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Guidelines on Rights and Responsibilities  
Dear Students,  

Greetings!  

The information in this handbook intends to provide important details reg arding PBEMS 
procedures and the rights and responsibilities of every student. By working together, we 
can help you to have a quality educational experience in a safe environment that 
enables you to acquire the knowledge, skills, and attitudes necessary to become a 
responsible citizen and successful lifelong learner.  
 
We wish to make your school experience as enjoyable (less pressure) and successful as 
possible. This handbook is a tool that can be used to assist students. It provides basic 
information about PBEMS policies, general guidelines, and other information. All students 
are expected to become familiar with the student behaviour expectations, attendance 
requirements, uniform, bus policy, and many more.  

Please keep in mind that open communication is a v ital part of your school experience. 
You are also encouraged to maintain a high level of involvement in your school 
experiences by attending class/school programs and by involving yourself in co -curricular 
and out of school programs and competitions.  

 We look forward to working with you during this school year and in the coming years. The 
school administration, faculty and staff members are here to help, and we will do our best 
to accommodate your needs.  

Sincerely,  

 

Helen Salmon  
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WELCOME TO PRIME BANK ENGLISH MEDIUM SCHOOL!  
 
This student handbook provides information concerning important policies and general 
guidelines that you may find helpful. Our goal is to help every student become successful 
and have an enjoyable time at school. We provide a wide variety of learning exper iences 
to develop all students intellectually, socially, emotionally, morally and physically. We 
encourage all students to be responsible for making good choices about their school 
experiences. Teachers and administration need your support in order to prom ote a better 
learning safe and secure atmosphere.  

 

PREAMBLE 

Prime Bank English Medium School (PBEMS), an endeavor of Prime Bank Foundation, a 
non -profit subsidiary of Prime Bank Limited of Bangladesh, was established in 2008 to 
address the desire of the common people for an affordable quality education that is 
acce ssible to all. Based on international education standards, particularly adopting the 
Cambridge curriculum, PBEMS promotes the holistic development of its students, 
preparing them for lifelong learning, which guides them to succeed in today’s highly 
competi tive global environment. PBEMS aims to help each child fully develop his/her 
social, intellectual, emotional and moral capabilities, thereby, helping them to become 
productive citizens and fulfilled human beings. By its non -profit nature, PBEMS offers very  
low school/tuition fees so that families from whatever economic status wanting to avail of 
quality education could benefit. Moreover, by providing affordable quality and values 
education, PBEMS adheres to the cultivation and fostering of a well - mannered , 
educated and civilized people which would hopefully in the future mitigate the problem 
of unemployment and severe poverty in the country.  

PBEMS AIM 
 
To empower each student to holistically develop his or her social, intellectual, 
physical and emotional capabilities and thereby become a life long learner, 
productive citizen and fulfillment as a responsible and caring human being.  

 
PBEMS BELIEFS 
 

1. Children have a natural, innate love of learning.  
2. Children learn through their five senses starting at an early  age  
3. Children learn in many ways, including     

�” observation  
�” participation  
�” cooperative work  
�” problem solving  
�” experimentation  
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�” books and other educational materials  
�” research and exploring through e -learning  
�” Discovery and inquiry based  
�” Deductive and inductive process  

 
4. Children have different learning styles and capabilities and acquire understanding 

at different stages  
5. Children require educational materials and experiences appropriate for their stages 

of development.  
6. Children learn best in a supportive, stress -free environment.  

 

Guiding Statements:  

�” Develop self discipline, self confidence, honesty, and respect for others and 
the environment  

�” Maximise the success of each student in the Primary and Secondary school  
�” Value students talents and develop individuality and creativity  
�” Provide quality and affordable education that is values driven  
�” Build strong home - school partnerships  

 
 
 
CURRICULUM 
 
The curriculum is based on the Cambridge University International Examinations for O and 
A Levels which are facilitated by the British Council worldwide. English, Math, Science, and 
Bangla are taught in the primary level as compulsory subjects. Values, Music, Bangladesh 
Studies, Personal, Physical, Social and Health Education is also an integral part of the 
curriculum . We will introduce Global Perspectives as a subject once we have access to 
the full syllabus in the following year. We offer English version National Curriculum primary 
schooling from PG to Class -5  which  is coordinated by the Directorate of Primary and 
Mass Education Ministry and Dhaka Education Board.   
 
METHODOLOGY 
 

Interactive:  Students are encouraged to learn through spontaneous   
          interaction with their classmates. The teacher frequently asks   

questions and facilitates engaging and focused learning 
engagements . Students work individually, in pairs and in small groups 
to problem solve and explore creative ideas.  

Applied:  Students apply what they learn to their real -life experiences. In this   
     way, they are not just acquiring abstract concepts or book learning.  

 
Holistic:  Students’ social, creative, spiritual, emotional, physical, as well as   

     intellectual capacities are developed.  
 
EXPECTATIONS  
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Prime Bank English Medium School acknowledges the need for a collaborative effort from 
students, parents, and school personnel in order to give  the best educational experience 
for each student. The concern for students progress cannot be entrusted to one part of 
the community only. Each stakeholder has a crucial role in providing the  important st eps 
towards establishing a positive school climate,  and each should be aware of the duties 
and rights that are part of establishing and maintaining a fair and inclusive Education.  
 
SCHOOL PERSONNEL (Administrators, teachers, and educational support staff)  
 
To establish and maintain an orderly and a positive school climate, each member of the 
school staff is part of the team performing his or her role in educating, forming values and 
disciplining with commitment, firmness, consistency and fairness.  
 
SCHOOL PERSONNEL RESPONSIBILITIES  
 

�” Be guided by professional ethics in relating with students, parents/guardians and 
colleagues.   

�” Regularly inform parents about academic progress and student conduct 
(behavior).  

�” Demonstrate sincere concern and respect for each student.  
�” Engage school/classroom routines that contribute to procedures/instructions, a 

well -ordered school/classroom and the development of community/social 
responsibility.  

�” Be sensitive to the behavior of  students and alert to changes and set 
conferences with parents, administrators and others who are essential in 
addressing any  issue.   

�” Know and apply school procedures (policies) consistently and fairly.  
�” Treat behavior problems in accordance to the rules  and regulations set forth by 

the school.  
�” Apply the guidance and counselling  services with concern student following a 

standard settings of procedure.  
 
PARENTS  
 
Parents/guardians have the primary obligation to provide the most important early 
training that all children need in preparation for their formal schooling. They should 
provide children with basic education and good conduct, leading them to respect other 
people and property. Parents share the responsibility to keep the lines of communication 
ope n between home and school and to encourage students’ positive attitude about 
learning.  
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PARENTS' RESPONSIBILITIES  
 

�” Be guided with right conduct in relating to teachers, school personnel and other 
students and parents.  

�” Ensure a prompt and regular school attendance of their child.  
�” Maintain regular communication with school personnel concerning their child's 

progress and conduct.  
�” Make sure to provide their child with the resources needed to complete class 

work.  
�” Regularl y discuss with their child about right manners/conduct (behavior), 

lessons, homework, academic progress and report cards.  
�” Contact the teacher or school administrators for any problem, concern, 

complaint, or condition which affects their child/other childr en at school.  
�” Guide and help their child in developing good health habits.  

 
STUDENTS  
 
Every student must have the opportunity to take advantage of the instructional programs. 
They must be treated in a respectful manner by other students, teachers and school 
personnel. Each one must be recognized, be granted with appropriate study time and b e 
treated fairly and consistently.  
Students are involved in setting Essential Agreements in which they should abide by. In 
setting the agreements the students have ownership over how they should conduct 
themselves in order to achieve the best results for themselves and demonstrate respect for 
others.  
 
STUDENTS’ RESPONSIBILITIES     
 

�” Exhibit and embody the 
Cambridge learner attributes 
of responsible, engaged, 
innovative, confident and 
reflective  

�” Must exert all effort to learn.  
�” Learn values and respect 

tea chers, classmates, 
schoolmates, school staff and parents.   

�” Attend classes regularly and be punctual in attendance.  
�” Be prepared everyday for class with appropriate educational materials.  
�” Conduct themselves in a safe , secure , healthy and responsible manner.  
�” Take responsibility for their own learning and behavior.  
�” Abide by the procedures/policies of the school and each classroom teacher.  
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SCHOOL PROCEDURES/POLICIES 
 

Celebration of Learning  

Classes from Nursery through to Class 8 are expected to have one “Celebration of 
Learning” presentation throughout the year.   
A Learning Celebration is the time set for parents to come into school to share in their 
child’s learning.  
 
The purpose of a cele bration of learning is to:  

Involve parents in their child’s learning in an informal setting  
�” Promote home and school partnership  
�” Increase student responsibility for their learning  
�” Demonstrate the values and skills  
�” Allow the parents an opportunity to experi ence the diversity of the school special 

weeks, celebrations and festival programs at PBEMS  
�” Encourage two -way interaction  
�” Develop independence  

 
The attributes of celebration of learning are that:  
* Students (may) write a personal invitation to their parents to encourage attendance  
* Students are engaged in classroom activities and parents are encouraged to work 
alongside their child or students present their learning in a creative manner demonstrat ing 
skills such as communication, thinking, social, self management and research.  
* It is a natural learning situation and/or may require some practice beforehand  
* Students should not be faced with new equipment or a new concept on this day (if this is 
an  in class presentation)  
* It is student -led and presented  
* It happens once a year  
* Teachers ensure parents are not comparing work samples or comparing students with 
each other  
* Teachers ensure that all students participate in group presentations  
 
 
 
 
 
Classwork  
 
Classwork refers to the practice/application of a particular lesson; thus, it will be given 
after the lesson is taught or in recapitulation of a previous lesson. It could be in a form of 
written and/or oral work, individual/group, and it could be graded or not, which is the 
teacher’s discretion.    
 
Class Participation  
 
Class participation includes but is not limited to student’s answering the teacher’s 
questions. Active participation in any class activities like singing, playing educational 
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games, spelling bee and any tasks assigned by the teacher needed to make the less on 
more engaging are included in grading class participation.  
 
 
Home Tutoring/Coaching Centers  
 
In view of the detrimental effects of home tutoring/coaching on the present and future 
progress of students and on the quality of the educational environment, PBEMS prohibits 
tutoring of its students. All parents/guardians/students are required to read and sign the 
HOME Tutoring Policy Agreement Form. Failure to sign the form or abide by the policy will 
result in dismissal of their child from the school.  
 
ATTENDANCE  
 
Required Number of School Days  
 
Regular attendance is essential to the learning process. It is necessary that each student 
be in the classroom every day possible. PBEMS requires at least 180 school days  in a school 
year.    
 
Absences  
 
When a studen t misses school, the parent/guardian should notify the school in person, by 
calling or through an application letter prior to absence. Parents will be notified by the 
Dean of Student Services after the fourth late and fifth absence. After the tenth absence , 
the principal will determine whether further action is necessary.  
Absences are severely detrimental to the learning of each student - please try not to be 
absent.  
If you are absent due to a doctor's appointment, a doctor's note is requested to excuse 
the absence. Additional information will be requested from the doctor's office in the 
situation of extended illness.  
 
An excused absence  requires communication to the school office by a parent/guardian 
verifying a student absence for medical, family emergen cies, or for whatever valid 
reasons.  
 
An unexcused absence  will be given if no parent/guardian contact is made or 
reasonable purpose is not given. An unexcused absence is issued at the discretion of the 
principal.  
 
Tardy Slips  
 
Class begins with a beginning prayer for morning shift at 7:55am (PG to KG), 8:25am 
(Class-1 to Class -5), and day shift at 12:25pm. A student entering the gate at 8:00am, 
8:30am and 12:30pm are considered late.  Students except for Nursery/KG arriving late  at 
school (except on late buses) must get a tardy slip from the Dean of Student Services 
before the teacher allows the child to enter the classroom. After the fourth tardiness, the 
parent will be notified by the Dean of Student Services and will be reques ted to take the 
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student home.  If you have perfect attendance in the month and no tardies then you are 
eligible for a Principal’s Award - the criteria for this may change over time.  

 

 

 

 

 

Leaving School Early  

 
For a child to be allowed to leave the school early, an early leave form signed by the 
Dean of Student Services or the Receptionist and must be presented at the gate before 
the guard allows a student to leave the school premises.   
 
Dismissal Time 
 
Parents /guardians must pick up their child promptly at the time of the scheduled dismissal. 
The school ground has very limited space. To avoid congestion, too much noise and 
accidents (as students tend to run around in the limited space), students need to leave 
the campus immediately after dismissal.     
 
ACADEMICS AND ASSESSMENTS  
 
Throughout the school year, parents/guardians will be kept informed of a student's 
academic and behavioral performance. Parent -teacher -student conferences will be held 
at the end of th e periodic grading which is three times a year. Please check the 
academic Calendar for Report Card Days.  
 
 
ACADEMIC CALENDAR/HOLIDAYS 
 
Classes are held from July or August to May or June each year. One school year with two 
semesters comprises from eighteen  (18) to twenty -two (22) weeks of classes or ninety (90) 
to one -hundred and ten (110) school days each semester.  The school reporting period is 
split into 3 te rms as per the school calendar. A calendar with a list of school holidays and 
activities will be  issued separately  and can be found on the website of the school. 
http://www.primebankenglishmediumschool.org/  
 
 
 
 
 
 
 
 

http://www.primebankenglishmediumschool.org/
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Academic Calendar 2018 -2019 
July 2018 August 2018  September 2018  

Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa 
1 2 3 4 5 6 7    1 2 3 4 30      1 
8 9 10 11 12 13 14 5 6 7 8 9 10 11 2 3 4 5 6 7 8 

15 16 17 18 19 20 21 12 13 14 15 16 17 18 9 10 11 12 13 14 15 
22 23 24 25 26 27 28 19 20 21 22 23 24 25 16 17 18 19 20 21 22 
29 30 31     26 27 28 29 30 31  23 24 25 26 27 28 29 

October 2018  November 2018  December 2018  
Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa 

 1 2 3 4 5 6     1 2 3 30 31     1 
7 8 9 10 11 12 13 4 5 6 7 8 9 10 2 3 4 5 6 7 8 

14 15 16 17 18 19 20 11 12 13 14 15 16 17 9 10 11 12 13 14 15 
21 22 23 24 25 26 27 18 19 20 21 22 23 24 16 17 18 19 20 21 22 
28 29 30 31    25 26 27 28 29 30  23 24 25 26 27 28 29 

January 2019  February 2019  March 2019  
Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa 

  1 2 3 4 5      1 2 31     1 2 
6 7 8 9 10 11 12 3 4 5 6 7 8 9 3 4 5 6 7 8 9 

13 14 15 16 17 18 19 10 11 12 13 14 15 16 10 11 12 13 14 15 16 
20 21 22 23 24 25 26 17 18 19 20 21 22 23 17 18 19 20 21 22 23 
27 28 29 30 31   24 25 26 27 28   24 25 26 27 28 29 30 

April 2019  May 2019  June 2019  
Su M Tu W Th F Sa Su M Tu W Th F Sa Su M Tu W Th F Sa 

 1 2 3 4 5 6    1 2 3 4 30      1 
7 8 9 10 11 12 13 5 6 7 8 9 10 11 2 3 4 5 6 7 8 

14 15 16 17 18 19 20 12 13 14 15 16 17 18 9 10 11 12 13 14 15 
21 22 23 24 25 26 27 19 20 21 22 23 24 25 16 17 18 19 20 21 22 
28 29 30     26 27 28 29 30 31 23 23 24 25 26 27 28 29 

 
    

Government Holidays  School Holidays  School Resumes for 
students  

Pupil Free 
Days/Teacher days  

 

Holidays and Observances  
2018 
15 Aug – National Mourning Day  
*19 Aug – 30 Aug – Eid – Ul – Azha Holidays  
*2  Sept – Janmashtami  
14 Oct – 20 Oct – Durga Puja  
1 Nov – All Souls Day 
15 Nov – Report Card Day  
*21 Nov – Eid – E- Mildun -Nabi  
16 Dec – Victory day  
25 Dec – Christmas Day  
19 Dec - Jan 5 – Winter Vacation 24 Oct  
 

2019 
13 and 20 Jan – Ijtema Munajat  
*10 Feb – Saraswati Puja  
21 Feb – International Mother Language Day  
14 Mar – Report Card Day  
17 Mar – Birth Anniversary of Father of the Nation  
26 Mar – Independence Day  
*11 April – Shab-e-meraj  
14 April – Pohela Boishakh – Bangla New Year  
*21Apr - 22 Apr – Shab-e-barat/Easter Sunday/Monday  
1 May – Labor Day  
2 May – Pupil Free 
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*19 May – June 6 – Ramadan Holiday/19 May Buddha 
Purnima  
7 June – School resumes after Eid  
27 June – Report Card Day  

9 August – Early Dismissal – All staff meeting  
30 Sept - Early Dismissal – All staff meeting  
24 Oct – United Nations Day  
4-10 Nov – Science Week and World Peace Day  
20 Nov – Universal Children’s Day  
29 Nov – Early Dismissal – All Staff Meeting  
5 Dec – International Volunteers Day  
13 Dec – Art Competition – Uttara  
14 Dec – History Week  

17 Jan – Sports Fest – Uttara  
13 Feb – Pohela Falgun  
27 Feb – Early Dismissal – All staff meeting  
10 Mar – Math Week  
15 April – Bangla New Year Celebration  
18 April – Early Dismissal – All staff meeting  
23 April – Earth Day  
28 April – English Week  
20 June – Graduation and Recognition  
12 June - Exams 
26 June – Last Day for Students  
27 June – Report Card Day  

*Depends on the sighting of the moon                      New Academic Year begins on July 2ast, 201 9 

 
 

 

 

 

ASSEMBLIES 

Assemblies in Uttara take place on Sunday, Tuesday and Thursdays at present. The roster 
for assemblies will be distributed at the beginning of the Academic Year.  Special 
Assemblies may occur for Cultural Events or Other Important events throughout the yea r. 
In Mirpur assemblies take place on a Thursday.  This procedure is subject to change 
throughout the year.  
 
BEHAVIOUR 

Discipline guidelines are designed to create a safe and secure atmosphere, foster student 
responsibilities, instill respect for the right s of others, and ensure the orderly operation in 
PBEMS. The school is committed to providing an environment free from harassing behavior.  
 
 
 
Bullying/Harassment/Discrimination  
 
Harassment:  engaging in a purposeful conduct that causes distress to another   

person. Such conduct may involve verbal (threats, insults, whistles        or 
rude noises, comments about a person’s body, sexual remarks/requests); 
nonverbal (following another person, gestures or suggestive body 
movements, sexual pictures, or drawings) ; or 

                     physical (uncomfortable proximity, grabbing, touching, etc.).  
 
Bullying:   a repeated and systematic intimidation, harassment, and attacks on a  
                student. Bullying includes, but is not limited to: physical violence,    
                  verbal taunts, name -calling and put -downs, threats, extortion or theft,   
                damaging property, or exclusion from a peer group.  
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Discrimination:  display of unlawful partiality or prejudice towards others.  
 
Academic Honesty  
 
Students should not make, alter, or possess a document that the student knows to be false 
or forged. Students should not claim the work of others as their own. Cheating is 
prohibited. - refer to the Academic Honesty Policy/Procedures.  
 
Fighting/Physical Violence  
 
Fighting and physical violence, including any instigation or starting of violence in which 
striking, kicking, shoving, pushing, and /or any other physical contact of a violent nature is 
used against another person are prohibited.  When two or more students are involved in 
any verbal or physical fight, all parties may be subject to detention, suspension or 
expulsion.  
 
Disruptive Behavior  
 
Disruptive behavior or appearance that interferes with the normal school program, the 
educatio nal process, or the lawful activities of others is prohibited.  
 
Littering  
 
Leaving or discarding trash anywhere except in an appropriate receptacle is prohibited.  
 
Theft/Robbery  
 
Robbery, theft, attempted theft, or possession of stolen property by studen ts is prohibited.  
 
Trespassing  
 
Entering or remaining on school property at an unauthorized time or at a school -
sponsored activity without permission is considered trespassing and is prohibited.  
 
Vandalism/Destruction of Property  
 
Removing, misusing, destroying, defacing, or mutilating objects or materials belonging to 
the school, school personnel, or other persons is prohibited.  
 
Willful Disobedience  
 
Refusal or failure to comply with a reasonable request made by a teacher or scho ol staff is 
prohibited. This includes, but is not limited to, classroom rules, rules for appropriate bus 
conduct, and rules for co -curricular activities and athletics.  
 
Reporting  
 
Allegations of harassment/discrimination/bullying and other misbehaviors shall be reported 
immediately by the witness (teacher, staff, students, parents/guardians) to the Dean of 



14 

 
 

Student Services and should be investigated without any delay. If substantiat ed, 
corrective or disciplinary action will be taken and parents must be notified. PBEMS 
prohibits any and all forms of harassment, bullying and discrimination on the basis of age, 
gender, socio/economic status, race, color, sex, religion, ethnic/national o rigin, or 
disability.  
  
Sanctions/Disciplinary Actions  

In-School Suspension:  denial of the right of school attendance either from a   
         single class or more than one class on a given day.  

Detention:  requiring the student to stay at school after th e last period.  
Out -of-School Suspension:  denial of the right of school attendance on a full   
                                               schedule of classes, and from all other activities, for   
                                               some days  not exceeding to three (3) school days.  
Expulsion : dismissal of student from the school  
GUIDANCE and COUNSELING  
 
Guidance and Counseling services are available to all students. This is a support provided 
by the school to pupils and parents/guardians, whi ch focuses primarily on pupils' 
educational, individual and interpersonal development.  
 
 

 
Behaviour Code of Conduct  
Prime Bank English Mediums School’s Behaviour Code of Conduct  is found in Appendix 2.  
It is important that teachers become familiar with this document.  
 
Appropriate behaviour:  
Appropriate and courteous behaviour will always be recognised and given positive 
encouragement.  
 
Positive reinforcement and praise will be given to students who are cooperative and 
considerate of others; who follow school and safety and security rules; who share; who 
solve their own problems if possible; who are courteous; who work cooperatively as well as 
independently; who use materials and equipment in an appropria te way; who are 
responsible and who follow directions from all members of staff.  
 
Inappropriate behaviour  
Students choosing not to follow school rules or expectations will always be given the 
opportunity to explain their actions and to reflect upon what t hey have done.  The staff 
member involved will counsel the student on appropriate ways to deal with a problem. 
However, if a student chooses not to accept his/her responsibilities or infringes on the rights 
of others, the school’s disciplinary procedure wi ll be followed:  
 
1. The teacher concerned will take initial corrective measures appropriate to the 
infraction.  The infraction will be reported to the student’s Class adviser.  
 
2. If the problem continues, a conference will be held with the student and a s trategy 
planned by the class teacher and student to remedy the problem. The Principal will be 
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informed.  The results of the conference will be recorded in the format as shown on 
Appendix 3  
 
3. In the case of a persistent problem, parents will be informed a nd a conference 
scheduled with the concerned parties and the Principal to develop a home -school 
strategy for behavioural support.  Targets will be set and review and evaluation dates will 
be agreed.  The results of the conference will be recorded on the sy stem, A positive 
response on the part of the student will be recognised.  
 
Severely inappropriate behaviour  
The following are classed as being examples of severely inappropriate behaviour and will 
result in the offender being sent to the Principal or Vice P rincipal and the parents being 
notified:  
•  Disrespect; refusal to cooperate, talking back  
•  Verbal or physical abuse, harassment, bullying  
•  Offences against property; damaging school or others’ property, taking things 
which belong to someone else  
•  Persistent dishonesty  
 
If any type of severely inappropriate behaviour is not rectified within an appropriate time -
frame:  
•  The student may be suspended from school  
•  A record of the student’s behaviour and action taken will be kept  
•  Parent conferences will be scheduled to develop a home -school strategy for 
behavioural change.  
 
Persistent offenders  
A student consistently choosing to make wrong choices may be suspended for a period of 
between one and five days. Suspensions are made by t he Principal. Parents will be 
informed in advance of a suspension and a conference called.  
 
Unsuccessful repeated attempts to help modify a student’s behaviour may result in 
expulsion.  
 
Critical Incidents  
In cases of repeating and/or high -level misbehavior, a formal suspension may be 
considered. This means that the offending student is not allowed to attend school for a 
specific number of days and is provided with alternative learning arrangements via 
homew ork and/or e -learning systems.  
 
Re-entry plans are introduced for students who are returning to class after a period of 
suspension. This plan is negotiated between the Principal/Vice Principal, teachers, parent, 
and student. The student will also be placed  on an Individual Behaviour Contract when 
they re -enter for a period of two weeks. If the student’s behaviour does not improve, 
continuation of the contract may occur or further consequences relating to level 3 
behaviour may be applied (e.g. recommendation  for exclusion/enrolment cancellation).  

General Rules are as follows:  

�” In the hallways and stair all students should remain quiet  

�” In the classroom students should speak to each other and the teacher respectfully  
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�” Food should be eaten at tiffin time only in the designated areas for each class  

�” Walk in a single line and keep silent to show respect for other classes who are 
working throughout the school  

�” Walk safely and maintain secure condition for other on the stairs  

�” Treat each other with respect, physical and verbal disrespect is not tolerated  

�” School property is to be kept tidy and clean and defacing of property of the school 
or others is not permitted  

�” Before borrowing items from others, ensure you seek permission and it is granted by 
the owner only  

�” Language sh ould be respectful and appropriate at all times  

�” Seek permission to leave the classroom for any purpose  

�” Trash should be placed in the garbage bins provided throughout the school.  
 
 

PBEMS SCHOOL OVERVIEW OF BEHAVIOUR LEVELS 

Level  Student Behaviour  Staff Actions  Possible Responses 

LEVEL 0 - GREEN 
SELF MANAGING 

 

Respects the rights of 
self and others  
Shows empathy and 
compassion  
Demonstrate honesty 
and integrity  
Cooperates with others  
Self-disciplined and 
manages own 
behaviour  

Few warnings/prompts 
needed  
Positively reinforce 
behavior with 
appropriate comments 
and specific feedback  
Acknowledge student 
effort  
Give additional 
responsibilities/challenges  
Involve other  members of 
the school community in 
celebrating student 
successes 
Teaching standards of 
appropriate behaviour 
through modeling, 
discussions, and targeted 
lessons 

Logical 
consequences – 
intrinsic feedback  
Inform parents  
Entry on ePortal 
(Positive/Parent 
Com munication)  
Public 
acknowledgement  

LEVEL 1 – BLUE 
STUDENT + TEACHER 

MANAGED  

Generally respects the 
rights of self and others  
Causes minor 
disruptions e.g. off -task 
behavior, bothering 
others, not following 
simple directions  
Low concentration 

Warnings/prompts 
needed several times per 
day  
Seeks solutions to the 
problem with the student  
Provides positive 
acknowledgment of 
successful behaviours  

Logical 
consequences – 
positive & negative  
Entry on goog le 
drive behavior 
management 
spreadsheet 
developed for 
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levels 
Requires a teacher to 
assist in self-
management  

Keep a record of 
behaviours  - on google 
drive behavior 
management 
spreadsheet developed 
for each class.  
Implement behavior 
modification strategies  
Consult with 
colleagues/parents to 
identify strategies  

each class.  
Implement positive 
behavior strategies  
Inform parents  
Positive behavior 
contract  

LEVEL 2 – YELLOW 
STUDENT + TEACHER 

+ PARENT 

MANAGED  

Persistently violates the 
rights of others  
Rude and disrespectful 
behavior  
Repeated level 1 
misbehavior following 
previous warnings and 
teaching  
Abuse of school 
property/systems (e.g. 
Information 
technology, 
defacement of 
property)  
Impulsive physical, 
verbal or sexual 
harassment  
Requires a teacher and 
parent to assist in self -
management  

Warning/prompts 
frequently  
Seeks solutions to the 
problem with the student  
Provides positive 
acknowledgment of 
successful behaviours  
Keep a record of 
behaviours on google 
drive behavior 
management 
spreadsheet develop ed 
for each class.  
Implement behavior 
modification strategies  
Meets with parents to 
develop plan and identify 
strategies  

Logical 
consequences – 
positive & negative  
Entry on google 
drive behavior 
management 
spreadsheet 
developed for 
each class.  
Inform parents  
Inform Dean of 
student Services  
Inform Vice 
Principal/Principal  
Positive behavior 
contract (2 weeks 
minimum)  
Students at this 
level are not 
permitted to 
attend field trips 
and similar 
activities unless 
permission is 
obtained from the 
Princip al or Vice 
Principal  

LEVEL 3 – RED 
STUDENT + TEACHER 

+ PARENT + 
ADMIN/SUPPORT 

MANA

GED 

Continually violates the 
rights of others  
Repeated level 2 
misbehaviour  
Serious infringements – 
premeditated physical, 
verbal, or sexual 
harassment and/or 
intimidati on  
Repeated instances of 

Immediate referral to the 
Principal or Vice Principal 
or Dean of Student 
Service  
Incidents documented 
and recorded  
Parents advised and 
asked to meet with staff  
Seek support through 
appropriate staff  

Withdrawal/Restrict
ion from 
class/ playground  
Entry on google 
drive behavior 
management 
spreadsheet 
developed for 
each class.  
Behaviour support 
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bullying  
Violent behaviour  
Requires a teacher, 
parent, administrator 
and/or support staff to 
assist in self-
management  
 

Evaluate and modify 
student support plan for 
restitution  
Arrange case conference 
with all stakeholders  

plan  
Counselling  
Parent support  
Behaviour 
assessment 
Students at this 
level are not 
permitted to 
attend field trips 
and similar 
activities unless 
permission is 
obtained from the 
Principal, Vice 
Principal  
Suspension 
(Principal /Vice 
Principal discretion)  
Recommendation 
for exclusion  - 
Principal discretion  

Anti -Bullying Approach  

 
Bullying is a term used to describe a range of behaviours, some relatively harmless and 
others quite severe. Of course, all children need to learn to cope with the occasional 
teasing or exclusion and it is important that children learn to understand the di fference 
between bullying and normal childhood conflict. The main identifying factors are:  
 

�” Inappropriate use of power (strength, popularity etc.), AND  
�” An intention to hurt another person, AND  
�” Frequency (i.e. the behaviour happens more than once)  

 
At PBEMS we have a zero tolerance to bullying and harassment. The school acknowledges 
that there are different types of bullying and that each type needs to be handled 
differently according to the severity and frequency of the act. Types of bullying are 
diverse an d can include direct physical/verbal harassment, indirect social exclusion, and 
inappropriate online behaviour. It is important that parents bring any concerns to their 
child’s teacher as soon as possible. Based on the investigated circumstances, the 
follo wing actions may be taken:  
 

�” Whole school/class education and discussion;  
�” Resilience and social skill training;  
�” Individual counseling;  
�” Offending student(s) placed on behaviour contracts;  
�” Parents notified;  
�” Student mediation and conflict resolution;  
�” Removal o f ICT privileges   
�” Possible suspension (discretion of Principal/Vice Principal)  
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Individual Student Support  

PBEMS recognizes that there are students in every school who require additional social, 
emotional, and behavioural support in different circumst ances.  

Student Behaviour Contracts and Plans  

An individual contract  is for students who are repetitively displaying inappropriate 
behaviour. These contracts can be negotiated between the classroom teacher and the 
student or in consultation with the Principal, Vice Principal, Dean of Student Service or 
other support staff member.  
The student’s behaviour is evaluated after each session of the day. Generally, behaviour 
for each session is given a rating. Comments can also be included such as whether class 
work has been completed. The plan is to be signed by the classroom teac her after each 
session and the parent signs it each night. The contract is to be signed by the Principal, 
Vice Principal or Dean of Student Service each Thursday. A student remains on the 
contract until he/she receives positive ratings for each session for  2 weeks, unless otherwise 
negotiated.  
 
A Behaviour Intervention Plan  is a guiding document for all stakeholders that specifies the 
desired goals for a student and the interventions and strategies required in order to 
achieve these goals. Meetings are held  in collaboration with the student and his/her 
parents to develop and evaluate the plan.  
(See below)  
 

School Guidance and Counselling  

More intensive support for students can be accessed through referrals to the Dean of 
Student Services  
 

 

CO-CURRICULAR PROGRAMME (CCP) 
 
In the PBEMS School CCPs are offered. They include CCP options from outside providers.  
These CCPs will incur a cost which is born by the parents should they choose to select 
these for their child.  
 
Students bring home CCP timetables in order  to select activities. Parents are advised to 
not make the selections for their students as it is to neither the student nor the school’s 
advantage to have students who do not wish to take part in these voluntary programs. A 
note for each session with the options will go home to explore viability of the programs 
based on levels of interest.  
 
COMMUNITY SERVICE 
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Occasionally, students will be invited and encouraged to get involved in community 
service. Programs to be initiated for social concern and involvemen t aspire to develop 
values among students and prepare them to become better citizens of the country. You 
are highly encouraged to participate in opportunities that arise.  
 

COMPLAINTS 
 

Student complaints are taken seriously and are handled in confidence and within a timely 
manner.  
If a student wishes to make a complaint then he/she must follow the correct procedure.  
Try to resolve the issue with the complainant in a respectful manner before proceeding 
with a formal complaint.  
Take an official complaint form from the front office and complete this in detail.  
Be prepared to meet with the Dean of Student Services / VIce Principal or Principal to address the complaint. 

Meet with the complainant in a formal meeting with a solution based mindset. 

The student may request an advocate who was not involved in the incident (if any) or a parent should 
accompany the student in the event of a serious issue. 

Students should request a copy of the Policy and Procedure for Managing a Complaint 
against either another student, a staff member, the school, the Foundation or other 
outside agency.  
 

 
COMPUTER USE 
The computers are used for you to complete your lessons and school related research. 
You should not use the computers for personal purposes (i.e. checking/sending e -mails, 
except where directed by teachers, facebook and other social media) during school 
hours on school computers or your  own device.  Any misuse of computers will result in 
restricted/prohibition of use. Students who bring along their own device must complete 
the BYO device permission signed by parents and students and strictly abide by the policy 
as stated.  

 
Curriculum  
The school is working towards the full implementation of the Cambridge Curriculum 
under British Council and English Version under the Primary and Mass Education 
Ministry along with Dhaka Education Board .  Please check the google drive for the 
relevant docume ntation, which includes syllabus and planning.  

 

DAILY SCHEDULE 

Classes weekly, Sunday through Thursday. Uttara  

 

Class Class Starting Time  Dismissal Time School Hours  

Playgroup  8:30am  11:00am  2 ½ hours 
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Nursery  8:30am  11.30am  3 hours 

KG 8:00am  12 noon  4 hours 

Class 1 8:00am  12 noon  4 hours 

Class 2 & 3 8:00am  12 noon  4 hours 

Class 4 8:00am  12 noon  4 hours 

Class 5 8:00am  1pm  4 ½ hour  

Class 6 & 7 12:30pm  5:25pm  Please note 
students can 

enter at 11:30am 
for supervised 
online learning  

Class 8 12:30pm  5:25pm  

Class 9 and 10  12:30pm  5:25pm  

 

 

National Curriculum - English Version 
Prime Bank English Medium School offers National Curriculum English Version.  The current timing 
is below. In January 2019 we are planning to offer up to class 5 in National Curriculum English 
Version therefore the timing is subject to change. 

Assembly will now be held on Thursday at 12:25pm for NC long with BC class 6-10. 
SL # Class Level Starting Dismissal 

1 Playgroup and Nursery 12 noon 2:30pm 

2 KG 12:30 pm  3:45pm 

3 Class 1 12:30 pm 4:15pm 

4 Class 2 12:30 pm 4:30pm 

 

 

 

     Classes weekly, Sunday through Thursday. Mirpur  

 

Class Class Starting Time  Dismissal Time School Hours  

Playgroup  8:30am  11:30am  3 hours 

Nursery  8:30am  11.30am  3 hours 

KG 8:30am  12 noon  3 ½ hours 

Class 1 8:30am  12:30pm  4 hours 

Class 2 & 3 8:30am  1pm  4 ½   hours 

Class 4 8:30am  1:15pm  4:45  hours 
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Class 5 8:30am  1:15pm  4:45  hours 

Class 6 8:30am  2pm  5 ½ hour  

 

 

EMERGENCY PROCEDURES  

 
Disaster (fire/earthquake) drills will be conducted once during the school year. PBEMS has 
established procedures to be carried out in evacuating and protecting the students.  

EMERGENCY SCHOOL CLOSINGS  
 
Every effort will be made to follow the regular scho ol schedule, but due of severe weather 
conditions or emergency reasons such as natural disaster, hartal and blockade, it is 
sometimes necessary to close the school. Notice about school closure will be announced 
accordingly through SMS, website, and Faceboo k page or written notice in case the 
reason is known in advance.   

 

EXTRA CARE SCHOOL PROGRAM - UTTARA 

Some students are not able to be picked up on time.  In this situation the students have 
been provided with a few activities to keep them occupied.  Othe r after school programs 
may be offered in the future. It is your responsibility to ensure you share equipment and 
use it responsibly. Anyone misusing equipment and damaging it will be required to pay for 
the damaged items.  

 

FIELD TRIPS 

Field trips are desi gned to allow students to experience hands on learning activities and 
service to the wider community.  Field trips are a regular part of the school program.  They 
should be purposefully planned to link with the current classroom learning eg. when 
learning about Earth and Space science it would be beneficial for students to go to the 
Planetarium to enhance their learning.  Following field trips there should be evidence of 
student learning from these eg. Writing for the school magazine, for class displays, to  
reflect on the experience, to recount the events of the day for example. You are highly 
encouraged to take advantage of all school field trips.  

Service – Students should be directed towards providing service towards others therefore 
when planning field tr ips teachers should explore opportunities for the students to engage 
with other organizations in the community and those less fortunate. Students are 
encouraged to fully participate and take a strong interest in service beyond the school.  

Guest Speakers – When exploring a topic in the classroom, it is recommended that 
students have first hand sources of information as well as the Secondary sources of 
information.  By inviting guest speakers into the school to speak to the students, this allows 
students to g ather up to date information on the topic and builds many skills and learning 
opportunities for students. Eg. questioning, interviewing, note taking, reflecting and writing 
reports etc.  
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HAIR 
Girls with medium length and long hair are expected to keep their hair neat and 
tidy and tied back at all times.  
 

HOMEWORK 

Homework is an important part of the overall programme at PBEMS.   
 
Homework is often set for you to consolidate your learning. The tasks set relate to the 
current topic and ongoing work in mathematics and language and may require you to 
practice or do further research on the current learning.  
 
Homework at PBEMS aims to:  

�” Improve student’s learning through the consolidation of knowledge, concepts, skills, 
insights, attitudes and action  

�” Develop independence and time -management skills  
�” Develop creativity through a range of tasks designed around student learning  
�” Allow students t o work in a full range of multiple intelligences  
�” Allow teachers another opportunity to assess understanding of key concepts  
�” Encourage home and school partnership with the child at the centre of that 

partnership.  
 
 
If you have any questions about the homewo rk assigned, please ask your class adviser or 
specialist teacher.  If you are concerned about the length of time you spend completing 
assignments, it is essential that you let the teacher know.  
 
In addition to the homework assignments, reading for relaxat ion and pleasure every day is 
encouraged. This may mean that you read with your parent; Have your parent listen to 
you read or that you read to them.  
 

 

ID CARDS 

Students must use and wear ID cards whilst entering the campus and when outside on 
official sch ool events  such as field trips and other service related events.  
JEWELLERY  
 
Simple jewellery may be worn, for example: small stud earrings or a watch; 
however, will need to be removed during PE lessons for safety reasons. Please 
ensure that your child does not wear valuable jewellery to school.  
 
PBEMS accepts no responsibility, under any circumstances, for loss or damage to 
the personal property and belongings of students.  

LIBRARY, COMPUTER LAB AND SCIENCE LAB 
 
PBEMS has a library comprising a wide  collection of fiction, non -fiction and reference  
books, newspapers and periodicals. Anyone borrowing a book is required to comply with 
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the PBEMS library policy and regulations and is responsible for the replacement cost of lost 
and damaged library materials.  
The Computer Lab is well equipped with compu ters that are connected to the internet.  
These allow for students to inquire into the most up to date research and acquire the skills 
required to collaborate, communicate, innovate, research and present their learning. 
Students participate in ICT classes on a weekly basis.  It is important for students to treat all 
school equipment with respect.  Any student who is found to damage computers or ICT 
equipment will be liable for repair or replacement as deemed necessary.  
There is a well equipped science lab o n the 5th floor.  Students will be responsible for 
adhering to the safety procedures when handling all equipment.  

 

LOST AND FOUND PROPERTY 
 
Personal items found by staff members will be put into LOST AND FOUND PROPERTY until 
reclaimed.   
 
Each half term, i tems that remain unclaimed are laundered and given to care 
organisations.  
 
MOBILE PHONES/TABLETS/LAPTOPS 

Mobile phones may be used when the Bring Your Own Device agreement has 
been signed between parents and the school for educational use only. Students 
are solely responsible for the safety of their own phone/tablet/laptop.  

Students must not use/bring mobile phones to school unless this agreement has 
been signed and permission is given by teachers and the Principal.  Students must 
not use their mobile phone s for contacting parents/guardians during the day. 
Permission for the use of mobile phones in school can be taken from the Principal 
with a form signed by parents absolving the school from any responsibility for loss or 
damage.  

 
 
PERSONAL PROPERTY 
 
Students should not bring valuables or other personal property to school. The school 
assumes no responsibility for personal items lost or damaged. Students are responsible for 
items (e.g. mobile phones, tablets, laptop, electronic gadgets, etc.) they choos e to bring 
which have not been requested and/or allowed by the school. These items may be taken 
and returned only to the parent.  
 
PROMOTION/RETENTION 
Promotion of a student to the next class level is determined by the teacher and school 
administrators based on successful completion of class requirements. Retention of students 
is considered in light of the following factors: developmental readiness, social/emotional 
maturity f or class level and the academic needs of the student.  
 
PUBLICATIONS (Chronicle, Year Book etc.)  
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The school chronicle is a publication that is produced 3 times per semester. While 
Yearbook publish once in a year. Teachers will give students the opportunity to contribute 
to the Chronicle and Yearbook.  

Students may be given various responsibilities in the future to manage the publishing of the 
Chronicle, Yearbook and other publications.  

 
REPORTING 
We are currently reviewing our reporting format to align fully  with Cambridge 
requirements. A full explanation of the new report card format will be offered to parents in 
future.  
 
SAFETY AND SECURITY 
If you notice anything that you believe is unsafe, please report this to your teacher as soon 
as possible.  There will be several safety drills for various incidents throughout the year.  
Please make sure you are aware of the rules and procedures in case o f fire, earthquake 
and lockdown.  
 
SCHOOL SUPPLIES 
You should bring along your necessary items for school each day.  School will supply your 
exercise books and textbooks that you will require when your tuition fees are paid. (SEE 
TEXTBOOKS /NOTEBOOKS) 
 

TEXTBOOKS/NOTEBOOKS 

Textbooks/notebooks will be provided to students for a fee and will be given to students as 
their property at the end of the school year. Each year parents are required to purchase a 
new set of books for the next year level.  If Parents/gua rdians wish to donate used books 
at the end of the academic year then they will be sent to remote villages for the 
underprivileged.  

 

 
TRANSPORTATION/BUS INFORMATION  
 
PBEMS offers transportation services to pupils in limited routes only.  It is not only th e 
school’s responsibility to make each trip safe and trouble -free, but it is also the student’s 
responsibility, with help from parents, to learn the riding rules and obey them in order to 
continue to use this service.   
 
Students should observe the following regulations:  
 
1. Follow bus rules and the school’s transportation policy.  
2. Be courteous and follow appropriate bus behavior guidelines.  
3. Respect, cooperate and avoid distracting the bus driver.  
4. Do not eat or  drink on the bus. Keep the bus clean.  
5. Stay in your assigned seat.  
6. Keep head, hands, and objects inside the bus.  
7. Be on time.  
8. Profane language, fighting, or throwing objects, is prohibited inside the bus.  
9. Immediately report any damages to the bus Aya or/and driver.  
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10. Compensation for damages will be made by individuals responsible.  
 
Any student who does not abide by the bus rules shall be reported to the Dean of 
Discipline and Student Service for dis ciplinary action, in accordance with the school 
procedures. When student conduct violates bus rules and poses a safety hazard, the 
transportation may be denied the student.  

 
TOYS 
 
Toys should not be brought into school unless the teacher has specifically requested them 
for a class activity.  
 

UNIFORM/ACCESSORIES 

 

Students must wear the school’s prescribed uniform.  

�” Shoes for boys and girls should be black in color, comfortable, and easy to put 
on and take off.  

�” Socks in plain white should be worn by boys a nd girls daily.  

�” Nursery to Class 4 boys could wear short pants. Class 5 boys to upper classes 
must wear long pants.  

�” Junior Secondary girls (Class 6 up) have a different uniform to mark their higher 
level in education. Bigger girls from Class 4 -5 have the option to wear black 
tights with their uniform in primary level.   

�” The school also prescribed sweater during the cooler season. Girls could wear 
black tights and boys may wear plain black or white sweatshirt underneath their 
uniform.  

�” Girls have the option  to wear a veil in plain black or white but not colored or 
printed.  

�” The school also has a prescribed sports uniform which can be during outdoor 
sports practice and annual sports fest.  

 

Simple jewellery may be worn, for example: small stud earrings or a watch; however, will 
need to be removed during PE lessons for safety reasons. Hair pins or bonds for girls must 
be in plain black or white color.  
WET WEATHER DAYS 
There are days where the weather is extreme and we understand it is challenging to have 
your child at school on time on those occasions however please make every effort to 
arrive on time - give yourself extra time to come.  If there is extremely wet weathe r the 
roads are often flooded and it is difficult for you and your child to stay dry.  We suggest on 
these days that you send your child in their flip flops/slippers and pack the shoes and socks 
in their school bag.  We also suggest that a spare set of clo thes is advisable for these days.  

 


