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WELCOME
Welcome to Middle School! This guidebook gives you important information about
the Upper School Programme at AISZ. You can find more information about the
Upper School (Grades 6-12) in the Family Handbook, the school website, and
Managebac. We advise you to consult this handbook regularly and we hope your time
in the Upper School will be a positive learning experience.
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The Big Ideas
What does Middle School offer you?
The aim of all the Upper School Program is to develop internationally-minded people
who help to make a difference in the world. As an AISZ student, you will work
towards developing further your Learner Profile qualities that you continued learning
in Lower School and Grade 6.

Open-minded

Knowledgeable

Risk-taker
(Courageous)

Communicator

Inquirer

Thinker

Caring

Principled
Balanced

The Upper School Program is a challenging and interesting course of study. It asks
you to take responsibility for your learning, to work with others in teams, and to
explore new ways of learning about and understanding the world around you. The
Program does more than allowing you to learn in steps your subject areas. The
Program is based on these important ideas: integrated learning, global engagement,
and intercultural understanding.
INTEGRATED LEARNING
This type of learning doesn’t limit learning to subjects, like boxes that classify
knowledge in separate spaces. Knowledge is learned by making connections between
subjects, between people, between the concepts and the world. This year for the first
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time in Middle School, you will be undertaking a Passion Project, which allows you
to experience integrated learning at a high level of engagement.
GLOBAL ENGAGEMENT
The world is connected in many ways, so that what we do in our personal lives has
impact on other people in other parts of the world, as well as in future times.
Contextual learning helps us to become active learners who develop our ideas, skills,
and actions towards personal values that can lead to principled action and
understanding of peoples’ shared humanity.
INTERCULTURAL UNDERSTANDING
The world is interconnected through lines of communication but also through shared
experiences made easily available to us through travel, media and living and working
in different countries. To be a successful member of the global community, we have
to learn how others think, to be open-minded to different perspectives, and to make
connections with others in our community as well as beyond the school walls. Here at
AISZ, we believe that students have to take moral leadership and be compassionate in
order to make a difference in the world. We learn this in the Upper School through
different experiences including service and other learning activities.
GLOBAL CONTEXTS
In the Upper School, we use ideas called Global Contexts to help us frame our
learning. These ideas are:
•
•
•
•
•
•

Identities and relationships
Orientation in space and time
Personal and cultural expression
Scientific and technical innovation
Globalization and sustainability
Fairness and development

These ideas help us connect our learning with the world. They also help us connect
learning between different subjects.
Each Global Context addresses different ideas.

Identity and relationships
Who am I? Who are we?
Students will explore identity, beliefs and values, personal,
physical, mental, social and spiritual health, human
relationships including families, friends, communities and
cultures; what it means to be human.
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Orientation in time and place
What is the meaning of “where” and “when”?
Students will explore personal histories, homes and
journeys, turning points in humankind, discoveries,
explorations and migrations of humankind, the
relationships between, and the interconnectedness of,
individuals and civilizations, from personal, local and global
perspectives.

Personal and cultural expression
What is the nature and purpose of creative expression?
Students will explore the ways in which we discover and
express ideas, feelings, nature, culture, beliefs and
values, the ways in which we reflect on, extend and enjoy
our creativity, our appreciation of the aesthetic.

Scientific and technical innovation
How do we understand the world in which we live?
Students will explore the natural world and its laws; the interaction
between people and the natural world; how humans use their
understanding of scientific and technological advances on
communities and environments; the impact of environments on
human activity; how humans adapt environments to their needs.

Globalization and sustainability
How is everything connected?
Students will explore the interconnectedness of humanmade systems and communities; the relationship
between local and global processes; how local
experiences mediate the global; the opportunities and
tensions provided by world-interconnectedness; the
impact of decision-making on humankind and the
environment.
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Fairness and development
What are the consequences of our common humanity?
Students will explore rights and responsibilities; the
relationship between communities; sharing finite
resources with other people and with other living
things; access to equal opportunities; peace and conflict
resolution.

Managing Yourself
The Importance of Attending and Participating in School
AISZ students are expected to be in attendance each day. Being in school allows
students to learn with peers and receive planned teacher instruction as well as
participate in learning engagements and assessments. Being away from school creates
gaps in students’ skills, knowledge and understanding.
Below are several statements to clarify AISZ’s Daily Attendance Policy.
•

•

•
•

All days absent from class or school will count as absences. Students absent
due to participation in school sponsored events, activities or field trips are
marked as attending school.
Excused absences are absences due to illness, hospitalization, death in the
family and/or family emergencies. Absences with medical causes should be
excused with a doctor’s certificate and turned in to attendance@aisz.hr.
Our own school doctor counts as a certified medical officer. Naturally, parents
may see any doctor of their choosing.
We certainly do not expect a child with a 24 hour fever or illness to have to be
raced to a doctor just for paperwork. A phone call from the parent and a visit
to the school doctor on return will suffice as usual.

What to Do After an Absence
Immediately upon returning to school after you are absent, ask your teachers for work
that needs to be made up. Students will have one class day for each day absent in
class to complete the make up work. Assignments or work that were due on the day a
student was absent, should be turned in to the teacher the day the student returns to
school. Arrangements to make up class tests and other in-class work must be made
with the teacher.
Middle School students who are absent on more than 15% of classes are placed on
academic probation and must fulfill the following to pass the course:
• Maintain passing grades
• Have made up all missing work
• Have a passing grade of 3 or more in both semesters.
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Students should make all attempts to avoid missing school for medical appointments
and early travel plans. Absences, whether excused or unexcused, will be part of the
report card.
Tardy/Late Procedure
Students who are tardy to class cause a disruption to everyone’s learning.
Middle School students are learning self-management skills in order to become
successful at managing time and tasks. These organizational skills include coming to
school on time.

Why AISZ is Cell-Phone Free During the School Day
There is overwhelming evidence that hand phones during the school day are
distracting to student learning. The research AISZ practice is based upon is a UK
study, which showed positive impact on academic performance as a result of a similar
implementation. The research states that student performance in high stakes exams
significantly increases after cell phones were banned from the school day.
In addition to this formal research we also used the findings of one of our own IB
students from last year who conducted the following experiment:
During the 2015-2016 school year the IB Spanish B class covered a unit on "Sound".
As a culminating activity the students were required to teach a 15 minute lesson on
any aspect of sound to the rest of the class.
One student chose to show the connection between certain sounds (Facebook,
WhatsApp, Messenger notification sounds) and ability to stay focused on academic
tasks.
The lesson consisted of students first completing a task that was familiar and a review
of material they had already covered and practiced - in this case present tense
irregular verbs (10 sentences with blanks and students conjugated the verbs correctly
for each sentence/blank). In the first instance the students completed the task in a
matter of a minute working in a quiet class environment. Immediately following this
the students were given an identical task with different verbs and different sentences.
While the students were trying to complete the task the "teacher" played the FB,
Whatsup, Messenger notification sounds in the background at random intervals. The
students attempted to complete the task but even after 10 minutes were not successful.
The sounds caused the students to be distracted and lose focus and they were
unable to refocus their attention to a task they had only minutes earlier
completed in less than a minute.
The "teacher" then tied the biological reactions and conditioning to her
understandings from psychology and effectively demonstrated the distracting nature
of certain sounds.
AISZ students are able to focus on thinking, collaborating, creating, and other
engaging activities during the school day, free from distraction.
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Managing Your Learning
The Passion Projects in Upper School
In the Upper School, you have a block called Flex Time. This block is provided two
times every 10-day cycle of the timetable. During this time, your teachers will guide
you to dream, design, develop and deliver a project based on a topic of your choice.
You will need participate in all the Flex Blocks, working on your project. You
will also need to reflect on what you felt, thought and learned, as well as the
actions you decided to take after you participated in Flex Block activities. You will
need to keep these reflections in your Project Journal, which becomes part of your
Vision and Voice Portfolio.

What are the subjects offered in Middle School?
Language and
literature
English
Croatian
French

Language acquisition
English Phases 4-6
French Phases 1-6
German Phases 1-6

Individuals and
Societies
Years 1-5

Design
Digital design
Product design

Arts
Visual arts
Music

Sciences
Physical Science

Mathematics
Integrated Math

Physical and Health
Education

Service Learning
Community Project

How is your work and performance assessed?
Teachers in all your subjects assess to see how well you have learned the knowledge,
concepts, attitudes and skills in all subjects. Teachers also assess to see what your
strengths and weaknesses are, and how to teach better so you can learn better.
Assessments are important to guide the teaching and learning.
Assessment tasks in each subject show:
ü You can recall knowledge and concepts.
ü You can understand the knowledge and concepts and apply these to different
situations.
ü You can apply what you have learned in new situations.
ü You can communicate what changes have occurred because of your new
learning.
ü You can perform skills that help you approach learning and express learning.
ü You are developing attitudes and the Learner Profile traits.
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Your progress and level of achievement will be continuously assessed by your
teachers. Assessments are ongoing and not just one or two major tests at the end of a
grading period. It is important that you work steadily from week to week and try to
complete all the assignments set by your teachers.
Teachers will update assignments on Managebac for each unit. You will be able to see
all assessments by accessing your Managebac calendar. This will help you organize
your time and yourself so that you can keep the deadlines and submit all work on
time. (Your parents also have access to your Managebac calendar, so they can see
what homework and assessments you have due, and when.)

Types of assessments in the Upper School
These are some types of assessment tasks:
Short question
and answer
Oral exchange
or dialog
Written
quizzes
Reflections
Mind maps

Essays

Projects

Presentations

Discussions

Experiments

Performances

Oral quizzes

Writing
comments
Self
assessment
Designing
something

Making a
product
Homework

Showing a
skill
Problem
solving
Outlines

Peer
assessment
Graphic
representation

Checklists
Writing a blog
post online

Role playing

…and so many more!

Subject Criteria
Teachers in the Upper School grade your work according to subject criteria. These are
descriptions of achievement of different skills and understandings that you have to
show through the assessment task product or performance.
Teachers will explain the subject criteria in class.
As you learn in each subject, you will be required to keep a PORTFOLIO OF
ACHIEVEMENT in each class. You will keep your portfolio up to date with the help
of your teachers. You should look at your progress in every class and reflect on your
progress with the help of your teacher.
Your grade in each subject will be based on the highest sustained level of
achievement. This means that you consistently achieve this level of achievement in
the criteria of that subject—that’s what “sustained” means.
The final levels of achievement in each criteria are added up to a final level of
achievement described in a 1 to 7 scale. This 1-7 grade is your subject grade and
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shows up in your report card in January (for the first semester) and June (for the
second semester).

Grade Descriptors of Achievement
Grade
7
6
5
4
3
2
1

Description
The student is consistent and thorough in achievement and effort. The
work produced is always of a very high quality and all subject
requirements are met.
The student is consistent and thorough in achievement and effort. Most of
the work produced is of a very high quality and all subject requirements
are met.
The student is generally consistent and thorough in achievement and
effort. Most of the work produced is of a high quality and subject
requirements are met most of the time.
The student meets the basic requirements set by the subject in terms of
academic achievement and effort.
The student’s achievement and effort are limited. Many of the subject
requirements are not met.
The student’s achievement and effort are poor to very poor. Most of the
subject requirements are not met.
Minimal achievement in terms of objectives.

Assessment Criteria Overview
This chart shows you the assessment criteria for each subject and the maximum points
for each criterion.
Language and literature
Criterion A
Analysing
Criterion B
Organizing
Criterion C
Producing text
Criterion D
Using language
Language acquisition
Criterion A
Comprehending spoken and visual text
Criterion B
Comprehending written and visual text
Criterion C
Communicating in response to spoken,
written and visual text
Criterion D
Using language in spoken and written form
Individuals and Societies
Criterion A
Knowing and understanding
Criterion B
Investigating
Criterion C
Communicating
Criterion D
Thinking critically
Integrated Mathematics
Criterion A
Knowledge and understanding
Criterion B
Investigating patterns
Criterion C
Communicating
Criterion D
Applying mathematics in real-life contexts
Integrated Sciences
Criterion A
Knowing and understanding
Criterion B
Inquiring and designing
Criterion C
Processing and evaluating

Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
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Criterion D
Reflecting on the impacts of science
Physical and Health Education
Criterion A
Knowing and understanding
Criterion B
Planning for performance
Criterion C
Applying and performing
Criterion D
Reflecting and improving performance
Arts
Criterion A
Knowing and understanding
Criterion B
Developing skills
Criterion C
Thinking creatively
Criterion D
Responding
Design
Criterion A
Inquiring and analyzing
Criterion B
Developing ideas
Criterion C
Creating the solution
Criterion D
Evaluating

Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8
Maximum 8

Grade Boundaries Conversion Tables
This is the current Grade Boundaries table. In each subject, criteria scores add up to a
total. The total is compared to the grade boundaries to yield a 1 to 7 grade in that
subject.
Grade
Boundaries
1
0-3
2
4-7
3
8-12
4
13-17
5
18-22
6
23-27
7
28-32
© International Baccalaureate Organization 2015

What does Approaches to Learning (ATL) mean to you?
When you look at the diagram of the AISZ Upper School Model, you will see
students at the center. After all, YOU are what we are all about as a school. As a
school, we want to help you learn many different things: how to use different
languages, how to see patterns in different events, how to understand causes of things
and many other concepts. You will be learning different subjects, but all of your
subjects will have one goal in common: to help you learn how to learn.
In your subjects and through your Counseling and lessons, you will find one of the
most important Approaches to Learning is developing your Organizational Skills.
1. Planning your day so you can go to your locker during breaks and lunch times,
not between lessons.
2. Arriving on time and having your materials ready at the start of each lesson.
3. Keeping tidy binders with class notes, class materials and homework.
4. Making sure you can hand in your work on time.
5. Making sure your homework and assignments are completed neatly.
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6. Recording all homework and assignments on your Agenda for the date they
are due.
7. Keeping your environment and surroundings clean, for instance your
classroom, the hallways, the other places in school.

Your teachers are responsible for teaching your classes,
and you are responsible for your own learning.
You are responsible for taking the Approaches to Learning (ATL) that your teachers
teach and practicing and developing them through regular use. You will be assigned
different tasks each lesson that build on your ATL skills, giving you a chance to work
on them and allowing you to be successful on your own and in a team situation.
These are the groups of ATL skills we use:
ü Communication Skills, e.g. expressing ideas clearly, listening to others
carefully
ü Social Skills, e.g. working in a group, encouraging contributions from others
ü Self management skills, e.g. organizing yourself and your work, being on
time
ü Research Skills, e.g. finding and gathering sources of information, notetaking
ü Thinking Skills, e.g. analyzing ideas and evaluating them, planning and
creating work, and applying learning in one subject to another subject
As you learn in the Upper School, you will work with many different resources,
including the internet. You will learn how to use these resources correctly and
develop your Research Skills. An example of this is that when you hand in work to
your teacher, you must make sure it is your own work and not copied from anybody
or anywhere else. For more details, see our Academic Honesty Policy.

How should you prepare your work for submission?
Unless your teacher tells you otherwise, please follow these guidelines when you do
work and prepare a final draft for submission:
AISZ Style Sheet:
ü
ü
ü
ü
ü
ü

On A4 size paper
Your name and class on the left, first line
Your teacher’s name on the second line
The subject name on the third line
The date on the fourth line
An underlined title written correctly
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ü
ü
ü
ü

A margin
Hand written work in dark blue or black ink only
Typed work in font size 12 and 1.5 spacing
A clearly legible font, e.g. Arial or Times New
Roman
ü Pages are numbered if more than one page

Your Name, grade
and Homeroom
Your teacher’s
name
Subject name
Date of submission

The example below shows this format:

Iam Student, Grade 7G
Mrs. Ida Teacher
Individuals and Societies
April 9, 2017

Write a catchy
title and
underline it

Who Owns the Water?
Many people in the world take their running water and
drinking water for granted. People in homes with water from taps
and showers often do not think about the water they use until they
run out. However, for many other people in the world, water is a
scarce resource which they go to great lengths to collect and store;
for these people, water availability for cooking, drinking and cleaning
themselves is a luxury.
Who owns the water? Statistics show that 78 percent of the

What happens if you don’t hand in your work on time?
We try to be fair to all students at AISZ. This is why we have rules when you do not
hand in a project or assignment on time. These rules are called the Late Work Policy.
Late Work Policy
1. You must hand in your work on the date the teacher sets.
2. If there is a real emergency or you know that you will be absent, ask the
teacher for more time (an extension). Do this as early as possible.
3. If there is no extension and you do not hand in your work by the deadline, you
will get 0 points.
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4. If you get 0 marks, the teacher will give you a second deadline. Make sure you
hand in your work by the second deadline. The teacher will mark it down as a
late piece of work, and this comment will be in your report card.
5. If you miss the second deadline, the 0 points will remain as your score for that
task.
6. More than one late work will mean a lower grade on the report. If you miss the
second deadline more than once, this will definitely lower your report grade.
Please note:
Tests and work done in class cannot be late. If your absence is excused, you are given
another chance. If you absence is unexcused, you will be given 0 points for the work.

What is the school policy on academic honesty?
The AISZ Belief #4 states that “We believe that integrity and trust within the school
community are the basis for an effective partnership of students, family, staff and
administration, leading to quality education.” You can read the Academic Honesty
Policy on the school website.
“Integrity” means that you need to be aware of the school’s stance on being
academically honest.
Being an honest student means that you will learn:
ü Basic, formal skills in saying where you got materials that you use in your
work
ü Using direct quotation and acknowledging sources
ü The honest presentation of work that is the creation of a group of people
ü Know when you can and cannot use calculators and dictionaries
ü The guidelines regarding the assessment in the MYP and the AISZ
Assessment Policy
ü What is cheating
It is made clear to students that cheating means:
§ Copying or using the work of another student
§ Giving another student work to copy and pass off as their own
§ Submitting work done by any other person or taken from a source that you do
not acknowledge
§ Using notes or any forbidden materials during tests or exams
§ The illegal use of calculators or any other device and or storage of illegal
information in a device during exams
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An academically honest student:
ü Keeps and maintains his or her own personal notes
ü Presents only his or her work for assessment
ü Acknowledges help or contributions from other people
ü Asks beforehand what kinds of external help are allowed to achieve a task
ü Clearly acknowledges sources when using information taken from books,
magazines, CD-ROMS or the internet, or other media and sources
ü Becomes familiar with this handbook and complies with them fully

How can you use subject portfolios?
Each student will keep all the work that they have completed and the teacher has
assessed in their PORTFOLIO. In some subjects like Science, Language and literature
or Language acquisition, Mathematics, Humanities, PHE, these binders are called
Subject Portfolios. In Arts, they can be called Developmental Workbooks. In
Design, they are called Design Folders and could be in electronic format instead of
paper in a plastic binder. No matter what subject or what they are called, they are a
place to keep all your work in that subject.
It is your responsibility to make sure that the work in your portfolio is kept up to date.
Your Subject Portfolios, Developmental Workbooks, and Design Folders will be sent
home before the Parent Teacher Conference in October to show your parents your
progress before they meet your teachers at the Conference.
In March, you will use the Subject Portfolios, Developmental Workbooks, and Design
Folders to plan, create, and present your Student Led Conference to your parent(s).
The Subject Portfolios, Developmental Workbooks, and Design Folders will also
include reflections you have done in the subjects.

What should you NOT do?
When you copy sentences from a source and then put it into your paper as if you
wrote these sentences, you are not learning anything AND you are stealing someone
else’s ideas and words!
When you use other people’s ideas and words without saying where those ideas and
words came from, you are definitely stealing. This is called plagiarism. For more
information, see the Research section of this Handbook.

What are Command Terms?
Command Terms are words your teacher uses in class, on assessment tasks, tests,
assignments, and other tasks you have to perform or complete. You will find
Command Terms in the rubrics for the different classes. Your teachers will help you
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to understand what these words mean, and what you have to do in the task if the
command term is used in the task descriptions or instructions.
Command Terms are words your teacher uses in class, on assessment tasks, tests,
assignments, and other tasks you have to perform or complete.
In the chart below is the list of Command Terms with their definitions.
Command terms
Analyze

MYP definitions
Break down in order to bring out the essential elements or structure. To identify
parts and relationships, and to interpret information to reach conclusions.

Annotate

Add brief notes to a diagram or graph.

Apply

Use knowledge and understanding in response to a given situation or real
circumstances.

Appraise

Evaluate, judge or consider text or a piece of work.

Argue

Challenge or debate an issue or idea with the purpose of persuading or
committing someone else to a particular stance or action.
Obtain a numerical answer showing the relevant stages in the working.
Arrange or order by class or category.
Give a judgment based on a given statement or result of a calculation.
Give an account of the similarities between two (or more) items or situations,
referring to both (all) of them throughout.
Give an account of the similarities and differences between two (or more) items
or situations, referring to both (all) of them throughout.
Develop information in a diagrammatic or logical form.
Give an account of the differences between two (or more) items or situations,
referring to both (all) of them throughout.
Reach a conclusion from the information given.
Give the precise meaning of a word, phrase, concept or physical quantity.
Prove or make clear by reasoning or evidence, illustrating with examples or
practical application.
Manipulate a mathematical relationship to give a new equation or relationship.
Give a detailed account or picture of a situation, event, pattern or process.
Produce a plan, simulation or model.
Obtain the only possible answer.
Offer a considered and balanced review that includes a range of arguments,
factors or hypotheses. Opinions or conclusions should be presented clearly and
supported by appropriate evidence.
Make clear the differences between two or more concepts or items.
Credit sources of information used by referencing (or citing) following one
recognized referencing system. References should be included in the text and also
at the end of the piece of work in a reference list or bibliography.
Find an approximate value for an unknown quantity.
Assess the implications and limitations; make judgments about the ideas, works,
solutions or methods in relation to selected criteria.
Consider an argument or concept in a way that uncovers the assumptions and
interrelationships of the issue.
Represent with an example.
Give a detailed account including reasons or causes.
Undertake a systematic process of discovery.

Calculate
Classify
Comment
Compare
Compare and contrast
Construct
Contrast
Deduce
Define
Demonstrate
Derive
Describe
Design
Determine
Discuss

Distinguish
Document

Estimate
Evaluate
Examine
Exemplify
Explain
Explore
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Command terms
Formulate
Identify
Infer
Interpret
Investigate
Justify
Label
List
Measure
Outline
Predict
Present
Prove
Recall
Reflect
Recognize
Show
Sketch

Solve
State
Suggest
Summarize
Synthesize
Use

MYP definitions
Express precisely and systematically the relevant concept(s) or argument(s).
Provide an answer from a number of possibilities. Recognize and state briefly a
distinguishing fact or feature.
Deduce; reason from premises to a conclusion. Listen or read beyond what has
been literally expressed.
Use knowledge and understanding to recognize trends and draw conclusions from
given information.
Observe, study, or make a detailed and systematic examination, in order to
establish facts and reach new conclusions.
Give valid reasons or evidence to support an answer or conclusion.
Add title, labels or brief explanation(s) to a diagram or graph.
Give a sequence of brief answers with no explanation.
Find the value for a quantity.
Give a brief account.
Give an expected result of an upcoming action or event.
Offer for display, observation, examination or consideration.
Use a sequence of logical steps to obtain the required result in a formal way.
Remember or recognize from prior learning experiences.
Think about deeply; consider.
Identify through patterns or features.
Give the steps in a calculation or derivation.
Represent by means of a diagram or graph (labelled as appropriate). The sketch
should give a general idea of the required shape or relationship, and should
include relevant features.
Obtain the answer(s) using appropriate methods.
Give a specific name, value or other brief answer without explanation or
calculation.
Propose a solution, hypothesis or other possible answer.
Abstract a general theme or major point(s).
Combine different ideas in order to create new understanding.
Apply knowledge or rules to put theory into practice.

Source: IBO. Command Terms in the MYP.
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AISZ LIBRARY

The AISZ Library is open from 7:50-15:45 (15:15 on Fridays)
You are also welcome to use the library during your recess times:
MS (12:00- 12:20)
HS (12:50-13:30)

The goal of the AISZ Library is to help members of our learning community:
● Develop and foster the love for reading, life-long learning and creativity
● Be effective, ethical and critical users of information
The AISZ Library is not only an educational and cultural environment that supports learning, but also a fun place where
the love for reading and learning happens. The library collection consists of around 16,000 items.
For more information about the library, services, student use, subscriptions, events, schedule, and much more, please see
the links below.
● Library Website
● Library Subscriptions
● Destiny Quest (Library catalog)
The Follett Quest app
The Follett Quest app lets you search our collection, see what's new, place holds and more!
To authenticate the Quest app: Download the app.
To view the catalog, enter the URL:http://libraryserver.aisz.hr
For full access to your account info, review writing, etc., enter your library login & password.
If you do not have a library login, or you forgot your password, stop by the library.

ACADEMIC INTEGRITY AND HONESTY

Definition of Academic Honesty
Academic Honesty is respecting the work and the ideas of other individuals. When one uses or refers to another’s ideas
or creations, appropriate credit and proper acknowledgement must be given.
IB (Lekanides, 139) considers academic malpractice when:
●

A students has committed plagiarism, that is to say, used the ideas or work of another and passed it off as their
own

● A students allows another to use or submit their work as his or her own. This is called collusion and is most often
seen when students allow others to copy their homework or sections of a previously submitted assessment. This
also applies to students submitting work that was already submitted by a student from a different year group
● A student duplicates the same work for different assessments or in order to meet different diploma requirements
● A student cheats on an exam
● A student fabricates or falsifies data (for example, lies in their CAS record, or makes up statistics for a science
Extended Essay)

An essential part of academic honesty is for you to develop the skills, knowledge and attitudes to be academically
honest. This includes learning how to:
●

paraphrase, summarize and quote

●

cite/reference the work of others.

●

understand intellectual property and the limits that are placed on the use of those properties.

Understanding and implementing such skills and knowledge allows you, as a matter of practice, to present only work
that is authentically your own.
Please see the full AISZ’ Academic Integrity policy: http://www.aisz.hr/academics/curriculum

Lekanides emphasized the vital importance of acknowledging and appropriately crediting the owners of information
when that information is used in your work. After all, owners of ideas (intellectual property) have property rights. To
have an authentic piece of work, you must base it on your original ideas with the work of others fully

acknowledged. Therefore, for all assignments, written or oral, you must use your own language, and where sources are
used or referred to, these sources must be appropriately acknowledged.

Referencing is the process of acknowledging other people’s work when you have used it in your assignment or research.
It allows the reader to find your source material as quickly and easily as possible so that they can read these sources
themselves and verify the validity of your arguments. Referencing provides the link between what you write and the
evidence on which it is based. You identify the sources that you have used by citing them in the text of your assignment
(called citations or in-text citations) and referencing them at the end of your assignment (called the reference list, endtext citation or work cited). The reference list only includes the sources cited in your text. It is not the same as a
bibliography/works consulted, which uses the same referencing style, but also includes all material, for example
background readings (Pears).

Why cite/reference
According to the IB, proper citation is a key element in academic scholarship and intellectual exchange. When we cite
we:
-

Show respect for the work of others

-

Help a reader to distinguish our work from the work of others who have contributed to our work

-

Give the reader the opportunity to check the validity of our use of other people’s work

-

Give the reader the opportunity to follow up our references, out of interest

-

Show and receive proper credit for our research process

-

Demonstrate that we are able to use reliable sources and critically assess them to support our work

-

Establish the credibility and authority of our knowledge and ideas

-

Demonstrate that we are able to draw our own conclusions

-

Share the blame (if we get it wrong)

When should you cite
You are expected to cite every time you use someone else’s work or ideas in your own work (assignments, essays,
presentations, etc.)

It is very important that you record and save full details of all the resources that you have used, at the time when you
have used them. Otherwise, it can be really difficult to find them later.

What to cite
You are expected to acknowledge any materials or ideas that are not yours. This includes quotation, summary or
paraphrasing. The term “materials” includes written, oral or electronic products, and may include the following:
·

Text

·

Visual

·

Audio

·

Graphic

·

Artistic

·

Lectures

·

Interviews

·

Conversations

·

Letters

·

Broadcast

·

Maps

Basic and common knowledge does not need to be acknowledged. However, if you are in doubt whether the source
material is common knowledge or not, you should cite!

How to cite
When you cite you are referring to someone else’s work or ideas. It is often called in-text citing. In-text citations give
the brief details of the work you are referring in your text. These citations will then link to the full reference in a works
cited list at the end of your work, which is arranged by the alphabetical order by the author.
When you cite, you need to make clear what is that you are citing. The reader must be able to clearly distinguish between
your words/work and the words/work of others.

How to quote, paraphrase and summarize
Quotations – the exact words – word by word, should be relevant to your arguments. Excessive use of quotations can be
disruptive to the flow of writing and prevent you from showing your understanding of the sources you’ve read.
Quotations are indicated by quotation marks. Longer quotations may be indicated by the use of an indented paragraph
(without quotations marks).
Paraphrasing is expressing someone else’s writing in your own words. It can be more fitting to your own style of
writing and allows you to demonstrate that you really understand what the author is saying. You, however, need to make
sure to not change the original meaning and cite and reference your source (Pears, 10).
When you summarize, you give a brief overview (in two or three sentences) of the main points of a book, an article,
web page or chapter. It is different from paraphrasing by listing only the main topics and heading and leaving the details
out.

Referencing /Citation styles
There are several referencing style or style guides that are used in the academic world. At AISZ, we use MLA (Modern
Language Association). In high school, you might be asked to use other styles for specific subjects. Such as APA
(American Psychological Association) for Psychology, or Chicago for History.
Below, you will find learn more about MLA. If you need help with understanding or using another style, don’t hesitate
to come to the library.
You may also use various online style generators, which can help you with the formatting of your sources for the work
cited page at the end of your assignment:
·

BibMe

·
·

Citation Machine
Knight Cite

·

Diigo - Social Bookmarking

·

NoodleBib

·

The Owl at Purdue

MLA (Modern Language Association) referencing style
At AISZ, we use the MLA referencing style.
MLA is often used in humanities subjects, including languages and literature. The emphasis is often put on the
Author’s last name (if not available, the title of the source).
MLA style calls for a brief in-text documentation and a complete bibliographic in a list of works cited at the
end of your assignment.
The authors’ full names, as written on the title pages, should be used. Sources are listed in alphabetical order in a
Work Cited list at the end of your work.
In-text citations use the author’s name and if possible a page number within the source. To find the full detail of the
source being cited, the reader must refer to the list of Works Cited.
According to a Complete Guide to the MLA 8th Edition, a major change was made how full citations are created. There
is now one universal citation format that can be used for all source types. It does not matter if it is a book, a website,
or a YouTube video, all sources use the same citation format.

You are required to locate the “core” elements:
● The Author’s Name(s)
● The Title
● The Title of the Container (who “holds” the source. For example, if the TV episode is watched on Netflix, Netflix
is the container)
● Any other contributors associated with the source
● The Version
● Any Numbers (such as the volume of the book or an episode number for a television show)
●

Publisher

●

Publication Date

●

Location/URL (without http:// or https://)

These core elements are placed in the citation, usually in this format:
Author. Title. Title of the container. Other contributors, Version, Number, Publisher’s Name, Date of publication,
Location.

Here is a detailed MLA Style 2016 Guide with examples of in-text citations, works cited page, as well as formatting a
research paper:
https://wwnorton.com/college/english/write/writesite/research/Documentation_PDFs/DOC_GUIDELINES_MLA_2016.
pdf
Go to the MLA Style Center e(https://style.mla.org/works-cited-a-quick-guide-book/) to see great visual examples of
both in-text and Works Cited page citations for sources in various formats.

Evaluating information
After you gather your sources, make sure to consider the following information:
1. Do I have enough information to fulfill the requirements for my assessment/project?
2. Can I understand the source/information?
3. Are my sources current enough?
4. Are my sources too broad or too vague?
5. Do I know how to access my sources at home, if needed?
When looking at online sources, keep in mind that anyone may publish a web page. This means that not all information
on the Internet is true. As a researcher, it is your responsibility to evaluate the information from your sources to see if the
information is current, relevant, accurate, objective, and useful. Look at the CRAAP Test below to evaluate your sources.

MLA (8) Paper Checklist
Name _____________________________ Grade __________________________
Teacher’s Name____________________________

Title
Heading: My paper includes a heading (in the upper left corner of the first page) with the following
information:
My Name
Teacher’s/Instructor’s Name
Subject/Course name
Date
Title:
My paper has an original title
My title is centered and is NOT being bolded, italicized, underlined or written in quotation marks
Format:
Typed in 12-point font
Readable Font (Times New Roman or Arial)
Double spaced
Black Ink
1 inch margins around
No extra spaces between paragraphs
Introduction: (My introduction contains the following)
An interesting hook that captures attention

Check ✔

A strong thesis statement
No details/examples of the main point
No phrases resembling, “In this paper you’ll learn…” or “ After reading this paper…”
Body: (Sources and Academic Honesty)
My paper contains accurate information from credible scholarly sources
This paper is written in my own words
All quotes are in quotation marks “ “
All my summaries and paraphrases clearly indicate the sources from which I got the information from
Each source has both and in-text citation and an entry on the works cited page
All in-text citations have the author’s last name and page number listed in parenthesis
(Lahiri, 59), or (Lahiri, 59-65)
My paper has a works cited page (that is titled Works Cited)
All sources listed in my works cited page are listed in alphabetical order by the author’s last name
My works cited page has page number (that follows the last page of my paper) and my last name
I understand that if any part of this paper is copied from a source without proper citations, it is
considered plagiarism, which is a violation of the school's Academic Integrity Policy

Signature________________________ Date___________________

Research Cycle

https://docs.google.com/drawings/d/1y4QzqoOUSQp4tkYt1tn8kdCcOWCcESuT24EB25-8B34/edit
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PERSONAL LEARNING
PLAN

Name

My Vision

“Success is the Only Option”
What are the career pathways I am considering? How will I contribute to
the world?

Middle School Focus
Courses where I must excel:

High School Focus
Courses of emphasis:
Grade 9
Grade 10
Grade 11
Grade 12

Post-Secondary Focus
Colleges and Universities which offer training for my chosen profession:
School Name

Location

Years to
Completion

Cost

Graduate School Focus (if necessary)
School Name

Location

Years to
Completion

Cost

Certifications/Tests/Exams/Internships
Requirement

Minimum Performance

Time to Completion

Who embodies the qualities and dispositions I want to emulate and aspire
to?
Profiles of Individuals:
1. _____________________________________________________
2. _____________________________________________________
3. _____________________________________________________

Personal Commitments necessary to accomplish goal:
4. _____________________________________________________
5. _____________________________________________________

6. _____________________________________________________
7. _____________________________________________________
How can we assist you in reaching your goal:
1. ___________________________________________________
2. ___________________________________________________
3. ___________________________________________________
4. ___________________________________________________

Motivation Agreement between School and Student
I, _________________________________ agree to put forth my
maximum effort in the pursuit of my goal. I am capable of accomplishing
any goal that I commit to reach. I will be true to myself, my family, and
my school. I will expect a lot of myself and those charged with guiding
me. I realize that I have the right to change my plan at any time, but I do
not have the option to have no goals. I am extraordinary and I am
persistent, and when I make up my mind I cannot give up on my future.
Student Signature ______________________

Date _____________

Counselor Signature ____________________

Date _____________

Principal Signature _____________________

Date _____________

AISZ Definition of a Self-Directed Learner
Reflectiveness: being ready, willing and able to become more strategic about learning.
Meta-Learning: Being aware, and taking control of one's own learning. Having an
awareness and understanding of the phenomenon of learning itself as opposed to
subject knowledge.
Planning: Working out learning in advance and a strong ability to plan effectively.
Distilling: The ability to distil information in order to extract the essential meaning or
most important aspects.
Revising: The ability to reconsider and alter practice or beliefs in the light of further
evidence.
Reciprocity: being ready, willing and able to learn alone and with others.
Interdependence: The ability and desire to work interdependently with others.
Collaboration: Potential to develop collaboration skills.
Empathy: A high degree of empathy and the ability to actively listen.
Imitation: The ability to recognise and imitate exemplars of practice and pick up
others’ positive habits and values.
Resourcefulness: being ready, willing and able to learn in different ways.
Questioning: The ability and desire to inquire and seek answers.
Making Links: The capacity to recognise connections and make links to previous
knowledge, concepts, practice and understandings in order to generate new ways of
working.
Imagining: Being able to imagine a changed state and the multitude of hypotheses
that can be generated from which to select a course of action or mentally rehearse
something new.
Reasoning: Thinking rigorously and methodically.
Capitalising: The ability to make good use of resources.
Resilience: being ready, willing and able to lock on to learning.
Absorption: The ability and desire to be rapt in learning; to be absorbed in one’s
own learning / work and to bring this “flow” to different learning experiences.
Managing Distractions: A strong capacity to manage distractions and set priorities.
Noticing: Really sensing what is out there and taking notice of what is possible
Perseverance: The ability to persevere as learning happens and recognising that
learning can be hard work.
The above descriptors from Claxton’s work can further be synthesized into the Learner Profile traits:

Inquirers I develop my natural curiosity. I acquire the skills necessary to conduct inquiry and
research and show independence in learning. I actively enjoy learning and this love of
learning will be sustained throughout my life.
Knowledgeable I explore concepts, ideas and issues that have local and global significance.
In so doing, I acquire in-depth knowledge and develop understanding across a broad and
balanced range of disciplines.
Thinkers I exercise initiative in applying thinking skills critically and creatively to recognize
and approach complex problems, and make reasoned, ethical decisions.
Communicators I understand and express ideas and information confidently and creatively
in more than one language and in a variety of modes of communication. I work effectively
and willingly in collaboration with others.

Principled I act with integrity and honesty, with a strong sense of fairness, justice and respect
for the dignity of the individual, groups and communities. I take responsibility for my own
actions and the consequences that accompany them.
Open-minded I understand and appreciate my own culture, and be open to the perspectives,
values and traditions of other individuals and communities. I seek and evaluate a range of
points of view, and am willing to grow from the experience.
Caring I show empathy, compassion and respect towards the needs and feelings of others. I
have a personal commitment to service, and act to make a positive difference to the lives of
others and to the environment.
Courageous I approach unfamiliar situations and uncertainty with courage and forethought,
and have the independence of spirit to explore new roles, ideas and strategies. I am brave and
articulate in defending my beliefs.
Balanced I understand the importance of intellectual, physical and emotional balance to
achieve personal well-being for myself and others.
Reflective I give thoughtful consideration to my own learning and experience. I am able to
assess and understand my strengths and limitations in order to support my learning and
personal development.

