day of classes.

5. Only devices set up by the School are 
permitted on the School network.  Stu-
dents are not permitted to use any 
other devices (personal tablet, smart-
phone, computer...) as a replacement 
for the tablet provided by the School.

6. Outside of school, students may con-
nect to another Wifi network, but the 
tablet will remain under the supervision 
of the School’s integrated content filter.

4.3  Responsibilities
1. The material provided to the student 

remains the property of Ecole Jean-
nine Manuel until the end of 3ème (9th 
grade).

2. Only the School’s IT department may 
provide maintenance or repair to a 
school-issued tablet.

3. The student must in no way alter the 
internal software of the tablet, nor cir-
cumvent its protective filters, or they 
may be identified, blocked from the 
Wifi network, and reported to their Di-
vision Head. 

4. The tablet is equipped with protective 
casing provided by the School.  The stu-
dent is responsible for maintaining the 
protective casing in place and in good 
condition when the tablet is being used 
or transported.

5. Each tablet bears a contact tag allow-
ing the school to determine its location. 
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This contact tag must not be removed, 
damaged, or covered.

6. In the event of cracking in the screen, 
the student should inform IT immedi-
ately and bring the tablet in for repair.  
A tablet with a cracked screen should 
never be used.

7. Degradations to the tablet are often 
the result of negligent use and the stu-
dent will be charged for any necessary 
replacement parts.  All replacement 
parts are provided by the School using 
equivalent material.

8. In the event of loss or theft, the student 
should notify the IT department as soon 
as possible by email at the following 
address: tablettes@ejm.org. IT will then 
take the necessary steps to lock and 
potentially recover the device.  If neces-
sary, a legal declaration should also be 
made at the Commissariat de Police.  If 
the device is not recovered, a replace-
ment will be provided and billed to the 
family.

4.4  IT Supervision
1. The School, represented by the IT de-

partment, owns all supervisory rights 
over the tablet.  The management of 
applications and Internet access may 
be modified, restricted, or protected by 
specific profiles. 

2. The installation, maintenance, and 
updating of applications will be per-
formed by the IT department, remotely 
if possible, and may not be refused.

3. A complete or partial reinstallation may 
be imposed, if required for technical or 
security reasons.

4.5  Return or Purchase of the 
School-Issued Tablet
Students completing four years in the Middle 
School keep their tablet without a fee at the 
end of 9th grade.

Students leaving the School mid-year or at 
the end of a school year have the possibility 

of purchasing the tablet for a fee that is deter-
mined by the length of time it has been in their 
possession.  Families wishing to purchase their 
tablet should contact the Administrative Assis-
tant of their grade level for the fee schedule.  

5 - RESPONDING TO VIOLATIONS 
OF THE TECHNOLOGY & 
MOBILE DEVICE POLICY
The primary purpose of this policy is educa-
tional.  However, violations of this policy may 
result in sanctions, as outlined in the School 
Rules.

Any sanctions given by the School do not ex-
clude the possibility of legal sanctions, de-
pending on the nature of the infraction.

mailto:tablettes@ejm.org
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STUDENT DRESS CODE POLICY1

1 - PHILOSOPHY
In line with our INCLUSION POLICY, the stu-
dent dress code at Ecole Jeannine Manuel is 
designed to support equitable and inclusive 
educational access and is written in a manner 
that does not reinforce stereotypes. To ensure 
fair and effective enforcement of this dress 
code, school administrators shall enforce the 
dress code consistently and in a manner that 
does not reinforce or increase marginalization, 
oppression, or discrimination of any individual 
or group based on their real or perceived na-
tional or ethnic origin, religion, sex, disability, 
sexual orientation, gender identity or expres-
sion, socioeconomic status, or physical ap-
pearance (body size/type/features).

The School believes that:

All students, staff, faculty, and administrators 
belong to a diverse and inclusive learning 
community in which respect for oneself, re-
spect for others, and the social and emotional 
well-being of every individual are of utmost 
importance.  

All students should be encouraged to de-
velop the capacity for self-awareness and for 
self-discipline and an understanding of the re-
lationship between self-presentation, self-ex-
pression, and the expectations or norms of a 
specific context or environment.

All students should be able to dress comfort-
ably for school and engage in the educational 
environment without fear of or actual unneces-
sary discipline or body shaming.

All students and staff should understand that 
they are responsible for managing their own 
personal “distractions” without regulating in-
dividual students’ clothing and self expression.

All students should be able to attend school in 
an environment of strict neutrality with respect 
to religious beliefs and political convictions, 
free from any pressure that would prevent 
them from making their own individual choic-
es, in accordance with French law and with our 
mission statement.

1  Inspired by the Evanston Township High School Student Dress Code

Student dress code enforcement should not 
result in unnecessary barriers to school atten-
dance.

School staff should be trained and able to use 
body-positive language to explain the dress 
code. 

Reasons for conflict and inconsistent and/or 
inequitable discipline should be minimized 
whenever possible.

2 - POLICY AIMS AND OBJECTIVES

Our student dress code is designed to:
- Maintain a safe learning environment in 

classes where protective or supportive 
clothing is needed, such as in Science 
(eye or body protection) or PE (athletic 
attire/shoes).

- Allow students to wear clothing of their 
choice that is comfortable.

- Allow students to attend school free 
of discrimination based on their real or 
perceived national or ethnic origin, reli-
gion, sex, disability, sexual orientation, 
gender identity, socioeconomic sta-
tus, or physical appearance (body size/
type/features).

- Allow students to wear clothing that ex-
presses their self-identified gender.

- Allow students to attend school in an 
environment of strict neutrality with re-
spect to religious beliefs and political 
convictions, free from any pressure that 
would prevent them from making their 
own individual choices.

- Prevent students from wearing clothing 
or accessories with offensive images 
or language, including profanity, hate 
speech, and pornography.

- Prevent students from wearing clothing 
or accessories that denote, suggest, 
display or reference alcohol, drugs or 
related paraphernalia or other illegal 
conduct or activities.

https://www.eths.k12.il.us/site/Default.aspx?PageID=1381
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- Prevent students from wearing clothing 
or accessories that will interfere with 
the operation of the school, disrupt the 
educational process, invade the rights 
of others, or create a reasonably fore-
seeable risk of such interference or in-
vasion of rights.

- Prevent students from wearing clothing 
or accessories that reasonably can be 
construed as being or including content 
that is racist, lewd, vulgar or obscene, 
or that reasonably can be construed as 
containing fighting words, speech that 
incites others to imminent lawless ac-
tion, defamatory speech, or threats to 
others.

3 - RESPONSIBILITIES AND 
EXPECTATIONS

3.1  School Responsibilities
The School Administration is responsible for 
making sure that 

- student attire does not interfere with 
the health, well-being, or safety of any 
student;

- student attire does not contribute to a 
hostile or intimidating atmosphere for 
any student; 

- dress code enforcement does not rein-
force or increase marginalization, op-
pression, or discrimination of any indi-
vidual or group based on their real or 
perceived national or ethnic origin, reli-
gion, sex, disability, sexual orientation, 
gender identity, socioeconomic status, 
or physical appearance (body size/
type/features).  

- Any restrictions to the way a student 
dresses must be necessary to support 
the overall educational goals of the 
school and must be explained within 
this dress code.

3.2  Student Responsibilities
Ecole Jeannine Manuel expects that all stu-
dents will 

- dress in a way that is appropriate for the 

school day or for any school sponsored 
event. 

- respect the School’s intent to foster a 
community that celebrates difference 
and is inclusive of a diverse range of 
identities. 

The primary responsibility for a student’s attire 
resides with the student and their parent(s) or 
guardian(s).  

3.2.1. Basic Principle

Certain body parts must be covered for all stu-
dents at all times.

Clothes must be worn in a way such that gen-
itals, buttocks, breasts, and nipples are fully 
covered with opaque fabric.  However, cleav-
age should not have coverage requirements. 
All items listed in the “must wear” and “may 
wear” categories below must meet this basic 
principle.

These dress code guidelines shall apply to 
regular school days and summer school days, 
as well as any school-related events and activ-
ities, such as school trips, graduation ceremo-
nies, and prom. 

3.2.2. Students Must Wear*, while follow-
ing the basic principle above:

- A Shirt/Top (with fabric in the front, 
back, and on the sides under the arms), 
AND

- Pants/jeans or the equivalent (for ex-
ample, a skirt, sweatpants, leggings, a 
dress or shorts), AND

- Shoes.

*Courses that include attire as part of the cur-
riculum (for example, professionalism, public 
speaking, and job readiness) may include as-
signment-specific dress, but should not focus 
on covering bodies in a particular way or pro-
moting culturally-specific attire. Activity-spe-
cific shoe requirements are permitted (for ex-
ample, athletic shoes for PE), as are health and 
safety requirements (for example, body cover-
ing for work in the Science lab).
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3.2.3. Students May Wear, as long as these 
items do not violate Section 1 above:

- Athletic attire

- Hats facing straight forward or straight 
backward. Hats must allow the face to 
be visible to staff, and not interfere with 
the line of sight of any student or staff, 
and must be removed indoors.

- Hoodie sweatshirts, with the hood off 
when indoors.

- Fitted pants, including opaque leg-
gings, yoga pants and “skinny jeans”.

- Tank tops, including spaghetti straps.

3.2.4. Students May Not Wear:

- Violent language or images.

- Images or language depicting/suggest-
ing drugs, alcohol, vaping or parapher-
nalia (or any illegal item or activity).

- Bullet proof vest, body armor, tactical 
gear, or facsimile.

- Hate speech, profanity, pornography.

- Images or language that creates a hos-
tile or intimidating environment for any 
individual or group 

- Any clothing that reveals visible under-
garments (slightly visible waistbands 
and visible straps are tolerated)

- Swimsuits (except at the pool as re-
quired for PE).

- Accessories that could be considered 
dangerous or could be used as a weap-
on.

- Any item that obscures the face.

- Any conspicuous signs or symbols of 
religious or political affiliation(s).

4 - RESPONDING TO VIOLATIONS OF 
THE STUDENT DRESS CODE
To ensure effective and equitable enforcement 
of this dress code, as well as an environment of 

mutual respect, empathy, and open dialogue, 
school administrators shall enforce the dress 
code consistently following the guidelines be-
low.  School administration and staff shall not 
have discretion to vary the requirements in 
ways that lead to discriminatory enforcement.

4.1  Consequences for Students
Students not following the dress code as out-
lined in Sections 1 and/or 4 above will be 

- referred to the appropriate Division 
Head or Deputy Division Head, who will 
follow up and who are solely responsi-
ble for dress code enforcement. 

- provided with three (3) options for the 
rest of the school day:

○ Changing into their own dress-code compli-
ant clothing.

○ Wearing temporary school-provided cloth-
ing

○ Calling their parents to bring them dress-
code compliant clothing

Students who feel they have been subject to 
discriminatory enforcement of the dress code 
should contact their Division Head or Deputy 
Division Head.

4.2  School Responsibilities & Expecta-
tions:

- The School is expected to:

- enforce the dress code fairly and in a 
gender-neutral way for all students. No 
student should be affected by dress 
code enforcement because of their real 
or perceived national or ethnic origin, 
religion, sex, disability, sexual orienta-
tion, gender identity or expression, so-
cioeconomic status, or physical appear-
ance (body size/type/features), or body 
maturity. 

- refrain from publicly shaming or re-
quiring students to display their body 
in front of others (students, parents, or 
staff) in school. “Shaming” includes, 
but is not limited to:
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o kneeling or bending over to 
check attire fit;

o measuring straps or skirt length;

o asking students to account for 
their attire in the classroom or in 
hallways in front of others;

o calling out students in spaces, in 
hallways, or in classrooms about 
perceived dress code violations 
in front of others; in particular, 
directing students to correct 
sagged pants that do not ex-
pose the entire undergarment, 
or confronting students about 
visible bra straps, since slight-
ly visible waistbands and straps 
on undergarments are tolerated; 
and,

o accusing students of “distract-
ing” other students with their 
clothing.

These dress code guidelines shall apply to 
regular school days and summer school days, 
as well as any school-related events and activ-
ities, such as school trips, graduation ceremo-
nies, and prom. Students who feel they have 
been subject to discriminatory enforcement of 
the dress code should contact their Head or 
Deputy Head.
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WELLBEING, INCLUSION, & SAFE-
GUARDING

INCLUSION POLICY

1- POLICY AIMS AND OBJECTIVES
The purpose of this policy is to outline how 
our School strives to create an environment 
in which all stakeholders feel safe, respected, 
and supported in their learning.  The School 
strives to:

- Ensure that every member of the learn-
ing community is respected, included, 
and fairly treated; 

- Ensure that students meeting admis-
sion criteria are provided with inclusive 
learning arrangements where a need 
has been identified by the school, the 
family, and a medical professional;

- Create a healthy environment for work 
and study in which all members of the 
learning community feel safe to express 
their full identities, while respecting the 
right of all others to also feel safe and 
respected;

- Promote a culture of kindness, open-
ness and empathy;

- Foster open and transparent commu-
nication between all members of the 
community;  

- Support students requiring inclusive 
learning arrangements; 

- Encourage consistency of response to 
both positive and negative behavior; 

- Provide a safe environment free from 
disruption, violence, bullying, discrimi-
nation and any form of harassment, as 
defined in Section 3.

2 - DEFINITION OF TERMS

2.1  Inclusion
Inclusion,as defined by the Council of Interna-
2	 	Council	of	International	Schools	Briefing:	I-DEA,	Inclusion	via	Diversity,	Equity,	and	Anti-Racism,	April	2022.

3	 	Definition	taken	from		https://www.pacer.org/bullying

tional Schools, “refers to behavioral practic-
es and social norms in a community that are 
co-productive, including and integrating ev-
eryone in activities and processes so they feel 
a sense of belonging and purpose.”2

2.2  Bullying 
Bullying is a term that is generally applied to 
acts of intimidation or exclusion in a school 
setting and refers to any intentional act that 
is severe, persistent or pervasive and/or which 
exploits a real or perceived imbalance of pow-
er, causing emotional, psychological or phys-
ical harm to another person. Power may refer 
to age, size, strength, gender, sexual orienta-
tion, ability, position or popularity but can also 
include other situations. 

It is important to understand the difference 
between bullying and conflict. A conflict is a 
disagreement or argument in which both sides 
express their views.  People in conflict gener-
ally stop and change their behavior when they 
realize it is hurting someone.  In bullying, the 
goal is to hurt, harm or humiliate.3

Bullying can take on several forms:

- Relational aggression is an indirect form 
of bullying that occurs when someone 
manipulates or harms another person’s 
relationship(s), reputation, social status 
or self-esteem.  Persistent, intentional 
exclusion is a form of bullying through 
relational aggression.

- Physical aggression refers to the intent 
to harm someone through physical 
force or dominance. 

- Verbal bullying occurs when a person 
uses spoken or written words to hurt 
someone else. 

- Sexual bullying involves unwanted sex-
ual suggestions, comments, jokes, ges-
tures, advances, contact or threats to 
another person. All stakeholders must 
understand that the possession and/or 
distribution of explicit images of a mi-
nor is a crime.

https://www.pacer.org/bullying
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2.3 Harassment 
Harassment is a term used primarily in the 
workplace and refers to any verbal or nonver-
bal action that frightens, intimidates or causes 
emotional distress to another person. Harass-
ment of any individual upon the basis of their 
real or perceived national or ethnic origin, sex, 
religion, age, disability, sexual orientation, 
gender identity, gender expression, political 
affiliation, socioeconomic status, civil status, 
employment status, preferred language or 
language proficiency, appearance, height or 
weight is a violation of their human rights and 
of French law. 

2.4 Discriminatory Behavior
Discriminatory behavior refers to any verbal or 
non-verbal bullying which causes harm, exclu-
sion, or unequal treatment and is motivated 
by prejudice based on one of the 25 criteria 
protected by French law, including:  a person’s 
real or perceived national or ethnic origin, re-
ligion, sex, age, disability, sexual orientation, 
gender identity, gender expression, political 
affiliation, socioeconomic status, civil status, 
employment status, preferred language or 
language proficiency, physical appearance, or 
political or philosophical opinions.  Beyond 
the school setting, this is referred to as dis-
crimination and can take on any of the previ-
ously mentioned forms.  It is included in the 
general definition of harcèlement in French, 
and does not have to occur more than once 
to be considered to be a violation of human 
rights and of French law. 

2.5 Cyber-Bullying, Cyber-Harassment, 
or Cyber-Discrimination
Cyber-bullying, cyber-harassment, and cy-
ber-discrimination refers to any of the actions 
described above occurring online or using 
communication technology, including through 
email, text messaging, individual or group 
chats, websites, discussion forums, or any type 
of social media.

3 - RESPONSIBILITIES AND 
EXPECTATIONS

3.1 General Responsibilities and Expec-
tations
All members of the learning community, in-
cluding students and staff, are expected to:

- Be familiar with this Inclusion policy and 
with the procedures regarding any in-
fractions to this policy;

- Be aware that this policy covers individ-
ual behavior on or off school grounds, 
at school-sanctioned events, and inci-
dents occurring online;

- Treat others with respect, courtesy and 
consideration at all times;

- Refrain from using disrespectful lan-
guage of any kind;

- Respect school property and the prop-
erty of other members of our learning 
community;

- Encourage and develop a growth 
mindset and celebrate differences as a 
source of strength for our community;   

- Contribute positively to the learning at-
mosphere in and out of class by arriving 
on time, actively engaging, completing 
work on time, and interacting with oth-
ers in a positive and respectful manner;

- Understand, avoid, and report bullying, 
harassment or discriminatory behavior 
as defined in Section 2 of this policy; 

- Be familiar and comply with the CHILD 
PROTECTION & SAFER RECRUITMENT 
POLICY and in particular with section 
4 - SYMPTOMS OF CHILD ABUSE OR 
RADICALIZATION of the Child Protec-
tion Policy, which indicate how to de-
tect that someone may be experiencing 
bullying, harassment or discriminatory 
behavior.

- Seek immediate help by contacting 
the designated child-protection officer 
(CPO) and/or their deputy if any mem-
ber of the learning community talks 

https://www.defenseurdesdroits.fr/fr/institution/competences/lutte-contre-discriminations
https://www.defenseurdesdroits.fr/fr/institution/competences/lutte-contre-discriminations
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about suicide or seems unusually upset;

- Understand that the School considers 
any language or behavior that is in vi-
olation of this policy and therefore in-
consistent with its values as grounds for 
disciplinary action.

3.2 Specific School Responsibilities and 
Expectations
All members of the learning community can 
expect the School to:

- Clearly communicate and explain both 
the Inclusion Policy and the Child Pro-
tection Policy to all members of the 
learning community, as well as the con-
sequences for non-compliance with 
these policies;

- Promote inclusive practices and a cul-
ture of trust within the framework of this 
policy;

- Implement Division-Head-approved 
inclusive learning arrangements in the 
classroom and in assessments,

- Monitor and communicate about the 
effectiveness of inclusive arrangements 
in removing barriers with relevant 
stakeholders (Division Heads, teachers, 
counselors, nurse, exams officer, Head 
of Applied Neuroscience, and families 
as needed)

- Provide a School Nurse and a School 
Counselor (Point Ecoute) as a source 
of physical care and mental health sup-
port for students, and refer students to 
outside medical professionals when re-
quired;

- Consider any language or behavior that 
is in violation of this policy as grounds 
for disciplinary action;

- Report any concerns regarding student 
wellbeing or possible barriers to learn-
ing to the relevant Division Head;

- Investigate instances of bullying, ha-
rassment or discriminatory behavior, as 
defined in Section 2 of this policy, swift-
ly, sensitively, thoroughly and effective-

ly, and administer fair and consistent 
consequences for such instances (see 
Section 5); 

- Create a safe, open, and inclusive 
learning environment through evi-
dence-based prevention and interven-
tion strategies and initiatives such as:

1. PSHCE (Personal, Social, Health, and 
Citizenship Education) and Wellbeing 
programs, which cover

2. Age-appropriate education regard-
ing racism, antisemitism, sexism, an-
ti-LGBTQIA+ discrimination, and other 
forms of discrimination,

3. Age-appropriate instruction on recog-
nizing signs of bullying, harassment, 
and discriminatory behavior

4. Age-appropriate instruction on best 
practices to create an inclusive environ-
ment,

5. Age-appropriate instruction on sex, in-
terpersonal relationships, and the im-
portance of consent, 

6. Age-appropriate instruction in respon-
sible digital citizenship and media liter-
acy, 

7. Teacher training on differentiation and 
universal design for learning that sup-
ports the diverse backgrounds and ex-
periences of our community, by includ-
ing,

8. Relevant curricula, materials and texts 
that incorporate diverse perspectives

9. Relevant curricula, including Learning 
to Learn and Study Skills classes to 
foster student autonomy, organization, 
motivation, 

10. Literature, outings, trips, cultural ex-
changes and other resources to pro-
mote cultural and social awareness.

11. Affinity and alliance groups;  

12. School-wide awareness campaigns to 
promote inclusion and solidarity, par-
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ticularly in conjunction with UNESCO’s 
International Day Against Violence and 
Bullying at School in November and In-
ternational Day for the Elimination of 
Racial Discrimination in March;

13. Staff training and implementation of 
the Pikas Method of Shared Concern 
(adapted to the French context by Jean-
Pierre Bellon and Marie Quartier as the 
Méthode de préoccupation partagée) 
where applicable to quickly defuse situ-
ations of intimidation among students;

14. Staff training on this policy.

3.3 Specific Student Responsibilities 
and Expectations
Students are expected to

- Regarding bullying, harassment, and 
discriminatory behavior:

1. Understand the definitions of in-
clusion, bullying, harassment, and dis-
criminatory behavior as explained in 
Section 2

2. Understand the consequences 
for instances of bullying, harassment, 
or discriminatory behavior as outlined 
in Section 5

3. Avoid any instances of intimida-
tion, exclusion, bullying, harassment, 
and discriminatory behavior towards 
any member of the learning community.  

- Regarding learning Inclusion:

1. Engage in a reflective and meta-
cognitive approach to learning,

2. Work in good faith and in part-
nership with the school to identify gen-
uine barriers to learning and implement 
accommodations following established 
protocols; 

3. Respect processes in place for 
requesting, approving, and implement-
ing incremental inclusive learning ar-
rangements.

3.4 Specific Family Responsibilities and 
Expectations
Families are expected to 

- Support the school’s efforts to create a 
culture of trust by engaging in respect-
ful and transparent communication;

- Support the School’s efforts to promote 
a safe, open, and inclusive learning en-
vironment.

- Regarding bullying, harassment, and 
discriminatory behavior:

- Understand the definitions of inclusion, 
bullying, harassment, and discriminato-
ry behavior as explained in Section 3;

- Support their children in reporting 
intimidation, exclusion, bullying, ha-
rassment, and discriminatory behavior 
towards any member of the learning 
community;  

Regarding Learning Inclusion:

- Work in good faith and in partnership 
with the school to identify genuine bar-
riers to learning and implement accom-
modations following established proto-
cols; 

- Respect school and exam-board related 
decisions and processes for requesting, 
approving, and implementing inclusive 
learning arrangements

- Follow school protocols and meet all 
deadlines for learning inclusion 

- Support the School’s consequences for 
violations of this policy as outlined in 
Section 6.

4 - INCLUSIVE LEARNING ARRANGE-
MENTS

4.1  Accessibility for Persons with Phys-
ical Disabilities, Chronic Illness, Learn-
ing Differences or Mental Health Con-
cerns
The School makes every effort to accommo-
date members of the learning community with 
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short or long-term physical disabilities, chronic 
illness, learning differences and mental health 
concerns.  Necessary adjustments to class-
room assignments and other accommodations 
will be provided as much as possible, and with-
in the constraints of the school curriculum, to 
allow all  students and staff members to partic-
ipate fully in all aspects of life at school.

4.2 Individualized Education Plan (Plan 
d’accompagnement personnalisé)
When standard assessment conditions cre-
ate barriers to learning, and where a need 
has been identified by both the School and/
or a medical professional or qualified learning 
specialist, assessment tasks may be adapted, 
using a range of strategies: for example: ac-
cess to a computer, extra time or rest breaks. 
For an IEP to be developed and approved by 
the Division Head, students must have formal 
documentation from a medical professional or 
qualified learning specialist.  The IEP will high-
light the student’s areas of need and recom-
mend accommodations to remove barriers to 
learning, and will be shared with all relevant 
School staff.  Please see Learning Accommo-
dations Pathway for a detailed overview of 
the procedure.  

4.3 Inclusive Access Arrangements for 
Assessment and Learning
In addition to the points outlined above, the 
School is also committed to ensuring that all 
students meeting admission criteria (as de-
scribed in the Admission Policy) are able to 
demonstrate their ability under assessment 
conditions that are as fair as possible.  To 
do this, the School strives to use a variety of 
methods of assessment including oral, written, 
individual, group work, self-assessed, peer-as-
sessed, short-term and long-term assign-
ments. (See ASSESSMENT POLICY.)

The School undertakes a graduated approach 
to the identification, assessment and support 
of students for whom standard assessment 
and learning conditions create barriers to 
learning.   Before considering the establish-
ment of an IEP, and based upon the identified  
level of need, an initial level of support is pro-
vided for all students through skills-focused 
learning and assessment, and through differ-
entiated instruction and principles of universal 

design for learning.  Students may additionally 
receive learning support such as peer-tutoring 
or office hours, or be referred to a medical 
professional or qualified learning specialist as 
necessary. Please see Learning Accommoda-
tions Pathway for a detailed overview of the 
procedure.

4.4 Inclusive Access Arrangements for 
High School Examinations
In addition to the procedures outlined above, 
IBDP and BFI students experiencing social, 
emotional, behavioral, learning, or medical 
challenges may be able to benefit from Inclu-
sive Access Arrangements for both mock and 
official Baccalaureate exams. A formal request 
must be made to the IB by the IB Coordina-
tor, to the local authorities of the Education 
nationale for baccalaureate exams, or to the 
College Board/the School for the AP and SAT 
exams.  In order for a request to be submitted, 
rigorous and thorough medical and school 
evidence is required.The steps for this are 
outlined in the Learning Accommodations 
Pathway document.  

Students and families should contact their Di-
vision Head to confirm the deadlines for sub-
mitting requests to the relevant authorities. 

Inclusive Access Arrangements will typically in-
clude one of the following (with one arrange-
ment often removing the need for another): 

- additional time in written exams and/or 
coursework,

- use of a computer for written exams,

- rest breaks during written exams,

- specific placement in a room during ex-
ams,

- access to a dictionary.  

5 - REPORTING VIOLATIONS OF THE 
INCLUSION POLICY
Any member of the learning community who 
has been the target of bullying, harassment or 
discrimination at the hands of another mem-
ber of the learning community—no matter 
their position, terms of employment or role at 
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the School—shall be given unwavering sup-
port by School Leadership.   However, under-
standing that it can be very difficult for the 
target of unwanted behavior to come forward, 
the School encourages concerned classmates 
and staff, colleagues and supervisors to come 
forward if violations of the Inclusion Policy are 
suspected. Witnesses and bystanders have a 
responsibility to immediately contact a trusted 
staff member with any concern for the safety 
or wellbeing of a member of the learning com-
munity, including  in-person or online incidents 
of bullying, harassment or discrimination. 

5.1  Student Targets or Witnesses
Students who find themselves to be the target 
or a witness, or who learn of incidents of bully-
ing, harassment or discriminatory behavior as 
defined in Section 3 above, should 

- Tell a trusted adult at school, such as 
a classroom teacher, your Homeroom 
Teacher, the School Counselor, the 
School Nurse, a Surveillant, or a Divi-
sion Head.

- Know that a clear and precise account 
of the incident will be recorded in writ-
ing and given/sent to the Division Head, 
Deputy Head, or Head of School, and 
the Homeroom Teacher of the students 
involved, or to Human Resources if a 
teacher is involved.

- Be confident that no person who, in 
good faith, reports or provides informa-
tion related to suspected bullying fol-
lowing this policy shall suffer retaliation, 
harassment or any adverse enrollment 
action.

5.2  Faculty or Staff Targets or Witness-
es 
Members of Faculty or Staff who find them-
selves to be the target or a witness, or who 
learn of incidents of bullying, harassment or 
discriminatory behavior as defined in Section 
2 above, should 

- Know that all staff members may inter-
vene to address incidents of bullying, 
harassment, or discriminatory behavior 
if they witness or receive reports of stu-

dent violations of the Inclusion Policy. 

- Immediately inform the relevant Divi-
sion Head, or Human Resources, if the 
situation involves an adult in the com-
munity;

- Know that a clear and precise account 
of the incident will be recorded in writ-
ing and given/sent to the Division Head, 
Deputy Head, or Head of School, and 
the Homeroom Teacher of the students 
involved, or to Human Resources if a 
teacher is involved.

5.3  Confidentiality
Any member of the learning community who 
reports a violation of the Inclusion Policy, 
whether as a target or as a witness should un-
derstand that

- any incident of bullying involving a stu-
dent will be treated as a child protec-
tion concern when there is ‘reasonable 
cause to suspect that a child is suffering, 
or is likely to suffer, significant harm’.  In 
these instances, the member of staff re-
ceiving the report is required to inform 
the School’s Child Protection Officers, 
namely the Head of School and the 
School Nurse, immediately.

- the Head of School will be notified of 
any instance of harassment or discrimi-
natory behavior concerning an adult.

- they will not be subject to any retalia-
tion whatsoever by any member of staff 
or administration.

- their identity will be protected and will 
not be revealed to the concerned par-
ties without their consent.

6 - RESPONDING TO VIOLATIONS OF 
THE INCLUSION POLICY
The School strives to respond to violations 
of the Inclusion Policy swiftly, sensitively, dis-
creetly, and effectively.

Minor incidents or conflicts that do not meet 
the definition of bullying, harassment or dis-
crimination that can be resolved immediately 
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through arbitration or through the application 
of the Method of Shared Concern when appro-
priate and require no further action under this 
policy may or may not be documented, and 
parents will be informed when appropriate.

The School will take proactive measures, as 
outlined in Section 4, to prevent bullying, ha-
rassment, and discriminatory behavior, and 
will respond to violations of this policy in a fair 
and measured fashion, following the relevant 
policies and procedures outlined below when 
such behaviors are identified.  

6.1 Responding to Student Violations of 
the Inclusion Policy
Where an event is too serious for the Method 
of Shared Concern to be applicable, the Head 
of School or their representative shall lead a 
fair, thorough, objective, and well-document-
ed investigation of any complaints that meet 
the definition of bullying. 

Within one working day of receiving a com-
plaint or incident report, the Head of School 
or designee will notify relevant staff members 
and the parent/legal guardian(s) of any stu-
dents involved, as appropriate, that a com-
plaint was received and direct them to this 
policy.

If necessary and appropriate, the police will be 
consulted as required by French law. During 
the investigation, the School shall take prompt 
and reasonable measures to protect the al-
legedly targeted individuals from continued 
bullying, cyber-bullying, intimidation and/or 
retaliation. A temporary action plan may in-
clude but not be limited to changing seating 
arrangements or schedules of the accused in-
timidator(s), or implementing a School no-con-
tact order or agreement. 

Alleged targets and intimidators have the 
right to be accompanied by a trusted adult of 
their choice throughout the reporting and in-
vestigative processes. The investigation may 
require individual meetings with each student 
or staff member involved in the presence of 
two additional staff members. The School will 
keep a record of all meetings and discussions. 

The School shall respect the privacy of the 
supposed targets or intimidators as much as 

possible. Limited disclosure may be necessary 
in order to conduct a thorough investigation.

The Head of School will be informed of the 
outcome as well as the relevant members of 
staff (for example, the Homeroom Teachers of 
the students involved). A copy of all relevant 
documents should be retained on the School’s 
files.

6.2  Responding to Faculty or Staff Vio-
lations of the Inclusion Policy
Faculty and Staff should refer to French Law 
(Code du travail) and the Code of Conduct For 
School Employees (Règlement intérieur des 
personnels) available from Human Resources.

The Head of School or their representative shall 
lead a fair, thorough, objective and well-doc-
umented investigation of any complaints that 
meet the definition of harassment or discrimi-
natory behavior. 

Within one working day of receiving a com-
plaint or incident report, the Head of School 
or designee will notify relevant staff members 
and the parent/legal guardian(s) of any stu-
dents involved, as appropriate, that a com-
plaint was received and direct them to this 
policy.

If necessary and appropriate, the police will be 
consulted as required by French law.

During the investigation, the School shall take 
prompt and reasonable measures to protect 
the allegedly targeted individuals from contin-
ued harassment, intimidation and/or retalia-
tion. A temporary action plan may include but 
not be limited to changing schedules of the 
alleged aggressor, or implementing a School 
no-contact order or agreement. 

Alleged targets and intimidators have the right 
to be accompanied by a trusted colleague of 
their choice throughout the reporting and in-
vestigative processes. The investigation may 
require individual meetings with each student 
or staff member involved in the presence of 
two additional staff members. The School will 
keep a record of all meetings and discussions. 

The School shall respect the privacy of the 
alleged targets and intimidators as much as 
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possible. Limited disclosure may be necessary 
in order to conduct a thorough investigation.

The Head of School will be informed of the 
outcome as well as the relevant members of 
staff (for example, the Homeroom Teachers of 
the students involved). A copy of all relevant 
documents should be retained on the School’s 
files. In addition, all reporting, investigations, 
and responses shall be consistent with French 
law regarding discrimination and the protec-
tion of civil and human rights. If necessary and 
appropriate, the police will be consulted.

6.3  Disciplinary Actions 
Students found to be in violation of the Inclu-
sion Policy will be subject to age-appropriate 
disciplinary measures which may include but 
are not limited to: 

- Official warnings,

- Community service, including research, 
presentations, or raising awareness 
among peers in a way that helps to fos-
ter their growth mindset, critical think-
ing, and reflection upon their actions.

- Disciplinary hearing,

- Temporary suspension,

- Permanent expulsion,

- Disqualification from the U.S. High 
School Diploma.

Faculty or Staff violations of the Inclusion Pol-
icy will be treated in accordance with French 
labor law requirements.

Any member of the learning community mak-
ing a false report or providing information in 
bad faith, or with the knowledge that it is false, 
will be subject to disciplinary measures. In cas-
es where a law has been violated, law enforce-
ment will be notified.
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CHILD PROTECTION & SAFER 
RECRUITMENT POLICY

1 - PHILOSOPHY
Safeguarding and promoting the welfare of 
children can be defined as:

- Protecting children from maltreatment,

- Preventing impairment of children’s 
health or development,

- Ensuring that children grow up in cir-
cumstances consistent with the provi-
sion of safe and effective care,

- Taking action to enable all children to 
have the best outcomes.

The faculty and staff at École Jeannine Manu-
el (“the School”) fully recognizes their profes-
sional responsibility to protect all children in 
their care from harm. This policy applies to all 
staff, volunteers and everyone working in 
the School, with the understanding that:

- Children have a right to be safe,

- Adults have a responsibility to safe-
guard and protect children,

- Abuse is damaging, and can have a 
lasting negative impact on the remain-
der of the child’s life,

- Abused children sometimes become 
abusing adults,

- Child abuse exists in a world of secrecy 
and silence - the cycle of abuse must 
be broken,

- An abuser may well abuse many other 
children who also have a right to pro-
tection,

- Children have the right to grow up to 
be well-adjusted adults.

4	 	Centre	de	Recueil	et	de	traitement	des	Informations	Préoccupantes,	loi	n°	2007-293	du	5	mars	2007

2 - POLICY AIMS AND OBJECTIVES

2.1  Guidelines & Procedures 
This Child Protection & Safer Recruitment Pol-
icy follows the guidance and procedures pro-
duced by:

- The United Nations Convention on the 
Rights of the Child,

- The International Task Force on Child 
Protection,

- The French Ministry of Education regu-
lations, and more particularly:

1. L’article 434-3 du Code Pénal

2. Conduites à tenir en cas d’infraction en 
milieu scolaire, Memento,

3. Prévention et traitement des violences 
sexuelles.

The School will follow the procedures set out 
by the French Ministry of Education and the 
French Ministry of Justice, and take into ac-
count guidance issued by the CRIP4 to estab-
lish:

- Duty of Care,

- Definitions and symptoms of abuse,

- Monitoring and Record keeping,

- Disclosure and actions following a dis-
closure (child),

- Disclosure and actions following a dis-
closure (adult),

- Safer Recruitment.

2.2 Specific Aims of this Policy
The School aims

- To establish and maintain an environ-
ment where children feel secure, are 
encouraged to talk, and are listened to.

- To ensure that children know that they 
can turn to any trusted adult in the 

https://www.cois.org/page.cfm?p=1898
https://www.cois.org/page.cfm?p=1898
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/27/8/memento_infractions_115278.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/27/8/memento_infractions_115278.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/52/8/guide_prevention_violences_sexuelles_144528.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/52/8/guide_prevention_violences_sexuelles_144528.pdf
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School if they are worried about a friend 
or about their own situation.

- To raise awareness of child protection 
issues and equip children with the skills 
needed to keep them safe.

- To ensure that we practice safe recruit-
ment, in accordance with the French 
Labor Law, when checking the suitabili-
ty of staff, teaching, administrative, and 
volunteers who work with children.

- To develop and implement procedures 
for identifying and reporting cases, or 
suspected cases, of abuse.

- To support students who have been 
abused, in accordance with the estab-
lished child protection plan.

2.3  Duty of Care
It is the School’s Duty of Care to

- Ensure that the School Governors take re-
sponsibility for overseeing the Child Protec-
tion Policies and Procedures and that those 
are reviewed annually. The named governor 
with responsibility is Bernard Manuel, chair-
man of the board.

- Ensure that we have a designated senior 
member of staff who has received appropriate 
training and support for the role of Child Pro-
tection Officer. The named Child Protection 
Officer (CPO) is the Head of School.  The dep-
uty CPO is the nurse. 

- Ensure that every member of staff (including 
temporary and supply staff and volunteers) 
knows the name of the designated senior per-
son responsible for child protection and their 
role.

- Ensure that all staff and volunteers under-
stand their responsibilities in being alert to the 
signs of abuse and in referring any concerns to 
the designated senior person responsible for 
child protection.

- Ensure that parents have an understanding 
of the responsibility placed on the School and 
staff for child protection by setting out its obli-
gations in the School prospectus.

- Notify social services if there is an unex-
plained absence of more than two days of a 
student who is on the child protection register.

- Develop effective links with relevant agencies 
and co-operate as required with their inquiries 
regarding child protection matters including 
attendance at case conferences.

- Keep written records of concerns about chil-
dren, even where there is no need to refer the 
matter immediately. (See appendix 3 for pas-
toral concern sheet)

- Ensure that all records are kept securely, sep-
arate from the main student file, and in locked 
locations.

- Develop and then follow procedures where 
an allegation is made against a member of 
staff or volunteer.

- Ensure that safe recruitment practices are al-
ways followed.

- Ensure that mechanisms are in place to assist 
staff to carry out their duties.

- Ensure that all staff members are aware of 
systems within their School which support 
safeguarding and these should be explained 
to them as part of staff induction. This should 
include: 

- The Child Protection Policy 

- The Inclusion Policy

- The Staff Code of Conduct (Staff Hand-
book) 

All staff members will also receive appropriate 
and updated information on safeguarding and 
child protection procedures, at least once a 
year.

3 - DEFINITION OF TERMS
All School staff should be aware that abuse, 
neglect and safeguarding issues are rarely 
stand-alone events that can be covered by 
one definition or label. In most cases, multiple 
issues will overlap with one another. 
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3.1 Abuse 
Abuse is a form of maltreatment of a child. 
Someone may abuse or neglect a child by 
inflicting harm, or by failing to act to prevent 
harm. They may be abused by an adult or 
adults, or another child or children. 

3.2 Harm
Harm refers to ill treatment or the impairment 
of health or development. There are no ab-
solute criteria to rely on when judging what 
constitutes significant harm.  Overall, it can 
be described as the detrimental effect on a 
child’s well-being due to various forms of child 
maltreatment.  Ill-treatment includes sexual 
abuse, as well as forms of ill treatment that are 
not physical.

3.3 Health and Development
Health includes physical and mental health.  

Development includes physical, intellectual, 
emotional, social or behavioral development.

Where the question of whether harm suffered 
by a child is significant turns on the child’s 
health and development, the child’s health 
or development shall be compared with that 
which could reasonably be expected of a sim-
ilar child.

3.4  Types of Abuse
There are four main categories of abuse – 
physical, neglect, sexual and emotional. The 
list of symptoms provided in the following sec-
tion is not exhaustive or comprehensive but 
consists of frequently observed symptoms. It 
is important to remember that most abuse in-
volves more than one main type, for example, 
sexual and emotional abuse may be recog-
nized together. These symptoms - for exam-
ple, cuts and scrapes - may also be accidental 
and not a sign of abuse. 

These different types of abuse require differ-
ent approaches. A child suffering from phys-
ical abuse may be in immediate and serious 
danger. Action should, therefore, be taken 
immediately. With other forms of abuse there 
is a need to ensure that adequate informa-
tion is gathered. There is also a need to make 
sure that grounds for suspicion have been 

adequately investigated and recorded. The 
need to collate information must be balanced 
against the need for urgent action. If there are 
reasonable grounds for suspicion, then a de-
cision to monitor the situation should only be 
taken after discussion between the CPO and 
the nurse. A situation that should cause partic-
ular concern is that of a child who fails to thrive 
without any obvious reason. In such a situa-
tion, a medical investigation will be required 
to consider the causes.

3.4  Radicalization
Radicalization refers to the process by which a 
person comes to support terrorism and other 
forms of extremism.  

Protecting children from the risk of radicaliza-
tion should be seen as part of Schools’ wider 
safeguarding duties, and is similar in nature to 
protecting children from other forms of harm 
and abuse. During the process of radicaliza-
tion it is possible to intervene to prevent vul-
nerable people being radicalized.

4 - SIGNS OF CHILD ABUSE OR 
RADICALIZATION

4.1  Symptoms of Physical Abuse 
- Bruises and abrasions - especially about 

the face, head, genitals or other parts 
of the body where they would not be 
expected to occur given the age of the 
child. Some types of bruising are par-
ticularly characteristic of non-accidental 
injury, especially when the child’s expla-
nation does not match the nature of in-
jury or when it appears frequently.

- Slap marks – these may be visible on 
cheeks or buttocks.

- Twin bruises on either side of the mouth 
or cheeks – can be caused by pinching 
or grabbing, sometimes to make a child 
eat or to stop a child from speaking.

- Bruising on both sides of the ear – this is 
often caused by grabbing a child that is 
attempting to run away. It is very painful 
to be held by the ear, as well as humili-
ating, and this is a common injury.
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- Grip marks on arms or trunk – gripping 
bruises on arm or trunk can be associ-
ated with shaking a child. Shaking can 
cause one of the most serious injuries 
to a child; i.e. a brain hemorrhage as 
the brain hits the inside of the skull. 
X-rays and other tests are required to 
fully diagnose the effects of shaking. 
Grip marks can also be indicative of 
sexual abuse.

- Black eyes – are mostly commonly 
caused by an object such as a fist com-
ing into contact with the eye socket. A 
heavy bang on the nose, however, can 
cause bruising to spread around the 
eye; a doctor will be able to tell if this 
has occurred.

- Damage to the mouth – e.g. bruised/
cut lips or torn skin where the upper lip 
joins the mouth.

- Bite marks

- Fractures

- Poisoning or other misuse of drugs – 
e.g. overuse of sedatives.

- Burns and/or scalds – a round, red burn 
on tender, non-protruding parts like the 
mouth, inside arms and on the genitals 
will almost certainly have been deliber-
ately inflicted.  Any burns that appear 
to be caused by a cigarette should be 
cause for concern.  Some types of scalds 
known as ‘dipping scalds’ are always 
cause for concern.  An experienced 
person will notice skin splashes caused 
when a child accidentally knocks over a 
hot cup of tea.  In contrast a child who 
has been deliberately ‘dipped’ in a hot 
bath will not have splash marks.

4.2  Symptoms of Neglect 
- Dirty appearance, lack of appropriate 

clothing, unkempt hair, the smell of 
urine

- No parental interest (a distinction needs 
to be made between situations where 
children are inadequately clad, dirty or 
smelly because they come from homes 

where neatness and cleanliness are un-
important and those where the issue is 
lack of care.)

- Underweight – a child may be frequent-
ly hungry or preoccupied with food or 
in the habit of stealing food or with 
the intention of procuring food. There 
is particular cause for concern where 
a persistently underweight child gains 
weight when away from home, for ex-
ample, when in hospital or on a School 
trip. Some children also lose weight or 
fail to gain weight during School holi-
days when School lunches are not avail-
able and this is a cause for concern.

- Body sores

- Absence of desire to communicate

- Behavior problems

- Attention seeking

- Lack of respect

- Often in trouble 

- Bullying

- Use of bad language

- Stealing

- Lack of confidence – low self-esteem

- Jealousy

4.3  Symptoms of Sexual Abuse
- Detailed sexual knowledge inappropri-

ate to the age of the child.

- Behavior that is excessively affection-
ate or sexual towards other children or 
adults.

- Excessive preoccupation with secrecy – 
Attempts to inform by making a disclo-
sure about sexual abuse often begin by 
the initial sharing of limited information 
with an adult. It is also very characteris-
tic of such children that they try to bind 
the adults to secrecy or confidentiality.
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- Fear of medical examinations.

- Fear of being alone — this applies to 
friends/family/neighbors/baby-sitters, 
etc.

- Sudden loss of appetite, compulsive 
eating, anorexia nervosa or bulimia ner-
vosa.

- Excessive masturbation is especially 
worrying when it takes place in public.

- Promiscuity

- Sexual approaches or assaults - on oth-
er children or adults.

- Urinary tract infections (UTI) and sexu-
ally transmitted diseases (STD) are all 
cause for immediate concern in young 
children, or in adolescents if his/her 
partner cannot be identified.

- Bruising to the buttocks, lower abdo-
men, thighs and genital/rectal areas. 
Bruises may be confined to grip marks 
where a child has been held so that sex-
ual abuse can take place.

- Discomfort or pain particularly in the 
genital or anal areas.

- Drawing of pornographic or sexually 
explicit images.

- Withdrawn

- Rejecting physical contact or demand-
ing attention

4.4  Symptoms of Emotional Abuse
- Crying

- Rocking

- Withdrawn

- Not wanting to socialize

- Cringing

- Picking up points through conversation 
with children

- Bad behavior

- Aggression

- Behavior changes

- Bribery by parent

- Self-harm

- Lack of confidence

- Attention seeking

- Isolation from peers – unable to com-
municate

- Clingy

- Afraid of authoritative figures

- Treating others as they have been treat-
ed

4.5  Symptoms of Radicalization
There is no single way of identifying an indi-
vidual who is likely to be susceptible to an ex-
tremist ideology. It can happen in many dif-
ferent ways and settings. Specific background 
factors which may contribute to vulnerability 
are often combined with specific influences 
such as family, friends or online acquaintances, 
and with specific needs for which an extrem-
ist or terrorist group may appear to provide 
an answer. The Internet and the use of social 
media in particular has become a major fac-
tor in the radicalization of young people. As 
with managing other safeguarding risks, staff 
should be alert to changes in children’s behav-
ior, which could indicate that they may be in 
need of help or protection. School staff should 
use their professional judgment in identifying 
children who might be at risk of radicalization 
and act proportionately, which may include 
making a referral to the local authorities.

5 - RESPONSIBILITIES 
& EXPECTATIONS

5.1  School Responsibilities & Expecta-
tions 
5.1.1  Appointment of a Child-Protection 
Officer (CPO) responsible for:

- Implementing the child protection poli-
cy within the School,
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- Supporting other staff in their under-
standing of child protection issues and 
ability to recognize the signs and symp-
toms of abuse,

- Managing the School’s response to a 
disclosure of abuse.

5.1.2  Induction and training:

Every new member of staff, including part-tim-
ers, temporary, visiting and contract staff work-
ing in School, receives basic training on their 
responsibilities in being alert to the signs of 
abuse and bullying and on the procedures for 
recording and referring any concerns to the 
CPO or his/her deputy as well as working with 
different agencies. All staff are given guide-
lines on what to do if a child approaches them 
to discuss allegations of abuse (appendix 1) 
and the Code of Conduct for All Staff and 
Volunteers (appendix 2). All are also made 
aware of the pastoral care concern sheet (ap-
pendix 3) and “Enfants en danger : com-
ment les repérer ? Que faire?5”.

5.1.3  Support for Students

We create a culture of value and respect for 
each individual, having positive regard for 
each child’s heritage arising from their color, 
ethnicity, language, cultural and social back-
ground.

We recognize that children who are abused or 
witness violence may find it difficult to develop 
a sense of self-worth. They may feel helpless-
ness, humiliation and some sense of blame. 
The School may be the only stable, secure and 
predictable element in the lives of children at 
risk. When at School their behavior may be 
challenging and defiant or they may be with-
drawn. The School will endeavor to support 
the student through:

- The content of the curriculum,

- The School ethos, which promotes a 
positive, supportive and secure envi-
ronment and gives students a sense of 
being valued,

- The School Inclusion Policy, which is 
aimed at supporting vulnerable stu-

5	 	http://eduscol.education.fr/cid50661/enfants-en-danger-comment-les-reperer-que-faire.html

dents in the School. The School will en-
sure that the student knows that some 
behavior is unacceptable but that they 
are valued and not to be blamed for 
any abuse which has occurred,

- Liaisons with other agencies that sup-
port the student such as social services, 
education welfare service and educa-
tional psychology service,

- Ensuring that, where a student on the 
child protection register leaves, their 
information is transferred to the new 
School immediately and that the child’s 
social worker is informed if applicable,

- Ensuring that the School has consid-
ered how to teach students about safe-
guarding, including e-safety, and how 
to build resilience to the risks of radi-
calization. The application of adequate 
IT filtering and monitoring systems to 
safeguard children from  potentially 
harmful and inappropriate online ma-
terial when accessing the Internet at 
School.

- Procedures that ensure visiting speak-
ers are suitable (whether invited by staff 
or students).

5.1.4  Support for Families

Families can feel confident that procedures are 
in place to ensure that all members of staff ap-
pointed have undergone procedures to ensure 
that they are suitable to work with children. All 
voluntary helpers undergo similar procedures 
including a criminal record check.  Every staff 
member is required to disclose their casier ju-
diciaire (police record).

Guidelines on the procedures to follow if an 
allegation is made about a member of staff will 
be made available to a parent if they make an 
allegation against a member of staff. Parents 
will be informed of the procedure if they make 
a formal complaint about a staff member or 
volunteer. 

5.1.4  Duty of Staff

It shall be made clear to staff applying for po-

http://eduscol.education.fr/cid50661/enfants-en-danger-comment-les-reperer-que-faire.html
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sitions within the School that the School strict-
ly follows the recommendations of the Interna-
tional Task Force on Child Protection.

All staff (teaching and non-teaching) are ex-
pected to 

- Adopt an open and accepting attitude 
towards students as part of their respon-
sibility for pastoral care. The staff hopes 
that parents and students feel free to 
talk about any concerns and see School 
as a safe place. Students’ worries and 
fears will be taken seriously if they seek 
help from a member of staff. However, 
staff cannot guarantee confidentiality if 
concerns are such that referral must be 
made to the appropriate agencies in or-
der to safeguard the child’s welfare. 

- Report any observed injuries that ap-
pear to be non-accidental to the CPO.  
Staff who are told anything significant 
by a student, must report their concerns 
to the CPO. The CPO has attended a 
course and received training on Child 
Protection, which included training in 
child protection matters. Training is up-
dated regularly for the CPO and his/her 
deputy every other year.

6 - SAFER RECRUITMENT 
PROCEDURES
The School complies with Safer Recruitment 
procedures and all candidates under consid-
eration for a position as a member of facul-
ty or staff are subject to criminal background 
(casier judiciaire) checks and compliance with 
the guidelines of the International Task Force 
on Child Protection. All Senior Management 
must attend Safer Recruitment Training every 
two years.

Any offer of appointment to a successful can-
didate, including one who has lived or worked 
abroad, must be conditional upon satisfactory 
completion of pre-employment checks. 

When appointing new members of faculty or 
staff, the School must: 

- Verify a candidate’s identity, preferably 
from current photographic ID and proof 
of address except where, for exception-

al reasons, none is available.

- Obtain a certificate for an enhanced 
criminal background (casier judiciaire) 
check with a barred list of information 
where the person will be engaging in 
regulated activity. Subject to statutory 
restrictions, verify the candidate’s men-
tal and physical fitness to carry out their 
work responsibilities and ask relevant 
questions about disability and health 
in order to establish whether they have 
the physical and mental capacity for the 
specific role.

- Verify the person’s right to work in the 
European Union (EU). If there is un-
certainty about whether an individual 
needs permission to work in the EU, 
then prospective employers, or volun-
teer managers, should follow the advice 
on the Ministère du Travail website.

- If the person has lived or worked outside 
of France, make any further checks the 
School considers appropriate.

- Verify professional qualifications, as ap-
propriate.

- For teaching staff, check that they are 
not prohibited from teaching.

7 - REPORTING & RESPONDING TO 
CHILD PROTECTION CONCERNS

7.1  Procedures for Faculty and Staff 
Where a child discloses concerns or makes an 
allegation, no judgment should be made, the 
staff member should:

- Listen without displaying shock or dis-
belief;

- Allow the child to talk freely;

- Not ask leading questions;

- Not promise confidentiality;

- Stress that it is right to tell;

- Make a written record immediately;

- Explain what has to be done and who 
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has to be told;

- Pass the information to the CPO with-
out delay.

Confidentiality should not be promised to 
anyone. A record should be kept of the con-
versation. Where there is a suspicion that a 
child is suffering or likely to suffer significant 
harm, the concern should be referred without 
delay to the CPO and/or his/her deputy, who 
will investigate.

Where the child requires urgent medical treat-
ment an ambulance should be called to take 
him/her to hospital and concerns raised with 
the CPO.

7.2  Procedures for the Child Protection 
Officer 
As stated above, the CPO follows the guide-
lines provided in the following documents:

- Conduites à tenir en cas d’infraction en 
milieu scolaire, Memento,

- Prévention et traitement des violences 
sexuelles.

7.2.1  Suspected Physical Abuse

Following a disclosure, the CPO will speak to 
the parent/s in the case of evidence of physi-
cal abuse in order to seek an explanation, but 
only if there is no risk to the child of further 
harm resulting from this action.

7.2.2  Suspected Sexual Abuse

In the event of disclosure of suspected sexual 
abuse, the CPO will make an immediate re-
ferral to the Procureur de la République and 
to the Directeur Académique des Services de 
l’Éducation Nationale (DASEN).

7.2.3  All Other Categories of Suspected 
Abuse

In all other cases of suspected abuse, the CPO 
will enter into preliminary discussion with the 
parents to ascertain any possible explanation. 
These discussions are exploratory, and the 
CPO should be careful not to prejudice the 
outcome of any potential investigation.

7.2.4  Referrals

Where, following preliminary enquiries by the 
CPO, a prima facie case of abuse is apparent, 
or where there are contra-indications to pre-
liminary enquiries, a referral should be made 
under local agency arrangements. 

The referral should be emailed either at the 
time of the initial disclosure or within 48 hours 
of the incident to the local Social Services de-
partment office.

The referral should provide the following infor-
mation if available:

- Details about their own location, status 
and relationship with the child.

- Whether the child is currently safe and 
any deadlines approaching (e.g. child 
about to be collected by parent; al-
leged abuser returning imminently to 
household).

- When the child was last seen and the 
current location of the child.

- The child’s name, date of birth, sex, dis-
ability, or any known health care issues, 
ethnic origin, religion, language spo-
ken.

- Any other names the child or family 
members have been known by.

- The address of the child and parents, 
and any known previous addresses.

- The family and household structure and 
details of any other significant people 
in the child’s life.

- Details of the concern (if an incident, 
the time, place, persons involved).

- Information regarding parental knowl-
edge or, and if appropriate, agreement 
to the referral.

If the allegation concerns the Head the con-
cern must be reported to the Chairman of the 
Board.

http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/27/8/memento_infractions_115278.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/27/8/memento_infractions_115278.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/52/8/guide_prevention_violences_sexuelles_144528.pdf
http://media.eduscol.education.fr/file/Action_sanitaire_et_sociale/52/8/guide_prevention_violences_sexuelles_144528.pdf
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8 - GENERAL CONSIDERATIONS 
RELATING TO ALLEGATIONS AND 
CONCERNS OF ABUSE
The School will inform the local authorities 
when an allegation is made within one work-
ing day. They will then advise the School 
whether or not informing the parents of the 
child involved will impede the disciplinary or 
investigative processes. Acting on this advice, 
if it is agreed that the information can be fully 
or partially shared, the School will inform the 
parents. In some circumstances, however, the 
parents may need to be told straight away 
(e.g. if a child is injured and requires medical 
treatment).

The School will seek advice from the local au-
thorities and/or the police about how much in-
formation should be disclosed to the accused 
person.

Subject to restrictions on the information that 
can be shared, the School will promptly inform 
the accused person about the nature of the al-
legation, how enquiries will be conducted and 
possible outcome (e.g. disciplinary action, and 
dismissal or referral to the barring lists or reg-
ulatory body).

If the accused person is a member of staff, 
they should:

- Be treated fairly and honestly and be 
helped to understand the concerns ex-
pressed and processes involved.

- Be kept informed of the progress and 
outcome of any investigation and the 
implications for any disciplinary or re-
lated process

- If suspended, be kept up to date about 
events in the workplace.

8.1  Confidentiality
Every effort should be made to maintain confi-
dentiality and guard against publicity while an 
allegation is being investigated or considered. 
Apart from keeping the child, parents and ac-
cused person (where this would not place the 
child at further risk) up to date with progress 
of the case, information should be restricted 
to those who have a need to know in order to 

protect children, facilitate enquiries, manage 
related disciplinary or suitability processes.

8.2  Support
The organization, together with local author-
ities, and/or the police, where they are in-
volved, will consider the impact on the child 
concerned and provide support as appropri-
ate. Liaison between the agencies will take 
place in order to ensure that the child’s needs 
are addressed.

As soon as possible after an allegation has 
been received, If the accused person is a 
member of staff, they should be advised to 
contact their union or professional associa-
tion. Human resources will be consulted at the 
earliest opportunity in order that appropriate 
support can be provided via the organization’s 
occupational health or employee welfare ar-
rangements.

8.3  Suspension
Suspension will be considered in any case 
where:

- There is cause to suspect a child is at 
risk of significant harm; or

- The allegation warrants investigation 
by the police; or

- The allegation is so serious that it might 
be grounds for dismissal

If a strategy meeting/discussion is to be held 
or if the local authorities or the police are to 
make enquiries, the School will be informed 
of their views on suspension. Only the School, 
however, has the power to suspend an accused 
School employee and they cannot be required 
to do so by a local authority or police. Teach-
ers employed by Éducation Nationale remain 
under the authority of the Rectorat, which will 
make a decision as to whether a suspension is 
required.

Suspension does not imply a finding of guilt 
but is intended to enable a dispassionate in-
vestigation of the facts, unimpeded by inter-
personal tensions. Any employee who is sus-
pended will be informed immediately of the 
reason for suspension.
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8.4  Deficiencies and Weaknesses
It is the duty of all members of Staff and the 
proprietor to draw to the attention of the CPO 
any weakness or deficiency in this policy. The 
CPO will ensure that this is then followed up 
without delay, with policies and procedures 
being updated as needed rather than waiting 
for any regular review date.

All complaints arising from the operation of 
this policy should be referred to the CPO. The 
proprietor will arrange for the complaint to be 
investigated.

9 - MONITORING AND RECORD 
KEEPING
It is essential that accurate records be kept where 
there are concerns about the welfare of a child.  
Pastoral care concern sheets are to be filled in 
(Appendix 3 - Pastoral Care Concern Sheet) 
and given to the CPO. These records are kept 
in secure, confidential files, which are separate 
from the child’s School records by the CPO.  It 
is preferable, where circumstances allow, that 
parents be informed of and agree to any re-
ferral being made (unless it relates to sexual 
abuse).

Staff must keep the CPO and his/her deputy 
informed of:

- Poor attendance & punctuality

- Concerns about appearance and dress

- Changed or unusual behavior

- Concerns about health and emotional 
well being

- Deterioration in educational progress

- Discussions with parents about con-
cerns relating to their child

- Concerns about home conditions or sit-
uations

- Concerns about student-on-student 
abuse (including serious bullying)

When there is suspicion of significant harm to 
a child, and a referral is made, as much infor-
mation as possible should be given about the 

nature of the suspicions, the child and the fam-
ily.  Use of previous records (if available) may 
prove to be particularly useful in this respect.

All communications, whether verbal or writ-
ten, are strictly confidential, and only when 
the Head deems it appropriate will other 
members of staff be informed.

Support must be given to members of staff in-
volved in child protection referral and, in the 
interest and protection of all staff, the proce-
dure for child protection shall be under contin-
ual review in order to eliminate any bad prac-
tice. The School recognizes that staff involved 
in a child protection issue will find it distress-
ing and will offer support and guidance ac-
cordingly.

Staff should be made aware that they can re-
port any concerns directly to social services if 
they consider that a child protection matter is 
not being dealt with appropriately. 

All referrals can be made directly to the na-
tional toll-free number 119. All 119 call-re-
cords are sent to the local CRIP units. 
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ACADEMICS

LANGUAGE POLICY

1 - PHILOSOPHY
Since the founding of our school in 1954, the 
vision expressed in this mission statement 
was inspired by Jeannine Manuel’s conviction 
that “The more one understands, the less one 
fears” and “learning a foreign language is, by 
itself, important; it is also a means to better 
understand others, to be able to think like 
them—it provides access to the world.” These 
ideas continue to shape the culture of our 
School and guide its language philosophy.

The bilingual (French / English) education 
of our students permeates all aspects of the 
School’s ethos and curriculum.  

Bilingualism at École Jeannine Manuel has a 
specific meaning in terms of language skills:  
it is the ability to express oneself and under-
stand, orally or in writing, with native ease and 
compelling effectiveness.  

This focus on two core languages and the 
multicultural capital they express entails the 
centrality of language to learning. Since many 
subjects, including experimental sciences, so-
cial science, history and geography are taught 
in both languages in primary and in middle 
school, teachers are all, in practice, language 
teachers.  They provide subject-specific feed-
back as well as comments on writing style, syn-
tax, grammar, and word choice. As such and in 
line with the Assessment Policy, formative lan-
guage assessment occurs in all courses.  Be-
yond the language of instruction, they bring 
to their practice the diversity of cultural back-
grounds and cultural perspectives that enrich 
each student’s learning experience. 

The School is also committed to opening an 
early window on a non-European language 
through Chinese (Mandarin) instruction begin-
ning in CE2 (Third grade | Year 4) for all stu-
dents. In sixième (Sixth grade | Year 7), students 
may choose to continue Chinese instruction or 
begin to study Latin instead.

The School values the unique language, cul-
ture and skills that each student brings. We 
therefore embrace the development of other 

home languages and, beginning in cinquième 
(Seventh grade | Year 8), the acquisition of 
additional languages: Spanish, German or 
Italian. The corresponding language skills are 
empowering tools for becoming caring and 
reflective learners and citizens of the world 
with an internationally-minded approach. 

Students are encouraged by the School to val-
idate their language acquisition through ex-
ternal language examinations offered or spon-
sored by the cultural institutes of the countries 
where these languages are official national 
languages. IGCSE, DELE, PLIDA, GOETHE, 
DELF and YCT are the most frequently pur-
sued examinations, all of which (except the 
Mandarin YCT and IGCSE) are calibrated by 
the Common European Framework of Refer-
ence for Languages (CEFRL). The school is an 
exam center for several of these examinations.

As an international and UNESCO ASPnet 
school, we are committed to welcoming fam-
ilies in transition. As stated in our Admissions 
Policy,  we strive to reserve space for interna-
tional applicants (e.g. university faculty on sab-
batical, visiting scholars or research fellows) 
whose families expect to remain in France for 
a limited period of time and wish to combine 
a cultural immersion in a bilingual education 
with the ability to re-enter their own school 
systems and excel.

2 - SCHOOL LANGUAGE PROFILE
A diverse, multicultural student body is essen-
tial to the pursuit of the School’s mission.

Our School welcomes students from over 80 
nations. Among the students who enrolled in 
Paris over the past three years, approximately 
30% have two French parents, 40% come from 
bi-national families including a French parent, 
and 30% have no French family background. 
In Lille, there are more French families, but 
still, over 45 nations are represented.

From a language standpoint, over 80% of these 
students come to the school with a native or 
near-native command of French and approxi-
mately 40% enroll with a native or near-native 
command of English. Intersecting these two 
groups, almost one third of our students are 
dual-native speakers. Less than 3% of students 
join the school with no English and no French.
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Although we are an academical-
ly selective school, and in line with the 
ADMISSIONS POLICY, admission may be 
granted regardless of a student’s command of 
French or of English up to and including CP 
(First Grade| Year 2). A strong command of oral 
English is required for entry to CE1, while as 
and from CE2 a strong command of both oral 
and written English is required for the bilingual 
programme. Older candidates for Admission 
will also need to show a strong command of 
English since both High School tracks (French 
baccalaureate and the International Baccalau-
reate Diploma Programme – IBDP) demand a 
strong mastery of English.

Students with no French, however, may be of-
fered admission in all year groups up to and 
including 10th grade (pre-IB track).

3 - APPROACH TO LANGUAGE
Language teachers at the school are native 
speakers of the language they teach and use 
authentic support materials in their lessons.  
Methods used in the classroom encourage in-
dependent and active learning. In 4ème and 
3ème (Eighth and Ninth grade  /  Years 9 and 
10) History lessons, the students explore his-
torical concepts in both French and English, 
allowing them to appreciate the multiple per-
spectives involved in the subject.  

Monthly department meetings, termly conseil 
de classe meetings and ad-hoc meetings with 
the Division Head or DP Coordinator/Head of 
IB give teachers an opportunity to discuss the 
language needs of each student and suggest 
possible strategies for support. Strategies 
might include peer tutoring, support in the 
target language, or an immersive experience 
abroad.

Outside of lessons, the school supports lan-
guage learners in a variety of ways: this might 
include peer-tutoring, Office Hours, allowing 
the use of a dictionary in exams or even ex-
tra time for EAL students. Where the School 
cannot offer at-school language instruction, it 
supports such instruction, and is committed to 
coordinating students’ progress with third-par-
ty instructors as appropriate.

School and student-led clubs and activities fur-
ther support students in language and cultural 

immersion.  These include but are not limited 
to the Spanish club, the Latin Club, the Chi-
nese Club, and student-run tutoring clubs of-
fering courses in the students’ native tongues 
(Russian and Korean, for example). Other ac-
tivities such as Debate, Theater and Poetry by 
Heart provide interactive support for language 
learning through activities which are not ex-
plicitly focused on language.  

The Parent Association also plays a significant 
role in supporting the various language pro-
files at the school.  There are cultural groups 
representing language speakers of Spanish, 
Chinese, German, Russian, Korean, Japanese 
and Greek.  There are also French cultural 
adaptation and conversation groups, which 
support new families arriving in France with 
language learning and other services to help 
families adjust to life in France. 

4 - LANGUAGE SUPPORT IN FRENCH 
OR IN ENGLISH
The students’ language histories are collected 
during the admissions process and differenti-
ated instruction is put in place to support stu-
dents whose command of French or English 
requires it, as outlined in the Admissions Pol-
icy.

The pursuit of bilingualism is carried out 
through a two-pronged approach, which has 
been developed at the school for nearly sev-
enty years: immersion and specific differenti-
ated language instruction. Immersion enables 
students to learn in the language of instruc-
tion in mixed-ability groups and differentiat-
ed structured language instruction provides 
the necessary support to more homogeneous 
smaller groups of students who have not yet 
reached the level of fluency we expect them 
to achieve.

Beginners in French from 2nd grade onwards 
take part in the School’s Adaptation program 
where they benefit from additional language 
instruction and support for their lessons taught 
in French.  Teachers welcoming Adaptation 
students may benefit from in-house training 
and will receive student language profiles to 
best adapt their teaching. Differentiated En-
glish classes are available to support different 
levels of English proficiency in the primary 
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school up to and including CE2 (Third Grade 
/ Year 4).  

5 - IBDP LANGUAGES, LANGUAGES 
OF INSTRUCTION AND IB 
STANDARDS
This language policy reflects the aims of the 
IB learner profile, particularly with respect to 
helping shape inquiring, open-minded, caring 
thinkers and communicators; it also takes into 
account the standard described in Culture 4.1 
from Program Standards and Practices: The 
school implements and reviews a language 
policy that is aligned with IB language policy 
guidelines. (0301-04-0100).  Specifically, the 
school seeks to meet the following standards:

Culture 4.2: The school describes in its lan-
guage policy the way that the school recog-
nizes multilingualism as a fact, a right and a 
resource for learning. (0301-04-0200)

The School offers a full range of Group 1 cours-
es in French and in English: Literature and 
Language and Literature at both SL and HL.  
Although the IBDP’s  main language of instruc-
tion at school is English, we support multilin-
gualism by offering different levels of French 
and encouraging the vast majority of our stu-
dents to pursue a Bilingual or Advanced Bilin-
gual Diploma.   Economics is offered in French 
which allows French language learners to also 
pursue a Bilingual IB Diploma, with our Eco-
nomics teachers supporting the students with 
additional language learning.  The school of-
fers  French B, English B, Chinese B and Span-
ish B in Group 2, usually at both SL and HL, to 
allow students to explore additional language 
options.  Students who are passionate about 
languages are therefore able to follow three 
languages in the IBDP. The school also sup-
ports and encourages student-led initiatives 
around the learning of language and culture.  
This is a way for students to develop and share 
their language with others.  

Culture 4.3: The school identifies in its lan-
guage policy a variety of physical and virtual 
resources used to facilitate language devel-
opment. (0301-04-0300)

The School uses a variety of physical and vir-
tual resources used to facilitate language de-
velopment.  The School has broad library re-
sources in numerous languages and the Lille 

campus has a fully integrated online access 
to the Paris hub, including a well-developed 
section for IB-specific material. The three Par-
is-based librarians and the Lille-based librarian 
who support our students are all bilingual.

The School also recognizes and utilizes com-
munity resources to support language learn-
ing and development in the IBDP.  The follow-
ing are examples of community language and 
cultural initiatives: 

- The American Library of Paris, 

- The Globe Theatre in London,

- Several major museums in Paris and in 
Lille,

- Partnerships with theaters in Paris and 
in Lille,

- Expertise from a bilingual staff, notably 
in the library,

- Le Bilingue, a student-produced bilin-
gual, multicultural and international-
ly-minded magazine,  

- Community experts and guest speak-
ers who regularly come to the School 
to speak about current events, social, 
economic or literary themes,

- Language and cultural trips and ex-
changes to various countries, including 
France, Spain, Italy, and China where we 
have several excellent partner schools.
Culture 4.4: The school clearly describes in 
its language policy the rights and responsibil-
ities of all members of the school communi-
ty and what constitutes good practice within 
the school context. (0301-04-0400)

The rights and responsibilities of all members 
of the community and examples of good prac-
tice are outlined in Section 2: Philosophy, Sec-
tion 4: Approach to Language and Section 5: 
Language Support in French or in English. 

6 - PLACEMENT IN IBDP LANGUAGE 
COURSES
In addition to the standards outlined above, 
the School follows the expectations outlined 
in the DP language courses: overview and 
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placement guidance document published by 
the IBO.  

When placing IB students in Language A or 
Language B courses, the school aims to up-
hold the following principles: “It is extreme-
ly important that students be appropriate-
ly placed into Diploma Programme (DP) 
language courses. Appropriate placement 
into language courses allows for suitable de-
grees of challenge for development in those 
languages. Misplacement of a student into a 
language course which does not provide an 
appropriate degree of challenge for the stu-
dent may provide the student with an unfair 
advantage over those who are appropriately 
placed into the course. Intentional misplace-
ment may be considered school maladminis-
tration according to the IB’s Academic Integri-
ty policy.  When making placement decisions, 
the following guidance must be taken into 
consideration. Students who are already able 
to read, analyze and respond to complex liter-
ary and non-literary texts in a given language 
must be placed in a studies in language and 
literature course for that language. If a stu-
dent can already communicate successfully in 
the language on a range of topics in a variety 
of familiar and unfamiliar contexts, then a DP 
studies in language and literature course must 
be considered the appropriate placement.”6

6	  DP	language	courses:	overview	and	placement	guidance,	Published	August	2020,	Updated	August	2021.
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ASSESSMENT POLICY

1 - PHILOSOPHY 
The School believes that assessment is an es-
sential component of the learning cycle, and 
uses assessment for, assessment as and as-
sessment of learning, both formally and infor-
mally.  At the School, we aim for assessment to 
be a method for both teachers and students to 
evaluate the student’s knowledge and learn-
ing, so as to support every student in achiev-
ing their learning potential, as well as a means 
for teachers to evaluate the effectiveness of 
their teaching practices.

Assessment should guide and contribute to 
both learning and teaching practices.

The School combines the benefits of both the 
French and IB curricula, with a rigorous and 
holistic approach to inform its assessment 
practices. Educators and administrators at 
the School innovate continuously in an effort 
to help students learn in better ways. Assess-
ment does not always lead to a grade. Evalua-
tion in general should always lead to construc-
tive feedback and nourish a student’s appetite 
for learning, curiosity and growth.  The School 
values a growth mindset7 approach to assess-
ment, in which all stakeholders (teachers, stu-
dents, parents) recognize that assessment is a 
useful tool in the active process of learning.  
As such, the School expects that students will 
be present and engaged for all assessments, 
completing these to the best of their ability.  
There is an understanding that making mis-
takes is a necessary part of the learning pro-
cess, and when paired with reflection, this can 
enable students to make progress and devel-
op a balanced approach to become  reflective 
life-long learners.  

Assessments of learning, or summative as-
sessments, occur at defined key points and 
evaluate achievement against outcomes and 
standards. The School’s pedagogical practices 
especially emphasize assessment for learning, 
or formative assessment, and assessment as 
learning, involving metacognitive processes 
such as reflection, self and peer assessment, 
which help students take responsibility for 
their learning.  

7	  Dweck,	C.	S.	(2006).	Mindset:	The	new	psychology	of	success.	New	York:	Random	House.

The learning community shares an understand-
ing that assessment outcomes like grades are 
an assessment of a student’s work or level, not 
of their person, at a given point on the learn-
ing continuum. As a consequence, reported 
grades and competencies are holistic and cri-
teria or skill-based and must not be the result 
of an automated computation or a mere math-
ematical average.

2 - ASSESSMENT AND STUDENT 
WELLBEING

2.1  Avoiding Work Overload
Teachers and students at the School use an 
online agenda. Teachers use it to post home-
work assignments and deadlines, while stu-
dents and parents use it as an online calendar 
in order to manage deadlines and stay orga-
nized. The School’s policy is to give work at 
least one week in advance and to always an-
nounce deadlines in class. Google docs-type 
calendars may be used in some classes for ma-
jor assignments so that teachers can gain per-
spective on a student’s assessment timetable 
before assigning work.

Homeroom teachers (professeurs principaux) 
have access to individual students’ online 
agendas to manage assignment schedules for 
their class and avoid overload. Student Coun-
cil representatives are also involved in helping 
manage the scheduling of major assignments. 
In lessons, Homeroom and classes like Study 
Skills, students engage in activities which ex-
plicitly focus on self-management skills, in-
cluding motivation, time management and 
study strategies.  

2.2  Unassessed Work
The School believes that students also learn by 
participating activities that are not subject to 
assessment. These activities can take the form 
of inter-school sporting events, drama work-
shops or DEAR (Drop Everything and Read), 
a daily reading activity for sixième, cinquième 
and quatrième (6th, 7th and 8th grade | Years 
7-8-9), to name but a few.

2.3  Inclusive Learning Arrangements
To ensure that all students are able to demon-
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strate their ability under assessment condi-
tions that are as fair as possible, and as out-
lined in our Inclusion Policy, the School strives 
to use a variety of methods of assessment in-
cluding oral, written, individual, group work, 
self-assessed, peer-assessed, short-term and 
long-term assignments.  When standard as-
sessment conditions put students at a disad-
vantage, and where a need has been identified 
by both the School and a learning specialist, 
assessment tasks may be adapted, using a 
range of strategies such as access to a word 
processor, extra time or rest breaks, to allow 
students to demonstrate learning.  See the 
INCLUSION POLICY for more details.  

 3 - ASSESSMENT TYPES AND AIMS

3.1   Assessment for Learning 
3.1.1 Diagnostic Assessment

Diagnostic assessment at the School provides 
information to teachers and students about 
prior knowledge and is a way for teachers to 
gauge the level of the students upon admis-
sion, before starting a learning unit, or when 
they are assigned to proficiency or academic 
support groups.

Diagnostic assessment can take on many dif-
ferent forms at the school, from testing prima-
ry school children for reading fluency, to asking 
the students to access an interactive exercise 
platform, to small quizzes at the beginning of 
a lesson. 

It is good practice for diagnostic assessment 
to occur informally and very regularly through-
out a course.

Examples of diagnostic assessment include, 
but are not limited to:

- Entrance tests in French, English, and 
Math

- Reading fluency tests

- Mid-term report cards and termly con-
seils de classe

- Placement tests (Math, English, French)

3.1.2 Formative Assessment

Formative assessment at the School takes 

place almost constantly during a learning pe-
riod in order to give teachers and students 
an idea of what students know and what still 
needs to be learned. This type of work may or 
may not lead to a grade. Because formative 
assessment leads to summative assessment, 
teachers vary their approaches and activities 
can take the form of group work, in which the 
collaborative aspect contributes to students’ 
ability to enhance their knowledge of a topic, 
or self-evaluated work, in which a student can 
reflect on their own learning by assessing it 
against a table of clearly defined criteria.

Because the School is home to teachers from 
different countries, there is great diversity and 
creativity used in the types of formative assess-
ment. The frequency of formative assessment 
is high, as it can take the form of group work, 
oral work, peer-evaluated work, self-evaluated 
work, homework, classwork, debates, or in-
ter-disciplinary group research projects.

Examples of formative assessment include, 
but are not limited to:

- Chantier Calcul (Math Workshop, 6th 
through 10th grade)

- Chantier Orthographe (Spelling Work-
shop in 6th and 7th grades) ; rewriting 
in French, writing workshops ; Chantier 
Grammaire (Grammar Workshop in 9th 
and 10th grades)

- Differentiated assessments in English, 
French, and Math, tailored to maintain 
similar skills-based learning objectives, 
in order to preserve the coherence of 
the school curriculum and better track 
student progress and needs.

- All forms of assessment aimed at iden-
tifying needs and helping students 
progress towards common learning ob-
jectives.

3.2 Assessment of Learning - Summa-
tive Assessment
In Middle School (Collège | Grades 6-9 | Years 
7-10) and in High School (Lycée | Grades 10-12 
| Years 11-13), the end of each learning cycle 
is marked by internal summative evaluations 
that assess the skills and knowledge students 
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are expected to have mastered. A General 
Exam Session (Compositions groupées) takes 
place twice per year, generally in December 
and March/April.

In High School, the aim of these examinations 
is to help prepare students for their final (ex-
ternally evaluated) exams, in both the French 
baccalaureate track with Advanced Placement 
Exams (APs) and in the IB Diploma Programme 
(DP). Accordingly, GES are mock exams that 
follow the format and schedule of the real ex-
amination so students are well prepared. The 
school also organizes regular practice exam 
sessions for individual subjects between the 
two GES.

In addition, students have practice examina-
tion sessions for various other official (external) 
examinations, such as the IGCSE (English Lan-
guage and Literature), YCT (Chinese – Con-
fucius Institute), DELE (Spanish – Cervantes In-
stitute), and the Goethe Institute examinations 
(German).

Examples of internal summative assessments 
include, but are not limited to:

- Regular testing in class

- Practice exam weeks

- General Exam Sessions (Compositions 
groupées) with use of a common mark-
ing scheme

- Periodic PISA-like scientific literacy 
tests in 10th grade

Examples of external summative assessments 
include, but are not limited to:

- French baccalaureate with Advanced 
Placement exams

- International Baccalaureate

- IGCSE English First Language and En-
glish Literature

- International competitions (e.g. Kanga-
roo Maths Competition)

- Language certifications:

- Diplôme d’Études en Langue Fran-
çaise (DELF)

- Progetto Lingua Italiana Dante 
Alighieri (PLIDA)

- Goethe Institut Deutsch Zertifikat

- Cervantes Institute (DELE)

- Confucius Institute (YCT)

- IGCSE Chinese

3.3 Assessment as Learning
Assessment as learning is the idea that stu-
dents are able to learn and build skills through 
assessments, taking place through activities 
such as self-assessment and peer-assessment, 
reflection, metacognition, and goal-setting. 

In addition to the work done in lessons, assess-
ment as learning activities are further support-
ed and developed through study skills classes 
and homerooms, where students explicitly fo-
cus on specific methods and techniques they 
can apply to their work.  

4 - DIVISION-SPECIFIC ASSESSMENT 
PROVISIONS

4.1  Primary and Middle School
In the Primary and Middle School years, no 
numerical grades are given and evaluation is 
skills-based, according to local French Minis-
try of Education mandated requirements. The 
Primary years mostly focus on reading, writ-
ing, comprehension and oral expression in 
both languages, math fundamentals, as well 
as , achievement standards in maths and sci-
entific literacy and early Chinese (Mandarin) 
language acquisition.

Teaching and learning differences in cultural 
and pedagogical perspectives on assessment 
are reflected in our dual language teaching 
as outlined in our LANGUAGE POLICY. The 
French and Anglo-American points of view 
enrich the learning experience of students 
through their contrast and complementarity. 
The positive tension between these approach-
es presents cognitive challenges as well as so-
cial and emotional learning opportunities.
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During the Primary and Middle School years, 
the following progress descriptors are used:

Not yet:  The skills required are not yet in 
place

Emerging:  The skills required are improv-
ing, but remain tentative 

Proficient:  The skills required are confident-
ly applied to familiar situations

Very Proficient:  The skills required are ap-
plied effectively to new situations

4.2  High School:  French and IB Tracks
In the High School, grades are given accord-
ing to the French system, i.e. out of 20. The 
School’s grade conversion scale for grades 
given out of 20 is based on the scale suggest-
ed by the French Embassy in the US and en-
dorsed by the Fulbright Commission. 

A+  16-20

A  14-15

A-  13

B+  12

B  11

B-  10

C+ 9

C 8

C- 7

D+ 6 

D 5

D- 4

IBDP students are assessed according to the 
IB 1-7 scale, in each of their subjects Group 
1-6, with 7 being an excellent grade. The The-
ory of Knowledge and Extended Essay are 
assessed according to the IB A-E scale, with 
A being excellent. This document thoroughly 
summarizes the specific descriptors for each 
attainment level for each subject. 

5 - ASSESSMENT COHERENCE & 
SCHOOL SELF-ASSESSMENT  
In order for testing and assessment to be 
fair and robust, teachers and department 
heads write examinations, establish grade or 
achievement boundaries and discuss expecta-
tions as a department. Each department holds 
moderation meetings in which teachers grade 
each other’s papers in order to ensure harmo-
ny in grading methods and point attribution. 
In preparation for the baccalaureate exams, 
some departments have papers graded exter-
nally, so as to provide useful benchmarking for 
teachers and students alike. 

GES results, as well as results obtained in ex-
ternal evaluations, provide the pedagogical 
leadership team with rich and critical opportu-
nities to reflect on the effectiveness of teach-
ing practices within the School. Additionally, 
external evaluations assess the overall perfor-
mance of students, measured against national 
and international benchmarks.

Results are analyzed during department meet-
ings, as well as at back-to-school and end-of-
year seminars. The discussions and reflections 
which emerge from these meetings shape the 
aims and goals of the School’s teaching and 
learning strategies, impact professional de-
velopment decisions and nurture the on-go-
ing quest for best practices and pedagogical 
innovation that remain a core element of the 
School’s mission statement.

Evaluating the school’s effectiveness in foster-
ing student growth and informing our peda-
gogical strategies, is paramount to supporting 
our commitment to a growth mindset at an in-
stitutional level.

To this end, Ecole Jennine Manuel has de-
cided to implement MAP testing for students 
from grade 5 to grade 9. The purpose of this 
testing is to measure students’ strengths and 
weaknesses in English (language and reading 
comprehension) and Maths, as well as to track 
their progress over time. The MAP test will 
be administered twice a year, in the Fall and 
Spring. 

In accordance with French Law, students from 
grade 1 to grade 10 also take positioning tests 
in both French and Maths.

https://www.ibo.org/contentassets/0b0b7a097ca2498ea50a9e41d9e1d1cf/dp-grade-descriptors-en.pdf
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6 - ASSESSMENT INTEGRITY AND 
TRANSPARENCY

6.1  Pre-assessment  
General course criteria and expectations are 
presented to and discussed with students and 
parents at the beginning and end of a pro-
gramme. These can be in the form of a pro-
gression map, which students and parents 
have access to in order to understand the aims 
of a particular course, or presentation meet-
ings for parents at the beginning of a school 
year. Specific grading criteria are also consis-
tently made available to students before an 
assessment is given. 

6.2 Post-assessment
Feedback is given to students after each type 
of assessment. This may be in the formof a 
class correction, one-on-one feedback during 
office hours, or an official grade posted on the 
department website or on Pronote, the online 
agenda. 

Grading criteria should be stapled to the stu-
dent’s work in order for learning objectives 
to be clear. Grades and evaluations of com-
petencies are recorded on Pronote, which is/ 
are accessible online to students and parents.
This allows parents and administrators to have 
an overall view of a student’s progress. These 
form the basis for assessment in the students’ 
report cards, which are written at the end of 
each term.

7 - RESPONSIBILITIES AND 
EXPECTATIONS
In order for these practices to be of the great-
est benefit, all members of the learning com-
munity should be actively involved with as-
sessment.

It is to be noted that Ecole Jeannine Manuel 
is committed to maintaining a respectful and 
supportive learning environment where aca-
demic integrity and fair assessment practices 
are upheld. Any attempts to unduly influence 
or pressure any faculty member regarding 
grades will be addressed promptly and appro-
priately. 

7.1  School Responsibilities 
- To use a range of assessment strate-

gies, practices and tools to ensure that 
assessment is appropriate to the needs 
and abilities of each student and in-
formed by current findings in cognitive 
science

- To ensure that students understand 
the criteria by which they are being 
assessed. These should be clearly ex-
plained through class discussion and 
referenced to written mark schemes 
and grading rubrics

- To give feedback on assessed work in a 
timely fashion 

- To record marks and evaluations of 
student progress in Pronote in a time-
ly fashion and to complete mid-termly 
progress reports and termly reports

- To ensure that parents have access to 
Pronote and that they receive regular 
information about their child’s progress

- To ensure that all students are able to 
demonstrate their ability under assess-
ment conditions that are as fair as pos-
sible. When standard assessment con-
ditions put students at a disadvantage, 
assessment tasks should be adapted 
and use a range of strategies to allow 
students to demonstrate learning

- To analyze and review assessment data 
regularly as part of a wider school eval-
uation and transformational process

- To use Pronote and/or calendars of 
deadlines to take general workload into 
account 

- To work with students to ensure they 
understand that assessment is key to 
learning and that progress rather than 
perfection is the goal. As such, assess-
ments should be recognized as oppor-
tunities for feedback

- To ensure families understand that re-
ported grades are criteria or skill-based 
holistic evaluations rather than mathe-
matical averages of a student’s work
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7.2  Student Responsibilities
- To work diligently, use Pronote and/or 

calendars of deadlines to submit work 
in the required format by the due date

- To interact with teachers to ensure they 
understand how their work will be as-
sessed

- To ensure that all work complies with 
our ACADEMIC INTEGRITY POLICY 
guidelines

- To take responsibility for their learning 
and assessment, recognizing and em-
bracing the idea that assessment is an 
opportunity for learning and feedback  

- To communicate with teachers when 
further support or feedback is needed, 
including managing deadlines, clar-
ification of feedback, understanding 
expectations, workload, etc. as out-
lined in the INCLUSION POLICY and 
ACADEMIC INTEGRITY POLICY.

- To understand that reported grades are 
criteria or skill-based holistic evalua-
tions rather than mathematical averag-
es of a student’s work

- To be present and engaged for all as-
sessments, completing these to the 
best of their ability

7.3  Parent Responsibilities
- To be familiar with and adhere to the 

School’s assessment policy

- To support and encourage their chil-
dren in good practices

- To work with students to ensure they 
take responsibility for their learning 
and assessment, recognizing and em-
bracing the idea that assessment is an 
opportunity for learning and feedback  

- To encourage a “growth mindset” ap-
proach to assessment

8  International	Baccalaureate	Organization	.	“Programme	Standards	and	Practices.”	IB Standards and Practices,	Oct.	2018,	

https://resources.ibo.org/ib/psp/Standards-and-Practices.	

9	  International	Baccalaureate	Organization.	“Diploma	Programme:	From	Principles	into	Practice.”	Switzerland,	Geneva,	Apr.	2015.	

- To understand that reported grades are 
criteria or skill-based holistic evalua-
tions rather than mathematical averag-
es of a student’s work

- To support their children to be present 
and engaged for all assessments, and 
to complete these to the best of their 
ability

8 - IBDP-SPECIFIC PROVISIONS

8.1  Assessment Policy and IB Stan-
dards
The development of this policy has been in-
formed by the aims of the IB learner profile, 
particularly with respect to helping shape 
open-minded, reflective thinkers, inquirers, 
communicators and risk-takers. It has also 
been informed by the IB Program Standards 
and Practices8, specifically standard 0404 
which states:  

Approaches to assessment 1: Students and 
teachers use feedback to improve learning, 
teaching and assessment. (0404-01)

Approaches to assessment 2: The school uses 
assessment methods that are varied and fit-for-
purpose for the curriculum and stated learning 
outcomes and objectives. (0404-02)

Approaches to assessment 3: The school ad-
ministrates assessment consistently, fairly, in-
clusively and transparently. (0404-03)

Approaches to assessment 4: Students take 
opportunities to consolidate their learning 
through assessment. (0404-04)

Informed by the IB publication: Diploma Pro-
gramme assessment: Principles and practice9, 
the School understands that: 

Teachers have a responsibility to design and 
provide ongoing formative assessment that 
informs students about their learning. Forma-
tive assessment also enables teachers to ad-
dress the needs of individual learners in their 
lesson planning and design of learning activi-
ties. The emphasis here, a key component of 
learning how to learn, is on making the stu-
dent a better judge of his or her own perfor-

https://resources.ibo.org/ib/psp/Standards-and-Practices
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mance and then helping him or her develop 
strategies to improve. Formative assessment 
focuses on assessment as an essential learn-
ing process. Schools use a number of practic-
es and instruments to support this including:

• student self-evaluation supported by the 
teacher

• systematic use of detailed assessment crite-
ria (rubrics, matrices)

• peer evaluation mediated by the teacher 
(either face-to-face or using an ICT resource 
such as a blog).

Assessment instruments primarily designed 
for formal summative assessment at the end 
of the course can also be adapted and used 
formatively as part of the learning process. 
Student self-assessment has been shown to 
improve both self-confidence and self-moti-
vation (Dweck 1999). Using this technique, 
students can accurately measure their own 
proficiency in specified skills against mea-
sures of proficiency in generalized skills.10

8.2 Assessment in the IBDP DP Core
As noted in Section 4 High School Assess-
ment and Grading Systems, both the Theory 
of Knowledge (TOK) and the Extended Essay 
(EE) are assessed on a scale from A to E.  Marks 
obtained in the TOK and the EE are combined 
according to the grading scale below (issued 
by the IBO), for up to 3 additional points: 

All IBDP students are also engaged in Cre-
ativity Activity Service (CAS).  The two-year 
engagements and final portfolio they create is 
a reflective overview of their CAS experienc-
es that are evaluated by the CAS coordinator 
continuously throughout the IBDP.  At the end 
of Year 2, the CAS coordinator validates each 
student’s CAS folder by taking into account 
their experiences and portfolio.  

Not meeting CAS requirements is disqualify-
10  Ibid.,	p.	78

ing for the IBDP.  

8.3 Assessment Coherence in the IBDP
In addition to points outlined in Section 5 As-
sessment Coherence & School Self-Assess-
ment, teachers of the same subject in the IBDP 
meet regularly with the department coordina-
tor to standardize and harmonize marking and 
expectations.  Department coordinators en-
sure that teachers who are new to the IBDP 
are supported to gain an understanding of IB 
expectations and standards.  Specific depart-
ment meetings are held for the moderation of 
IBDP Coursework.  Department meetings are 
also organized to ensure consistency and ac-
curacy in issuing predicted grades which align 
with historical school standards and student 
work.  

9 -  PREDICTED GRADES POLICY
Creating a culture of transparency and mutual 
trust, in which the School’s aims and goals are 
aligned with those of students and families is 
of paramount importance. One of the School’s 
main goals is to prepare students for the next 
steps in their academic and professional jour-
neys. The partnerships, relationships and trust 
between the School and both the IBO and 
universities, which have been built over the 
past few decades, through accurate, precise 
and data-backed predictions, have forged the 
path and continue to create opportunities for 
our students. The School works with students 
to strengthen their growth mindset and their 
understanding that they are lifelong learners 
who can always strive to progress, improve 
and grow. 

9.1  Predicted Grades for the IBDP
These marks are entered by teachers in April 
of Year 2 of the IB Diploma Program.  It is im-
portant to note that these predicted grades 
are used by the International Baccalaure-
ate Organization to measure and evaluate a 
school’s accuracy and not the student’s level.  
Through regular assessment, teacher feed-
back, report cards, Bacs Blancs, bilans inter-
médiaires and ad hoc meetings with the Head 
of the IB, Homeroom teachers and Deputy 
Head, students and families should have a 
very good sense of the level at which a stu-
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dent is performing.  Releasing this predicted 
grade to students and families so close to the 
examination session can have a damaging ef-
fect, as it can be internalized by the student as 
a crystallization of their level.  This goes direct-
ly against the School’s philosophy of growth 
mindset, whereby it is always possible to prog-
ress, do better and wherein errors are an op-
portunity for growth. At a student’s request, 
these predicted grades can be communicat-
ed as soon as the IBDP final examinations are 
complete.

9.2  Predicted Grades for UCAS
Entry into UK universities, Art Schools and Mu-
sic Academies are, in nearly all cases, condi-
tional on the final results in the Baccalaureate. 
Universities will study a student’s application 
and then decide whether to make an offer to 
the student or not. The universities, and de-
partments within them, have different criteria 
and different expectations and therefore, in 
the IB, the ‘offers’ can range from 30 to 42 with 
specific subject demands. 

The role of the school’s College Counseling 
team is to help the student make the right sub-
ject choice, then the right university choice, 
and both will, in part, depend on the grades 
the student can expect to obtain. The ‘predict-
ed grade’, while by no means the most import-
ant, is a part of the application and is made by 
the university adviser at the time of the appli-
cation, usually in the first term of Terminale. It 
is based on many factors including a full exam-
ination of the student’s academic performance 
so far and comments received from teachers in 
relevant subject areas. It is not necessarily the 
same prediction as the one the school makes 
later in April but is a genuine estimation of 
what will probably happen. We do not share 
the prediction with the students to avoid 
unnecessary pressure, but they nevertheless 
know what the universities are likely to require 
and so can have a pretty good idea as to what 
grades were submitted. 

To put ‘predicted grades’ in context, the fol-
lowing is the order of importance of the vari-
ous elements in an application: 

1. Whether the subjects being studied 
match the subject for which the student 
is applying, 

2. The reference written by the university 
adviser, 

3. The personal statement.

4. The predicted grades. 

As long as the predicted grades are with-
in range of the university’s expectations or 
above, they probably play no role at all. If they 
are off the pace, the application will be put 
on hold until later in the process but will then 
play no further role. If they are a long way off, 
for instance 30 points where 35 are usually re-
quired, the application will be rejected. This 
rarely happens because the collaboration be-
tween the adviser and the student has found 
the most suitable courses and so the applica-
tion will normally be ‘within range’.

9.3  Predicted Grades for Other Univer-
sity Systems
When other universities around the world re-
quest predicted grades, these may be issued 
by the Division Head in collaboration with the 
College Counsellor.  

The School will not issue predicted grades 
when a student is working with an outside 
counselor. 
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ACADEMIC INTEGRITY POLICY

1 - POLICY AIMS & OBJECTIVES
Academic and personal integrity are core 
components of self-worth, wellbeing and ac-
ademic achievement. Academic integrity is 
essential to shaping the growth mindset that 
encourages intellectual risk-taking and views 
mistakes as opportunities for students to learn 
and grow as principled, open-minded, knowl-
edgeable inquirers, and lifelong learners.

The School is committed to promoting per-
sonal and academic integrity in all aspects 
of its curriculum and co-curricular activities. 
Teaching and learning must help students 
understand the good practices that underpin 
academic integrity, and that are governed by 
honesty, trust, fairness, respect and responsi-
bility11. These practices include, but are not 
limited to:

- creating original work, 

- properly citing sources, 

- recognizing and respecting the intellec-
tual contributions of others,

- giving credit where it is due, 

- trusting one’s intellectual reasoning, 

- taking risks, demonstrating one’s own 
achievements and abilities, viewing 
mistakes as opportunities to grow,

- becoming actively responsible for one’s 
own learning, 

- submitting work on time, 

- understanding and embracing academ-
ic integrity as essential to the School’s 
social contract which is founded on 
trust and respect.

The School is also committed to ensuring stu-
dents understand what constitutes academic 
misconduct.  These practices include, but are 
not limited to:

11  International	Baccalaureate	Organization	.	“Programme	Standards	and	Practices.”	IB Standards and Practices,	Oct.	2018,	

https://resources.ibo.org/ib/psp/Standards-and-Practices.	

12	 	See	Section	5	for	IBDP	specific	responsibilities.

- Failure to acknowledge and cite the 
works and ideas of others,

- Collusion, or submitting work done as a 
group as one’s own,

- Submitting work that was produced by 
someone else,

- Allowing other students to copy work, 

- Bringing unauthorized material to ex-
ams or failing to follow exam instruc-
tions,

- Submitting work past the deadline.

The School recognizes that academic integrity 
is challenged by perceived parental, teacher or 
cultural expectations, by peer pressure, com-
petition and, in High School, by the self-im-
posed pressure to achieve one’s higher edu-
cation placement ambitions.

Each student, parent, teacher and staff mem-
ber has a responsibility to promote a School 
culture that fosters sound practices in the field 
of academic integrity. Being home to students 
representing over 80 nations and all major 
cultural traditions, the School recognizes that 
stakeholders bring different cultural perspec-
tives to the nurturing of personal integrity and 
academic integrity.

The aim of this policy is for all stakeholders to 
share a transparent, fair and consistent frame-
work for academically honest behavior and, as 
outlined in our Assessment Policy, to recog-
nize that meaningful learning occurs when stu-
dents are creating and receiving feedback on 
their own, original work. 

2 - RESPONSIBILITIES AND EXPECTA-
TIONS12

2.1  School Responsibilities
- To teach students about good practices 

surrounding academic integrity as out-
lined in Section 2 of this document,

- To teach students how to find and eval-
uate sources of information,

https://resources.ibo.org/ib/psp/Standards-and-Practices
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- To teach students how to acknowledge 
the ideas of others and reference their 
work,

- To help students understand the need 
to recognize the work, sources and 
ideas of others,

- To express confidence in the value of 
each student’s work,

- To foster a growth mindset so that stu-
dents become confident intellectual 
risk-takers and view mistakes as oppor-
tunities to learn and grow,

- To explain this policy clearly to all mem-
bers of the school community, explicit-
ly working on it in lessons, through li-
brary-led initiatives, Study Skills classes, 
etc.

- To encourage and celebrate good prac-
tices,

- To facilitate ongoing reflection about 
personal and academic integrity,

- To promote a culture of trust within the 
framework of this policy,

- To review and, if necessary, amend this 
policy,

- To explain academic misconduct and its 
consequences,

- To administer fair and consistent con-
sequences for breaches in academic 
integrity.

2.2  Student Responsibilities
- To be familiar with this policy,

- To understand the good practices sur-
rounding academic integrity as outlined 
in Section 2 of this document,

- To work responsibly in groups, ensuring 
that each group member’s contribu-
tions and communication are transpar-
ent and clear,

- To find and evaluate sources of infor-
mation,

- To acknowledge the ideas of others and 
reference their work,

- To understand the need to recognize 
the work, sources and ideas of others,

- To adopt a growth mindset and become 
confident intellectual risk-takers and 
view mistakes as opportunities to learn 
and grow,

- To use the tools provided by the school 
to work in a manner that shows aca-
demic integrity,

- To engage in ongoing reflection about 
personal and academic integrity,

- To avoid behaviors connected with 
academic misconduct, as outlined in 
Section 2 of this document  

- To understand academic misconduct 
and its consequences.

2.3  Parent Responsibilities
- To be familiar with this policy,

- To understand the good practices sur-
rounding academic integrity as outlined 
in Section 2 of this document,

- To support and encourage their chil-
dren in adhering to the academic integ-
rity practices outlined above, including 
requiring their children to do their own 
work,

- To encourage their children to adopt a 
growth mindset, become confident in-
tellectual risk-takers and view mistakes 
as opportunities to learn and grow,

- To support and encourage their chil-
dren to use the tools provided by the 
school to work in a manner which shows 
academic integrity,

- To support and encourage their child in 
academic good practices, 

- To understand academic misconduct 
and its consequences,

- To support the School’s administra-
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tion of consequences of this policy is 
breached.

3 - WORKING WITH ARTIFICIAL 
INTELLIGENCE
As with any transformative technology, Artifi-
cial Intelligence (AI) has already begun to have 
an impact on all learning communities.  It has 
the potential to facilitate the learning experi-
ence and to improve learning outcomes.  How-
ever, students must be aware of its limitations 
and pitfalls, and must treat any large language 
model (LLM) or other AI tool as a source like 
any other, use it ethically and responsibly, and 
follow official guidelines for citing it.  Above 
all, students must produce work that is the 
fruit of their own learning, reflection, and per-
sonal effort.  The use of AI without following 
proper citation guidelines will be considered a 
violation of the Academic Integrity Policy.

In particular, the IB has issued the following 
statement:

“The IB believes that Artificial Intelligence 
(AI) technology will become part of our ev-
eryday lives—like spell checkers, translation 
software and calculators. We, therefore, need 
to adapt and transform our educational pro-
grammes and assessment practices so that 
students can use these new AI tools ethical-
ly and effectively. The IB is not going to ban 
the use of such software but will work with 
schools to help them support their students 
on how to use these tools ethically in line with 
our principles of academic integrity.

Students should be aware that the IB does 
not regard any work produced—even only in 
part—by such tools, to be their own. There-
fore, as with any quote or material from an-
other source, it must be clear that ai-gener-
ated text, image or graph included in a piece 
of work, has been copied from such software. 
the software must be credited in the body of 
the text and appropriately referenced in the 
bibliography. As with current practice, an es-
say which consists predominantly of quotes 
will not get many, if any, marks with an IB 
mark scheme.”13

4 - RESPONDING TO VIOLATIONS OF 
THE ACADEMIC INTEGRITY POLICY 14

The School prepares students for further ed-
ucation and for their lives outside and after 
13 https://www.ibo.org/news/news-about-the-ib/statement-from-the-ib-about-chatgpt-and-artificial-intelligence-in-assessment-and-education/

14	 	See	Section	5	for	IBDP	specific	consequences

school. Nurturing personal and academic in-
tegrity are crucial factors in developing self-
worth; consequently , academic integrity is 
taken very seriously.

The School emphasizes information and pre-
vention at every step of the student’s educa-
tion. In order to prevent academic disintegrity 
(collusion, plagiarism, duplication of work or 
gaining an unfair advantage), the School facili-
tates regular contact and discussions between 
students and the library, encourages contracts 
to be drawn up and signed by both students 
and parents, gives regular presentations to 
students on how to cite sources and avoid pla-
giarism, and regularly defines academic disin-
tegrity.

As a School, we aim to create an ethos of trust 
in which academic disintegrity is known to be 
an unacceptable breach of trust and where 
students are confident that reported instances 
of academic disintegrity will be investigated 
swiftly, transparently, sensitively and effective-
ly.

The School Rules and Regulations (Règlement 
intérieur) specify the range of measures that 
the School may enforce in the event of a viola-
tion of the Academic Integrity Policy. Depend-
ing on the age of the student, past transgres-
sions and the nature of the infraction, potential 
consequences include re-submitting work, de-
tention, official warning or suspension. Sanc-
tions are determined in a manner consistent 
with the prevailing Règlement intérieur by the 
relevant senior leadership team member who 
speaks with the student, consults with teach-
ers and other staff members as required, and 
communicates with parents.

5 - IBDP-SPECIFIC PROVISIONS
Although the entirety of this policy has been 
informed by the IB learner profile, ATL and the 
IB’s Academic Integrity publication, certain 
IB-specific provisions are included hereunder 
and are guided by the three following princi-
ples:

“To maintain fairness. IB assessments can 
only be fair if all students are provided with 
an equal opportunity; and to be valid, they 

https://www.ibo.org/news/news-about-the-ib/statement-from-the-ib-about-chatgpt-and-artificial-intelligence-in-assessment-and-education/
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need to provide an accurate reflection of a 
student’s achievement. Any act that under-
mines this fairness by students engaging in 
academic misconduct or schools committing 
maladministration will create a disadvantage 
for those who have complied with the rules. 
For more information see Assessment princi-
ples and practices—Quality assessments in a 
digital age

To maintain trust and credibility. Trust in ac-
ademic qualifications is fundamental. When a 
student or a school contravene the principle 
of academic integrity, that trust pact is broken 
with the IB as an awarding body accountable 
for the validity of the assessment process.

To develop respect for others. Students that 
understand how knowledge is built will under-
stand that it is acceptable to use the ideas, 
words or work of others. However, following 
good academic practice it is expected that in-
formation is appropriately acknowledged. For 
more information see the document Academ-
ic Integrity in the IB Educational Context.”15

5.1  School Responsibilities in the IBDP
In addition to those listed above, School re-
sponsibilities towards DP students include:

- Informing students and their families 
about deadlines and expectations,

- Implementing and taking a pedagogi-
cal approach with the similarity checker 
Turnitin®, allowing students and par-
ents check that their work is original 
and cited properly,

- Ensuring that teachers provide a firm 
and reasonable timeframe for complet-
ing work,

- Facilitating open and transparent dis-
cussions between students, teachers 
and the IBDP Coordinator/Head of IB 
to understand expectations and meet 
deadlines,

- Supporting teachers in verifying that 
students’ work complies with the IB’s 
expectations concerning academic in-

15  International	Baccalaureate	Organization	.	“Academic	Integrity.”	Academic Integrity,	Oct.	2019,	

https://resources.ibo.org/data/academic-integrity_9798d3b2-b75b-4940-9bb1-e33c6d541add/academic-integrity-en_237ee4dd-b989-426d-b031-d032f5bc8a08.pdfs. 

tegrity,

- Bringing concerns about academic in-
tegrity to the attention of the IBDP Co-
ordinator/Head of IB, 

- Highlighting the importance of respect-
ing deadlines, including for drafts for all 
coursework, either internally or exter-
nally assessed by the IB, 

- Highlighting the importance of keep-
ing track of progress on and originali-
ty of their work, including drafts, for all 
internally and externally assessed work 
counting directly towards official IB ex-
aminations, 

- At the Head of IB’s discretion, and as 
outlined in our INCLUSION POLICY pro-
viding support and accommodations 
for students who cannot submit work in 
the given timeframe for valid reasons,

- Ensuring that students are in fair con-
ditions and that no student is gaining 
an unfair advantage by submitting work 
which is late without a valid reason or 
lacking in academic integrity, 

- Contacting the IBO if, when and as re-
quired. 

5.2  Student Responsibilities in the 
IBDP
In addition to those listed above, student re-
sponsibilities include:

- Respecting all internal School dead-
lines,

- Engaging in open and transparent dis-
cussions with teachers with the DP Co-
ordinator/Head of IB, to understand 
expectations and meet deadlines, as 
outlined in the Assessment Policy, 

- Ensuring work is submitted on time in 
the event of an absence,

- Consulting IB official subject guides, 
toolkits and other material, Manage-
bac, Pronote or teacher websites to en-

https://resources.ibo.org/data/academic-integrity_9798d3b2-b75b-4940-9bb1-e33c6d541add/academic-integrity-en_237ee4dd-b989-426d-b031-d032f5bc8a08.pdfs
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sure that expectations are clear,

- Ensuring deadlines are all respected, 
including for drafts for all coursework, 
either internally or externally assessed 
by the IB,

- Understanding that missing deadlines 
is seen as gaining an unfair advantage 
over their peers,

- Submitting work of academic integrity, 
for all coursework submitted, both in-
ternally and externally assessed by the 
IB,

- Understanding that submitting aca-
demically dishonest work for these as-
signments constitutes a particularly se-
rious breach of academic integrity and 
IB regulations and standards and will be 
sanctioned,

5.3  Family Responsibilities in the IBDP
In addition to those listed above, family re-
sponsibilities include:

- Supporting their children to respect all 
internal School deadlines,

- Supporting their children to engage in 
open and transparent discussions with 
teachers with the DP Coordinator/Head 
of IB, to understand expectations and 
meet deadlines,

- Supporting their children to ensure 
work is submitted on time in the event 
of an absence,

- Encouraging their children to consult 
IB official subject guides, Managebac, 
Pronote or teacher websites to ensure 
that expectations are clear, 

- Helping their children understand that 
missing deadlines is seen as gaining an 
unfair advantage,

- Understanding and helping their chil-
dren understand that missing dead-
lines, including for drafts, for all course-
work, both internally and externally 
assessed by the IB, constitutes a breach 
of academic integrity and IB regulations 

and standards,that will be sanctioned.

5.4  Consequences in the IBDP
The consequences listed above also apply to 
DP students.

DP students are supported, encouraged and 
given the tools to produce work that is sub-
mitted on time and is academically honest. 
The School will administer fair and consistent 
consequences when these principles are not 
upheld.

As a School, we aim to create an ethos of trust 
in which academic disintegrity is known to be 
an unacceptable breach of trust and where 
students are confident that reported instances 
of academic disintegrity will be investigated 
swiftly, transparently, sensitively and effective-
ly.

The Règlement intérieur specifies the range of 
measures that the School may enforce in the 
event of academic disintegrity. Depending on 
the nature of the infraction, consequences in-
clude those indicated in section 4 as well as 
withdrawal from official IB examinations and/
or the IB Diploma Program, and IB Organiza-
tion notification if, when and as required. 

Sanctions are determined in a manner consis-
tent with the prevailing School Rules and Reg-
ulations by the Head of IB/DP Coordinator, 
teachers and other staff members as required 
and communicated with parents.
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ONGOING ASSESSMENT IN THE INTER-
NATIONAL FRENCH BACCALAUREATE 
(BFI)

1 - POLICY AIMS & OBJECTIVES

Following the Memorandum of 07/28/2021 
published in the Bulletin officiel of 07/30/2021 
of the National Education Ministry, and the FAQ 
“Assessment project, general and technolog-
ical baccalaureate” published on 20/10/2021, 
evaluation of student work in the disciplines 
leading to the general French baccalaureate 
must either be in the form of a final exam or 
internal assessment(s), according to the princi-
ple that the same course content “cannot be 
evaluated in two different ways”.

The weight of the disciplines evaluated via on-
going assessment, both for obtaining the bac-
calaureate and for the pursuit of higher educa-
tion, in France and abroad, makes it necessary 
to explain the evaluation policy in the final cy-
cle at Ecole Jeannine Manuel. As part of the 
reflection on evaluation which permeates our 
school from the nursery classes through the 
end of High School, this document extends 
the provisions set out in the Assessment Poli-
cy and the Academic Integrity Policy in force 
in our establishment since September 2018 
and will be reviewed according to the evolu-
tion of the changes made by the Ministry of 
National Education.

2 - DISCIPLINES CONCERNED

2.1  In the International French Bac-
calaureate program at Ecole Jeannine 
Manuel, the disciplines primarily con-
cerned by the practice of ongoing as-
sessment are:

- the chosen specialty (EDS), dropped at 
the end of 1re, coeff. 8 ;

- physical education (EPS), coeff. 6;

- general science, coeff. 6;

- world languages (LVB), coeff. 6;

- moral and civic education (EMC), coeff. 
2

- elective courses (Arts, Theatre, Mod-
ern Language C, Latin in 11th and 12th 
grade, to which may be added expert 
or complementary mathematics in 12th 
grade), with a coeff. 2 per full year of 
study.

2.2  Other important disciplines:
French, Philosophy, and the chosen specialties 
kept in 12th grade, if they are indeed the sub-
ject of a final exam, are also taken into account 
via the candidate’s school record and must 
therefore be accorded similar attention. The 
same applies to the specific disciplines of the 
International French Baccalaureate (BFI) which 
are studies in English Language, Literature 
and Cultures and History-Geography.

3 - STUDENT ASSESSMENT & 
EVALUATION

3.1  Assessments
Assessments, formal or informal, diagnostic, 
formative or summative, have the primary 
role of guiding students in their learning, by 
developing their metacognitive reflexes and 
their growth mindset.  For disciplines subject 
to ongoing assessment, it is important to dis-
tinguish, given the specificities of each course, 
which assessments will be qualifying, that is 
to say attesting to a level corresponding to a 
nationally determined standard of knowledge 
and skills.

These assessments, announced as such to 
students and their families, must take into 
account the progressiveness of learning and 
not favor or rule out any form of assessment 
(written, oral, homework, group work, practi-
cal work, etc.)

Students must have received feedback on a 
specific skill or point of knowledge before 
being assessed in a certification framework.

3.2  Compliance with National Stan-
dards
In order to guarantee compliance with the 
national framework, and therefore the equity 
that is due to students, “traditional” certifi-
cation assessments (written tests (DST), mock 
exams) will be systematically based on the 
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tests available in the national assessment bank 
(BNS) supplied by the Ministry of National Ed-
ucation.

3.3 Student Engagement
Student engagement, autonomy, creativity, 
ability to collaborate and communicate, and 
critical thinking must also be taken into account 
in the end-of-term grade.  These transversal 
skills are part of the common core of knowl-
edge, skills and culture that must be mastered 
at the end of Middle School and their impor-
tance is systematically reinforced in all of the 
current High School programs. On the other 
hand, their evaluation must not be the subject 
of a single dedicated assessment; teachers’ 
appreciation of these qualities must instead 
result from continuous observation and con-
stant interaction between students, between 
students and the teacher, throughout the term 
and throughout the school year.

3.4  Calculating Grades
For a given course, the calculation of the final 
trimester grade is the subject of part 5 of this 
document; the annual grade corresponds to 
the arithmetical average of the three trimester 
grades.

3.5  Qualifying Assessments
Qualifying assessments must be defined, in 
number, in frequency and size.

Significance threshold: In order for the grades 
entered on the trimester reports and then on 
the student’s report card to be meaningful, it is 
necessary to set a minimum number of quali-
fying assessments that the student must have 
completed during a term. This minimum num-
ber is set at 2 or 3, depending on the disci-
pline, with the exception of EMC.

If, at the end of the term, this significance 
threshold is not reached by a student in one 
or more disciplines, they may be called in for 
a one-off assessment, the grade of which will 
serve as the trimester grade.

If, at the end of the school year, a student does 
not have three trimester marks, they may be 
called in by the Head of School to complete 
a special assessment, whose grade which will 
serve as the year-end grade on the final report.

3.6  Responding to Incidents of Fraud
Fraud, as well as any attempt at fraud, 
will be handled in accordance with the 
rules of Ecole Jeannine Manuel and the 
ACADEMIC INTEGRITY POLICY. In particular, 
absences from a qualifying assessment as part 
of an overt strategy of avoidance will be sub-
ject to a sanction and will systematically lead 
to the implementation of the special assess-
ment procedure as outlined in the preceding 
section of this policy.

3.7  Non-qualifying Assessments
Non-qualifying assessments, which, by defini-
tion, do not enter into the trimester or year-
end grade, may also be conducted through-
out the school year. These help students to 
maintain a culture of ‘free’ assessment, meant 
to deepen their knowledge of the discipline, 
and for the student’s chosen specialities (in 
11th grade) to make their choice of specialities 
for 12th grade.

3.8  Authorized Absences
If a student is unable to be physically present 
at school due to a particular risk (in particular 
in the event of an epidemic leading to school 
closure), the student will be required to pass 
certifying evaluations which will be evaluat-
ed independent of the circumstances. . With 
this in mind, a reflection must be carried out 
in advance of the assessments in each of the 
disciplines.

4 - SUBJECT-SPECIFIC GUIDELINES 
FOR ONGOING ASSESSMENT
In this section, if a number of qualifying as-
sessments is indicated, this number must be 
understood as a minimum number. This  in no 
way prevents the teacher from carrying out all 
of the assessments that they deem necessary, 
within the framework of this document, in or-
der to arrive at a clear evaluation of the level 
of mastery acquired by the students;  this in-
cludes all “make-up” work.

4.1 Speciality Subjects
4.1.1 Humanities, Literature and Philoso-
phy (HLP)

The trimester grade is composed of at least 
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three assessments for each of the two subjects 
(literature and philosophy) of the specialty:

- At least one qualifying assessment cor-
responding to the types of questions 
(interpretation or reflection) present in 
the baccalaureate exam will be carried 
out in class in the first term, as well as 
during the two mock baccalaureate ex-
ams thereafter. This grade cannot count 
for more than 60% in the term average. 
Teachers must take care that in the first 
trimester, this work follows a first exer-
cise of the same type that has been cor-
rected and returned to students. This 
first exercise can be done at home.

- Other types of written exercises can 
also be carried out at home (restitution 
of readings, personal research, etc.) 
and constitute a second grade, so as to 
leave room for a wide range of possible 
exercises, which do not all have to be 
quantified.

- The trimester grade must also include 
an assessment of the student’s oral 
skills. The oral evaluation does not only 
correspond to an indication of “partici-
pation” but must also evaluate the gen-
eral engagement of the student in the 
course (their presence, their engage-
ment in possible group work, etc.). At 
least one oral exercise (reading, pre-
sentation, book review, etc.) must be 
included.

4.1.2 History-Geography, Geopolitics, Po-
litical Science (HGGSP)

Courses in this specialty may be taken in 
French and in English. The trimester grade is 
composed of 4 qualifying grades:  2 in English 
and 2 in French.

Two summative assessments may be chosen 
from among the following three types:

- A composition on a topic based on 
tests in the national assessment bank 
(BNS). This assignment can be done at 
home or in class in a limited time-frame.

- Homework designed to exercise the 
ability to document and work inde-

pendently and individually.

- An oral presentation resulting from in-
dividual or group preparation at home

An evaluation of student engagement which 
will take into account oral participation: abili-
ty to answer questions asked, relevance of the 
questions asked in class, active engagement 
in group work.

4.1.3 Math

The trimester grade is composed of:

- a qualifying grade calculated from 
common assessments: common tests 
or mock exams and math workshops 
(chantier calcul);

- a grade based on formative assess-
ments carried out in class;

- a grade evaluating student engage-
ment which covers engagement in 
group work, class participation, home-
work completion, and overall effort.

4.1.4 Computer Science and Information 
Technology (NSI)

The trimester grade is composed of:

- a qualifying grade, calculated from at 
least 3 assessments carried out in class 
and of the written test (DST) or comput-
er-based (“devoir sur ordinateur”) type.  
This represents 70% of the grade for 
the trimester.

- a project and engagement grade. This 
mark is based on the evaluation of the 
project(s) carried out by the student, 
alone or in pairs. Student engagement, 
participation in class, and personal in-
vestment in graded work are evaluated. 
This represents 30% of the grade for 
the trimester.

4.1.5 Life and Earth Sciences and Physical 
Sciences (SVTSP)

The trimester grade is composed of 2 qualify-
ing grades:

1. Summative assessments - This first qual-
ifying grade is composed of the written 
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tests (DST).  This accounts for 70% of 
the trimester grade.

2. In-Class activities - This second qualify-
ing grade is composed of activities car-
ried out in class (experimental or theo-
retical, in groups or individually, orally 
or in writing).  This accounts for 30% of 
the trimester grade.

Trimester grades include an assessment of stu-
dent engagement.

4.1.6 Economics and Social Sciences (SES)

The trimester grade is composed of 4 qualify-
ing assessments:

1. An in-class summative evaluation, cor-
responding to the assessment of part 1 
and/or part 2 of the SES specialty test 
in term 1, or to the grades obtained on 
the mock exams for terms 2 and 3.

2. A formative assessment in class - This 
is work whose objectives and form may 
vary (questionnaire on a film, work from 
documents, etc.)

3. Evaluation of group work - This work is 
carried out either partially or totally in 
class with a written and/or oral record

4. Assessment of student engagement - 
The relevance of the oral participation, 
the student’s ability to respond orally to 
a lesson question or to draw up a syn-
thesis of the lesson at the end of the 
class, and commitment to collaborative 
work will be assessed here.

4.2 Physical Education (EPS)
- The qualifying assessment is carried out 

within the framework of an in-class test.

- The student is evaluated in 12th grade 
by three tests based on three physical, 
sports and artistic activities (APSA). The 
final grade obtained by the candidate is 
the average of these three tests.

- The timetable and terms of these tests 
are given to the students.

- In the event of a duly justified absence, 

a make-up test may be offered to the 
students concerned.

4.3 General Science
The trimester grade is composed of 3 qualify-
ing grades:

1. End of Module Assignment - At the end 
of each module, an assignment is giv-
en. The grade obtained counts for 50% 
of the trimester grade.

2. Activities carried out during the mod-
ule - As students progress through each 
module, different work is assessed in a 
variety of formats (individual or group 
work, oral or written, work completed 
in class or at home, etc.). All of the work 
collected combines to create the sec-
ond qualifying grade, which accounts 
for 30% of the trimester grade.

3. Student engagement - The third quali-
fying grade assesses the individual en-
gagement of each student in the mod-
ule. This grade counts for 20% of the 
trimester grade.

4.4 World Languages (LVB)
The B languages subject to ongoing assess-
ment, both in 11th and 12th grade, are Ger-
man, Chinese, Spanish and Italian. An evalu-
ation of engagement, oral participation, and 
consistency is part of the composition of the 
trimester grade, along with the 4 skills - writ-
ten expression and comprehension, oral ex-
pression and comprehension - which are also 
worked on and evaluated regularly during the 
year, with the following points of vigilance:

- Written expression and comprehension 
and oral expression are the focus of the 
first trimester; in the second and third 
trimester, written expression and com-
prehension are assessed through the 
mock exams

- Oral comprehension is the focus of the 
second trimester.

- A written project, related to the culture 
of the country or countries where the 
language is spoken, can be conducted 
and assessed during the third term.
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- Languages   for which learning is subject 
to a standardized exam (DELE for Span-
ish, PLIDA for Italian, GOETHE for Ger-
man) are also assessed, over the course 
of the year, by tests whose format mir-
rors these exams.

4.5 Moral and Civic Education (EMC)
One grade per trimester will be attributed to 
each student, corresponding to the evaluation 
of three criteria.

- 1st trimester: a grade on the students’ 
research work will assess the diversity of 
sources used and thus make it possible 
to “develop the ability to contribute to 
cooperative work” while measuring the 
degree of the student’s commitment to 
research carried out in a group.

- 2nd trimester: a grade will assess “the 
student’s ability to speak in public” 
through the oral presentation of the 
project and the ability to organize and/
or lead a debate.

- 3rd trimester: an overall mark including 
an assessment of the student’s ability to 
“know how to exercise judgment” and 
in particular of their rigor in the pro-
cessing of information, will also assess 
the oral engagement and the quality of 
argumentation throughout the year.
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HIGH SCHOOL DIPLOMA POLICY

1 - POLICY AIMS & OBJECTIVES
Following its International and American ac-
creditations by the Council of International 
Schools (CIS) and the New England Associa-
tion of Schools and Colleges (NEASC) in 2014, 
École Jeannine Manuel awards its 12th Grade 
students a High School Diploma during a 
graduation ceremony which generally occurs 
in May.  Recognized worldwide, it symbolizes 
the international character of our school. 

École Jeannine Manuel’s High School Diplo-
ma validates the academic and co-curricu-
lar achievements of its students during 10th, 
11th and 12th Grades. In addition, all recip-
ients have shown that they have invested in 
the school’s mission by their involvement in 
co-curricular activities and the completion of a 
research project. The requirements of this di-
ploma bring French-track and IB students to-
gether through CAS activities and other proj-
ects, and unite them in embracing the School’s 
identity.  

The purpose of this policy is to define the con-
ditions for obtaining this diploma.  

2 - GENERAL REQUIREMENTS
In order to obtain his/her High School Diplo-
ma, each student will have:

- Shown full adhesion to the mission 
statement and the pedagogical princi-
ples of the school;

- Demonstrated satisfactory attendance;

- Earned a total of 90 hours of co-curricu-
lar activities, during the 3 years of High 
School; 

16	 	The	Extended	Essay	in	the	IBDP;	the	preparation	for	the	Épreuve	Orale	Terminale	in	the	French	Baccalaureate	both	satisfy	the	research	project	requirement.		

17	 	French	A,	French	B,	French	Ab	Initio	in	the	IBDP;	Français	or	Philosophie	or	Humanités,	Littérature	et	Philosophie	in	the	French	Baccalaureate	all	satisfy	the	French	

requirement.		

18	 		English	A,	English	B	in	the	IBDP;	English	Language	and	Literature	or	Anglais	LVA	in	the	French	Baccalaureate	all	satisfy	the	English	requirement.		

19	 	History,	Geography,	Economics,	Business	&	Management,	in	the	IBDP;	Histoire-Géographie,	Histoire,	Géographie,	Géopolitique,	Sciences	Politiques	in	the	French	

Baccalaureate	all	satisfy	the	Humanities	requirement.	

20	 	Mathematics	Applications	and	Interpretation,	Mathematics	Analysis	and	Approaches	in	the	IBDP;	Mathématiques,	Mathématiques	spécifiques	Mathématiques	

Spécialité	with	or	without	Mathématiques	Expertes,	Mathématiques	Complémentaires	in	the	French	Baccalaureate	all	satisfy	the	Mathematics	requirement.		

21	 	Biology,	Chemistry,	Computer	Science,	Physics,	Environmental	Systems	and	Societies	in	the	IBDP;	Sciences	de	la	Vie	et	de	la	Terre,	Sciences	Physiques,	Numérique	

et	Sciences	Informatiques,	Enseignement	Scientifique	in	the	French	Baccalaureate	all	satisfy	the	Science	requirement.		

- Conducted a research project.16 

3 - REQUIRED CREDITS
In addition to the above-mentioned criteria, 
each student must earn a total of 18 credits (3 
of which are chosen from disciplines outside of 
the Core subjects defined below).  

One credit corresponds to one complete and 
satisfactory year of study of the subject.  

This requirement applies to the French Na-
tional Education High School programs, the 
International Baccalaureate Diploma Program 
(IBDP), the International General Certificate of 
Secondary Education curriculum (IGCSE), or 
the École Jeannine Manuel curriculum.

3.1   Students are required to earn 
credits in the following disciplines: 
3.1.1  Core Disciplines (15)

The following disciplines refer to IBDP (SL or 
HL) subjects, or International French Bacca-
laureate subjects from the specialty subjects 
or the common core (tronc commun), and in-
clude all core 10th grade subjects.

- French17 - 3 

- English18 - 3

- Humanities19 - 4

- Mathematics20 - 1

- Science21 - 3

- Physical Education - 1

3.2  Options 
One year of study in one of the following op-
tional subjects earns one credit.
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- Arts22

- Study of another language

- Study of an additional humanities sub-
ject 

- Study of an additional science 

- Study of an additional year of mathe-
matics 

- Study of an additional year of physical 
education

3.3 New Students
For students joining the school during the 
High School years, the validation of credits 
gained in their previous school(s) is impera-
tive. These credits are granted by the Head of 
School after reviewing the student’s previous 
school reports and comments. 

4 - AWARDING OF THE HIGH 
SCHOOL DIPLOMA 
École Jeannine Manuel’s High School Diploma 
is awarded to each student, by decision of the 
Head of School, following the considerations 
of the second term Conseil de Classe which 
ensures that all the criteria described above 
have been met.  

4.1  Suspension of the diploma proce-
dure 
4.1.1  Any student who has not met at least 
one of the criteria defined in this policy may 
not receive the École Jeannine Manuel High 
School Diploma.

4.1.2 Any student who does not fulfill the con-
ditions for obtaining the École Jeannine Man-
uel High School Diploma is called for an in-
terview with the Head of School, during which 
they are invited to explain the reasons for 
which the conditions for obtaining the diplo-
ma were not met. 

4.1.3  At the end of the interview, the Head 
of School decides whether to grant the École 
Jeannine Manuel High School Diploma.

4.1.4  The Head of School informs the stu-
22	 	Visual	Arts	or	Theater	in	the	IBDP;	Arts	Plastiques,	Musique,	or	Théâtre	in	the	French	Baccalaureate	all	satisfy	the	Arts	requirement.		

dent and his/her family of his decision within 
48 hours following the interview. The decision 
made by the Head of School is sovereign and 
final. 
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ADMINISTRATION

COMPLAINTS POLICY 

1 - POLICY AIMS & OBJECTIVES 
This is a guide to the formal complaints poli-
cy and procedure for use by parents and stu-
dents. If you have a concern or a complaint 
about any aspect of school life, including any 
decisions made regarding your child’s school-
ing, please contact an appropriate member 
of staff as soon as possible. We will deal with 
any issue promptly and courteously. This poli-
cy applies to all year groups and programs at 
École Jeannine Manuel (“the School”). 

2  - INFORMAL RESOLUTION
It is our hope that most complaints can be con-
sidered and resolved quickly and informally. 

2.1  If parents have a complaint they should 
contact their child’s teacher or homeroom 
teacher, whichever is most appropriate.  In 
many cases, the matter will be resolved 
straightaway by this means. If the teacher can-
not resolve the matter alone, it may be neces-
sary for them to consult the Division Head. 

2.2 For any serious subject-related or general 
academic concern, or for a pastoral or disci-
plinary matter, the Division Head should be 
contacted first. 

2.3 In matters regarding finance, fees and 
non-academic services please contact the 
Head of the Accounting Department. 

2.4 If the complaint relates to or involves the 
Head of School, the complaint should be ad-
dressed to the Director General by writing di-
rectly to Mrs. Elisabeth Zéboulon. 

2.5 If the complaint relates to the Director 
General, the complaint should be addressed 
to the Chairman of the Board by writing di-
rectly to Mr. Bernard Manuel. 

2.6  We will do everything we can to ensure 
that we respond to complaints in a highly pro-
fessional manner. However, if you feel that an 
expression of concern has not been handled 
properly by a member of staff, please contact 
the Head of School. 

2.7 The staff concerned will make a written 
record of every complaint, including the date 
on which the complaint was received. We will 
acknowledge receipt of an e-mail notification 
by telephone, e-mail or letter within five work-
ing days upon reception  during term time and 
as soon as practicable in the school holidays. 
Should the matter not be resolved within a 
reasonable period (one not normally exceed-
ing two weeks) or in the event that the relevant 
staff and the parents fail to reach a satisfactory 
resolution, then parents will be advised to pro-
ceed with the Formal Resolution procedure. 

3 - FORMAL RESOLUTION 
3.1 If the complaint has not been resolved 
through informal channels, parents may con-
tact the Head of School in writing, by letter 
or e-mail. Parents should send full written de-
tails of the nature of the complaint, any rele-
vant documents and full contact details to the 
Head of School, preferably by email. Parents 
may also indicate what they envisage as an ac-
ceptable outcome. 

3.2 The Head of School will decide, after con-
sidering the complaint, upon the appropriate 
course of action to take. In most cases, the 
Head of School, or Division Head, will speak 
to and/or meet with the parents concerned to 
discuss the matter, usually  within ten school 
days of receiving the complaint, (where a 
school day is defined as a day during term 
when the school is in session). The Head of 
School or Division Head may be joined by an-
other administrator at this meeting, as may be 
appropriate in the circumstances. If possible, a 
resolution will be reached at this stage. How-
ever, if necessary, the School may carry out 
further investigations and members of staff 
or students involved may be interviewed. The 
Head of School may ask a senior member of 
staff to act as investigator and/or may involve 
the Director General, or one or more Board 
members. 

3.3 Written records will be kept of all meetings 
and interviews held in relation to the com-
plaint. 

3.4 Once the Head of School is satisfied that, 
as far as possible, all of the relevant facts have 
been established, a decision will be made 
and parents will be informed of this decision 
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in writing within ten school days. The Head of 
School will also give reasons for the decision. 

3.5 If a complaint cannot be resolved at the 
Head of School level, then the complaint may 
be referred to the Director General or to a pan-
el convened by the Chairman of the Board. 

4  APPEALS PROCEDURE 
4.1 The School takes complaints seriously and 
will strive to resolve any complaints as soon as 
possible and with an open and fair approach. 
If having discussed the matter with the Head 
of School, parents still feel dissatisfied then 
they may contact the Director General directly 
no later than 90 days after the incident giving 
rise to the complaint. 

4.2 The Director General (or the Chairman 
of the Board) will convene a panel of at least 
two board members and one person indepen-
dent of the management and running of the 
School to consider the complaint. No member 
of the panel may have any involvement with 
any matter detailed in the complaint. Parents 
can write to the Chairman of the Board and 
their request will be acknowledged within ten 
school days and a date for the hearing will be 
arranged within a further ten school days. 

4.3 Whenever possible, the panel will resolve 
the complaint immediately without the need 
for further investigation. The panel will make 
a decision concerning the appropriate course 
of action during their initial meeting so as to 
prevent any delays with the resolution of the 
complaint. 

4.4 Where further investigation is required, 
the panel will decide how it should be carried 
out. If further documents or information are 
required, copies will be supplied to the com-
plainant at least two days before the hearing. 

4.5 At the panel hearing, the complainant(s) 
may be accompanied by one other person 
e.g. a relative or friend. Legal representation 
will not be permitted. 

4.6 After due consideration of all facts they 
consider relevant, the panel will reach a deci-
sion and may make recommendations, which 
they shall complete within seven days of the 
hearing or as soon as reasonably possible. The 

panel will write to the parents informing them 
of their decision and the reasons for it within 
seven days of reaching this decision. The pan-
el’s findings and any recommendations will be 
sent in writing to the parents, the Chairman of 
the Board, the Director General and the Head 
of School, and, where relevant, the person(s) 
about whom the complaint was made. The 
decision of the panel will be final and incon-
trovertible. 

5  - RECORD KEEPING & 
CONFIDENTIALITY 
5.1 Parents can be assured that all concerns 
and complaints will be treated seriously and 
confidentially. Correspondence, statements 
and records relating to the individual com-
plaints are to be kept confidential except 
where any other legal obligation prevails. 

5.2 Written records of all formal complaints 
and their outcomes (including at what stage 
they were resolved) will be kept (for at least 5 
years where there are no safeguarding or oth-
er legal implications) and reviewed at least an-
nually by The Head of School, as appropriate. 
The written record should confirm any action 
taken by the School as a result of the com-
plaint, regardless of whether it was upheld. 
The record will enable the School to identify 
whether review or change in practice is need-
ed so that patterns can be identified and so 
that appropriate intervention is made. 

5.3 Records of Complaints Proceedings will be 
processed and retained in accordance with the 
General Data Protection Regulation (GDPR). 
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ADMISSIONS POLICY 

1  - INTRODUCTION
École Jeannine Manuel (“the school”) is an in-
dependent co-educational school for pre-K-12 
students with campuses in Paris and in Lille. The 
School is a bilingual school and an internation-
al school. As a French school, it is accredited 
and subsidised by the Ministry of Education. 
As an international school, it is a UNESCO “as-
sociated” school, and an IB World School also 
accredited by the New England Association 
of Schools and Colleges (NEASC) and by the 
Council of International Schools (CIS).

The school was founded in 1954 with the mis-
sion to promote international understand-
ing through the bilingual education of an 
international community of students. 

The School’s aim is to admit a balance of boys 
and girls and to encourage applications from 
candidates with as diverse a range of back-
grounds as possible. This enriches our com-
munity and is vital in preparing our students 
for tomorrow’s world. The School is commit-
ted to equal treatment for all, regardless of 
an applicant’s gender, race, ethnicity, religion, 
disability, sexual orientation or social back-
ground. Additionally, the School is committed 
to encouraging socio-economic diversity and 
financial aid, offered in order to make it possi-
ble for those who meet the School’s admission 
criteria to attend the school.

Deciding on the right school is very important, 
and we believe that a personal visit is invalu-
able. We hold a number of presentations that 
give a general introduction to the School.

Admission to the School is competitive and 
the Admissions Committee may deny admis-
sion to many bright, talented applicants whom 
the School would very much like to welcome if 
it had the space to do so.

2  - ADMISSIONS CONSIDERATIONS

2.1 Nurturing Multicultural Diversity
The first part of the School’s mission statement 
is “To promote international understanding 
through the bilingual education of a multicul-
tural community of students.” Accordingly, 

the Admissions Committee is sensitive to the 
need to foster the cultural diversity of the stu-
dent body which exemplifies a core value of 
the school.

2.2 Criteria for Entry
Applicants will be accepted on the basis of 
their academic profile, their ability to cope 
with the academic challenge of an enriched 
bilingual curriculum, and their contribution to 
the School’s cultural diversity.

Successful applicants will have met our aca-
demic entry requirements. They will also, de-
pending on their level of entry, have demon-
strated ability and/or interest in co-curricular 
areas, and excellence of character. Our admis-
sions process is designed to identify students 
who are able to benefit from our education 
and to make a positive contribution towards 
the life of the School.

The parents of successful candidates will be 
internationally-minded families who embrace 
the School’s mission statement and are deep-
ly invested in the education and wellbeing of 
their children.

2.3 Admission to the International Bac-
calaureate Diploma Programme (DP)
Students already enrolled in the School in 
seconde (10th grade/ Year 11) will be auto-
matically admitted to the Diploma Programme 
if they so choose. They will be expected to at-
tempt the full diploma and not only individual 
diploma courses.

For new students seeking admission to the DP, 
the School has procedures in place to assess 
candidates on the basis of school transcripts, 
teacher and school recommendations, inter-
views and short placement tests. New students 
will only be admitted if, in the School’s judg-
ment, they can successfully meet the challnge 
of a full diploma curriculum.

IB World Schools share a common philosophy 
- a commitment to high-quality, challenging, 
international education - that we believe is im-
portant for our pupils.

2.4 Admission Criteria
In the event of there being more applications 
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from equally qualified applicants than places 
available, places will be offered in accordance 
with the following criteria (weighting of these 
criteria may vary and meeting one or more of 
these criteria does not guarantee entrance):

- Former students of École Jeannine 
Manuel and current or former students 
of its London sister school and their sib-
lings (a full or half-sister or brother, an 
adoptive sister or brother, or a child of 
the same household);

- Children of alumni and staff;

- Extra-curricular interests and other tal-
ents;

- Other factors

For example, we also make every effort to re-
serve space for international applicants (eg. 
university faculty on sabbatical or research 
fellows) whose families expect to remain in 
France for a limited period of time and wish 
to combine a cultural immersion in  a bilingual 
education with the ability to re-enter their own 
school systems and excel.

2.5 Special Educational Needs (SEN) 
and disability
We do not discriminate in any way regarding 
entry, but we are an academically selective 
school. Providing that we can support students 
according to their needs, we will do what we 
can to accommodate them. We welcome stu-
dents with physical disabilities provided that 
we can make the site suitable. The School may 
require a copy of a medical report or psychol-
ogist’s report to support any requests for spe-
cial arrangements. The number of students 
with special educational needs/ specific learn-
ing difficulties is necessarily limited.

2.6 Admission Decisions
The Head of School is responsible for deci-
sions relating to the admission of students to 
the School. All offers of a place at the School 
will be made in writing by the Head or by col-
leagues on the authority of the Head.

On completion of the contract acceptance 
form and payment of the initial registration 
fee, applicants will be registered for entry. A 

waiting list will be kept until the closing date 
for receipt of acceptances and places will be 
offered as places become available. Some stu-
dents will be placed on a waiting list, this list 
is not ranked. Students accepted to the school 
from the waiting list usually have a similar pro-
file to the students vacating their place.

3 - FINANCIAL AID
Financial aid is means-tested financial support 
for school fees. The School’s financial aid pro-
gram is designed to make it possible for those 
students who meet our entry criteria to take 
up a place at the School, irrespective of pa-
rental income. Funds available for the financial 
aid program are limited and determined each 
year by the Board of Trustees.

Financial aid is awarded on a sliding scale up 
to 100% of the value of school fees. Each ap-
plication is considered on its own merits, and 
the level of financial aid, subject to program 
funding, will be determined by the family’s 
gross income, direct outgoings, value of their 
property and other assets.

3.1 Financial aid 
Financial aid funds are limited and parents 
are asked to contact bourses@fondationjean-
ninemanuel.org promptly upon completion of 
their online application and request a finan-
cial aid application if they wish to apply for 
financial aid. Late indications of financial aid 
are unlikely to be successful.

4 - ADMISSIONS PROCEDURES
Please consult our website, https://ecolejean-
ninemanuel.org/en/admissions-procedures/ 
for detailed procedures for each grade level.

4.1 Applying for future years
Applications are only considered for entry in 
the current academic year of the entry in the 
following academic year. 

ALL OF THE RULES & POLICIES IN THIS HAND-
BOOK ARE REVIEWED ANNUALLY AND AMEND-
ED AS NECESSARY BY THE BOARD OF TRUSTEES 
AND THE HEAD OF SCHOOL AFTER CONSUL-
TATION WITH THE SENIOR LEADERSHIP TEAM, 
TEACHERS, PARENTS & STUDENTS.

mailto:bourses@fondationjeanninemanuel.org
mailto:bourses@fondationjeanninemanuel.org
https://ecolejeanninemanuel.org/en/admissions-procedures/
https://ecolejeanninemanuel.org/en/admissions-procedures/


ANNEX

Appendix 1 : CHILD PROTECTION

What to do if a child at the School approaches you to discuss allegations of abuse.

Any staff member who has contact with children at the School may be approached by a child 
who needs to talk about something in confidence. Here are some basic principles to follow if 
this happens to you.

What to do What not to do

Stay calm

Listen, hear and believe

Give time to the person to say what they 
want

Reassure and explain that they have done 
the right thing in telling. Explain that only 
those professionals who need to know will 
be informed

Act immediately in accordance with the 
procedure in the CHILD PROTECTION & 
SAFER RECRUITMENT POLICY.

Record accurately in writing as soon as 
possible what was said and without per-
sonal comment

Report to the CPO or Deputy CPO only

Do not panic. Don’t overreact. It is ex-
tremely unlikely that the child is in imme-
diate danger

Do not probe for more information. Ques-
tioning the child may affect how the dis-
closure is received later on

Do not make assumptions. Do not para-
phrase or offer alternative explanations or 
suggestions

Do not promise confidentiality to keep 
secrets or that everything will be OK (it 
might not)

Do not try to deal with it yourself

Do not make negative comments about 
the alleged abuser. Do not make personal 
observations. Do not make a child repeat 
a story unnecessarily

Do not ‘gossip’ with colleagues about 
what has been said to you

It is the duty of anyone who works with children at the School to report any suspicions or disclo-
sures of abuse. This includes teachers, teaching assistants, kitchen and lunch staff, office staff, 
etc. It is not for the individual member of staff approached to decide whether or not a suspicion 
or allegation is true. All must be taken seriously and dealt with according to the policy and pro-
cedures laid down at the School.

Article 434-3 - Modifié par LOI n°2016-297 du 14 mars 2016 - art. 46

Le fait, pour quiconque ayant eu connaissance de privations, de mauvais traitements ou d’agres-
sions ou atteintes sexuelles infligés à un mineur ou à une personne qui n’est pas en mesure de 
se protéger en raison de son âge, d’une maladie, d’une infirmité, d’une déficience physique ou 
psychique ou d’un état de grossesse, de ne pas en informer les autorités judiciaires ou admi-
nistratives est puni de trois ans d’emprisonnement et de 45 000 euros d’amende. Sauf lorsque 
la loi en dispose autrement, sont exceptées des dispositions qui précèdent les personnes as-
treintes au secret dans les conditions prévues par l’article 226-13.



Appendix 2 - Code of Conduct - for All 
Staff and Volunteers

Interaction with Students: Model Code of 
Conduct for Staff

Staff and volunteers should not spend exces-
sive amounts of time alone with children, away 
from others. Meetings with individual children 
should be avoided or take place within sight 
of others. If privacy is needed, the door should 
remain open and other staff or volunteers 
should be aware of the meeting.

Staff and volunteers are advised not to make 
unnecessary physical contact with children. 
However, there may be occasions when phys-
ical contact is unavoidable, such as providing 
comfort at times of distress, or physical sup-
port in contact sports or similar. In all such 
cases contact should only take place with the 
consent of the child.

It is not good practice to take children alone in 
a car, however short the journey. Where this is 
unavoidable, it should be with the full knowl-
edge and consent of the parents (or guardians) 
and the head or a member of the SMT.

Staff and volunteers should not start an inves-
tigation or question anyone after an allegation 
or concern has been raised. This is the job of 
the authorities. You should just record the facts 
and report these to the CPO or her/his deputy.

Staff and volunteers should never (even in fun):

Initiate or engage in sexually provocative con-
versations or activity.

Allow the use of inappropriate language to go 
unchallenged.

Do things of a personal nature for children that 
they can do themselves.

Allow any allegations made by a child go with-
out being reported and addressed, or either 
trivialize or exaggerate child abuse issues.

Make promises to keep any disclosure confi-
dential from relevant authorities.

Staff or volunteers should not show favorit-
ism to any one child, nor should they issue or 

threaten any form of physical punishment.

Social networking between students and staff 
should only be devoted to pedagogical activ-
ities. Anyone under contract with the School 
needs to ensure, both for the School’s safety 
and their own, that activity on social networks 
does not bring the School into disrepute, does 
not bring the teacher into disrepute, does not 
expose the school to legal liability and reflects 
‘safer internet’ practices.

Staff and volunteers must respect children’s 
rights to privacy and encourage children and 
adults to feel comfortable enough to report 
attitudes or behavior they do not like.

Staff and volunteers will be expected to act 
with discretion with regard to their personal re-
lationships. They should ensure their personal 
relationships do not affect their role within the 
School. 

All staff and volunteers should be aware of 
the procedures for reporting concerns or inci-
dents, and should familiarize themselves with 
the contact details of the CPO or his/her dep-
uty.

If a member of staff or volunteer finds him-
self or herself the subject of inappropriate af-
fection or attention from a child, they should 
make others aware of this.

If a member of staff or volunteer has any con-
cerns relating to the welfare of a child in their 
care, be it concerns about actions/behaviors of 
another staff member or volunteer or concerns 
based on any conversation with the child, par-
ticularly where the child makes an allegation, 
they should report their concerns to the CPO 
or his/her deputy.
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Appendix 3 - Pastoral Care Concern Sheet

Student’s Name:

D.O.B:

Class:

Teacher:                                                                                        Date:

Details of incident/concern:

Action Taken:

Signed: ....................................................................................................  (Name and position)

Reviewed by CPO ...................................................................... (Sign /date)

Final Outcome/ Next steps:

Signed: ......................................
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Appendix 4 - Useful References

Key Contacts and Resources 

ALLO 119

 www.allo119.gouv.fr

08 service d’aide aux victimes

01 41 83 42 08

CPO – Jérôme Giovendo – 01 44 37 00 71
Deputy CPO – Sylvie Girier – 01 44 37 01 33

CRIP

01 53 46 86 81

crip75@paris.fr

DASEN Paris

(Téléphone) 01 44 62 40 25

ce.dasen1@ac-paris.fr

Rectorat de Paris

Pôle Académique d’assistance judiciaire

01 44 62 41 51

Service médical

01 44 62 47 30

01 44 62 47 31

01 44 65 47 39

ce.santsoc@ac-paris.fr

Service infirmier

01 44 62 35 68

Procureur de la République, TGI Paris

01 44 32 51 51

http://www.allo119.gouv.fr
mailto:crip75@paris.fr
mailto:ce.dasen1@ac-paris.fr
mailto:ce.santsoc@ac-paris.fr
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École Jeannine Manuel is an independent co-educational school for students in pre-kinder-
garten through 12th grade, with campuses in Paris and Lille. We are both a bilingual French 
school and an international school. As a French school, we are accredited and subsidized by 
the French Ministry of Education. As an international school, we are a UNESCO school and an 
IB World School, also accredited by the New England Association of Schools and Colleges 
(NEASC) and by the Council of International Schools (CIS).      

Jeannine Manuel founded our School in the wake of the Second World War, with the conviction 
that the fear of others was at the root of violent conflicts. She believed that learning another 
language was the key to understanding each other and to maintaining peace, and gave us our 
mission: To promote international understanding through the bilingual education of a multicul-
tural community of students, and to foster pedagogical innovation by exploring best practices 
in an ever-changing global environment.  

Ecole Jeannine Manuel is a dynamic, multicultural learning community that finds strength and 
inspiration in the complex diversity of its students, parents, teachers, support staff, and admin-
istrators, who hail from over 80 different countries.  We bring life to our mission of advancing 
international and intercultural understanding by fostering a learning environment of respect, 
openness, empathy, and inclusion. Through our commitment to Think, Dare, Share, & Care in 
all that we do, we encourage every member of our community to bring their unique perspective 
to this common project. 
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