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- ADMITTANCE FROM ELEMENTARY SLHOOL TO SUNDIAL (LADYO/ALBO)

An admittance committee existing of the princivals of the M.P.C./
Sundial school. and St. Maarten Vocational school, inspectorates
of Secondary and Blemenilary Bducation, an Advisor on Educational
mat.ters to thno Executive Council., the Ceoordinatoer of the
Foundation for Seceondary Education, Coordinators of Elementary
Schonl Foundations viz.: Catholic., Frotestant schools: will decide
which c¢hildren leaving the Elementary schoel will be admitted to
the various sectors of Secondary Fducation.

THE ADMITTANCE CRITERIA
1. The starting point is the advice of the principal of thé school
2. This advice must be supprorted by the marks of the "Coordinated

Tesls™.

SCORES SCHOOLTYPE

A. 100 - 80 VWO /HAVO
B, 79 - 70 Pescibly HAVO.
MAVO
C.74 - 60 MAVO)
L. 5Ha - B LATVE or LT0
. Posasibly MAVO
E. B4 - 14U LADVO op LTO
F. 289 - 206 ALRBO o Yreparatory LTO,
G. lower than S.V.T.S. (56, HMoarten Vocabional School)
25
CRITERIA

a.

d.

v subjects should meet the reguired norms for admittance to the
secondary school in guestion.

1 subject mayv differ from the norms. but the difference may not
exceed 10 points.

1f there is a discrepancy between the advice eof the principal of
the elementary school and the test sceores. Lhen the principal must
support his her advice with schoolcareer of the student.

Reevaminaticon is possible in situatbion discribed under c.

e e
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ADMITTANCE A=-SIREAM L.H.Q. CANDIDATE TO SUNDIAL (LADVO)

- A student with a LHO-A-diploma can be admitted to the LADVO 3

in the Service Rendering Sector in account with the promotion

requirements for the sectors implemented by the Sundial school.

- Exemption from previous exams are not arplicable.

Good reference from former school.

ENTRANCE REQUIREMENTS STUDENTS JOHN LARMONIE SCHOOL TO SUNDIAL

1.
2.

(94

All students mmust be tested by the Department of Education.

Age ! minimum 13 years before January of the
following year.

Academical level: end 4th grade regular Elementary Education
for all subjects.

Students with major physical, mental, handicap or distortion
in sense perception cannot be admitted. .

Good school reference is a must.

ENTRANCE REQUIREMENTS STUDENTS 5TH GEADERS

1. All students have to be tested by the DPepartment of Education.
2. Age ' : admission maximum 15 years of age.
3. Academical level: end 4th grade regular Elementary Education
for all subjects.
ENTRANCE EEQQLEEMEMIS STUORENTS MAC-SCHOQL TO SUNDIAL (LADVO/ALBO)
1. Student must be in the Bth grade.
2. Student must haﬁe done the coordinated tests.
3. Students must meet admittance criteria set by the admittance

beoard for admittance to Secondary Education: viz.:

= scores should correlate with advice of the pPrincipal of the
school,

- if there's a discrepancy, then the principal must support
hiss/her advice with reporteard marks,

- not older than 15 years by Octobear lst of that rarticular
scholastic year.
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ENTRANCE REGUIREMENTS FOR STUDENIS FROM QUUER SECONDARY SCHOOLS TO
SUNDIAL (LADVO/ALBQ) .

Io the lst vear (1st ¢lass)

a) Must have attended Secondary Education of eaquivalent level,

b) not older than 18 by October lst of that particular scholastic 1
year, 1

c) a good reference from former school.

To the 2nd vear (2nd class) _ 3

a) Not older than 17 by October ist of fhat particular scholastic
i vear,

b} proof that student was promoted from year one (1) to two (2)
of equivalent secondary level,

c) a good reference from former school.

1o the 3rd year (3rd glass)
a) Student must be subjected to a test by Sundial school,

b) student sghould meet requirements of the various sectors of
LADVO or ALBO after testing, to be admitted to whatever area,

c) good reference from former school.

Io the 4th vear (4th class)

¢

al Student must be subjected to a test by Sundial achool,

i
b) student should meel requirements of the varinus sectors of r
LADVO or ALBO after testing, to be admitted to whatever ares, .

¢) good reference from former school .

N.B.: the abave is applicable for admittance to LADVD as well as ?ﬂ
ALBO sectors. fal8




KNOWLEDGE IS AS WINGS TO A MAN'GS LIFE

ANII A LADDER FOR H1S AGCEHD




August lst, 1991

Welcome,

You are entering one of the most exciting and challenging periods of
your life. Ahead of you is an opportunity to make new friends and to
acauire knowledge and skills. All of this also mean new
responsibilities:

~ to respect others,
- to make adjustments

- to follow the rules and regulations which are needed for a
smooth running. but also for your safety and security.

Your major responsibility is to yourself: Lo see that you take full
advantage of the academic and social experiences and the skill
training offered.

It is a big challenge. but the rewards are worth it and will be
cherished for the_rest of vour life.

M. Hazel
Principal.




REGULATLONS FOR THE STUDRERTIS

1. Schoolhours:

N.RB.: Each studenb must be in class on time!

a.

[§]

The bell will ring at 07.2Z5 a.m. and again at U7.30 a.m. tno
indicate the start of the lesszon.

When iate. the student should report te the office and give
his/her reason for being late. The student then receives a
stamp from the principal. Only after showing the stamp with the
signature of the principal. the student can be admitted to the
class. When a student has come late four (4) times in a month
without a valid reason. he/she will have to reburn to schocol on
a free afterncon or remain during free hours. Students who
arrive late to achool too often. will be dealt with accordingly
to the discretion of the principal. :

No late coming will be tolerated when clagsses start later than
07.30 a.m.

When there are extracurricular activities all students must be
at school for 07.25 a.m. and remain for the duration of the
activity. S0 the normal scheduled hours will be disregarded at
that time.

The daily schedule of rclass is as follows:

0 07.25 - O7.30 a.m.

1 07.30 - 08.15

2 (0B.1L - 09.00

3 09.00 - 03,45

4 09.45 - 10.30
RECEES

5 10.45 - 11.30

6 11.30 - 12.15 p.m.

T 1z.15 - 1.00
RECES

B 1.15 -  2.00

g 2.00 - 2,45

2. School discipline:
a.

Before school begins, all students must walk through to the

rlayground to their disignated space. Students are not allowed
to laoiter around the school building hefore nor after classes.
Students to be picked up by parents should wait on the schoocl-

compound.

Without the permission of a teacher, the student may nct be in
the classroom.
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Tf a student has no more classes for the day due to absence of
a teacher he/she may go home after receiving permission from
the principal.

Puring schoolhours ne one is allowed to leave the school-
premises without permiscion from the rrincipal.

When the brll rings the student must immediately go to the room
where he/she has class. If the teacher does not show up within
10 minutes: the leader of the class goes to the office to find
ocut why the teacher is not there. Unly after receiving word
from the respective classleader, the students may go to their
designated seating areas on the schooloeompound.

During the free hours students must remain quiet in order not
to disturb classes in session, screaming is not allowed.

One shcould have selfreoopect and respect others, so use of
obscene language iz strictly forbidden. :

Physiral violence directed town rd-anether-studentor.a
spaiim:mbﬁx_iy%grwggLﬁid@wQf_Lhens@hmwtpvemiﬁes is strictly
forbidden.

Everyone is obliged to keep the schoolgrounds clean. Rubbish
must te thrown in the rubbichbins available on the compound.

The students must alwavs Aaprear clean and neat at school.

- Uniforms must he worn at all time. The dresscode will be
strictly enforced daily.

-~ SBhirte or blouses should be arpropriately butteoned in
accordance with the desien of 1hat shirt or Llouse.
The length must extend beyond the bhelt level.

- Frohibited are raps. hats. exagerated hairbands, hairties,
rollers.

- Not allowed are hags or other articles baaring pelitical
propaganda: portraying obacana language or controverial

insinmations.

- Mot allowed is too much Jewelry and male students with long
earrings.

- Fingernails should be kept short, for effective skilltraining
and for hygienic reasons.

omoking and the use of alcohoel is strictly forbidden.

Radios., headphones ete. are not allowed on the schoolpremises
and will be confiscated permmnenblve
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m. No chewing, eating or drinking is allowed in the classrooms
during class.

n. Any damage done to schoolmaterial (=) must be compensated (paid
for).

0. The astudent is obliged to attend all classes prov1ded in the
proegramme and be attentive during class.

p. Everyone is required to keep the toiletas clean. Students may
only use those facilities rrovided for their respective sex .
No loitering in or around the toilets is allowed.

q. Harsh disciplinary action will be taken against any student
invelved in drugs in or out of school. Anything considered to
be drug paraphernalia is prohibited.

r..5Students who have been found with any form of weapon in their
rossession will be penalized.

You nre reguired to keep the Adminis stration informed of vour
current home address. Any change necessitates your immediate

notification.
f/,,l«ofﬂ/‘“

m

Schoolmaterials:

a. All students are responsilbile for the schoolmaterials given to
himsher. Damaged or lost echnolmaterials must be compensated.

b, All books must bhe _covered and carried with the other school-

materials in a &gggﬁtxsch0ulbag.

V. books., copvhooks and writing

seons with them each day.

9]

The studenis must have a diar
mate r1al necessary ITor the les

Physical Bducation/Swimming legsons

a. Physical Iducation as well as Swimming lessons are compulsory
subjects. Exempbion only on med;ca] advice.,

b. A gyvmsuit must be worn during Physical Fducation and swimming-
atbtire {(inmluling cnp) for Swimming lessons. Gym shoes are
strongly recommended lor FPhysical EBducation.

¢c. Afler Physical Education and SJwimming, the students must take a
shower and they %hould bring along their own towel, soap and
other neressities.

[N
ct
}_.I_
a

d. Other than during Phyvsical Fducation and Sportsday,
forbidden to wear the gymsuit.
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Fracticel classes or labs.

a.

Stuldent Schoolabsenteeism - e

& .

[

During each Food Preparation ancd HousekeepingﬁLaundry lessaon,
the students nust wear Lhe Aapprroriate altire.

Uniform;
a) chef uniforms: you must report te class in full wniform.

k) dining room uniferms: as dining room students you must
follow certain rrofessionsl grooming standards. These
slandards are similar to those required in fine dining
ectablishments,

Every student is ohliged to bring the material specified by the
teacher from home fop lessong., 1f the atudent does not have the
materinl., he/she must let the teacher of that

subject know 2 davs before that legson.

Students are not, allowed to eat what is conked or baked during
the cooking class.

£

T
The student must during the first class after being absent,
rresent. 1o the fteacheér a letter aianed by a parent or guardian

atating fu&i“ﬂﬁmﬂ“ﬁﬂ&mﬁumbﬁnxmgﬁad@mmﬂpeeiﬁie“Q&§&5W“&bﬁﬁﬂﬁ”Qﬂd'

reason for being absent, The t&ﬁghéy%mﬂﬁf-ﬁntﬁT”thiS“Ietfer'tQ

the~prdnsjpal3duying_tﬁeffirat.pﬁrimdh“Unden_no-ciyeumstaﬁeeﬁ”
thewse Ietfers shiould be rut in the classbooks.

11 the letter is not present.. the student iz given one more
oppertunity to do so. I after that opportunity, the student
fails to submit the letter. the teacher must refuse the student
admittance ta the rlass. The student must then report to the
principal who will kake appropiate measures. Students who are
alwavs forgetting their letterp will be dealt with accordingly
by the principal.

If during the period of abzence, the student has missed teste,
he/she is obliged to contact the teacher concerned to arrange
to sit the tesi as zoon as Fosaible .

The test must be done at the mont one week after returning to
school and outaside of Lhe student " normal schoolhours.

N.B.: 1) A test can only be done at a later date if a valid
letter of absence has been entered. If the above is

noet complied with, the teacher could give a one (1)
for the test.

2) Students who are often or always absenbt on test days
will not bhe granted the cpportunity to catech up on
missed Lestea.

¢ -

3) Above mentioned notes: are only applicable for the
none examination class(es).
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I1f a student is absent more than 25% of the schoolyear; the
student will not be rromoted, nor would e able to participate
in exams and/or tesls.

7. Expulsion/Suspension

9. Materials needed for school/Registration

J

& -

h.

A student expelled from a particular class by the teacher must
immediately report to the principal.

The teacher expelling the child from class. shall in writing
report the reasons to the principal. This report is given teo
the child or to another student to submit to the principal.

The principal has the authority to suspend a student for one,
two or three days. The parents are informed of this in writing.
The letter should state the reason for suspension.

During the period of suspension a suspended student may not
enter the schoolpremises.

Upon returning to achool after suspension, the student must
make sure that the homework for that first day back to school

is done.
Suspension ig ne excuse for net doing homework or not studying

for future testrapers.

However, if there has been a testpaper or S.B.A. during the

susrension period the student will receive A& one (1). There is
na make up for a S.B.A. test or testpaper missed during the
suspension period.

After the suspension periéd the student and the parents should
report to the principal. Only afier doing so the student can be
admitted to classes again.

When a very serious violation of rules has been committed or
after Lhree {3) suspensions, the principal can enter a request
to the Schoolboard for expulsion of the student from school.

Valuables/monay

The school

@ not recponsible for any theft of money, jewelry or

i
other valuables brought to school by the student.

a.

v

The registration must be paid in full pefore the beginning of
the schoolyear. Failure to do so may result in not heing
allowed Lo attend classes. ’
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[

il

Study bonks are loaned to the students: the student is respon-
sible for all schoolbooks given to him/her.

In cases where bocoks were destroved, logt or stolen, the
student must pray for these immediatoely.

The subjecbteacher will then mark off the Looklist (students’
receipt) and colleci the money. With this booklist the student
can receive a new book from bLhe subjectiteacher. .

Every vear the sludent ins given:

a pencil, an erdser., a ballpen, a ruler, a diary, a minimum
amount of copy books, » minimam amount of papers for a binder
initiallv. Thereaflfler the sbLudent muct in time arrange for
supplement or replacement.

In the first form, the studenl receives only once:
a pair of compasses
a triangular
an ordner

. The student must provide for:

a decent schoolbag
one lLibrary card
one Casio-scientific calculatovr.

How to studwy

Your success in school will depend to A very large degree upon
vour abilitv to study effirciently. The following suggestions or
"tips'" are offered in the hope that. they will assist you in using
vour studyv time to hetter advantage.

TIP QONE: Tt will pay larege dividends Lo set aside a few minutes
as snon as possible after clasaes each day to revisw the
material covered in class discussionsg. A large portion

nf what ia forgotten ig forgotten within a few hours

+

after being heard or read for the first time.

TP TWO: Have a regular time for ctudy. Peor management of time
igs the cause of many college failures. Budget your time
as wiselv as vou do your noney.

TIP THREE: Have a regular place to studyv., This doesn’t mean that
volu can 't giudy elsewhere, but a familiar place
reserved for study aids in concentration.

To summarize. the rule of success in learning "How to study” is
to form good study habits early. Therefore., 1f you establish an
effective study location, as well as a standard time to study,

and are consclientious in reviewing your notes daily, you shcould

achieve academic success,

All this isn "t Jjust theory. It has been proven time after time in
actual trial. Try it -———- GOOD LOCK!




11.

12.

N.

B.:

Tesis

a. A maximum of 3 testpapers can be given per day. The teachers
misl note down these testdales and papers in the classbkock at
leant | week before Lhe tesldate.

b. Subjectieachers should give studenis their marked work
within 1 week of the date the Lest was administered.

c. Students who are often or always absent on testdays, will not
be allowed to do any make up tests. but will ke given a one
(1). The teacher will give the student a warning before exe-
cuting this rule.

d. Points for tests or reportcardmarks are given in decimals.
Promotion marks are rounded-off figures.

Library

The library is there to facilitate the student in their learning
process.

In order te visit the Jibrary one must have a librarycard. The
fre is at the expense of the student. The class is accompanied
hy Lthe teacher.

Pormks may not be destroved by culiing out parts or illustration
material.

ANYONE BREARING THiE RULES RUNS THE RISK OF BEING RUNISHED OR
SUSPENDED..
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IMPORTANT FOQINTS FOR FACULTY MEMBERG 1IN GENERAL

1.

3.

-4,

5.

6.

7.

8.

9.

The schoolhours are:
In normal cases from 07.25 a.m. to 1.00 p.m.

On days when there are afternoon classes, classes resume - at
1.15 p.m. and last until 2.45 p.m.

a. The teacher must be present at least 10 minutes before starting
his/her first lesson.

b. The teacher should as soon as the bell rings. go to his/her re-
spective room to start classes promptly.

On days when there are extracurricular activities teachers are re-
quested to be present at 07.25 a.m. and to remain for the dura-
tion of the event. ’

Coming in to schoel, the students must walk through to their re-
spective places and not loiter at the entrance. Teachers arriving
must see to it that this takes place.

Teachers are expected to be aware of all regulations and see to it
that they are lived up to.

"During the breaks teachers have superviasion on the scheolpremises.
A achedule is drawn up by the principal and this should be adhered
to.

Muring the breaks and during classperiods gtudents may not be in
the classrocom without supervision of the teacher.

Minutes of meetings, scoresheets, schedules are often left lying
around. Please use your compartment in the staffroom. These com-
partments should be emptied the end of each schoolyear.

The teacher is chliged to fill in the classhook accurately as this
ies the basis for control on the students and class.

10.a. Each and everyone is responsible during schoolhours for school-

rooms being used.

b. If your reoom is not in proper order for usage, please convey
this in writing to tie principal.

c. Fach teacher should leave the classroom they have used, glean
and neat (clean blackboard, chairs and desks in place,
teacher s desk clean), fans and/or airconditioners turned off,
windeows closed, door locked.

d. If you are the last to use a particular classroom, that room
should be swept, blackboard sponged, facebasin and teacher’s
desk cleaned, chairs and desks in place, garbagebins cleaned,
the porch outside the room swept, fans and/or airconditicners
turned off. doors locked.

)
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N.B.: Thecoretical lesesons: last 5 minutes of reriod.
Practical lessons + Physical Education: last 10 minutes
of period.

11.A11 that you will need in the class for the scheoolyear, such as
chalk. testpapers, book covering paper, typing paper, copy books,
should be ordered by means of the orderbook. This orderbook should
he entered at the administration at least one {1) day before the
material is needed. It is not allowed to order material or make
copies just before the class begins or during class.

1Z2.When late, the student should report to the office and give his/
her reason for being late. The student will then receive a stamp.
Only after showing this stamp, the student can be admitted to the
class.

13.Beoks/registrationfee

N.R.: THE STUDENT MIST HAVE PATD REGTSTRATIONFER TN ORDER T6
BECIEVE ARY SCHOOTMATER EAT . PLIEADE CHICE WL THIL
ADMINIGTRATION TO MAKE SURE THIS HAS BEEN DONE.

a. The subject-teachers distribute the books and the specific
educational materials for their regspective subjects.

b. All school borcks must carry the stampr of the school: must be
covered and numbered before giving them oubt to the students.
These numbers must be noted on the booklists of the studenta
with the correct price snd signed by the subject teachers.

The subject teacher keeps a register of which numbers have been
given to which class and students.

c. If during the schoclyear a student loses a book, the subject
teacher collects the money from the student and signs off the
booklist. The subject teacher then notes down the new book and
number on the bonklist. The collected money must be submitted
to the principal.

14.Tests
a. A maximum of 3 testpapers can be given rer day. The teachers
- must note down these testpapers and dates in the classbook at
least 1 week in advence. Again the classbook is the starting-
point. The one that has many lessons per week in the same
class, can after consultation, give a colleague with only a few
lessons weekly priority.

b. In the event a student has missed a testparer, he/she must make
arrangements with the teacher to do this testpaper within a
week; 1if the student does not comply with these conditions,
then he/she gets a one (1).

c. To arrive at the report-mark, one must give:
- at least three (3} testpapers for the theoretical subjects,
- at least two (2} tests for the practical subjects.
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d. - Testmarks and reportcard marks are given in decimals.
e.g. 4.4.

N.B.: Promotion marks and exam markg are rounded off to one
figure: e.g.: 4.4 = 4: 4.0 = Hh; 8.4 = B; 8.7 = 8.

— Computation of the pronolion mark is as follows:

Rl + RZ2 + R3
Prom. = —_—

3

e. Students are entitled to get bhack their corrected work within
one (1) week of the testdate.

f. Students who are often or alwayvs ateent on testdayve will affer
warning, not be given the opportunity to do the test on another
day but receives a one (1).

15.Teachers are expected to come prepared to work.

| 16.Teachers are expected to submit their updated syllabi in May for
the following academic year.

[ 17.Teachers are expected to hand in their evaluation report on the
subiect(s} hesshe has taught in May.

r 18 Meetings
There are two {(2Z) kind of meetines:
1. Flenary meetings
P 2. Meetings on reporlcards.

15.1 Per academic yvear at leact three (3) plenary meeting=s are to
Le held.
The meetings are presided over by the principal or the acting
prinoipal.
' Plare and time are determined by the prircipal and made known
in advance in time to all cunverned.

At plenary meetings all teachers and members of the directo-
rate must be present.

Teachers are to submit thelr agenda points., 1f any. at least
2 dave before the scheduled meeting in writing.

Per academic vear at least three (3) meetings are kept on
reportecards. The presence of all teachers is of ultimate
importance in these meetings.

18.

~3
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.Excursions/fieldtrips

If yvou want to have an excursion or fieldtrip during schoolhours,
request this at the least two (Z) weeks in advance. This time is
needed to:

a) regulate permission {rom the employer and inspectorate
b) regquest a bus :
c) regulate insurance

d) notify the parents,.

N.EB.: PLEASE NOTIFY THE FRINCIPAL ALSO IF YOU ARE MAKING A
PRIVATE OUTING WITH THE STUDENTS..

.Punishment/Expulsion/Suspension

a. A teacher is expected to maintain discipline and respect at all
times and should not rely on the principal to execute punish-
ment in order to do so.

b. If a student should stay at school for punishment outside
his, her normal schedule., then the parents should be notified
beforehand.

c. A student expelled from a particular class by the teacher,

{only in extreme casgses) must immediately report to the
principal.

d. The teacher expelling the student from class. shall in writing
report the reasen to the principal.

e. The principal has the authority to suspend a student for one,
two or three days.
The parents are informed of this in writing. The letter should
state the reason {or suspension.

f. During the period cof suspension a suspended student may net
enter the schoolpremises. :

g. Upon returning teo school after suspension. the student must
make sure that the homework for that first day back to school
is done. Suspension i1s no excuse for not doing homework or not
studying for future testpapers.

h. Howeaver, 1f there has been a testpraper or S.B.A. during the
suspension period the studeni will receive a one (1). There is
no make up for a 5.B.A. test or other testpaper missed during
the suspension period. :

i. After the suspension period the student and the parents
should report to the principal. Only after doing so the student
can be admitted to classes again.

Jj. When a very serious viclation of rules has been committed or
after three {(3) suspensions, the principal can enter a request
to the Schoolboard for expulsion of the student from school.



21 .Libraryv/Freparation area
Great effort has been made to provide material for each subject
area. Flease make good use of the library facilities. There are
also video tapes and audiocassettes available, also books on

psychelogy and didactics. Do not take alone the ma&gugl and >
please put everything back in its place. | (,p"‘«\r
LY
22.Teachers must appear neatly attired at aschool. ngiff
e

23. Smoking is not permitted in the classrocms.

24.- A teacher, not able to attend school due to illness or other
reason, must report such bhefore 08.00 a.m. to the principal.

- A letter of absence must be submitted in accordance with letter
dated September 13th, 18988, from the Lt. Governor.




TASKDISCRIETION OF THE CLASS- OR FORMIEACUER

The starting point can be twofold:

I. Seen from the poin%t of the leadership of the school:

Delegating certain tasks, which Jjointly results in the
realization of a certaln decentralization.

I1I. Seen from point of the student:

The right to good education and with that a good reception and a
proper guldance, which each student of the school may expect.

A. 1. The function of classteacher is in principle part of the total
' funiction of being a teacher.

2. The appointing of the classteacher ie deone by the principal.

B. Considering the above starting points., the task of the
classteacher has the following aspects.

1.
z.
3

(S ey

An informative aspect

Arn administrative aspect
A contactual aspect

A stimulating aspect

A controlling aspect.

Following is a short explanation of each aspect as well as
concrete possibilities that give these aspects their rightful

value. It goes without saying that each teacher will in his/
her own manner give contents to what is to be expected of him/
her. '

B.1.1 INFORMATIVE ASPECT

a.

The classteacher informs the class about all important
matters with regards to the schoeol and things the students
should know. Important here, is that every piece of infor-
mation is correct and given on time.

At the beginning of the academic year the clagsteacher must
equip him-/herself as much as possible with information
about his/her students.

The claassteacher sees to it that a current time-table is
hung visibly in the classroonm.

On the first day of school of the new academic year the
classteacher gives the students the schedules and 1nforms
them of the schoclregulations.




B.2.1 ADMINISTRATIVE ASPECT

Keeping check on: cards/letters from and to parents,

- submitting letters of absenteeism to the
prrincipal,

- cards on which the marks and other infor-.
mation of the students have been noted,

~ forms with personal information of the
students, to be filled in at. the end of the
academic year or if a student leaves school
earlier,

- the booklists and books when students leave
school before the ending of the academic
vear and normally at the end of each
academic year,

- the fact that at the end of the schoolyear
the books must be taken in and covered.

- the fact that the student rays for books
not returned or damaged by the student.

- the files on every student of his/her
group. These files should contain: test-
works. booklists etec.

— filling in report-cards and making the
necessary calculations at the end of the
academic year in accordance with the norms.

- the faect that at the beginning of the
schoolyear general educational material
is distributed:

(diary, pen, eraser., pencil and so on).

- the fact that each regspective student has

a library card.

B.3.1 CONTACIUAL ASPECT

B.4.

The classteacher must be the person the class pubts all
confidence in. He/she will have to make time for talks with the
entire class or individual talks with the students.

He/she will have to endeavour to have good contact with the
rarents of his/her students and reriodic consultation with
his/her colleagues who teach his/her students. Home visgsits are
recommended in certain cases.

RTIMULATING ASPECT

In connection with happenings during the academic year activi-
ties have to be initiated, which concern the school on the
whole and the class in particular. The importance of these kind
of activities for the unity among the students. the ties with
the school and the coptact hetween teachers and students should
not be underestimated. It is the task of classteachers to by
means of these type of activities rromote a fine class-atmosg-—
rhere. Also if these activities are held ocutside the normal
schoolhours, the classteachers will have to within the scope of
hia/her pomesibilities glve the necessary cooperation.
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There must be such a balance between the activities and the
normal school life, that the latter is not unnecessarily
disrupted. Planning in time of all activities which have an
influence on the normal time-table is a prime necessity.

He/she will also as much as poassible stimulate the. student with
their study. Where necessary he/she will have to indeed asgist

to reduce the risk that a student will get stuck with a certain
subject.

CONTROLLING ASPECT

Making sure that each student is in roesession of the school-
regulations; a regular control on the class and things closely
related to that is necessary, to safeguard the correct adhering
to the school regulations.

The classteacher is in the first rlace, the rightful person to
exercise this control.
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1ASK COORRINATOR LADVO/ALBO
GENERAL

The coordinator functions as . a vital link between students, teachers,
parents and principal of the school and the business world in order
to bridge the gap between the world of school and the world of work.
The coordinator deals with all students attending the LADVO and ALBO
classes. He/she should perform all duties in consultation and with
notification of the principal of the school.

Tasks will entail the following:

1. Keeping files on each student. Files for first graders
should be made, existing files 2nd graders and 3rd graders
are to be supplemented.

2. Three times per scholastic year a screening of students,
whereby the results at that time are laid down in a written
report. These reports contain also absenteeism, weaknesses
and strengths of performance and/or recommendations.

A copy of this report should be submitted to:

a) principal

b) Inspectress Secondary Education (only first graders)
=) parents/guardians

d) form or classteacher.

3. At Lhe end of the scholastie vear (first graders) a report
should be made up to see if student has met expectations.
Results are to be sent to:

a) former school
) Inspectorate Secondary schools

4. Every trimester the coordinator should submit a report on
duties performed to the principal.

5. Setting up informative meetings with students, parents and
teachers in order to give information on possibilities in the
various areas.

6. Having private sessions to help students determine which
sector to continue in, keeping in mind their ability, marks,
wishes.

7. Keeping contact with subject teachers in order to remain
abreast of the performance of each individual student.
All findings should be done in writing.

B. Selecting suitable addresses for Work Experience Programme
{(W.E.P.). .

9. Collecting tasks from subject teachers for the students
going in W.E.P.
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Setting up contract for W.RE.P.

Setting up list W.E.P. Conductors (Eeéchers).

Checking written reports students of W.E.P.

Making overall written evaluations of each student's W.E.P.

FPerforming as mediator between student and supervisor in
cases where necessary.

Keeping contact with all business sectors in community as

an important link between scheol and business world, for new
develorments and/or requirements which school should meet
towards business world and vice versa.



TASK SUBJECTCOURDINATORS

GENERAL

Each subject contributes to the overall goals {curriculum) of .
this educational system.

The subjectcoordinators make sure that thege cbjectives are
adhered tc and keep the principal abreast of all activities.

SPECIFIC TASKS
The GUBCO should:

1.

hold monthly meetings with other subjectteachers to
see if everyone is "on target” and to evaluate
rerformance of teacher and student.

make written reports of the meetings and submit these
to the principal.

discuss any adjustments to existing or rlanned
gyllabi with the principal.

submit the syilabi for each scholastic vear in May
for the following schoolyear.

see to it that in Mav written evaluation reprorts are
submitted by all subject teachers.

supply colleagues with all information.

assist subjectieachers in setting up their syllabi.

ensure that audiovisual material at school is opti-
mally used.:
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TASKL OF SUPPORIGTAFE: a. Admninistrative rerson

)

b. Jomestic Workers

ADMINISTRATIVE EERSON
GENERAL

The administrative clerk not only does administrative work for the

schonl, but is also contactperson between the principal and
visitors, students, teachers and other personnel.

Her performance can have influence on the “"image” of the school.
Apart from a proper presentation. she must bhe an example to
everyone and polite in her written, verbal expression and use of
language. :
All tasks are to be set and supervised by the principal.

ADMINISTRATION QF STUDENTS

a. New students
Accumulating of forms, making overviews of admission
information.

Supplementing of the book on students” registry, filling in of
student-cards, entering info into computer.

Typing outb student-lists.

b. For all students
Putting the studentbook together for the teachers. Taking
care of forms e.g. schooldeclaration, letters for the dentist.
Typing of "Model 47 and forms on state of affairs after
instruction of principal.
Keep the archives in order.
Selling of schoolarticles such as: eraser, copy-hbooks, eto.

ADMINISTRATION OF TEACHERS

Gathering information for the administration of the Schoolboard.
Overview of illness, absenteeism, late arrivals for Schoolboard
{ "Model 47).

Typing out of:

Minutes, agenda points for meetings, School PRased Assessment tests

evaluation reports, concept examtests, syllabi of subjects to be
taught.

REPORTCARD
— Preparing lists for marks per class and secticn for teachers,

- typing lists of points for the teachers’” meeting,

— overview of the average mark per subject after each reportcard.

EXAM

~ Typing of the written-school based assessment testpapers,

- typing time-tables of written and oral exams and school
asgessment dates.

- taking care of lists of marks, also at re—exams,

- writing out certificates and individual list marks.
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DETERMINATION. PARENTS EVENINGS:

~ Invitations for parents” evenings,

- letters to parents in conneotion with advice.
GENERAL

Letters to parents and schools in connection with incoming and
outgoing students. Information on students and applicants.
Letters for principals of schools, Inspectorate. Schoolboard,
Executive Council, Insuvlar and Central Departments of Education,
Radio- and Television and other newsmedia.

‘Letters to suppliers, orders, magazines, subscriptions, news-

rapers and advertisements.
OTHER MATTERS

- handling of incoming and outgoing telephone calls, accepting
notices of illness, dates of meetings.

= collecting the mail at post office, mailing letters, taking care
of the archives of the various kinds of correspondence.

- paying of bills.

- taking care of the schooldrugstore.

- taking care of all reasonable work given by the principal in the
interest of a well functioning educational system.

WORKDAYS
Weekdays Monday through Friday.
WORKINGHOURS

Per week 40 hours: daily from 07.30 - 3.15 p.m.
Punctuality is a must.

HCLIDAYS

Entitled to 19 workingdays holiday per year: to be taken during
summer schoolholiday in consultation with the principal.

ABSENTEEISH

a. When not able to attend due to illness or other reason, the
principal must be notified on the first day of absence, at
the latest 15 minutes Lefore due time to start working.

b. After more than one (1) day of absence, the rule astipulated
in art. 33 P.B. 1969 nr. 44 should be adhered to.

RS ot 2 et e S S i e it b T R e R T2
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DOMESTIC WORKERS
GENERAL

These persons must have a polite and proper presentation
as they also form an important part of the schoolopera-
Lion.

They are under direct supervision of the principal of
the school. _

A polite and respectful attitude is a must when dealing
with students and directocate.

WOREDAYS

Weekdays: Monday through Friday.

WORKINGHOURS

Per day 4 hours; according to schedule provided by the
principal. Punctuality is a must. A .
A coffee break is included; at the same time the i
students have recess (15 minutes). :

HOLIDAYS

Rights to 19 workingdays per year, to be taken during
summer schoolholidays in consultation with the principal
Other termholidays of schocl can only be considered as
free after consultation with the principal and/or
employer.

ABSENTEELSH

a. When not able to attend due to illnegs or other rea-
son, the principal must be notified on the first
day of ahsence, ai the latest 15 minutes hefore due
time to start working. .

b. After more than one (1) day of absence, the rule
stipulated in art. 33 P.B. 19639 nr. 44 should be ad-
hered to.

APPEARANCE
One must always appear neatly groomed and tidy on the

job. No rollers in hair cr hairties/hat/caps are
accepted. '
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1. Qffice areas. library area, staffroom, teachers  toi-
lets and consultation room must be kept clean, tidy
at all times. This includes:

a. replenishing of articles such as toilel paper,
handnapkins, £illing of ice-trays. wabter con-
tainers etc.

. dishes washed and placed away

c. waste baskets emptied

d. cleaning of telepheones.

2. Washing of all cloths used by teachers and/or
students for lessons.

N.B.: Complete full loads for machine.

3. Folding and returning cloths immediately to respec—
tive classrooms.

No cloths should be left on the lines at the end of
the day nor during weekends. (N.B.: all clothespins
ahould also be removed from the lines).

4. Keeping student lavatories clean apnd in order.

5. Keeping main entrance clean.

6. The cleaners’ room and surroundings should always be
clean and tidy.

ONCE A WEEK:

1. In office areas; library, stafiroom, consultation
room, cleaning of windows, doors and doorframnes.

2 Office, showers and lavatories, of the gyvmhall should
be glven a general cleaning.

3. Storeroom and archives should be swept, doors and/or
windows cleaned and mopped.
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C. ONCE A MONWTH (ALIERNATELY)

1. In office areas; library, staffroom, cconsultation

1.

room,

- cleaning of bookshelves, cuphoards, refrigerators
and other appliances.

— change curtains.

GEHEEAL POINTS OF INIEREST FOR DOMEDTIC WORKERS

Care should be taken also of all cleaning material
veed e.g. mops rinsed well after using, changing bags
vacuumcleaner etc.

Notification should be given to directorate when:

a. rvepairs are needed in lavatory areas of students

b. material or equipment used need repair or should
be replaced.

If at any time your assistance isa reaquested or needed
in the classrooms you should give your full coopera~
tion.

1f one worker is on an extensive sickleave, the
Schoolboard will bhe requested to bring in someone
else to fill in temporary.




SUNDIAL

SQHEDULE DOMESTIC WOREERS
SCHOOLYEAR: 199¢/199%
DATRE: SEPTEMBER 3RD. 1994

NAMES: MS_. ELAINE JOHNSGON

MRS. WILHELMINA VIOLENUS

SHIFTS TIME MONDAY TUESDAY {WEDNESDAY | THURGDAY

s S Ko K K S oK K KR K K R K ¥ R R KOk K OK Sk R F Sk R SEOR S SRR KOF HOE R O ROK K SOR K OKOKF 0Kk KK

FRIDAY

07.30-11.45| ELAINE

10.45- 3.00| VIOLENUS

07.30-11.495 VIOLENUS

; 10.45- 3.00 ELAINE

' 07.30-11.45 VIOLENUS VIOLENUS

, 05.00- 1.15 ELAIHNE ELAINE

VIOLENUS

ELAINE

}{‘ N.B.: 1) 15 MINUTES BREAK FROM 10.30 - 10.45 A.M.

2) +PUNCTUALITY IS5 A MUST.

’ 3) VALID FOR ENTIRE SCHOLASTIC YEAR 199¢/1992.
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SCHOOLPARLIAMENT OF SUNDIAL

w

The Schoolparliament is & body that represents the students of
the various classes of the school. ”

The Schoolparliament is elected every September of each year.

Everyv ciasse is represented by at least one and at the most two
students.

At least two teachers give guidance to the Schoolparliament
{volunteers). If there are no volunteers, two teachers will be
appointed by the principal.

Preferably the electicns are to be organized by the outgoing
parlaiment and the teachers.

The parliament members decide upon the decision of portfolios
among themselves.
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HOURCHART
SECTION: LADVQO

YEAR: I + 11

3L

SUBJECTS ABR. BRIDGEYEAR BRIDGEYEAR
LADVO I LADVO 11

ENGLISH ERG z 2
SPANISH a 2 2
PUTCH Du 3 3
MATHEMATICS MAT 2 2
WORLD ORIENTATION ) WO A 2
FOOD PREPARATION/NUTRITION FP/N 3 3
HOUSEKEEPING,/LAUNDRY H/L P 2
S0CIAL SCIENCE S05 1 1
TYPING TYP 2 2
COMPUTER LITERACY CHMP 2 L2
NEEDLE CRAFT ND 3 3
HEALTH SCIENCE H5C 2 b
MUSIC MU 1 1
ARTS ATS 1 1
CRAFT CF 2 P
FHYSICAL EDUCATION PIIE 2 p
STUDYPERIOD oTp 1

OWIMMING - GWI 2




HQURCHART
SECTION: LADVO

YEAR: I11 + 1V

33

SUBJECTS ABR. LADVO 1171 LADVO 1V
ADM|HSP| CEW] CM {HSP
ENGLISH ENG 4 3 3 2 3
BUSINESS ADMINISTRATION BA 5 4
THEORY OF TRADE TOT 2
BUSINESS ECONOMIC BE 3
BUSINESS MATHEMATIC BMA 4
TYPING YD 4 2 2 1 2
COMPUTER LITERACY CMP 2 2 2 2 2
OFFICE PROCEDURES OFPp P 2
SPANISH Sp 4 3 3 2 2
DUTCH o 4 2 2 2 2
SOCIAL LEGISLATION sLE 1 1 1 1 1
WORLD QORIENTATION WO 4 2 2 2
FUNCTIONAL/SOCIAL SKILLS F/5RK 1 1 1 1 1
CREATIVE ARTS/MUSIC CA/MUY 2 1 1
PHYSICAL EDUCATION PHE 2 z 2 2 z
SERVICE S5V 2 5
MATHEMATICS MATS 5 2 2
TOURT 5M TOU 2 2 2
KNOWLEDGE OF COMMODITIES KERC =
FODDY PREPARATTON/NUTRITION PN 4 7
ADVERTISING, WINDOWIRESSING AN 1 1
SALEGMANSHIP GAT 1 1
SEWING SEW a1
FANCY WORK Fw 1
ENOWLEDGE OF TEXTILES KTX z
HOUSEKEEPING,/LAUNDRY H/L )
HEALTH SCIENCE HEC 1
TOTAL 35 33| 34133 35

Ll AN

-
A

34




L)

PROMOTION CRITERIA

SECTOR: LADVO

N.B.: IN GENERAL FOR ALL FORMS:

a. Students are not allowed to stay back twice in the same grade
or form, !

b. Students are only allowed to stay back once (1) in the
bridgeyears.




PROMOTION LADVQ 1 TO LADVO II1.

The student should have scored an:
a. average of six (6} for all subjects,

r b. no more than six (6) calculated fives all round,

N.B.: a 5

1§

1 calculated 5

(=, a 4 2 calculated 5

11

¢. no mark lower than a four (4).

N.B.: Promotion rules LADVO T to LADVO I were instituted in
schoolyear 1987/1988, also general rule.




SUNDIAL
PROMOTION CRITERIA LADVO 2 TO LADVO 3

DATE COMPILED: JUNE Z22ND, 189809
S K KK OKOKOF 8 K K 3 30K K K K KK KK KOKOKK AR KK R HOE XK OKOR Rk k¥ ok KRR oK R RO Ok K

ADMINISTRATIVSE SECIOR

R R d s R T AR A s AR S R R R R R R AR AR AN

A B
CORE
ENGLISH SOCIAL SCIENCE
SPANIGH FOOD PREPARATION/NUTRITION
DUTCH NEEDLECRAFT
MATHEMATICS HOUSEKEEFPING /LAUNDRY
COMP. LITERACY HEALTH SCIENCE
TYPING ARTS & CRAFT
WORLD ORIENTATION MUSIC
PHYSICAL BDUCATION

~ min. 42 points ~ a min. of 54 points
- only 3 calculated - no peints lower than

fives allowed. a four (47.
- nc point lower ~ no more than 3 calculated

than 4. fives.

ON TBE WHOLE NOT MORE THAN 8 CALCULATED FIVES, WHEREBY:

h =
g =
3 =
2 =
1 =

1 CALCULATED
- 2 CALCULATED
3 CALCULATED
4 CALCULATED
5 CALCULATED

S 01 Iyl ]




(Continuation criteria LALVD

2 to LADVO 3)

WAEFRFFHA AT FFF AR H b  F b T4 PRt F bbb b4 bbb ko Rk ¥

SERVICK RENDERING GECTOR (SEWING/HOSPITALITY)

EES S AR AEREREERESRELEREREN A SRS ERERFE RS EE SR TSR

A

CORE

ENGLIGH

SPANIGH

MATHEMATICS

FOOD PREFPARATION/NUTRITIOH
HOUSFEEEEPING /LAUNDRY
NEEDLECRAFT

- min. 42 points

- only 3 calculated
fives allowed.

- no point lower
than 4.

X

WTCH

TYPING

COMPUTER LITERACY
HEALTH TSCIENCE
ARTS & CRAFT

MUSIC

PHYSICAT, BDOCATTION

- a min. of 48 points.

~-no more than 3 calculated
fives

- no mark Jlower than a four (4)

ON THE WHOLE NOT MORE THAN 6 CALCULATED FIVES, WHEREBY:

} CALCULATED
2 CALLUTATED
3 CALCULATED
4 CALCULATED
5 CALCULATED

NN NI

wa

oo,

5
4
3
2
1

i




(Continuation criteria LADVO 2 to LADVQO 3}

Sk ok Sk Sk K K R KOR O S SRR KR OR A KOE 4 Sk b ¥k A0 O S R ok ok

ATTENDANCE SECTOR

PIET ST LI IITTIETE LTSS LI EREEEEREE ST LSS AL RRREREESES

A

CORE
ENGLISH
SPANIGH
DUTCH
MATHEMATICS
HEALTH SCIENCE
SOCIAL SCIENCE
FOOD PREPARATION/NUTRITION

-

~ min. 42 points

- only 3 calculated fives
allowed

-~ no point lower
than 4.

B

HOUSEKEEPING/LAUNDRY
NEEDLECRAFT

WORLD ORIENTATION
TYPING

COMPUTER LITERACY
ARTS & CRAFT

MUSIC

PHYSICAL EDUCATION

- a min. of b4 points.

- no more than three (3)
calculated fives.

- no points lower ithan a
four (4).

ON THE WHOLE NQT MORE THAN 6 CALCULATED FIVES, WHEREBY:

5 = 1 CALCULATED 5:

4 = 2 CALCULATED 5;

3 = 3 CALCULATED 5;

{ 2 = 4 CALCULATED 5;:
’ 1 = 5 CALCULATED 5.
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SUNDIAL
PROMOTION CRITERIA LADVC 3 TQ LALVG 4

PATE COMPILED: MARCH 27TH. 18990 7 :
*****i***t**&iii+*%1t*$bt+i#+#*#+t#i+i*#11%*14++++$i#*?*****$***tﬁi+*

ADMINISTRATIVE SECTOR

R CE SRR T R A I R O S \‘J,‘*W R ZAERCEEE R E AR AR AR S S ERAE S R R

COMMERCIAL COURSE

A B
CORE | g
ENGLISH o DUTCH
OFFICE PROCEDURES f SPARISH
TYFING ; FUNCTIONAL/SOCIAL SRILLS
nuss. ADMIN. WORLIDY ORIENTATION
COMPUTER LITERACY ‘{ CREATIVE ARTS
SOCIAL LEGISLATION * PHYS1CAL EDUCATION
~ min. of 36 points — min. of 26 points
- max. of 1 calculated five - ma=x. of 3 calculated fives
- average of £ - average of B
- non mark lower than 5 - ne mark lower than 4.

English MUST be min. of 6.

DISCUSSION S
1 » four + 386 points or more,
Enhglish 5 + others evcellent.

5 = 1 CALCULATED 53
4 = 2 CALCULATED 53
3 = 3 CALCULATED 5;
2 = 4 CALCULATED 53
1 = 5 CALCULATED 5.




(Continuation criteria LADVO 3 to LADYVO 4)

**************************#******%**#****##*************Wi**f********

RERVICE RENDERING GECTOR

P LRSS ELERRFSEES R ESA ST EE SIS LTI LA ST ISR AR ERERRE RS ESFIRIE TS R

HOSPITALITY COURSE

A B

CORE

ENGLISH FUNCTIONAL/SOCIAL SEKILLS

SPANISH DUTCH

TOURISM CREATIVE ARTS

ARITHMETIC WORLD ORIENTATICN

FOOD PREPARATION/NUTRITICON COMPUTER LITERACY

SERVICEH TYPING
SOCTAL LEGISLATION
KENOWLEDGE OF COMMODITIES
ADVERTISING/ WINDOWDRESSING
SALEGMANGSHIP
PHYSICAL EDUCATICON

- min. of 36 points - min. of €6 points

- max. 1 calculated five - max. of 3 calculated fives

- English + Spanish must - no mark lowsr than 4.

be a six (6)
~ no mark lower than 5.

RISCUSLION:

I x four + 36 points.

1

CALCULATED
CALCULATED
CALCULATED
CALCULATED
CALCULATED

=MW,
o

O s Q) B =
Mmoo




(Continuaticn criteria LAIVO 3 Lo LADVO 4)

SEWING COURSE

A
CORE

ENGLISH

SEWING

FANCY WORK

KNOWLEDGE OF TEXTILES
ARITHMETIC

- min. of 30 points
- max. of 1 x 5 + 30 points
- no mark lower than 5

DISCULSION

1 % 4 4 24 points or more.

D = 1 CALCULATED 5;
4 = 2 CALCULATED 5;
3 = 3 CALCULATED 5;:
2 = 4 CALCULATED &
1 = 5 CALCULATED 5.

B

FUNCTIONAL,/SOCIALL SKILLS
puren

SPANISH

WORLD ORIENTATION
COMPUTER LITERACY

SOCIAL LEGISLATION
CREATIVE ARTG

AIWERTISING /WINDOWDRESSING
SALESMANGHIP

TYPING

TOURI oM

PHYSICAL EDUCATION

- min. of 72 points
= max. of 3 calculated fives
- no mark lower than 4.
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DURBATION AND IMPLEMENTATION WEP (1891.1992)
a. In the 3rd year of the LADVO course the student will go out for a
total of 2 weeks as orientation for Lraining.

In the 4th year of the LADVO course the students will go out four s
total of 6 weeks for training. ‘

b. At the end of each training period students will be graded.
To be graded the student must submit a written report on the date
specified by the school.
The mark of this report must be counted with:
a) the overall assessment mark by the WEP conductor {report)
b) the overall assessment mark by the supervisor'(report).

S50 the formula is as follows:

Rep. student + Rep. WEP Conductor + Rep. Supervisor
- = WEF Marls.

3

These marks are given in decimals., At the end of the
scholastic year, the finalmark is achieved hy:

Adding the marks and dividing them = final marks.

This final mark is rounded off to a whole figure. whereby anv
decimal figure higher than 0.5 adds to the figure.
ex. 5.4 -—— b, but 5.5 -- 8.

c. In cases of absenteeism, the student must make up for bLhe days
missed by going to the WEP address during afternocon hours after

school or on Saturdays. All in agreement with the WEP conductbor
and the supervisor.

If the student has missed 4 dayvs or more without a valid
reason, the student will noi be able to receive his  her
certificate.

- !
S—
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DOCUMERTATION

The [inal examination is regulated in the resolution
final examinations LADVO: FEDFRAL RESOLUTION OF GENERAL
PROCEDURES, of the execution of article 32 of the Federal
Ordinance Secondary Education ( P.B.1979, no.29) and by
decree of the regulation of final examinations 1L.A.D.V.O.

The complete text of this resolution is open for the
perusal of interested persons at the Principal's office.

Final examination subjects and programme

FOR ALL STREAMS: LANGUAGES : Putch, English, Spanish

Administrative sector

Secretarial Area: - Business Administration
- 0flfice Praocedures
- Typing

~ Wordprecessing on the computer

Commercial Area ! - Business Administration
- Typing
- Business Administration
- Theory of Trade
- Business Economics

Service Rendering

Salescourse t - Salesmanship
- Artthmetic
- Windowdressing
- Tourism

‘Hospitatity course- Food & Beverage production

- Service
- Housekeeping & Laundry
- Tourism

Sewing course t - Sewing/ Patterndrawing
- Knowledge of Textiles
- Fancy vwork
- Arithmetic




'!!!%;_ﬂllﬂ . e Wy
\I

-~

. —

3

L l—~-_. | o} T (P | _____§

a.

1

ARTICLE 4

The final examination comprises, for:

The Administrative Sector:

1.

Secretarial area:

The Dutch language and business correspondence

The English language and husiness correspandence
The Spanish language and husiness correspondence
Office procedutes ( a.o. practical affice training)
Business knowledge

Typing

Wordprocessing on computer

Commercial area

One of the languages, Dutch, English, Spanish
Business Economics

Business Administration

Business Arithmetic

Organisation and Theory of Trade

Typing

rvice Sector

Sales area:

Salesmanship

Windowdressing and presentation of wares / Advertising
Arithmetic

Tourism

The English and Spanish lanpuage

Basic Hotel - and Restaurant area

The English and Spaunish language
Service

Food & Beverage production
Housekeeping / Laundry

Tourism

Seamstress area .

Sewing and patterndrawing

Fancy work ’
Knowledge of textiles

Arithmetic

One of the languages, Dutch, English, Spanish




The
a.
b.
c.
d.

]

ARTICLE 8 \

final examination consists of:
A Schoo!l! Based Assessment test
A written examination and/or
An oral examination and/or
A practical examination
ARTICLE 9

The School Based Assessment test is set up by the Principal and the
examiners, taking into consideration what has been determined by or
through this Federal Resolution,.

SCHOQL BASED ASSESSMENT TESTS ( S.B.A.)

4.

ARTICLE i1

The School Based Assessment test comprises all of the examination
material.

Except in the subjects Typing and First Aid, the School Based
Assessment test comprises all of the subjects inm which a candidate
ig examined. '

The School Based Assessment test of a subject takes place during the
lagst schoolyear by administering two or more tests, with the under—
standing that the last test is administered within a period of six
weeks before the start of the written examinations.

The tests of a subject, collectively cover the material of which

the School Based Assessment test ‘is comprised.

Projects
a. A School Based Assessment test can consist partly of a project.

b, The subject of the project is determined in consultation with the
teacher - examiner,

c. Knowledge of the material used in the project is tested through
an oral examination.

d. During this examination, besides the material used in the project,
other material may also be tested.

ARTICLE 12
The examiner expresses his final evaluation about the-knowledge,
understanding and skill of a candidate by means of a grade for the
School Based Assessment test.

For this he uses a grade between one (1) and ten (10), along with the
grades in between in decimals. On this scale of grades, the meaning
of the grades between one (1) and ten (10) is as follows:

I = Very bad 6 Sufficient .
2.= Bad 7 = More than sufficient
J.= Very iosyfficient 8 = Good
;.m Insufficient 3 = Very good
¢

= Almost sufficient |

Excellent




2, Denying further participation

3. A decision to deny further participation in the School Based
Assessment test and a declaration of

Assessment test will bhe made known to
sentative responsible for the candidat
three (3) days, in writing,

yb

3. The grade for the School Based Assessment test is the averagf

of the evaluationa, whicli wore given 'to the candidate for the
School Based Asressment tests.

4. If a candidate has been examined in one subject by two or more
teachers, these teachers will decide the grade for the School
Based Assessment tests among themselves. )

If they cannot come to an agreement, the grade will be decided
by the numerical average of their evaluations.

5. If an average grade is one with two or more decimals, this
figure will be-rounded to the first decimal, with the under-
standing, that this decimal will be increased by one (1) if the
second decimal before the rounding is a five (5) or higher.

6. If the average of the evaluations for a School Based Assessment
test is also the final grade and the average meant in this
paragraph is not a whole figure, this will be rounded to the

nearest whole figure with the understanding that halves will be
rounded up to whole figures.

ARTICLE 13
Before the start of the written - oral - or practical examination,

the candidate is apprised of his grades for the School Based assessment
test in writing.

ARTICLE_LE
I. Without prejudice to what is further specified about
Resolution of the School Based Assessment tests,
withdraws from the School Based Assessment
guilty of any other irregularity, after
to defend himself, can be denjed further participation in the
School Based Assessment test or the School Based Assessment test

already done, can be declared invalid, by the Principal after
discussion with the examiner.

this in the

a candidate who
test or who is found
hhaving had the opportunity

in the School Based Assessment tests
and an invalid declaration of the School Based Assessment test means

denying participation in the written - oral - and practical
examinations.

invalidity of the School Based
the parents or legal repre-
e,by the Principal within

1




ARTICLE 6

\

The School Based Assessment lest ig carried out in accordance with
a written fixed Resolution.

The Principal provides the Inspector and each candidate with a
copy of the Resolution of the School Based Assessment test, at
least two weeks before the start of the School Rased Assessment
test, but not later than October l!st of the year in which the
School Based Assessment test is to start.

This Resolution mentions , in consideration with what was decided
in the articles 3,8,9 and 11 through 15, in any case!

a. for each final examination subject, the material which will
relate to the School Based Assessment test,

b. for each final examination subject, the manner in which the
School Based Assessment test will take place ( written, orally,
or practically or a combination of these).

c. for each final examination subject, the period or periods in
which or the time at which the School Based Assessment test wiltl
take place.

d. what was decided in the articles 9 through 11.

e. the measures, among which these ment ioned in article 15, which
can be taken with regard to a candidate who withdraws from the
School Based Assessment tests or is found guilty of any irregu-
larities during the School Based Assessment test and by whom
these measures will be taken,

f. in which cases, to whom and within what period of time, a
candidate or his parents, guardians or representatives can
appeal, if that candidate has been denied further participation
in the School Based Assessment test or if his School Based
Assessment test has been declared invalid.

ARTICLE 17

The examiner fills in the grades determined by him for the School
Based Assessment test on a list of grades, of which the model is
determined by the Head of the Department, signs this list and
turna it in to the Principal, at least a week before the start of
the practical, written or oral examination.




t

The Principal is responsible for ensuring that the gradés for
the School Based agsessment test are copied on a collective list
of grades, the model of which is determined by the Head of the
Department.

The Principal, the Secretary of the final examinations and the
examiners, each in so far as it concerns his candidates, makes
certain that the grades were copied correctly and signs the
collective list of grades.

The Principal sends a copy of the collective list of grades,
filled in and signed in accordance with the previous paragraph,
to the Inspector, at least three days before the start of the
practical, oral and written examination.
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ARTICLE 31

EXAMS

. If a candidate with a valid reason, to be judged by the Chajr-
person of the examination committee, is prevented from being
present for the written portion of the final examination or
the practical portion of one or more subjects, he will be given
the opportunity to complete the examination in the period during
which the re-examinations take place.

2. If a candidate with a valid reason, to be judged by the Chajir-
person of the examination committee, is prevented from being
present for one or more subjects in the oral portiod of the
final examination, he will still be given the opportunity to
be examined in that subject or those subjects, if possible
before the meeting meant in article 49 begins and in any

o case, within the period in which the re-examinations take place.

1. ITf a candidate has been found guilty of any irregularity with
regard to the final examination and this is discovered before
or during the final examination, the Chairperson of the
examination committee will deny him further participatioun in
the finmal examination.

l, ARTICLE 32

2. If the candidate has acted, in any way, in conflict with the
regulations and this irregularity is discovered before or
I during the final examination, the Chairperson of the examination
i committee can deny him participation or further participation
in the final examination.

‘1

[ 3. If the discovery of an irregularity happens after the final
examination has finished, the Chairperson of the examination
- committee can decide that the candidate who has committed the

l fraud, will not be given a certificate or a list of grades.

candidate will be given the opportunity to be heard by the

’; 4. Before implementing any of the previous paragraphs, the
‘ Chairperson of the examination committee,

e —

J
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5. The Chairperson of the examination committee immediately makes
up a report of the decision taken, in accordance with this
article, and of the facts on which the decision is based.

He sends a copy of this report to the Inspector at once.

6. If the Chairperson of the examination committee applies the

previous paragraphs, he will draw the attention of the candidate
to that which is specified in the next paragraph.

7. The candidate can request that the Inspector review a decision
of the Chairperson of the examination committee. Such a request
is turned in in writing to the Inspector within three days after
the candidate has been notified of the decision.

The Inspector makes an inquiry, decides on the request and
determines, if necessary, in which way the candidate can stil]

be given the opportunity to do the examination in the subjects
he missed.

ARTICLE 33
In special cases the Chairperson of the examination committee, with
the consent of the Inspector can administer a new final examination

in a subject or a part of a subject. This examination is taken
before the meeting meant in article 49,

ARTICLE 46

. The candidate for the final examination Basic Hotel - and
Restaurant stream has passed his examination 1f he has scored:

a. for the subjects belonging to group I, at least 30 points.

b. for one of his subjects of group I, the final grade five (5)
and for his other subjects, final grades of six (6) or higher.

c. for one of his subjects of group I, the final grade four (4)
and for his other subjects, Ffinal grades of six (6) or higher.

d. no grade in group 1 lower than a four (4}).

e. for the subjects belonging to group II, at least 22 polnts for
four (4) subjects and at least 17 points for three subjects.

f. no grade lower than six {(6) for the final examination in the
Engiish language.

’

g. no grade in group II lower than a four (4).

h. for the subjects belonging to group 1I1 at least 1] points.

1. no grade in group III lower than four (4).
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The candidate mentioned in paragraph I, who does not meet one of
the conditions of group I, II, IIl has failed the examination,

The subjects belonging to each group are:

Group I H Service
Food & Beverage production
Housekeeping / Laundry
Arithmetic
Tourism

Group 1I1 : Dutch
English
Spanish

Group III Health Science / Hygiene
Social Legislation

The grade for the School Based Assessment test will be applied
as the fimal grade, if in a subject no written, oral or
practical examination is to be administered.

ARTICLE 47

The candidate for the final examination in the Seamstress stream
has passed her examinations if she has scored:

a. for the subjects belonging to group I, at least iB points.

b. for the subject sewing / patterndrawing and for the subject
textile knowledge no grade lower than five (5).

c. for one of her subjects of group I, the finatl grade five (5)
and for her other subjects, final grades of six (6) or higher.

d. for one of her subjects of group 1, the final grade four (4)
and for her other subjects final grades of six (6) or higher.

e. no grade in group I lower than four (4).

f. for the subjects belonging to group 11, at least 22 pointsg -
for four (4) subjects or t7 points for three (3) subjects.

g. no grade in group 11 lower than four (4).

h. no grade lower than six (6) for the final examination in one
of the languages. '

-

i. for the subjects belonging to group III, at least 11 points.

j. no grade in group III lower than four (4).
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The candidate meant in the first paragraph, not meeting one
of the conditions of group 1, 11, or ILI of the first para-
graph has failed her examination.

The subjects belonging to each of the groups are:
Group I : Sewing and Patterndrawing

"Fancy work
Knowledge of textiles

Group IT : Dutch
. : Enplish

Spanish '
Group 111 : Social Legislation

Arithmetic

The grade for the School Based Assessment test will be applied
as the final grade if im a subject, there is no written, oral
or practical examination to be administered.

ARTICLE 49

The candidate for the final examination of the Commercial
stream has passed his examination if he has scored:

a. for the subjects belonging to group I at least 30 points.

b. for one of his subjects of group I, the final grade five

(5) and for his other subjects final grades of six (6) or
higher.

¢. for one of his subjects of group I, the final grade four (4)
and for his other subjects final grades of six (6) or higher.

d. no grade in group I lower than four (4).
e. for the subjects belonging to group I1, at least 28 points
for five (5) subjects; 34 points for six (6) subjects.

f. for two (2) of his subjects in grouﬁ 11, the final pgrade ’

five (5) and for his other subjects final grades of six
(6) or higher.




. for one of his subjects of group I1,
(4) and for his other subjects
higher.

the final grade four
final grades of six (6) or

h. no grade in group Il lower than four (4.

i. for the subject Typing in group I1I, a satisfactory result.

The candidate meant in the first
one of the conditions of group I, IT,

paragraph, has failed his examination.

The subjects belonging to the Eroups are:

Group 1

Group I1I

Group 111

Business Economics
Business Administration
Business Maths

Theory of Trade

Legal knowledge

Dutch

English

Spanish

Office Procedure
World Orientation

Typing

paragraph, who does not meet
or III of the first

The prade for the School Based Assessment test will be applied
as the final grade if in a subject, there

or practical examination to be administere

is no written, oral
d.
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"EXAMINATIONS SECOND PERIOD

A'

The examination committee determines, in accordance with articles
41 through 49, which candidates have passed. their examination,
which have failed and which have been admitted to sit for
re-examination, during a meeting.

Re-examination

The candidate who still can pass the examination, has the

"right to request a re-examination in, at the most, one of

the subjects mentioned in articie 3, with the exception of
the practical subjects.

The candidate, to this end, sends a written request to the
Principal,before a date and time determined by the Principal.

If a candidate has not requested re-examination on time, the
preliminary result becomes final.

The re-examination of a written examination is done in the
same manner as a regular written examination.

The highest grade scored between the re-examination and
the written examination previously taken, will apply as
final grade for the written examination.

The candidate, who sits for re-examination in a subject,
has passed the examination if his final grade after the

re-examination still meets the conditions set in articles
46 - 47 - 49,

The candidate who does not meet the conditions set, has
fatled his examination.

Examinations for those who were 111

Candidates who were prevented from participating in one or
more sessions, and having valid reasons, can complete their
examinations in the period of re-examination.

ARTICLE 50

4
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ARTICLE 51

As soon as possible, after the meeting meant in article 50, the
results will be made known to the candidates along with the'final
grades.

The successful candidates are presented their certificates, of
which the model is determined by the Minister.

Each candidate receives a list, in accordance with a model ,
determined by the Head of “the Department, at the conclusxon of
the final examinations. On this list and on the certificate,
the subjects, in which the candidate has been examined are

mentioned, as well as the grades scored for thase fub jectr and
the reaulta of the examinnt ton,

Dupticatea of certificatea nate not preacnted.

ARTICLE 54

In cases not covered by this Resolution and for which an immedjate

dec
wil

ision is necessary, the Chairperson of the examination committee
Il decide. His decision is made known to the members of the

examination committee and to the Inspector as quickly as possible.
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SCHOOL BASED ASSESSMENT TESTS / EXAMINATfON MEASURES

Absence due to illness and other circumstances

I. Illness

In case of i1illness, a candidate must deliver, as soon as
I possible, but within a week after his return to school, a

statement from the doctor in which is clearly stated that

the candidate could not possibly have participated in the
I School Based Assessment test for medical reasons on that
. particular day.

= Doctor's statements turned in after this period, will not
l . be accepted.

{ A candidate who does not turn in mentioned statement on time,
will be considered to have been absent without authorisation.
For the unauthorised absence, the School Based Assessment
l test missed, a one (1) will be given. This grade cannot be
} changed.

FI
§
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2. Absence for reasons other than illness

a. The Directorate will decide if the reason{(s) given by the
candidate avre legitimate or not.

. b. The Directorate will decide in case of legitimate absence,
i after consultation with the teacher / examiner and the
candidate concerned, when and in which way, a Schoeol Based
Assessment test missed, can be nade up.

c. In case of unavthorised absence a one (1) will be given.

;( 3. Irregularities and measures

a. When a candidate appears late at a School Based Assessment .
test or an examination, without a valid reason ( to be judged
by the Directorate) he/she must complete the test in the time
still remaining. Extra time will not be allowed.

b. In fraudulent cases ( copying, using material dot permitted,

turning in someone else's work), the candidate will get a
one (1).

L}
-

c. 1f the School Based Assessment test or part of the examination
consists of a workpiece or a project and if this is not turned
1n on the predetermined date, without a valid reason, a one

(1) will be given for this School Based Assessment test or part
of the examination.




Reasons for exclusion from examinationsg

A,

A candidate who has scored an insufficient grade for the
W.E.P. is further excluded from the examination.

A candidate who does not stick to the rules in connection
with the number of bhooks to be read for the subjects, English,
Dutch and Spanish will be excluded from the examination.

A candidate who is not in possession of the basgie typing
certificate will be excluded from the examination. ( Only
applicable for students in the Administrative Sector.)

A candidate caught committing fraud during the examination
( copying, using material not permitted pertaining te the
subject material ) will be excluded from the examination.

A candidate who has not complied with the rules of the
School Based Assesament test can be excluded from the
examination by the Chairperson of the examination committee
after the candidate has been heard.

A candidate who, during the lasgt examination schoolyear,
has missed more than 307 of the lessons, without permigsion
and without legitimate reasons, can be excluded from the
examination.

After a decision has been ma to exclude a candidate from
the examination, the Chatrpe 2n of the examination committee
informs the Inspector and th nparents of the candidate

concerned.,




AGREEMENT ON THE_WORKEXPERIENCE PROGRAM (MW.E.P.)

LADVO
The undersigned:

B) e e e localed Al Lo o o oo L 1)
for the purposes of Lhis provision represented by

.........................

hereafter referred Lo as Lhe Establishomont for the W.E.P.

b) the Foundation for Promotion of Secondary Educalion in Lhe windwﬁrd

Islands, Tocaled al . ... e 7)

for the purposes of Lhis provision represenied Ly ... oo ... 3)

hereafter referred Lo as ... i S eeeaeeaiaaes 4)

o) mn

) for the purposes of Lhis provision authorized by ... ... ... ... . ... ...

(f ........................................................................ fi)

hereafter referred to as Lhe Lrainee.
COHSIDERING
= A 7)

under whose jurisdiction Lhe Educalional Instilulion, named Lhe Sundial

School, resorts and which school is focaled on Charles VYogesslreel 14,
Pondfill, St. Maarten

- that based on Lhe curriculum appliod by the Fducational lnslilotion, Lhe
Sundial Schiool, the W.E.P. conslitules an essenlial parl of the oducaliopal
{ program

-that on .o an agreement was reached bhelween Lhe
Foundation for the Promolion of Secondary Educalion in Lhe Windward Islands<
and the Establishment for the W.E.P. wilh regard Lo the making available of
training facililles

- Lhat the trainee is presently emvolled al the Fducational InsLitulion, the
Sundial School, and that he/she desires Lo enter Lhe W.E.P. at Lhe alore-
mentioned Establishment, which has éxnressed its readiness Lo offer Lhe
trainee Lhe oppurtunily Lo recelve practical training al its establlishment.

- that Lhe activilies the Lrainen engagrs in should in Fivst instance he of
an educalional nature related Lo Lhe conrse the Lrainee is mesenlly
ecenrolied Th at Lhe Sundlal Schiool. '

il dap ot




llereby declare Lo have agreed upon the following:

Article 1

The Establishment for the W.E.P. will allow Lhe trainee Lo Lnke‘part in the
W.E.P. laking into consideration the syllabus of Lhe course

e ettt e e B 9
In the perfod of .......... e e V1217 5 R, e e
during ....... . el ... day(s) a week and ....... e, vewe.. hours
per day.

Article 2

The assignment for the W.E.P. which as Lo be accomplished wilhin the scope
of the course the trainee 1Is enrciled in, reads as follows: ............. .. 9)




bo

Articie 3

a} The tralnee will be engaged in Lhe W.L.P. on Lhe folltowing days

............................................... from ... ... unlil

.................. o'clock 10) wilh Lhn execplions of Lhe days durlnq
which Lhe EsLablishment for the W.L.P. will be closed for business.

b} The trainee shall hol be participating in Lthe schooi halidays dinying
the Lime Lhal Lhe Cducalional InsLilulion i« closed, bul abijde
by Lthe days and hours Lhal the business is open.

Article 3

The Lralnee is obliged o comply with all rules, regulations and
Instructlons within the Establishmenl for Lhe H.E.P. sel for Lhe pinrpase
of securing law and order, Lhe safely and well-being of iLs employres.

Article 5

a) The Establishment for the W.E.P. appoints

........................................................................ i)
as the W.E.P. conductor, charged with Lhe yuidmece of Lhe trainee at Lho
place of training.

b) Whitle at the place of Lraining Lhe Lrainee shall follow all instruclions
given by the M.E.P. conduclor,

) The tralnee will engage in no olher aclivilies Uhan Lhose assigned wilh-
in the framework of the Training Aclivity by the Educalional Institubion,
the Sundial School.

Article 6

The Foundalion for PromoLion ol Secondary Educalion in Lhe Nindward Islands

shall appolnt ... o i e e 12)

from the 1eachlng Staff Lo function as Lhe W.E. P Leacher, charged wilh
the mon!Loring and gulding of the tralnee.

Article 7

Tie trainee ig obltged Lo keep confidential all informalion relayed in
confidence Lo him/her, all classified fnformalion which incidental ly has come

Lo his/her knowledge or of which he/she is aware of the confidential nature.

L e
P




Article 8

The Lralnee shall inform ftis W.E.P. conduclor and W.E.P. teacher in due
Lime when hg Is Lo be abseny from the W.E.P. and of Lhe Lime when he
will return.

Article 9

The experience will be recorded in a W.E.P. recordbook hy Lhe W E.P.
conductor and Lhe W.E.P. teacher.

Article 10,

If problems arlse the Lraines shall in firsl instance approach tha W E.p,
conductor.

Both the trainee and the W.E.P. conduclor way bring the problem hefore
the W.E.P. teacher. |

I no solulion can be found colleclively, Lhen each parily may stale his
case before one or more mediators authorized by the Toundalion for the
Promolion of Secondary Education in Uhe Windward Islands.

A solution for the problem has Lo be found in consulbation with the
Establishment for Lhe W.E.P,

None of the parties will terminale Lhe W.F.P. earlier Lhan aareed upon

without consulting with each olhe) .

Article 11

the agreement shall terminate al Lhe end of  Lhe period sUiputated under

article 1.

Intermediate terminallon shall Lake place by mulval consent and only: -

a) after writlen notificalion from the Foundalion for Promotion of Secondary
Education in the Windward Islands Lo Uhe EsLablishment for Lhe W.E.P.,
if the Foundation for Lhe Promotion of Secondary Education in Lhe
Windward Islands afler deliberalion wilh the trainee and the Establish-
ment fornLhe W.E.P. and afler consulting the W.E.p. conduclor, has
assured ftsell that: _

. the Establishment for the W.E.P. is not adequalely living up to Lhe
obligations resulting from Lhis agreement ,

-~
2. such circumstances occur Lhal il cannol be reasonably oxpecinod of
Lthe trainee that he/she conlinues wilh the W.F.p.



- b) after written nolificalion of the Establislwmenl Tor Lhe W.E.P. Lo Lhe

Foundation Tor Lhe Promotion of Secomdary Education in Lthe Windward
Islands after deliberalion wilh Lhe Foundation for the Promotion of
Secondary in the Windward Islands and Lhe tralnee, when suﬁh circum-’
stances occur, that It cannol be reasonnbly expacled ol Lhe Eslablish-
ment for the W.E.P. Lo conlinue wilh Lhis agreement.

Article 12

~When the Estaﬁ]lshment for the W.E.P. and the Foundation lor the Promotlon

of Secondary Education in the Windward Islands have signed an agreemenl Lo
cooperate, the latter will submit a copy of Lhe agreement Lo Lhe Lrainee.

Thus agreed upon and drawn up in threefold in St. Maarten on

a) The Establistment for Lhe W.E.P.

On belialf of o 13)
(Signalure of aulhorized person)

b) The Educational Institulion
On behalf of the Foundatlon fov Lhe Promolion of Secowdary Fducation in
the Windward Islands .........ooioininininnnannnen... PR ")

(Signature of aulhorized person)

c} The Trainee
....................................................................... A5)
For aulhorization and assistance: .
....................................................................... 10)

(Name & signature of the leyal represenlative of Lhe trainee)
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6.

10.
1.
2.
13.
4.

15.
16,

63
APPEND IX

Néme and address organisation/establishmont offering Lhe Work
Experience Program (W.E.DP.)

Name and address of the Foundation under whose jurisdiction Lhe
Educatlonal Institution/School resorts.

Name(s) of the member(s) of Lhe Board, representing the Toumdabion.
The Executive Council (if a public school) or Lhe Toundalion for Uhe
Promotien of Secondary Education. '

Name and address of the trainee in Lhe W.F.P,

Name and address of Lhe Lratner's legal ropresentalive IF Lhe Lrainen
Is still a minor.

Name and address of the educational inslitultion/schinol.

Type of course the student is enrolled in at Lhe educational instilulion.
The discription of the W.E.P. and Lhe assignment thal the student has
to accomplish,

Mention the days, morning and afternoons, hours and time.

Name of the W.E.P. conductor.

Name of the W.E.P. teacher,

Name of the organisalion for Lhe W.E.P.

Hame of Lhe legal entity under whose jurisdiclion the educalional
institution/school resorls.

Stgnature of the trainee.

Name and signalure of thé legal representative of Lhe Lrainee if the

latter is a minor.
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'RUCTURE  ALBO

FORM 4

FORM 3

BRIDGEYEAR 2

BRIDGEYEAR 1

Duration of the course

The course has a duration of four years.

- Language of instruction

The language of instruction will be English.

The rational for having English as the language o©f instruction is:
- to upgrade the knowledge of the English language in order to

ensure the correct use of standard English,

- to ensure a better understanding and comprehension of the
subject matter, thus facilitating the learning process.

—- to ensure a better communication with members of the society in
which the student lives,

- to make the student betiter eguipped to deal with a job after
completion of his/her studies.
THE WORK EXPERIENCE PROGRAMME (ABBR. WEP)
In vear 4 there's a W.E.P. Objectives WEP are:
1) to bridge the gap between school and jobmarket,

2) to make the student aware of the possibilities in the
community,

3) to give the student hands-on experience, to develop their
skills,

4} to smooth the path of obtaining job-placement for the student.



DURATLON AND IMPLEMENTATION WEPR (1991/1292)

a. In the 4th year of the ALBO course the student will go out 2
(twice) for training.

bh. At the end of each training period student will be graded.

To be graded the student must submit a written report on the date
specified by the school.

The mark of this report must be counted with:

a) the overall assessment mark by the WEP conductor (report)

b) the overall assessment mark by the superviscr (report).

So the formula is as follows:

Rep. student + Rep. WEP Conductor + ERep. Supervisor

= WEP Mark.
3

These marks are given Jin decimals. At the end of the

acholastic year. the finalmark is achieved by:

Adding the marks and dividing them = final marks.

This final mark is rounded off to a whole figure. whereby any
decimal figure higher than 0,5 adds to the figure.
ex. 5.4 -- 5, but 5.5 -- 6.

c. In caseas of absenteeizm, the student must make up for the days
miesed by geoing to Lhe WEP address during afterncon hours after
‘school or on Saturdays. All in agreement with the WEP conductor
and the supervisor.

I1f the student has migsed 4 days or more without a valid
reason,. the student will not be able to receive hissher
certificate.




SECTION: ALBO

YEAR: I, 1I, III AND 1V
SUBJECTS ABR. }JALBO JALBO {ALBO III ALBO 1V
1 11 HOSP| SEW | HOSP| SEW

NEEDLECRAFT NDC N 6 6 i5
FOOD PREPARATION,/ NUTRITION | FP/N | 3 3 4 7
HOUSEKEEPING/LAUNDRY H/L "2 2 2
FAMILY LIFE EDUCATION FL 1 1
ENGLISH ENG 2 2 3 3 3 3
ARITHMETIC AR 2 2 1 1 1 2
HEALTH SCIENCE HSC 2 2 1
SOCIAL SCIENCE 508 2 2 2 2 2 2
AGRICULTURE AGR ~1 1 1 1 1 1
DUTCH g, 2 2 2 2 2 2
FUNCTIONAL/SOCTIAL SKILLS F/SK 1 1 1 1 1 1
ARTS ATS 4 1 1 1 1
CRAFT CF 2 2 2 Z 2
MUSIC MU Nl 1 1 1 1 1
PHYSTICAL EDUCATION THE 2 2 2 2 2 ’
STUDY PERIGD STP 1

g SERVICE SV 2 6
SALESMANSHIP SAL 1 1
ADVERTISEMENT /WINDOWDRESSING| A/ /WD 1 1
FANCY WORK FW 1 1
KNOWLEDGE OF TEXTILES ETX 2 2
SOCIAL LEGISLATION SLE 1 1
KNOWLEDGE COF COMMODITIES ENC 1




CRITERIA FOR PROMOTION (1981/1982)

SEQIQR: ALBO
N.B.: IN GENERAL FOR ALL FORMS:

a. Students are not allowed to stay back twice in the same grade
or form,

b. Students may not stay back in two (2) consecutive years.




NEEDLECRAFT ENGLISH

FAMILY LIFE EDUCATION ARITHMETIC
I- FOOD PREPARATION SOCIAL SCIENCE
L HOME ECONCMIC HEALTH SCIENCE
ARTS/CRAFT-
I PHYSICAL EDUCATION
- MUSIC
-' AGRICULTURE
_ ~ min. 24 points. — maximum 3 calculated fives (5).
l 4 — allowed are:
' two (2) fives (5) or
I ! one (1) four (4).

mentioned under A + B.

l N.B.: a) No more than five {(5) calculated fives allowed in subjects
l b} A five (b) counte for one (1) calculated five; lower than

a five (5) counts for two (2) calculated fives.




PROMOTION ALBO 11 1Q ALBC 111

I. HOSPITALITY SEWING
FOOD» PREFARATION SEWING N min. 24 pts,
HCOUSEEEEPING,/LAUNDRY FANCY WORK >1 four (4) or 1 five
ENGLISH ENGLI&H (5} allowed.
ARITHMETIC ARITHMETIC
SOCTAL SCIENCE SOCIAL SCIENCE min. 42 pbts

i SOCIAL/FUNCTIONAL SKILLS SOCIAL/FUNCTIONAL SKILLS
DUTCH DUTCH >1 calculated.
f AGRICULTURE AGRICULTURE five (5)

ARTS/CRAFT ARTS,/CRAFT allowed.
MUSIC MUSIC
PHYSICAL EDUCATION PHYSICAL EDUCATION

N.B.:

— NO MORE THAN 3 CALCULATED FIVES IN I AND TI.

~ EVERYTHING UNDER & COUNTS FOR 2 CALCULATEDR FIVES.




I. HOSPITALITY

- FOOD PREPARATION
SERVICE
LBOUSEKEEFPING/LAUNDRY
(th. + pr.)

ENGLISH

IT. ARITHMETIC
ADVERTISING
SALESMANSHIP
SOCIAL SCIENCE

AGRICULTURE

ARTS/CRAFT

MUSIC

PHYSICAL DDUCATION

DUTCH

- SOCTAL/FUNCTIONAL SKILLS

II1.

SEWING

SEWING
FANCY WORK
ENOWLEDGE CF TEXTILES

ENGLIGH

ARITHMETIC
ADVERTISING >
SALESMANSHIP $

S0CIAL SCIENCE
—_

AGRICULTURE

ARTS /CRATT

MUSIC

PHYSICAL EDUCATION
DUTCH

SOCIAL/FUNCTIONAL SKILLS

min. 24 ptes.

>*no mark lower
than a slx {(G)

min. 24 pts,

"1 calculated five
(5} allowed.

=1 calculated
five {(H)
allowed.

— NO MORE THAN 2 CALCULATED FIVES IN I, II AND I1T.

| — EVERYTHING UNDER 5 COUNTS FOR 2 CALCULATED ,FIVES.
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EXAMINATION CRITERIA ALBO FOR SCHOLASTIC YEAR (1921/1992)

At the end of the fourth year, the students will sit an examination.

SUBJECTS ABBR. | SEWING HOSPITALITY
EXAM S BA EXAM S B A
SEW SEW HOSP HOGP
CORE SUBJECTS
SEWING SEW =
FANCY WOERK FW A
- KNOWLEDGE QF TEXTILES ETX X
“ENGLISH LANGUAGE ENG X X
. FOOD PREPARATION ¥FP X
'SERVICE sV X
‘HOUSEKEEPING/LAUNDRY H/L X
NON EXAM-SUBJECTS
‘ARITHMETIC AR X X
SOCIAL SICENCE 5085 X X
ADVERTISING, WINDOWDRESSING| AWD X X
SATLESMANSHIP SATL X X
DUTCH LANGUAGE I )4 X
FUNCTIONAL/SOCIAL SEILL F/ oK X X
ARTS & CRAFT ASC X X
AGRICULTURE AGR X b
MUSIC H1T X A
iPHYSICAL EDMICATION FHE X b4

ndicated in the chart the subjecte are divided into 2 Eroups:

Core subjects (exan subjects)
non examination subjects.

tudent has to sit an exam for these subjects. The exam will be
tered by the examinator. the teacher who instructed the

t during his/her final year and a supervisor appointed by the

r. 0f HEducation.

samination subiects

'ﬁ the subjects which are tested by SBA (school based
sy,




2

(Contiﬁuation examination criteria ALBO 4, 1891/1892).

The examinee hasg passed when he/she has:

a) a gix (6) for all core subjects.

b) a maximum of three calculated fives for the non-examination
subjects. whereby a five (D) counts as one and a four (4) or
lower counts as 2 calculated fives.

c) Work Experiences Programme has to be an average of six (6).

— The final mark of the core subjects is determined by adding the

iy

average mark of the SBA + Exam mark and dividing the sum by 2.

AV.SBA + EX :
= FINAL MARK

2

- The non examination subjects take the rounded off figure of the
average of the SBA as the final mark.

Certificates

a) At the end of the four years, a certificate will be handed cut
to those students who have successfully passed their exams.

Bt an R

b) A student who leaves school during cor befcre completing the four
vears  course, receives proof of having attended the course.
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AGREEMENT AND REGULATIONG WORK EXPERIENCE PROGRAMMIC

e T REAMN ALDBOQ
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SUNDIAL
WHAT 1S THE WORK EXPERIENCE PROGRAMUET

Work Experience has been called many things over the years
such as:

ON THE JOB EXPERIENCE
ON THE JOB TRAINING
PRACTICAL TRAINING
ETC. ETC.

However, we shall use the term Work Experience Programme,
abbreviated: W.E.P. In one form or another it is part of the
school s curriculum and is placed in the timetable as an
integral rart of the student s studies, in the ALBO-stream.

Via the expertise of the W.E.P. Conductor, the student is
counselled about job attitudes. punctuality. the types of
Jjobs available on Sint Maarten., etc. etc. The student is then
rlaced in a suitable training environment and receives
training in his/her chosen field from the company. However,
as you can imagine this is not something which can be
realized in a matter of weeks. Rather it can take months or
even in some cases years.

The students experiences are varied whilst undergoing
training and in some cases initial placement is
unsatisfactory and a fresh evaluation and placement has to
take place.

In most cases W.E.P. results in full-time employment for the
following reasons:

a) The employer has trained the student to standards
regquired by the company. '

b} The employer knows the student’s character, foibles
and reliability.

c) The student s graduation certificate is meaningful to
the employer because he already knows that if the
certificate says “Shop assistant” the student can
write cut a bon, or work with a cashregister.




SUNDIAL

¥

THE SCHOOL'S RESPONSIBILITY TQO THE EMPLOYER

1.

To visit the company on a regular basis.

To ensure that students are covered by health and
liability insurance.

To attempt to organise the student’s education in

such a way that it is of benefit to both the student
and the employer.

To be available to both student and employer +o deal
wlith problems as they arise.

The school is free to terminate the practical

training if the pupil is often rut to duties ocutside
of his/her training activities.



T+

1. To give the student good and appropriate training.

2. To assign & suitable employee to train and supervise
the student’s activities, the business is responsible
for the pupil during the W.E_.P.

3. To pay the student Naf. 10,-- per day as expense
money. :

4. To ensure that all reascnable safety measures are
taken in the student’s working environment.

5. To complete a report on each student in training per
trimester.

THE EMPLOYER 15 NOTI EXPECTED TO:

1. Provide full-time employment unless he wishes to do
S0,

2. To keep a student if he/she is not suitable or if the
student s behaviour is unsatisfactory.

J. To have the student leave the establishment to per-
form errants and or other activities, this in connec-
tion with insurance coverage.
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St. Maarten, ......c..iieeaunnn

SUNDIAL

'BULES STIUDENTS WORK EXPERIENCE PROGRAMME: (ALBO)

Workinghours: 8 hours per day.

You should make and submit a full report at the end of
each trimester on the date specified hy the school.

You should be punctual.

Your clothing should be sultable for the type of work to
be performed.

Obedience is a must.

a. You will have to make up for any days missed due to
absence during afternoon hours or on Saturdays.

b. If you miss more than 2 dave per trimester without a

valld reason. you will pnot receive your certificate.

c. Neither will you receive expense money for the days
absent.

In case of illness you should notify the management and
the school immediately that you ll be absent and the
reason. :

Your practical training will be evaluated by your super-
vigor and a teacher of the school.

Any duties or tasks issued to you by your supervisor
which is linked to the smcoth operation of the business
should be done to the best of vour ability.

The practical training has to be sufficient for you to
obtain vour certificate.

Each trimester the student must complete the training at
a particular address.

Student WEP Ccoordinator

Parents/Guardians.




& VOGESSTREET 14

WORK EXPERIENCE PROGEAMME
SCHOQL/EMPLOYER AGREEMENT

Special Skill iviti
Pavment: Amount Payment Date: Monthly.
Meals: Provided,/not provided.
Dress code.
Transportation.
070 1) S o - Tel.: #

U PeIrVIBOr . it i e e e e e e e e

Training days: ...t i e e .

Signature: WEP Conductor.

Signature
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..,.....;..,...... Tel.: ..........

R T T T T T T S

in emergency: SUNDIAL SCHOOL

Telephone: 22810

Signed: ... ... ... ... . ...
. Conductor
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USTUDENT 'S NAME: ..ottt e

COMPANY : .. .. Peeaea

DATE:
RATINGS: 5 = EXCELLENT 4 = GOOD 3 = AVERAGE 2 = FAIR

1 = POOR.
RATING | DESCRIPTION STUDENT COULD IM-

]
t
i ! PROVE BY:

iA. Welcomes assisbance and sugges-!
' tiona cheerfully. H

[} I
] 1
! neatly. !

F. Follows the rules and regula-
tiona of the company.

13, Polite and shows reaspect for H
! other. :

'H. Reports when leaving the job !
' station. !

iN. Shows interest in self-improve-!
ment . :

The student was a) abgent ........... daye

b) late times.

Supervisor/Employer Date.



CEXT. .

: Comments

_SUPERVISOR ... .......

C.TEL.: .......
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W.E.P. CONDUCTOR: . .........

WORK EXPERIENCE PROGRAMME

Date

|
I
|
I
I
i
!
I,
i
i
|
I
|
|
|
l

SUNDIAL
STUDENT REPOKRT
COMPANY :
DEPARTMENT :

NAME

W
W
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SUNDIAL
CHARLES E. VOGESSTREET 14
PHILIPSBURG

ST. MAARTEN N.A.

TEL.: 22310

Name of Pupil ....... ... ... .. ...

Home Address ......... ... ...

.............................................................

.............................................................

.............................................................

......................

......................

-------------------------------------------------------------

.............................................................

-------------------------------------------------------------

Supervisor/Employer.




SUNDIAL

CHARLES E. VOGESSTREET 14
PHILIPSBURG

ST. MAARTEN N.A.

WORK EXPERIENCE PROGRAMME.

EMPLOYMENT RECORD

Student: ... ...t i i, e Grade: ............
W.E.P. Conductor: ............ e e
Date: 1st.term: "‘;"i .......... ; ...........................
P49 Lo B = v 1
3rd term: ... ...t e e merane e e
Job #1
Place of.employment ..................... Date entered. .......
Type of job ... i i Date leaving. .......
Reason for leaving ... u i i ittt s anaas s>
Job #2Z
Place of employmsnt .................... Date entered ........
Type of Jjob ... ... e Date leaving ........
Reason for leaving .. ...t in i i s s cana st aemaaaaannans
Job #3
Place of employment ........... .. ..., rDatefentered ....... -
Type of Jjob ...-..; .......... 1......7.;.Date leaving ........
Reaéoﬁ for leaving ; .............. eememeeaiamasaaeae s l...

Withdrawn from programme

Full time placement e e e




